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SITE VISIT REPORT DELIVERY TIMELINE
The timeline below shows the standard timeframes for distribution of a site visit report (initiation, annual/interim or close-out). It also shows the task to be completed, the staff responsible for completing the task and comments with helpful information. Note: Row number two in this timeline does not apply to initiation or close-out visits (submission of a Preliminary Report of Monitoring Findings only applies to annual/interim site visits).
	TIMELINE
	TASK
	STAFF RESPONSIBLE
	COMMENTS
	TASK COMPLETED

	1. Prior to the site visit
	Distribute a confirmation letter/email to the participating site, outlining the visit date(s) and visit objectives.
	CLO Monitor
	Submit via email to the staff below:
· DCP Help Desk (nci-dcpmonitoring@westat.com)
· CLO Site Coordinator
· PO Principal Investigator and Site Coordinator
The DCP Help Desk will forward to all applicable DCP staff.
	 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

N/A

	2. Within 2 business days after site visit (Only applies to annual/ interim site visits.)
	Submit Preliminary Report of Monitoring Findings.
Note: Preliminary report is not distributed to the PO site.
	CLO Monitor
	Submit via email to the staff below:
· DCP Help Desk (nci-dcpmonitoring@westat.com)
· CLO Site Coordinator
The DCP Help Desk will forward to all applicable DCP staff.
	 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

N/A

	3. Within 3 weeks (or 15 business days) after site visit
	Distribute
· Initiation report; or
· Annual/interim/pharmacy reports; and/or
· Close-out report.
Include a list of action items identified during the visit.
	CLO Monitor
	Submit via email to the staff below:
· DCP Help Desk (nci-dcpmonitoring@westat.com)
· CLO Site Coordinator
· PO Principal Investigator and Site Coordinator
The DCP Help Desk will forward to all applicable DCP staff.
	 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

N/A

	4. Within 30 calendar days from the distribution of the final visit report
	Submit a written follow-up response to each action item identified during the site visit.
	PO Site Coordinator
	Submit via email to the staff below:
· CLO Monitor
· CLO Site Coordinator
· DCP Help Desk (nci-dcpmonitoring@westat.com)
The DCP Help Desk will forward to all applicable DCP staff.
	 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

N/A

	5. Within 10 business days of receipt of follow-up response
	Notify the PO Site Coordinator once follow-up response is acceptable.
	CLO Monitor or CLO Site Coordinator
	Email to the staff below:
· DCP Help Desk (nci-dcpmonitoring@westat.com)
· CLO Site Coordinator
· PO Principal Investigator and Site Coordinator
The DCP Help Desk will forward to all applicable DCP staff.
	 FORMCHECKBOX 

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

N/A
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