Appendix D:   SOHPR Site Visit Preparation Tasks Checklist

How to use this checklist:  

1) Complete the third column by inserting specific due dates based on the scheduled date of your State Oral Health Program Review (SOHPR) site visit.   

2) When a task is completed, place a check mark in the last column.   

	Activity/Event/Task
	Timeline
	Due Date
	Completed

	Receive call from ASTDD team leader to discuss potential dates of visit, logistics and team members.
	Four months prior to the visit
	
	

	Start preparing SOHPR briefing book
	Three to four months prior to the visit
	
	

	Complete SOHPR briefing book and send it to the team members and ASTDD National Office
	Six weeks prior to the visit
	
	

	Send draft agenda for the site visit and list of potential interviewees to the SOHPR team leader
	Six weeks prior to the visit
	
	

	Conference call with the SOHPR team leader to review and revise the agenda, list of interviewees and hotel arrangements.
	Five weeks prior to the visit
	
	

	Invite State Health Officer and others to participate in SOHPR site visit interviews and report read-out as appropriate.
	Four weeks prior to the visit
	
	

	If state is able to contribute to the cost of the visit: Negotiate cost-sharing arrangements with ASTDD SOHPR coordinator.
	Four weeks prior to the visit


	
	

	Conference call with SOHPR team to discuss briefing book and self-study, finalize agenda and logistics
	Three weeks prior to the visit
	
	

	Send interviewees agenda, information on the team and instructions 
	Three weeks prior to the visit
	
	

	Arrange for conference rooms and necessary equipment and supplies for the team and the interviews
	As soon as possible before the visit
	
	


