Resource - Applicant Communication Checklist

· PREPARATION
_____
Outline of items to discuss with applicant contact

_____
Review outline with one or more site team members

· INTRODUCTION
_____
Explain your roles and responsibilities

_____
Understand “key contact” roles and responsibilities

_____
Run down of what you will cover in the phone call

· DETAILS OF KEY ITEMS
Key dates and timing

_____
Specific site visit dates decided

Personnel availability

_____
Identified constraints and availability of key personnel (e.g., CEO)

Sites, restrictions

_____
Functions, activities identified at all sites

_____
Identified sites to be visited (or highly likely) if dealing with a multi-site organization

_____
Explored possibilities of site visit during alternate shifts (if applicable)

_____
Identified any restricted areas to be considered “off limits” to the site visit team

Agenda, preparation

_____
Defined date to supply applicant with a first draft of a site visit agenda

_____
Notification of time table allotted (max.) to applicant during agenda (open/close)

Logistics

_____
Have applicant reserve a conference room for site visit team to use

_____
Map and directions to facility

_____
Establish travel plans for remote sites (if applicable)

_____
Confirm no change in organization since application was submitted (name, 
ownership)

Future contact

_____
Agreement on process for future communication before site visit

· SUMMARIZE POINTS
_____
Review points agreed upon

_____
Review what needs to be done (who, when)

