Resource - Site Visit Document and Interview Request Example
Applicant #XX – [Site Visit Date]
Documents to review

1. Provide process flow or flow chart of the xxx process

2. Provide sample of three reports within the past year from the xxx information system

3. Provide access to the web site for the types of information shared with employees, consultants and the public as well as the sharing of process improvement results

4. Describe the components of the two training metrics; provide three samples from the past year

5. Provide supporting data for Attachment 3, “XXX”

6. Provide supporting documentation on performance results/accomplishments

7. Describe methods and tools to monitor and track results achieved after implementation

8. Provide summary results of internal employee and external customer surveys conducted to identify areas for improvement

Requests for interview – specific times to be determined 

1. XXX, Director or designee

2. XXX, Chief Auditor

3. XXX, Group Manager

4. Senior Leader, XXX Group

5. Group Manager, XXX Team

6. Team member working on a XXX Initiative

7. Individual responsible for developing and maintaining measures/metrics

8. Manager responsible for conducting surveys

9. Front line employee, any program

10. Second level manager, any program

