Data Quality–Summary of Site Visit Process
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Summary of Data Quality Site Visit Process
1. Select Programs for FY
All Staff–by consensus

2. Send visit Notification Letter to Program Director
Section Chief

3. Establish visit dates
Program Manager, Program Administrator,



DQ Consultant

4. Send visit Confirmation & Preparation Letter and
Program Manager


DQ Interview Questions to Program Director

5. Send Program Information Request to Program Director
DQ Consultant

6. Conduct visit
DQ Consultant & Program Manager

7. Prepare DQ Report & Action Plan
DQ Consultant, with Program Manager input

8. Review DQ Report & Action Plan; edit as needed
Program Manager & Section Chief

9. Send DQ Report/Action Plan & Cover Letter to Program Admin.
Section Chief

10. Monitor completion of Action Plan according to timelines
DQ Consultant & Program Manager

11. Receive evidence of completed Action Plan according to timelines
DQ Consultant & Program Manager

12. Verify completion of program’s Action Plan
DQ Consultant & Program Manager

13. If needed, non-compliance letter sent
Section Chief, with DQ Consultant input

14. Confirm or deny Program’s Certification
Program Manager, DQ Consultant,



Branch Chief, Section Chief–by consensus

