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Introduction
New protocols submitted to CTEP are processed through the Protocol and Information Office, and scheduled for the Protocol Review Committee (PRC).  Protocols received by 5 PM Tuesday must be abstracted by Thursday morning and distributed to reviewers by COB Friday of the same week.  

Responsibilities

The administrative staff of PIO will copy and distribute the new protocol.

Procedure

1. Once a new protocol has received final QC approval, the Protocol Specialist (PS) or QC’er will place it in the “Protocols for Friday Distribution” bin near the front of the PIO office.
2. A member of the senior staff will confirm that all protocols have been QC’ed and are ready for distribution.  
3. The administrative personnel will look at the PIO Protocol Distribution Cover Memo to determine how many copies of each protocol are needed.  Copies are made for all reviewers listed on the left side, and an extra copy is made for the PRC chairperson, and an extra copy for the administrative person to be used in case extra copies are needed.

4.  A blank sheet is inserted after the protocol sheet.  The packet is copied to be double-sided and stapled.

5. The original packet is labeled as “File Only” in the bottom right hand corner and placed back in the blue folder.  The folder is then placed in the Deputy Head of PIO’s mailbox for signature of the acknowledgement letter.  The Deputy Head will return the folder to the PS once he has signed off.

6. The copies are distributed to the reviewers.  Please note that the PMB copy goes to Pat Schettino’s mailbox and the PRC chairperson’s copy will go on top of the filing cabinet in the Deputy Manager’s office in PIO.  The BRB and CTMB copies go in the general mail boxes located in those departments. Please note also that the Study Agents Details sheet goes in the RAB mailbox and the Study Funding Details sheet goes to Rolanda Wade-Ricks mailbox in CGCB (Clinical Grants And Contracts Branch) Rm. 7009  

7. The Deputy Manager or designee will check Dr. Christian’s copies with the spreadsheet containing the new protocols to confirm that all protocols have been distributed for the week.

