SOP - Card Study Methodology – Network Coordinating Center
The following SOP is a detailed process for network administrators to co-develop a card study with network clinics. Instructions include packing and receiving responses, and suggested content for related communications with research champions. Content and recommended attachments for all correspondence with site champions referenced in this SOP is included in TEMPLATE – Clinic Champion Email Correspondence. The bulk of the work of a card study is accomplished by the Network Coordinating Center. To simplify the protocol, the entire protocol is divided into two parts for clinics and Coordinating Center. This SOP is closely aligned with the SOP detailing study activities at participating clinics (see SOP – Card Study Protocol – Participating Clinics). 
SOP – Card Study Protocol – Network Coordinating Center
INTRODUCTORY STEPS 
1. Identify questions or problems relevant to clinic members and co-develop a research question that can be addressed with a short, anonymous survey for patients.
2. Ensure regulatory approvals (usually IRB exempt) are in place 
2. Create survey, review with clinic champions
3. Develop study protocol (see SOP – Card Study Protocol – Network Coordinating Center and SOP – Card Study Protocol – Participating Clinics)
4. Develop a study information sheet (see TEMPLATE – Study Information Sheet) and facilitate NETWORK GOVERNING BOARD review and approval
5. Draft data entry rules and data analysis and return of results plans
DATA COLLECTION 
1. Plan data collection timing - allow time for printing and mailing and receipt of materials to clinics before target data collection window. 
2. Print surveys  
· A copy center can do printing and folding  
· Pre-print site ID and study ID on each survey (on both sides if possible) [the copy center should be able to print the unique study and site IDs on each survey] 
· Print on colored paper, if desired 
· Have the copy center fold and bundle them into packs of 100 
3. Obtain collection boxes (shoebox-sized cardboard boxes can be used or office supply stores often have clear collection boxes with slotted lids)
4. Send the Study Set-Up email with recommended attachments 
5. Facilitate collection of signed Letters of Cooperation from participating clinics (see TEMPLATE – Letter of Cooperation)
6. Create bundles of 25 surveys, if needed for smaller clinics
7. Customize Survey Trackers for the appropriate number of data collection days and clinic names, and the Card Study Tracker with participating clinics and contacts (see TEMPLATE – Survey Tracker, and TEMPLATE – Card Study Tracker).
8. Customize the collection and return shipment contents (see TEMPLATE – Distribution & Return Shipment Contents Lists) and print necessary documents (e.g., SOP, protocol). 
9. Send collection boxes and surveys to clinics. The goal is to include all necessary supplies in one mailing, with clear instructions, to make the process as easy as possible for clinics. 
6. Send the Study Start email and with attachments to let them know materials are on the way. 
7. If confirmation of receipt of collection boxes and surveys has not been received, confirm receipt via the tracking number and send the Study Start Distribution email on day one of data collection.
8. Midway through data collection, send the Reminder email to make sure everything is running smoothly.
10. Send End Data Collection email on the last day of collection to remind them they should stop distributing the survey at the close of business and outline next steps. If a return label was not sent initially - email each clinic their mailing label as a pdf.
11. Within a week, send the Study Closing email with instructions for returning surveys and other supplies, as needed. Email reminders, as needed.
12. Send Surveys Received and Next Steps email to confirm that the study team received the surveys and thank you for participating, along with study next steps 
13. Populate the site tracking spreadsheet to track number of surveys returned, and response rate 
DATA ENTRY, ANALYSIS, AND RETURN OF RESULTS
1. Review and finalize data entry protocol/procedure rules, data analysis and return of results plans
2. Create a data entry form (recommend REDCap) 
3. Enter data (consider double entry) 
4. Clean and analyze data according to plan
5. Develop a Return of Results Report (see TEMPLATE – Results Summary) according to the plan and distribute to participating clinic champions. 
6. Schedule meeting with participating clinic champions to discuss results and next steps (e.g., publication)
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