Specifications for Protocol Letter of Receipt

This document specifies the functionality required for a new Emailer, Letter of Receipt. 

The Letter of Receipt is sent to Lead Org personnel to inform them of our receipt of the trial, date of receipt, PDQ ID and is also sent to request missing information . (Letters are not sent out for every new protocol).

The letter will use the following elements:

<PrimaryID/IDString>

<ProtocolSources/ProtocolSource/DateReceived>

<ProtocolTitle> with attribute = ‘Original’

CIPS contact address for Lead Org Personnel whose attribute is the target of the mail abstract to field.   (See Letter of Receipt text below).
In the InScope and Scientific document, there will be a toolbar function for users to generate the letter to go out in an Email message.

This function will generate the email messages in real time, using mailer documents to record them, but avoid using the mailer/publishing system to do the processing, instead creating the mailer documents directly.
Letter of  Receipt text

Your protocol, <ProtocolIDs><OtherID><IDType>”Institutional/Original”
 “<ProtocolTitle>’original’,” was received for inclusion in the National Cancer Institute’s PDQ database on <ProtocolSources><ProtocolSource><DateReceived>.  The protocol has been assigned the PDQ Primary ID of: <ProtocolIDs><PrimaryID><IDString>.  Please reference this protocol number in all future communications.

Your submission will publish to Cancer.gov within three weeks of receipt of a complete submission.  When the trial is published, you will receive a confirmation email with your trial registration numbers, including the NCT ID number. Shortly after publication, and annually thereafter, you will also be sent a copy of the abstract and key retrieval terms for your review. 
If <MissingRequiredInformation><MissingInformation>field is present, insert the following paragraph:

At this time, your submission is not complete. Before we can list your trial in the PDQ Database on Cancer.gov, we will need the following documentation: <MissingRequiredInformation><MissingInformation> (bulleted).

This information can be emailed to pdqupdate@cancer.gov or faxed to us at 301-402-6728.
If you have any questions, please call the PDQ Protocol Coordinator at 301-496-7406 or send an e-mail to PDQUpdate@cancer.gov.  

PDQ Protocol Coordinator

Office of Cancer Content Management

Submitting new trials to PDQ? Try our new online submission portal:   http://pdqupdate.cancer.gov/submission.
