Guidelines for Submitting Study Site Inventory Balance Reports

(DCP version of Form NIH-986)

Study Site Inventory Balance Reports for investigational agents for Division of Cancer Prevention (DCP), NCI sponsored clinical trials may be transmitted to the DCP Repository by FAX or e-mail. 

The FAX number for submission of Study Site Inventory Balance Reports is 301-762-0616. 
The e-mail address for submission of the Study Site Inventory Balance Report is dcprepository@mckessonbio.com
Study site inventory balance reports must be filled out completely and accurately. Reports must be typed and all procedures on the reporting form must be followed.

1. The Inventory Balance Report is to be completed on the last day of each month.

2. If inventory is computerized, attach printout to completed (top portion) form.

3. Return completed report by 5 pm EST on the 5th day of the following month to the fax number or e-mail address above.
4. Please include NCI protocol number and study title, and principal investigator.

5. When a number of investigators are participating on a clinical study at the same institution, one investigator should be considered or designated the principal investigator under whom all Inventory Balance Reports for that protocol should be submitted.

6. Use the accepted drug name, no abbreviations or brand names

7. Use the NCI protocol number. DO NOT use local protocol numbers.
8.  Include strength, unit and dose form.
9. Please include the lot number AND DCP Repository Barcode number.
10. Please include the quantity. Partial bottles should be entered as partial bottles (even though this may be different from your Drug Accountability Records), rather than number of tablets or capsules (i.e., 2+1P bottles would be two full bottles and one partial).
11. Incomplete, illegible or inaccurate Inventory Balance Reports will be denied and faxed or e-mailed back to the sender for corrections and/or clarifications.

If you have any comments or suggestions, please contact the DCP repository by telephone (301) 762-1863 or by FAX at (301) 762-0616.

