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Overview 

 Management of: 
 CRFs 
 Audio files 
 Debriefing reports 
 Transcripts 

 Data tracking and other DM tips 
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CRF Management 
CRF is completed 

CRFs efaxed to 
MTN003D@rti.org 

CRFs reviewed & 
any queries sent to 
the site 

Queries responded 
to & updated CRF 
efaxed 

Updated CRF 
reviewed 

Confirmation of 
completion sent 

[No remaining queries] 

RTI/DCC Site Staff 

[Queries remain] 

Quality of CRFs 
reviewed 
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DTHF 



CRF Queries 
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CRF Timeline 
Task Timeline 
Completed CRFs reviewed locally and 
efaxed to RTI 

CRFs reviewed by RTI and queries 
sent to site 
Queries responded to and updated 
CRFs efaxed to RTI 
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Initial timeline: Within two working 
days of completion 
Timeline upon reaching high 
quality status: Once per week 
Within two working days of initial 
receipt 

Within two working days of receipt of 
queries 



Audio File Management 
Interviewer(s) 
copies file to hard-
drive & provides 
copy to site 

File transferred to 
secure ftp site 

File downloaded for 
back-up 

File downloaded for 
transcription/ 
translation 

Once transcripts 
are finalized, audio 
file is destroyed 

DTHF RTI Site Staff 
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Audio File Timeline 
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Task Timeline 
Audio file checked, saved to hard-
drive, copied for the site 
Site staff upload audio file to ftp site 
Audio file destroyed 

Same day as IDI completion 

Same day as IDI completion 
Upon confirmation from RTI that  
associated transcript is finalized 



Debriefing Report Management 
Interviewer(s) 
create debriefing 
report 

Debriefing report 
reviewed 

Queries sent to 
DTHF/Interviewers 

DTHF/Interviewers 
respond to queries 

Updated debriefing 
report reviewed 

Debriefing report 
finalized and 
emailed to study 
team 

[No remaining queries] 

[Queries remain] 

DTHF RTI Site Staff 
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DTHF/Interviewers 
review DR and 
send to RTI 



Debriefing Report Queries 
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Debriefing Report Timeline 
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Task Timeline 
Initial Debriefing Report completed 
DR reviewed by 
DTHF/Interviewers/Note-takers and 
emailed to RTI 
RTI reviews DR and sends queries to 
DTHF/Interviewers/Note-takers 
DTHF/Interviewers/Note-takers 
respond to RTI queries 

Within one week of IDI completion 

Same day as interview completion 

Within one week of initial receipt 

Within one week of query receipt 



Transcript Management 

DTHF/site respond 
to queries 

Updated transcript 
reviewed 

Transcript finalized 
and emailed to 
study team 

[No remaining queries] 

[Queries remain] DTHF RTI Site Staff 
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DTHF/site develop 
local language 
transcript 

Local language 
transcript reviewed 

English transcript 
updated and 
emailed to RTI 

Transcript reviewed English language 
transcript 
developed 

English language 
transcript reviewed 

Queries sent to 
DTHF/site 



Transcription Tips 

 Audio file transcribed in language of IDI 
 Should be done verbatim to reflect 

everything actually said by the interviewer 
and respondent 

 Extended pauses, nonverbal process, etc. 
(e.g. “Mmm”) should also be captured 

12 



Translation Tips 

 Should reflect the local language, terms, 
and expressions of the respondent, with 
explanation in brackets 
 CORRECT: He went to his small house [to see his girlfriend] 
 INCORRECT: He went to see his girlfriend 
 Other examples: 

 He was not in good books with her [they were not getting along] 
 He went with him to see her… [Partner went with his brother to see his 

girlfriend] 
 Everyone was saying she looked sick [suspected HIV] 
 I inserted a mixture of coke and jik [bleach] 
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Transcript Queries 

14 



Transcript Timeline 
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Task Timeline 
Initial English language transcript 
developed and emailed to RTI 
(inclusive of site-level review) 
RTI reviews transcript and sends 
queries to DTHF/Interviewers 
DTHF/Interviewers respond to RTI 
queries 

Within one month of the IDI 
completion 

Within two weeks of initial 
transcript receipt  

Within two weeks of query receipt  



DATA TRACKING AND OTHER 
DM TIPS 
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Data Tracking 
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File Naming Conventions 
 Initial format:  

 IDI_[PTID]_[Data Type]_[Date of IDI] 
 Query format:  

 IDI_[PTID]_[Data Type]_[Date of IDI]_[Initials] 
 Final format:  

 IDI_[PTID]_[Data Type]_[Date of IDI]_FINAL 
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IDI_1001_Audio File_31OCT12 

IDI_1001_Debriefing Report_31OCT12_MH_AB 

IDI_1001_Debriefing Report_31OCT12_FINAL 



Transcript Formatting Tips 
 Header Includes: Participant ID, Clinical Site, Interview Date, Interviewer 

Name, Audio-tape Length, Transcriber Name 
 After header, label next section “Interview Text,” insert a hard return and 

begin transcribing the content of the audio file verbatim. 
 Use “I:” before Interviewer remarks and “R:” before respondent remarks. 
 Auto-number the transcript by paragraph so that each time the Interviewer 

or Respondent begins a new response, this should be indicated by a new 
number 

 Replace all references to individual names or other identifying data with 
pseudonyms 

 Any mumbling, laughing or silences recorded in transcript can be noted by 
[brackets] 

 Long pauses can be represented by use of an ellipsis “…” 
 Insert a footer with page X of X on right-hand side 
 Spell check the transcript for any spelling and grammar errors 
 Be consistent with all formatting! 19 
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