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CHECKLIST FOR VFC SITE VISIT PREPARATION 
Depending on facility type and needs, visits may take 3-4 hours. Most providers also have a Quality Improvement Visit 
during site visits to review coverage rates and select improvement strategies. To prepare for the VFC portion, utilize 

this checklist. For more information, contact your Local Health Department or visit www.michigan.gov/vfc. 

AREA OF PREPARATION 

Key staff are available for the site visit (VFC Primary and Backup Coordinator at minimum). 

Annual training requirement is fulfilled and documented. For details, see Annual Training. 

Review and bookmark/save the online VFC Resource Guide (www.michigan.gov/vfc) and 
the NEW VFC Provider Manual.  

The following documents are available for review: 
 

☐ Annual training documentation: guidance is available here.
☐ Vaccine Management Plan & Emergency Plan: reviewed and signed annually. Its practices align with

CDC, Michigan VFC, and LHD requirements, and are implemented appropriately.
• Templates are available here.

☐ Up-to-date Vaccine Information Statements (VIS). These must be Michigan versions.
• A list of the most current is available here.

☐ “DO NOT DISCONNECT” signs are at outlets & circuit breaker (breaker will be accessed at visit).
• Signs are available here.

☐ 3 months of temperature logs for all units, and any excursion documentation if applicable.
☐ Borrowing Logs: all logs since date of last site visit (logs are available here.)
☐ Certificates of calibration for all data loggers, including at least one backup data logger.
☐ Current versions are posted for: Vaccine Preparation & Administration and Storage & Handling

Staff can explain and define VFC eligibility categories and screening/documentation procedures. 
• For specialty providers with modified screening requirements (Hepatitis B Provider, MI-

AVP, etc.), ensure screening according to your program: See section 9 of Provider Manual

VFC staff can explain billing procedures for vaccine and administration fees. Our administration fee 
for non-Medicaid VFC-eligible patients is: $  

A random chart pull will allow review of at least 10 patient records and vaccine documentation. 

Immunization documentation includes: address of clinic, vaccine type, date given, manufacturer, 
lot number; publication date of VIS, date VIS provided; and the name and title of vaccinator 

All VFC documents are maintained for at least 3 years. 

Vaccine storage and handling aligns with CDC and MI VFC requirements (units, data loggers, 
vaccine placement, original packaging, etc.). 

Vaccine preparation, administration, and inventory practices align with CDC and MI VFC 
requirements (stock rotation and separation, vaccines offered, VAERs, etc.).  

Circuit breaker will be accessible. If additional power supply protection, this will be provided. 

Post-Checklist Provider Notes/To-Do’s: 

https://www.michigan.gov/-/media/Project/Websites/mdhhs/Adult-and-Childrens-Services/Children-and-Families/Immunization-Information/newerVIS_1212.pdf?rev=16129f7653de4353a5a6a5c4f61d33a8
https://www.michigan.gov/mdhhs/-/media/Project/Websites/mdhhs/Folder2/Folder95/Folder1/Folder195/Michigan_VFC_Provider_Manual.pdf?rev=3fd7dbe53be1498a8f2b8bfa1f875a98&hash=0C5BD4B1F0C6F77750B84F3F30BECBAC
https://www.michigan.gov/-/media/Project/Websites/mdhhs/Folder3/Folder39/Folder2/Folder139/Folder1/Folder239/VFC_Annual_Training.pdf?rev=bc73d6e227fb4f37b9c004e9831450a6
https://www.michigan.gov/-/media/Project/Websites/mdhhs/Folder3/Folder16/Folder2/Folder116/Folder1/Folder216/Vaccine_Management_and_Emergency_Response_Plan.pdf?rev=96b27b8693504fe0910d9e4eb8b44637
https://www.michigan.gov/mdhhs/adult-child-serv/childrenfamilies/immunization/providerinfo/vis
https://www.michigan.gov/-/media/Project/Websites/mdhhs/Folder3/Folder14/Folder2/Folder114/Folder1/Folder214/Do_Not_Unplug_Signs_Outlet_and_Circuit_Breaker.pdf?rev=3262962a429347ca8409c5b1d833b74d
https://www.michigan.gov/-/media/Project/Websites/mdhhs/Folder1/Folder34/Vaccine_Borrowing_Log.pdf?rev=7a24c571e1bf49fb9bfe83dc16e06355
https://www.michigan.gov/-/media/Project/Websites/mdhhs/Folder3/Folder32/Folder2/Folder132/Folder1/Folder232/4_Vaccine_Storage_and_Handling_Table.pdf?rev=7510b09d43144d67a3a08d47d0d6927d
https://www.michigan.gov/mdhhs/-/media/Project/Websites/mdhhs/Folder3/Folder30/Folder2/Folder130/Folder1/Folder230/1_Vaccine_Preparation_and_Administration_Table.pdf?rev=349c0ac04b79415f8021543b719cf566&hash=1B05C06FEF3DE85A4741B33DBEBE9C79
https://www.michigan.gov/mdhhs/adult-child-serv/childrenfamilies/immunization/providerinfo/vacforchildren/vfc-resource-guide
https://www.michigan.gov/mdhhs/-/media/Project/Websites/mdhhs/Folder3/Folder39/Folder2/Folder139/Folder1/Folder239/VFC_Annual_Training.pdf?rev=bc73d6e227fb4f37b9c004e9831450a6&hash=850F81B31CA887EDD6579694CBF9FB99
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