MEDICAID INFRASTRUCTURE GRANT:
PROCESS FOR THE PRODUCTION(DISSEMINATION(FEDERAL REPORTING
2010 DELIVERABLES
Ellen Felix  ellen.felix@dhs.wisconsin.gov (608) 267-7206
The following two guides outline the requirements and process for reporting and delivering the outputs promised in work plans and detailed in the yearly project thumbnail descriptions. The Centers for Medicare and Medicaid require the electronic versions of ALL deliverables from meeting minutes to publications sent to them at year end. The process insures the high quality of the deliverables, dissemination to appropriate audiences, and the correct policies are followed. ALL CONTRACTORS (funded 50% or more by MIG funds) and Pathways staff/project leads are required to follow the guides.

PROCESS FOR INITIATING THE PRODUCTION OF DELIVERABLES

Deliverables included in the process:

Printed materials

· Brochures/fliers
· Handbooks
· Curriculum/information used in trainings

· Toolboxes
· Newsletters

· Best practices manuals
· Final reports

· Posters

Conference/meeting materials

· Display Boards (materials available through Pathways)
· Power point presentations
· Meeting/conference materials produced with MIG funds

Electronic and Mass Media materials

· Email fact sheets/newsletters

· Videos/DVDs

· Web-based information

· PSA’s

· Press releases
Process

Include the production costs in the project budget. Ellen provides estimated costs.

Contact Ellen prior to starting a project design. The discussion will include 
questions regarding:
· DHS approval and follow-through if the process is required.

· Printing process needs.

· Utilization of a graphic designer/editor.
· Utilization of desktop publishing.
· Accessibility requirements.
· Typos and formatting resolved prior to completion.
· Requirements for Logo(s) and CMS attribution.


Send Ellen first drafts prior to finalizing the deliverable. She approve the work prior 
to the deliverable due date.
PROCESS FOR PROJECT COMPLETION FOR FEDERAL REPORTING
Process

ALL production of deliverables is vetted through Ellen Felix as detailed above.


All projects require reports.

Electronic versions only are sent to CMS. DVDs and CDs are the exceptions.


Do not send hard copies in place of an electronic version.


Send finalized version to the project lead or Ellen.

After final-final approval is given, all deliverables are converted to pdf versions.


If you are not able to produce the original files into pdf, let Ellen know and she will assist.

Hard copies are used for dissemination from our office and kept for the 
Pathways library.

What information to include in reports:

Trainings: 

Instead of sending separate information for each repeat session, send one sheet that 
includes:
· List of the training dates and locations.
· Number of attendees at each training.
· A single report synopsis detailing satisfaction survey findings.
· Flyers and brochures used.
· A listing of handouts that were used as part of the training. DO NOT send the handouts themselves unless they were specifically developed for the trainings.
· A very short report to use as a cover summing up the purpose, audience addressed, trainers or speakers, and other pertinent info that you want to share.


Meetings:
· List of the training dates and locations.
· Number of attendees for each meeting. Educational material produced by MIG specifically for the meetings

· Synopsis in a single report of work progress for 2010 only, projects undertaken, successes, problems noted.


All production work such as curricula, published reports, booklets, brochures (see 
Production Process above).
· Electronic versions (see above)

Websites

· For sites developed in previous years: write a report of changes, successes, problems encountered, evaluation reports and the URL.
· For sites developed in 2010: Include the URL, progress and evaluation process.

Videos PSA’s (hard copies)
· CD’s

· DVDs
Questions: Ellen Felix (608) 267-7206  ellen.felix@dhs.wisconsin.gov
