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	Member Communications/Outreach Checklist 

	1.
	Intent of material for review
If other, please describe
	Choose an item.
If other, please describe:
Click or tap here to enter text.

	2.
	Delivery method
Check all that apply
	☐Billboard/Flyer/Poster Print
☐ Email
☐ Internet
☐ Mail
☐ MyChart/Health Program/3rd Party Notification
☐ Press Release
☐ Push Notification
☐ Telephone
☐ Text
☐ TV/Radio
☐ Other, please describe

If other, please describe:
Click or tap here to enter text.

	3. 
	Type of material 
If other, please describe
	Choose an item.
If other, please describe: Click or tap here to enter text.

	4.
	Target audience
	Choose an item.
	5.
	Intended distribution schedule
	Click or tap here to enter text.

	6.
	All materials have been spelling and grammar checked.
	☐

	7.
	All materials are at a 6th grade or lower reading level.
Exclude physical addresses, email addresses, phone numbers, TTY from the review.
If materials are above a 6th grade reading level, please explain.
	☐

Click or tap here to enter text.

	8.
	All materials include the required language translation text, if applicable. 
	☐

	9.
	All materials use a font size no smaller than 12 point.
	☐

	10.
	All materials include conspicuously visible taglines in at least the top three prevalent non-English languages in the region.
	☐

	11.
	All materials include conspicuously visible taglines and information on how to request auxiliary aids and services, including the provision of materials in alternative formats.
	☐

	12.
	All materials include a toll-free phone number for the HMO/PIHP program.
	☐

	13.
	All materials have been inspected by the Health Plan and its Program Advocate and meet all additional requirements in DHS’ marketing policy and the Medicaid Program Contract.
	☐

	14.
	D-SNP material(s) complies with the criteria defined in the Medicare Marketing Guidelines, the current D-SNP Contract, and the requirements defined in this guide.
· Has this material been approved by CMS?
· Include a reference to the specific section of the Medicare Marketing Guidelines that allows the plan to distribute the material.
· Has this material been approved by the provider (if applicable)? If yes. list provider in provided textbox.
	☐

☐ Yes   ☐ No
Click here to enter text.
Click here to enter text.

	15.
	Send all materials as Microsoft Word with red-line track changes. DHS will not accept PDFs until DHS final approval.
	☐

	16.
	If an incentive or raffle will be provided, please provide the following:
· Description
· Declared amount
· Number to be disbursed
	

Click here to enter text.
Click here to enter text.
Click here to enter text.

	17.
	If an expedited review is requested, describe your reason for requesting an expedited review. DHS may deny any request for expedited review. 
The following materials are not eligible for expedited review:
· Eligibility and enrollment information (i.e., materials that contain information about enrolling in the BadgerCare Plus and Medicaid SSI programs)
· Media communications (TV and radio ads, press releases)
· Billboards and posters
· Healthy Rewards or wellness incentive programs
· Marketplace or Affordable Care Act (ACA) materials, or materials that reference the Marketplace or ACA
· Member handbooks
· Provider directory and handbook
· Materials to members that are receiving care management services through Family Care MCOs
	Click here to enter text.






