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October 20, 2000
State Coordinators:

Thank you for agreeing to be the State Coordinator for the Centers for Disease Control and
Prevention’s Office on Smoking and Health (CDC-OSH) national satellite conference for
policymakers, scheduled for February 15, 2001, from 1:00-3:00 p.m. E.S.T. (We suggest scheduling
an additiona 30 minutes before and after the broadcast for preconference activity and postconference
discussion.)

This letter provides preiminary information about the satellite conference. In addition, please participate
in aconference cal on Thursday, October 26, from 3:00-4:30 p.m. E.D.T. to hear additiond details
about planning the satellite conference and to ask questions. To participate, call (800) 311-3437 and
enter the conference pass code of 330200. Thisis the biweekly State Technicad Assistance cal, so
other topics may aso be discussed.

Satellite Conference

The satdllite conference isintended to address the need expressed by State Program Managersto
develop support and redistic expectations for State tobacco control programs. This program,
“Investing in Tobacco Control: A Guide for State Decision-Makers”, will focus on two
messages. (1) Why along-term commitment for State tobacco control programsis necessary and
beneficia, and (2) what are reasonable expectations for State tobacco control programs.

The audience for this satdllite conference will be people responsible for making policy decisons about
State funding for tobacco control. The primary audience will be State hedlth officids, State hedth
department staff, board members and staff of State tobacco control foundations, officidsinvolved in
State budget issues, Gubernatorid staff, and legidators and legidative aff. The secondary audience will
be partner organizations and community participants.

Asthelocal coordinator for the broadcast, you will be responsible for anumber of tasks specific to
your State or tribal program. These tasks consst of

v Arranging for the downlink Ste(s)
v Marketing the program and inviting the audience

v Identifying any tobacco control videos or other representations of best practices produced by
your State program
v Choosding afacilitator for each downlink ste

For now, we're asking you to please focus on arranging for downlink sites and marketing the program.
A timelinefor dl State Coordinator tasks is included with this | etter.

Downlink Sites



The first task isto locate and reserve adownlink Site in or near the State capitol building. Y ou may
want to have additiona downlink stes, but the primary audience for the broadcast will mogt likely bein
or near the capital.

Y ou will need to determine

. Thelocetion for the downlink site

. The avallahility of the Ste (determine this with your State Distance Learning Coordinator
[SDLC]). We will be working with the Public Health Training Network (PHTN) to produce
this broadcast. PHTN works with volunteersin each hedth department (DLC's) who have
experience with satdllite conferences. These DLC swill contact you to help you locate and
reserve downlink stesin their network of locations.

Triba and State programs may want to collaborate on their downlink Site selections. More information
on finding downlink siteswill be forthcoming. This broadcast will dso be available to territoriesviaa
live Webcast that can be viewed on personal computers. CDC-OSH will provide you with a downlink
information sheet that you will need to complete and fax or e-mail to ROW/FDC by November 3. If
you have not heard from your DLC by October 27, please contact Carrie Dudley
(cdudley@feddata.com).

Marketing

The next task CDC-OSH would like you to do is disseminate information about this broadcast. CDC-
OSH will provide you with marketing materias, and we strongly encourage you to start marketing the
program as soon as possible. We will provide you with a hard and an dectronic copy of thefirst
marketing piece, a“Mark Y our Cdendar” flier. This piece will aso be available on the CDC's Web
ste at www.cdc.gov/phtn. Please fed freeto copy and digtribute the “Mark Y our Calendar” flier. You
might want to ask partners outside your State heath department to distribute the flier.

Other Marketing Activities

To generate interest, please congder additional promotiona activities. To increase attendance, CDC-
OSH suggests that you plan an event that would take place with the broadcast. State Coordinators may
want to involve other loca and community partner organizations in the planning of this event. CDC-
OSH will provide you with aligt of suggested activities and atime line for these activities.

If you are not the person who will be serving asthe local coordinator, please contact Carrie Dudley
with the name of the person who will be filling thisrole. Also, please fed free to contact Carrie Dudley
with any questions or problems. Y ou can contact Carrie Dudley (phone [301] 294-5475, fax [301]
294-5776, or cdudley@ feddata.com).

Sincerdy,

Deborah Houston McCall, M.SP.H.
Training Coordinator
ROW/FDC



State Coordinators Logistics Time Linefor CDC-OSH Satellite Conference

@ The darred and itdicized activities below have been suggested by CDC-OSH in addition to other
activities your program determines will enhance this event.

TimeLinefor Satelite Conference Due Date
October 2000

Sart identifying and compiling amailing lis of who 10/24
should attend this broadcast.

Didtribute a persondized letter and the “Mark Y our Begin
Cdendar” flier to partner organizations to assist with 10/24

marketing. (CDC-OSH will provide templates.)

Locate downlink stes. (A downlink site must be 10/27
established at the State capital.)

I dentify the maximum number of participants that each 10/27
downlink site will accommodate.

Develop means of inviting participants. (CDC-OSH will | 10/27
provide suggestions.)

November 2000

Complete and submit a downlink site information sheet 11/3
to ROW/FDC. (CDC-OSH will provide atemplate.)

Identify afacilitator for each downlink ste. 11/3

Complete and submit afacilitator information sheet to 11/3
ROW/FDC. (CDC-OSH will provide atemplate.)

Send out aletter to facilitators describing responsibilities, | 11/10
information about forthcoming materids, and the date
and time of atraining via conference cdl. (CDC-OSH
will provide the template for this |etter.)

Identify and submit videotapes illudtrating key points of 1117
best practices from your State to ROW/FDC.

@ |dentify and contact coordinators to help market Early

to mailing list. (Coordinators can be outside the November
Sate health departments. Sponsoring and partner
organizations may provide assistance.)




@ Jart developing an “ event” that will be Early

associated with the broadcast. (CDC-OSH will November

provide suggestions and templates.)

@ Reserve ad space in policymaker publications Early

(e.g., Governing Magazine), and begin preparingad | November

copy.

@ Arrange conference calls with sponsoring Early

organizations and national partnersto develop list of | November

participants.

@ Securefacility to host an “ event” on February 15. | Mid
November

@ Create a press event or pressrelease surrounding | End of

the conference. November

@ |dentify a community resource speaker to speak End of

after or before broadcast. November

December 2000

Distribute second marketing piece to conference 12/1

attendees. (CDC-OSH will provide atemplate.)

Define what gtatistics need to be developed or identified | 12/1

for distribution during the broadcast. (Submit request to

ROW/FDC.)

Collect regigration forms and submit estimated number 12/8

of participants at each downlink site to ROW/FDC so

that CDC-OSH can produce a sufficient number of

participant materias.

@ Prepare quick summary of key financial data on Mid

tobacco control programs for Sate budget directors. | December

January 2001

Digtribute second | etter to facilitators with a date, 1/5

number to call, and materids needed for atraining via

conference call. (CDC-OSH will provide atemplate.)

Didribute facilitators materids. (CDC-OSH will 1/5

provide materias.)

Didtribute a satdllite coordinators information sheet to 112

facilitators and downlink stes. (CDC-OSH will provide
sheet.)




Receive packages of information for the broadcast,
including audience materids, evauation forms, and pre-
addressed stamped envel opes for return of evaluation
forms. (CDC-OSH will provide packages.)

1/22-1/26

February 2001

Notify ROW/FDC if you have not received your 2/8
package of information and materids.

Organize pre- and post conference activities. (CDC- 2/8
OSH will provide guiddines.)

Broadcast presentation 2/15
Collect evaduation forms. (CDC-OSH will provide 2/15

forms)




Tipsfor State Coordinators
for the Satellite Broadcast, February 15, 2001 1:00-3:00 pm EST
“Investing in Tobacco Control: A Guide for State Decison-Makers’

Resour ces

= Y ou can have afax of "Downlink Site Tips' sent to you by calling 1-888-232—-3299 and
entering the code 130017.

= Y ou can access "Hdpful Guidance for Downlinking CDC Programs' on this Web ste:
http://www.cdc.gov/phtr/guide/satel litecodes.htm.

(3 Y ou can access further information on PHTN on this Web site:
http://www.cdc.gov/phtrn/overview.htm.

=y Y ou can access further information on the satellite broadcast conference on this Web site:
http://www.cdc.gov/phtn/calendar.htm.

Facilitators Skillsand Competencies

The following guidelines may help you choose an gppropriate facilitator. Kegp in mind that each
downlink ste mugt have afacilitator. Each facilitator should be able to

v Lead discussons
v Follow a guide for discussion topics that will be provided to facilitators before the
conference

v Help keep the group focused on CDC-OSH topics
v Provide segues between the satdllite conference, discussion topics, and specific points
raised during the discussion

Specific Facilitator SkillsInclude

[ Group Process Sill: Influencing groups to both accomplish tasks and fulfill the needs of
their members

[ Presentation Skill: Verbdly and visudly presenting information so that the intended
purposeis achieved

[ Questioning Skill: Gathering information from and simulating ingght in individuas and
groups

[ Feedback Skill: Communicating information, opinions, observations, and conclusions so
that they are understood and can be acted on

[ Facilities Skill: Planning and coordinating logigtics in an efficient and cost-effective manner

BAFERHEALTHIER  FECFLE"

Public Health Training Metwork



National Organizations Publication Deadline’'s Time Line

for CDC-OSH Satellite Conference

TimeLinefor Publication Deadlines Due Date
November 2000

NALBOH newdetter (CDC-OSH will provide aflier) 11/3
NACCHO monthly newdetter (CDC-OSH will provide | 11/10
aflier)

December 2000

NACCHO himonthly news magazine (CDC-OSH will 12/4
provide ads or content articles)

January/February ASTHO Report (CDC-OSH will 12/8
provide flier or Ad)

NACCHO monthly a newdetter (CDC-OSH will 12/10
provide aflier)

January 2001

NACCHO monthly newdetter (CDC-OSH will provide | 1/10
aflier)

February 2001

NCSL publication (CDC-OSH will provide an ad) 207
NACCHO monthly newdetter (CDC-OSH will provide | 2/10
aflier)

Broadcast presentation 2/15




Downlink Site Registration Form

for Investing in Tobacco Control: A Guide for State Decisionmakers
Satellite Broadcast Conference, February 15, 2001

State Coordinator

Your Name

City, State

Downlink Site That This Person Will Facilitate

Name of Site

Street Address

City, State, ZIP Code

Phone
Open to the Public? Y/N Restricted access? Y/N Seating Capacity?
Phone/Fax available? Y/N C-band? Y/N Ku-band? Y/N  Both? Y/N

Downlink Site Facilitator (Materials will be shipped to this addr ess)

Name

Building and Room #

Street Address
(UPS will not déliver to
a P.O. box)

City, State, ZIP Code

Phone
Fax
E-mail
Will this site accept and store packages of materials shipped before the satellite broadcast?
Yes___ No

If No, please indicate below where the materials for this downlink site should be sent.

Addressto ship Materials

Name

Street Address (UPS will not
deliver to a P.O. box)

City, State, ZIP Code

Phone
Please return thisform to:
Carrie Dudley w3
CD !§ ROW/FDC
| Fax 301-294-5776

Fubr Baabh Treivirg Stk

cdudley @feddata.com




