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Educational Objectives

Participants will be able to:

1. Describe how a report or summary reflects the program 
and its evaluation

2. List the principles of effective report writing

3. Create a plan for dissemination and feedback of reports



Reports Reflect

1. Program planning and evaluation

2. Stakeholder Involvement



Program Planning and Evaluation

1. What are the objectives of the 
program?

2. Was the program implemented as 
described?

3. What data exists to measure 
program success in meeting 
objectives?

4. Were certain aspects of the program 
more successful than others?



Stakeholder Involvement

1. Who is funding the program?

2. Who is benefiting from the program?

3. Who is politically connected to the 
program?

4. Who can threaten the program?

How do you know the perspectives of 
each of these stakeholders? 



Stakeholder Involvement 
Example

North Carolina Health and Wellness Trust Fund Evaluation
Stakeholders: Trust Fund Staff

Department of Family Medicine
Department of Medicine
North Carolina Public
North Carolina Youth
Tobacco Prevention Control Branch
Other Tobacco Control Coalition Members
TPEP Staff
Tobacco Industry
North Carolina Legislature



Principles of Effective Report

1.Organization & Content  

2.Appearance



Organization & Content

1. Need to provide Executive Summary (1-3 pages)

2. Each section should have an introduction, methods, and 
results.

3. Like writing, must go through 8-10 drafts before printing.  

4. Like writing, should be reviewed by several outside 
stakeholders before printing.

Tell the story!



Organization



Organization



Organization



Executive Summary



Telling the story



Appearance

1. Must be inviting.

2. Must be scientific.

3. Must be clean.

4. Must be graphic.

5. Must be attractive.

6. Must be comprehensive.



Appearance

7. Must be formatted perfectly.

8. Must have graphic input.

9. Must be printed nicely.

You want people to say: 

“The report looks great!”



Types of Report



Special media report on best practices



Special media report on best practices



Monthly Reports



Quarterly Reports



6-month Progress Reports



Evaluation Project Report



Year One Program Report



Year One Program Report



Year One Program Report



Year One Program Report



Plan for Dissemination & 
Feedback

1. Dissemination

2. How intended audiences receive 
report

3. Ways to increase utilization



Dissemination

1. How many copies will you make?

2. Which of your stakeholders receive a copy?

3. What are people supposed to do with their copy?

4. Do you send out a press release?

5. Do you hold a press conference?

6. Do you put the report on your website?

7. Do you send out copies of press stories to stakeholders?



Plan for Using Report



Press Release



News Story



Dissemination via Web



How Intended Audiences 
Receive Report

1. Do you systematically assess reaction to the report?

2. Was reaction as expected?

3. What would you do differently next time?



Ways to Increase Utilization

1. Now that report is disseminated what do you do next?

2. Consider developing an action plan to implement any 
recommendations and to insure appropriate follow-up.

3. Make sure you have a power point or other oral 
presentation method to disseminate report.  

4. Consider reformatting a report for scientific publication. 



Action Plan for Report



Action Plan for Report



North Carolina Health and Wellness Trust Fund
Teen Tobacco Use Prevention & Cessation 

Initiative

Outcomes Evaluation 2003-2004

University of North Carolina at Chapel Hill
Department of Family Medicine

www.tpep.org

http://www.tpep/


One Year Accomplishments

• Successfully adopted and disseminated evidence-based, 
scientific approaches to youth tobacco use prevention  
(Vision 2010- http://www.communityhealth.dhhs.state.nc.us/tobacco/Tobacco%20Prevention.pdf)

• Developed statewide presence, identity, and leadership

• Developed substantial statewide infrastructure (from 34 
initial to > 50 coalitions)

• Established strong collaborative framework

• Successfully mobilized increased funding                   
(from $6.2 to $10.4 million/year- taking NC from 33rd to 30th

nationally in $ to state tobacco use prevention)

http://www.communityhealth.dhhs.state.nc.us/tobacco/Tobacco Prevention.pdf


Trends in Community Changes, 
2003-04
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“I attended our local festivities to honor Martin Luther King…A 7th 
grade African-American student got up in front of everyone and 
spoke. She told of going through the TNT program at her school 
and that through this program she learned that she does have a 
voice. In front of over 200 people she vowed never to use tobacco 
or any other drug. She then publicly thanked me for teaching all the 
7th graders about the dangers of tobacco. Needless to say I was in 
tears.”

TTPI Community/ Schools grantee

Reducing Health Disparities Among Minority 
Youth



Recommendations for Year 2

Increase funding - consistent with CDC’s estimated minimum of $42 
million for effective tobacco use prevention. 

$5 million more/year would move state to 23rd in nationally
Expand community-based efforts and media campaign.
Encourage grantees to focus on policy change, especially reduction 
of secondhand smoke where youth congregate in public places.
Ensure that grantees are aware of and follow CDC’s Best Practices-
an evidence-based guide for Tobacco Control policy activities.
Establish 100% TFS policies in all counties
Focus Media campaign on TV with rigorous media evaluations



Thank You!

For questions or more information, Contact:

Tobacco Prevention and Evaluation Program
Adam Goldstein, MD, MPH

Program Director
919-966-4090
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