Network for a Healthy California
Community Development Unit
Educational Materials Checklist

Instructions:  Use the following checklist to help you research and plan your material development.  After development, please fill in (electronically) the information in the Planning section and check off each bullet under all of the other sections.  Submit this form electronically to your Program Manager (PM) with the material that is to be reviewed.  Please allow a minimum of 10 working days.   
Contractor:       

Contract #:       
Submission Date:        FORMTEXT 

     


Submitted by:  
Planning (Correlates with Goal(s)   , Objective(s)   , Activity(s)   )
 FORMCHECKBOX 

Intended audience:  Age:             Gender:   FORMCHECKBOX 
 M     FORMCHECKBOX 
 F        Ethnicity:       
 FORMCHECKBOX 

Completed search for other existing materials if not on current Project Summary.
· Reviewed list of Network approved and recommended materials (see Program Letter 09-01).
· Searched USDA’s SNAP-Ed site for potential material (http://snap.nal.usda.gov)
· Searched and reviewed California Healthy Kids Resource Center (www.californiahealthykids.org)
· Contacted Network colleagues and/or PM, Nutrition Education Consultant for ideas/sources
 FORMCHECKBOX 

Accompanied by English text, if the material is in a foreign language other than Spanish.
 FORMCHECKBOX 

Material:  Type and Title, Network-funded    %
 FORMCHECKBOX 

Listed on current Project Summary
Content
 FORMCHECKBOX 

Based on scientific information. 
 FORMCHECKBOX 

If appropriate: Interactive, encourages readers’ involvement. 

 FORMCHECKBOX 

Information does not fall into the category of “Medical Nutrition Therapy” (MNT).
 FORMCHECKBOX 

Pilot tested with representatives of targeted audience.  
 FORMCHECKBOX 

Reviewed by a Registered Dietitian if available (Name), Credentialed teacher if appropriate (Name).
Organization

 FORMCHECKBOX 

Material is formatted and organized around topics (no more than 2-3 per material).
 FORMCHECKBOX 

Information is broken into headings and subheadings.
 FORMCHECKBOX 

Headings are more than one word.
 FORMCHECKBOX 

Most important information is repeated.
 FORMCHECKBOX 

Concrete examples provided.
 FORMCHECKBOX 

Concepts are presented one at a time.
Visuals / Format (refer to the Branding Guidelines Manual)
 FORMCHECKBOX 

Used to explain or support headings and important information.
 FORMCHECKBOX 

Simple, realistic, related to topic, age, and culturally appropriate.
 FORMCHECKBOX 

White space around visuals, preferably in “knock out” format.
 FORMCHECKBOX 

Text uses capital and lower case letters.  For subheadings and headings follow Branding Guidelines.
 FORMCHECKBOX 

Bold or underlined, no italics (except for the Network for a Healthy California or Network).
 FORMCHECKBOX 

Font 12 +, without curls (suggested:  Tahoma or Arial per Branding Guidelines). 

 FORMCHECKBOX 

Current USDA attribution statement.
 FORMCHECKBOX 

Skip lines between paragraphs.
 FORMCHECKBOX 

Champions for Change (C4C) logo, font, title, headings, proportions, color.
Wording or Sentence Structure

 FORMCHECKBOX 

Main point of paragraph is in the 1st sentence.
 FORMCHECKBOX 

Sentences < 5-10 words, paragraphs < 60 words.
 FORMCHECKBOX 

Words have single meaning, avoid idiomatic words or phrases.
 FORMCHECKBOX 

Abbreviations, contractions, acronyms, quotation marks are not used.
 FORMCHECKBOX 

Sentences are in the active voice and positive.
 FORMCHECKBOX 

Written 5th grade level, or as appropriate for audience.  
 FORMCHECKBOX 

No commercial promotion or disparaging remarks regarding specific foods, beverages or commodities.
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