WY SUBSTANCE ABUSE PREVENTION MEDIA REVIEW AND APPROVAL PROCESS 
Clarification on PM Efforts: The time program coordinators devote to media should be carefully considered.  Writing a monthly article for a free newspaper column is highly encouraged (with the topic in alliance with your strategic plan and timeline); however, spending time to design your own newspaper advertising or radio scripts is discouraged. 
The division requires program managers/coordinators to oversee and carry out the deliverables of their grants; with emphasis on efforts collaborating with the coalition, individuals and organizations in their county. In other words, being "out in the field" within your communities helping to make change happen is key; spending time on your computer designing media, is not. You are encouraged to tap into your local newspaper graphic artists, as their time is included in the cost of their ads; or utilize a template approved by WyPTAC and the WDH. There are numerous ad templates available for your use on the WyPTAC website. Go to the Home Page: http://www.wyptac.org and click on Marketing & Media--then choose the subcategory most applicable. 

You must run all media funded through your grant program by the Media Advisory Team.  This includes media that may have been created some time ago. If it is something you are currently running and/or planning to run but has not been reviewed and approved, please forward on as outlined below. 
Depending upon your grant, the Media Advisory Team (MAT) is as follows:

TFWC: Mike Vercauteren mike@wyoming.com, Rich Lindsey rlindsey@wyoming.com, Deanna Hooper deanna307@gmail.com & Joe D’Eufemia joseph.deufemia@health.wyo.gov.   

Core: Mike Vercauteren mike@wyoming.com, Rich Lindsey rlindsey@wyoming.com, Deanna Hooper deanna307@gmail.com  & Felicia Gutierrez felicia.gutierrez@health.wyo.gov.

Within 24 hours (M-F) the MAT will have discussed the media; you will receive a response soon after (from Deanna or another WyPTAC person if she is gone) with recommended changes; once the changes have been made and the MAT is satisfied with the media, it is then forwarded (if applicable) to Kim Deti/ WDH Public Information Manager for final approval. The PM is then notified the media is approved to run, or additional changes are needed as per Kim’s recommendation. Final media in the format published should be sent to Deanna and the grant division leader shown above. 

Please allow at least 3 business days for this process before you plan to utilize/publish the media.

In the case you are utilizing a pre-approved ad template, time will be greatly reduced, as all you have to do is send it to Deanna with your local content; she can review and approve. Templates may be found on the WyPTAC website http://www.wyptac.org under the Media & Marketing link within the sub-category applicable to your grant or you may inquire with Deanna at deanna307@gmail.com or call 307.283.2933.

Required Logos & Funding Taglines: Appropriate funding taglines and logos are required within your media, unless it is completely free of charge (meaning no materials or resources have been used from your grant). Should fiscal agencies or other businesses choose to run advertising with no funding coming from your grant, the requirements do not apply.
For media run through your grants and paid for with WDH funds the appropriate taglines are: 

PRINT MEDIA:
TFWC: Funded by Wyoming Department of Health Tobacco Settlement Trust Funds OR Paid with Wyoming Department of Health Tobacco Settlement Trust Funds 
Core: Funded with WY Dept. of Health Federal Substance Abuse Prevention & Treatment Block Grant Funds OR Paid with WY Dept. of Health Federal Substance Abuse Prevention & Treatment Block Grant Funds
SPF-SIG If a print ad(s) were pre-paid with funds from this program, please use this shortened tagline): Funded by the Wyoming Department of Health 

NOTE: If the WDH logo is in a size that the wording is completely legible then by the Wyoming Department of Health may be removed from the CORE and TFWC tagline, if it is placed next to the logo.

The WDH logo should be included in all newspaper advertising, posters, newsletters, banners, mailings, etc.  
Whenever possible, please include one of the Where Do You Draw The Line? logos and incorporate the secondhand harm concept. In tobacco advertising, unless it is a secondhand smoke focused piece, also include the WQTP logo, in a size that the phone number and web address is legible. 
Due to new division IT requirements, any program websites should NOT contain the WDH logo or funding tagline, as the division is unable to review and endorse all affiliated websites. 
Local newsletters should be taking the form of simple and concise e-newsletters, whenever possible, rather than time-intensive and costly hardcopy newsletters. Microsoft Office contains many free e-newsletter templates and many other professional layouts are available by searching the net.

BROADCAST MEDIA: Radio ads should say “This message is brought to you by (local coalition) and the Wyoming Department of Health.” OR "This message funded by the Wyoming Department of Health."  Radio Public Service Announcements do not need to be run through the MAT, as true PSAs are free.  
REVISED REQUIREMENT: Before placing paid advertisements, ordering posters or banners, or distributing a newsletter review and approval of the content by the MAT is necessary. Agency-created documents and coalition correspondence is no longer required to be run by the MAT or Kim Deti.  However, the division asks that you have someone else (fiscal agent supervisor, preferably) review your documents for accurate grammar, spelling and that the message has a definite purpose and call to action. If you are unsure if a piece should be run through the MAT, send it to Deanna and she will forward it on to the MAT if indeed it is something that needs to be reviewed by all. 

The division expects professional media and correspondence in conjunction with its grant programs. Leveraging resources and echoing effective messages across the state assures funds are being spent wisely.  Media across the state must not contain lobbying verbiage and should overall reflect the Wyoming Department of Health's interest and image. For a document on Education vs. Lobbying, see the WyPTAC website: http://www.wyptac.org/COORDINATOR-SELF-HELP.html 
If you have any questions in regards to the above protocol, please do not hesitate to contact WyPTAC or the division. Thank you! 
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