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2024 Narrative Reporting Template




Instructions: Use this template to provide a narrative update on progress you have made toward meeting the deliverables specified in your Lead Poisoning Prevention contract. Please add each quarter’s progress to the document so that at the end of the final quarter, there will be one document with all progress recorded. Reports are due 30 days following the end of the reporting period as shown in the table below.
 
	Quarter
	Reporting Periods
	Report Due Date

	Q1
	1/1/2024-3/31/2024
	7/31/2024

	Q2
	4/1/2024-6/30/2024
	7/31/2024

	Q3
	7/1/2024-9/30/2024
	10/31/2024

	Q4
	10/1/2024-12/31/2024
	1/31/2025






Service Area: [Insert Service Area Name]

Partner: [Organization Name]

Reporting Period: [Quarter]

Date Report Submitted: [Insert Date You Submit the Report]

Submitted By: [Insert Name of Person Completing Report]


Progress Report
1. Have there been any changes to key project staff? If yes, please provide contact information for new key project staff, or describe how project activities will be continued, plans for hiring, etc.
Q1 Changes
Type responses below each quarter with selection ‘normal’. [image: ]
Q2 Changes
If you do not want to see responses in other quarters, click the triangle next to the quarter to collapse.
[image: ]
Q3 Changes
Q4 Changes

2. Provide any feedback or ideas on program management, training needs, or any other area for Maine CDC.
Q1 Feedback
Q2 Feedback
Q3 Feedback
Q4 Feedback

3.  Services for Property Owners
a. Have direct, interpersonal contacts with property owners to provide education and/or trainings on how to identify, take precautionary actions, and manage lead hazards to prevent lead exposure in rental properties.
[Describe contacts, events, trainings, etc. you have held during the quarter.]
Q1 Progress: 
Q2 Progress
Q3 Progress
Q4 Progress 

b. Provide property owners with information about changes to Maine’s definition of Lead Poisoning. 
[Describe what you have done over the last quarter.]
Q1 Progress: 
Q2 Progress
Q3 Progress
Q4 Progress


4.  Services for Parents
a. Have direct, interpersonal contacts with expecting parents and parents of young children.
[Describe contacts, events, trainings, etc. you made progress toward under each quarter’s heading. Use the table for events, trainings, meetings you held during the quarter (exact date is optional).]
Q1 Progress: 
To update the formula, highlight the number and either press F9 or right click the number (not the whole cell) and select “update field”. 

[image: ]
	Date of Event
	Description of the Event
	# Reached

	
	
	

	
	
	

	
	
	

	
	Total People Reached Q1
	0



Q2 Progress
	Date of Event
	Description of the Event
	# Reached

	
	
	

	
	
	

	
	
	

	
	Total People Reached Q2
	0



Q3 Progress
	Date of Event
	Description of the Event
	# Reached

	
	
	

	
	
	

	
	
	

	
	Total People Reached Q3
	0



Q4 Progress
	Date of Event
	Description of the Event
	# Reached

	
	
	

	
	
	

	
	
	

	
	Total People Reached Q4
	0




b. Provide expecting parents and parents of young children with information about preventing childhood lead poisoning through Mass and Small Media activities, including:
i. Conducting Earned and Paid Mass Media activities
[Describe earned and paid mass media activities during the quarter, including the target audiences, estimated reach, and any outcomes that resulted from the efforts. Attach copies of media placements as an appendix to this report]
Q1 Progress
Q2 Progress
Q3 Progress
Q4 Progress

ii. Distributing Small Media materials developed by the Department
[Complete and submit separately the Quarterly Small Media Materials Use form. Provide any narrative information here about your efforts to distribute materials.]
Q1 Progress: 
Q2 Progress
Q3 Progress
Q4 Progress


5. Building Local Capacity
Conduct activities to establish broad local support for Lead Poisoning prevention and increase local capacity to take actions to address the causes of Lead Poisoning. 
[Describe what you have done over the last quarter to build local capacity.]
Q1 Progress: 
Q2 Progress
Q3 Progress
Q4 Progress

6. Training Webinars
Participate in up to three one-hour webinar trainings each year. 
[Please list the names and dates of the webinars attended in the reporting period, the number of people from your organization that attended.]
Q1 Progress: 
Q2 Progress
Q3 Progress
Q4 Progress

7. Meetings (Sharing Summits and Site Visits)
[Please list the names and dates of any meetings attended in the reporting period, the number of people from your organization that attended.]
Q1 Progress: 
Q2 Progress
Q3 Progress
Q4 Progress


8. Materials Used 
[This form is used to track approximately how many lead poisoning prevention small media materials you have distributed in the previous reporting period.] 


Double click file above to open spreadsheet LPPF 2024 Materials Used. When finished, save spreadsheet (not save as), close, and it will update in word document. 
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b. Provide property owners with information about changes to Maine's definition of Lead
Poisoning.
[Describe what you have done over the last quarter.]
Q1 Progress:
Q2 Progress
Q3 Progress
Q4 Progress

4. Services for Parents
a. Have direct, interpersonal contacts with expecting parents and parents of young
children.
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Example

		EXAMPLE

		Maine CDC Lead Poisoning Prevention Contracts 

		Materials Distribution Report 2024



		Instructions: This form is used to track approximately how many lead poisoning prevention small media materials you have distributed in the previous reporting period. Please list each item distributed on separate rows under the Item colum and indicate how many of that piece you distributed under the column called Amount Distributed. If the materials were distributed at an event, please tell us the date of the event and provide a brief description of the event, including the event participants/audience. Use the Notes column to report anything else you would like us to know about the materials such as feedback from audiences, popularity of items, etc.  Reports are due 30 days following the end of the reporting period as shown in Report Due Dates worksheet. Submit this report along with your Narrative Report to Erin Guay via email at erin.guay@maine.gov.



		Partner: 

		Reporting Period: 1/1/2020-3/31/2020

		Quarter 1 

		Item		Amount Distributed		Event Date		Event and Audience Description		Notes

		Baby Joe		10		10/2/20		Sportsman's Show		Good

		Tipsheet #1		10		10/2/20		Sportsman's Show		Good

		Baby Joe, Tipsheet #1 		10 each

Arneson, Erin: Arneson, Erin:
Listing items together removes the ability to use an excel formula to calculate totals.		10/2/20		Sportsman's Show		Bad







































































































































































		Total		20

Arneson, Erin: Arneson, Erin:
Cell 100 of each tab is a formula that sums the amount distributed in that quarter. For total of all quarters, see cell 100 on Q4 tab. 

		

Arneson, Erin: Arneson, Erin:
Listing items together removes the ability to use an excel formula to calculate totals.



Q1

		Maine CDC Lead Poisoning Prevention Contracts 

		Materials Distribution Report 2024



		Instructions: This form is used to track approximately how many lead poisoning prevention small media materials you have distributed in the previous reporting period. Please list each item distributed on separate rows under the Item colum and indicate how many of that piece you distributed under the column called Amount Distributed. If the materials were distributed at an event, please tell us the date of the event and provide a brief description of the event, including the event participants/audience. Use the Notes column to report anything else you would like us to know about the materials such as feedback from audiences, popularity of items, etc.  Reports are due 30 days following the end of the reporting period as shown in Report Due Dates worksheet. Submit this report along with your Narrative Report to Erin Guay via email at erin.guay@maine.gov.



		Partner: 

		Reporting Period: 1/1/2024-3/31/2024

		Quarter 1 

		Item		Amount Distributed		Event Date		Event and Audience Description		Notes





















































































































































































		Total		0





Q2

		Maine CDC Lead Poisoning Prevention Contracts 

		Materials Distribution Report 2020



		Instructions: This form is used to track approximately how many lead poisoning prevention small media materials you have distributed in the previous reporting period. Please list each item distributed on separate rows under the Item colum and indicate how many of that piece you distributed under the column called Amount Distributed. If the materials were distributed at an event, please tell us the date of the event and provide a brief description of the event, including the event participants/audience. Use the Notes column to report anything else you would like us to know about the materials such as feedback from audiences, popularity of items, etc.  Reports are due 30 days following the end of the reporting period as shown in Report Due Dates worksheet. Submit this report along with your Narrative Report to Erin Guay via email at erin.guay@maine.gov.



		Partner: 

		Reporting Period: 4/1/2024-6/30/2024

		Quarter 2

		Item		Amount Distributed		Event Date		Event and Audience Description		Notes





















































































































































































		Total		0





Q3

		Maine CDC Lead Poisoning Prevention Contracts 

		Materials Distribution Report 2024



		Instructions: This form is used to track approximately how many lead poisoning prevention small media materials you have distributed in the previous reporting period. Please list each item distributed on separate rows under the Item colum and indicate how many of that piece you distributed under the column called Amount Distributed. If the materials were distributed at an event, please tell us the date of the event and provide a brief description of the event, including the event participants/audience. Use the Notes column to report anything else you would like us to know about the materials such as feedback from audiences, popularity of items, etc.  Reports are due 30 days following the end of the reporting period as shown in Report Due Dates worksheet. Submit this report along with your Narrative Report to Erin Guay via email at erin.guay@maine.gov.



		Partner: 

		Reporting Period: 7/1/2024-9/30/2024

		Quarter 3

		Item		Amount Distributed		Event Date		Event and Audience Description		Notes





















































































































































































		Total		0





Q4

		Maine CDC Lead Poisoning Prevention Contracts 

		Materials Distribution Report 2024



		Instructions: This form is used to track approximately how many lead poisoning prevention small media materials you have distributed in the previous reporting period. Please list each item distributed on separate rows under the Item colum and indicate how many of that piece you distributed under the column called Amount Distributed. If the materials were distributed at an event, please tell us the date of the event and provide a brief description of the event, including the event participants/audience. Use the Notes column to report anything else you would like us to know about the materials such as feedback from audiences, popularity of items, etc.  Reports are due 30 days following the end of the reporting period as shown in Report Due Dates worksheet. Submit this report along with your Narrative Report to Erin Guay via email at erin.guay@maine.gov.



		Partner: 

		Reporting Period: 10/1/2024-12/31/2024

		Quarter 4

		Item		Amount Distributed		Event Date		Event and Audience Description		Notes





















































































































































































		Total		0

		Grand Total		0





Materials List 

		Piece		Printable		Format		Agency		Audience		Language		Purpose		Comments		How to order		Current Version

		Baby Joe (Your Home could be putting your child at risk for Lead Poisoning) 				Trifold Mailer		Me-CDC		Parents of 1 and 2 year olds		English		Offer free lead dust test and/or materials				erin.arneson@maine.gov		Nov 2022

		Tip 1: Testing your Child for Lead		•		1 page		Me-CDC		Parents of children under 6		See "Maine CDC Translation" Tab		Encourage folks to test their children				erin.arneson@maine.gov		Nov 2022

		Tip 2: Cleaning up Lead Dust		•		1 page		Me-CDC		Homeowners/Renters in pre 1950 homes		See "Maine CDC Translation" Tab		How to properly clean		Emphasizes wet cleaning methods and frequent changing of cleaning cloths		erin.arneson@maine.gov		Nov 2022

		Tip 3: Sources of Lead		•		1 page		Me-CDC		General		See "Maine CDC Translation" Tab		 ID sources of lead		Emphasize lead paint most common source.		erin.arneson@maine.gov		Nov 2022

		Tip 4: Testing my Home for Lead		•		1 page		Me-CDC		Homeowners/Renters		See "Maine CDC Translation" Tab		What to test and how to test.		Give options lower cost/less accurate to higher cost/most accurate & thorough. Emphasizes dust and paint		erin.arneson@maine.gov		Nov 2022

		Tip 5: Keeping your child away from lead		•		1 page		Me-CDC		Parents in pre-1950 homes		See "Maine CDC Translation" Tab		How to ID lead sources and intervene easily.		Useful to prevent expsoure in older homes and also for family w/ child EBLL.		erin.arneson@maine.gov		Nov 2022

		Tip 6: Looking for Lead Hazards		•		1 page		Me-CDC		Landlords and Property Managers		See "Maine CDC Translation" Tab		How and when to do a visual assessment				erin.arneson@maine.gov		Nov 2022

		Tip 7: Get Smart About Lead Paint		•		1 page		Me-CDC		Landlords and Property Managers		See "Maine CDC Translation" Tab		Best practices for landlords to be proactive about lead paint		Emphasizes cost savings of essential maintenance and protective actions to protect tenants and property as an investment		erin.arneson@maine.gov		Nov 2022

		Tip 9: Hire RRP Certified Contractors		•		1 page		Me-CDC		Homeowners and Landlords		See "Maine CDC Translation" Tab		Encourage homeowners to hire RRP certified contractors instead of making a lead dust mess				erin.arneson@maine.gov		Nov 2022

		Tip 10: What You Need to Know		•		1 page		Me-CDC		Parents of young children		See "Maine CDC Translation" Tab		Help parents to figure out if their children are at risk		Replaces old trifold brochure (Keep your Child Safe from Lead), should be used for most general audiences		erin.arneson@maine.gov		Nov 2022

		Board Book				Board Book		NH		Parents of young children		English, Nepali, Spanish, Dari, Portuguese, Swahili, Chuukese, Somali		Help parents to figure out if their children are at risk				erin.arneson@maine.gov

		Don't Take Lead Home from Your Job		•		2 page		Me-CDC		Families / contractors		English		Occupational exposure to lead		Discusses ways to reduce taking home lead from a job or renovation site		erin.arneson@maine.gov		Nov 2022

		Get the Lead Out: Take Advantage of Unit Turnover		•		2 page		Me-CDC		Landlords		English		Making Apts leadsafe at unit turnover		Encourages landlords to take advantage of vacant unit to ensure paint is intact		erin.arneson@maine.gov		Nov 2022

		Hardware Store Poster				11x17 Poster		Me-CDC		Homeowners/DIYers		English		Stop homeowners from making a lead dust mess; encourage lead-safe work practices		For use in retail outlets or some venues with DIYers (example: Lowe's Safety Day)		erin.arneson@maine.gov		Nov 2022

		Hardware Store Brochure				trifold brochure		Me-CDC		Homeowners/DIYers		English		Stop homeowners from making a lead dust mess; encourage lead-safe work practices		For use in retail outlets or some venues with DIYers (example: Lowe's Safety Day)		erin.arneson@maine.gov		Nov 2022

		Lead Dust Test Results: Information for Renters		•		1 page		Me-CDC		Tenants after dust wipe testing		English		Helps tenants understand test results and gives next steps		Not for use by partners		erin.arneson@maine.gov

		Lead Dust Test Results: Information for Property Owners and Managers		•		1 page		Me-CDC		Landlords and Property Managers after dust wipe testing		English		Helps landlords understand Tenant's dust wipe results and gives next steps		Not for use by partners		erin.arneson@maine.gov

		Don’t Spread Lead				Booklet		NELCC		Renovators		English/Spanish  		Companion guide to video of same name summarizing steps		Superior redability (SAM Score) Grade 6		erin.arneson@maine.gov

		Essential Maintenance for a Lead-Safe Home				12 page booklet		Me-DEP		Landlords		English		Helpful for landlords after identifying lead hazards in units				erin.arneson@maine.gov

		Lead Paint Safety: A field Guide for Painting, Home, Maintenance and Renovation Work		 		Spiral Notebook		EPA/HUD		Homeowners / contractors doing renovation		English/Spanish		Step by step field guide for doing lead safe home renovations		Very detailed. Target toward people who are already involved in renovations and those who can do work without children in the home		Can order 1 online or 150 thru Nat'l Lead Info Ctr 1-800-424-5323 or www.epa.gov/lead

		Protect your Family from Lead in your Home				17 page booklet		EPA		Landlords		English/Spanish/Russian/Somali/Arabic/Others		Required distribution to prospective buyers renters in pre-1978 housing		Adequate readability (SAM Score) Grade 13. Not the best for general distribution, but required during housing transaction		Nat'l Lead Info Ctr 1-800-424-5323 or www.epa.gov/lead		2013

		Renovate Right				13 page booklet		EPA		Families, people that operate childcare facilities		English/Span and others		Basic facts about lead, how to choose a contractor, preparing for a renovation project				Nat'l Lead Info Ctr 1-800-424-5323 or www.epa.gov/lead		Apr. 2010





Maine CDC Translations

				Baby Joe		Tipsheet 1		Tipsheet 2		Tipsheet 3		Tipsheet 4		Tipsheet 5		Tipsheet 6		Tipsheet 10		Lead Dust Testing Postcard		X=Currently Have

						Testing your Child for Lead		Cleaning up Lead Dust		Sources of Lead		Testing my Home for Lead		Keeping Your Child Away from Lead		Looking for Lead		What You Need to Know

		Somali				o		X		o		o		o		o		X		o		o=Coming Soon

		Portuguese				o		X		o		o		o		o		X		o

		Arabic				o		X		o		o		o		o		X		o

		Spanish; Castilian				X		X		X		o		o		o		X		o

		English		X		X		X		X		X		X		X		X		o

		French				X		X		o		o		o		o		X		o

		Lingala				X		X		X		o		o		o		X		o

		Kinyarwanda				o		X		o		o		o		o				o

		Vietnamese				o		X		o		o		o		o		X		o

		Swahili						X										X

		Russian						X

		Farsi				o		o		o		o		o		o		o		o

		Khmer				o		o		o		o		o		o		o		o
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