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General Review Criteria Checklist
	Materials Review Form
Approval of Materials Developed for Public Distribution

	Agency Name
	Click here to enter text.	Contract Type
	Click here to enter text.
	Contact Name
	Click here to enter text.	E-mail
	Click here to enter text.
	Submission Date
	Click to enter a date.	Requested Distribution Date
	Click to enter a date.
	


	Type of Material:

	☐
	Brochure
	☐
	Press Release
	☐
	PowerPoint Presentation

	☐
	Newspaper Article
	☐
	PSA or Video Clip
	☐
	Posters

	☐
	Policy/Ordinance
	☐
	Social Media Posting
	☐
	Survey Tool*

	☐
	Other 
	 [insert description] 

	* If a survey tool is being submitted for review, please complete the Supplemental Questionnaire for Survey Tool Review below.

	SAPC Short-Term Objective 
	[Select County Goal and Objective]
	Provider Short-Term Objective
	

	Briefly describe the purpose of the material(s) and how it will be used to impact the provider short-term objective:
	








	Supplemental Questionnaire for Survey Tool Review

	1. Briefly describe the population you are targeting for completion of this survey: 
	

	2. How/where will you be recruiting participants to complete your survey?
	

	3. Will you be providing incentives for the completion of this survey? If so, please describe the amount and type.
	

	4. What will you do with the information collected through this survey?
	


	By signing below, you are indicating that the attached document(s) follows all agency policies and procedures and comply with the General Review Criteria outlined in SAPC’s Approval of Materials Developed for Public Distribution procedure.

	Signature Program Director
	
	Date
	Click to enter a date.
	Previously Approved?
	Yes ☐ No ☐ If yes, please indicate: ☐ Renew existing version (No changes)
                                                                       ☐ Minor (formatting, date, etc.)  ☐ Major (content, structure, etc.)     
























	[bookmark: _Hlk202334065]Approval Notification – For SAPC Use Only 

	Signature Research Staff 
(if related to research/ evaluation)
	
	Date
	Click to enter a date.
	Signature Prevention Staff
	
	Date
	Click to enter a date.
	Additional Requirements for Approval:


	Click here to enter text.
	

	


	Approved Date
	Click to enter a date.	Expiration Date
	Click to enter a date.
	Approval of Materials Developed for Public Distribution – Materials Review Form
	Revised 10/16/2025











	




	Requirement
	YES
	NO
	N/A
	Pv 
	Comments

	
	
	
	
	
	

	AUDIENCE – Is the content appropriate and relevant for the intended audience

	1. Material fits intended audience needs
	☐	☐	☐	☐	

	2. Sentences use active voice 
(e.g., We will host the event” not “The event will be hosted”)
	☐	☐	☐	☐	

	3. Language uses plain language 
(Avoid technical terms, jargon, or complex wording)
	☐	☐	☐	☐	

	4. A multilingual plan is in place 
(available in multiple languages)
	☐	☐	☐	☐	

	CONTENT – Is the messaging accurate, complete, and aligned with key goals

	5. The message is clear and easy to understand 
(written at a 6th grade reading level or lower)
	☐	☐	☐	☐	

	6. Information is correct, up to date & complete
	☐	☐	☐	☐	

	7. Use frequencies (numbers), not percentages with relevant image
(e.g., 3 out of 10 youth use cannabis vs. 30% of youth use cannabis)
	☐	☐	☐	☐	

	DESIGN – Is the layout visually effective, accessible, and has proper formatting 

	8. The layout is clean and not crowded 
(there is space around text and images)
	☐	☐	☐	☐	

	9. There is adequate amount of white space 
(1” margins around text)
	☐	☐	☐	☐	

	10. Text is legible 
(font size, contrast, spacing)
	☐	☐	☐	☐	

	11. All capital letters are used only for headings and when grammatically correct 
(e.g., the entire document is not all capitalized)
	☐	☐	☐	☐	

	12. Bullets or numbers are used for lists 
(ensure consistent formatting and adequate spacing between each bullet for clarity and readability)
	☐	☐	☐	☐	

	13. Visuals are simple and uncluttered; relevant to the accompanying text
	☐	☐	☐	☐	

	14. Clear visuals used 
(e.g., they are not distorted, stretched, pixelated, or with watermarks)
	☐	☐	☐	☐	

	COMPLIANCE – Does the material meet legal, ethical, and organizational standards 

	15. All source material is properly cited 
(includes references for all information used)
	☐	☐	☐	☐	

	16. Graphics, photos, logos
(copyright issues checked; written consent is on file; credit is provided)
	☐	☐	☐	☐	

	17. Includes the required elements 
(e.g., Agency/DPH logos, etc.)
	☐	☐	☐	☐	

	18. SAPC Public Funding Disclaimer included 
	☐	☐	☐	☐	
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