Office of Adult Career Pathways
Guidance on Documentation Needed to Support Outreach Activities
For the following Grants: Direct Legislative Appropriations, Pathways to Prosperity (P2P), Southeast Asian Economic Disparities Relief, Support Service, and Women’s Economic Security Act (WESA)
	Outreach Activity:
	Documentation:
	Details:

	Career Fairs / Hiring Events
	· Attendance log (if possible – if not, an estimated head count) and 
· a flyer announcing the event
· Contract/Invoice for space/table rental
	Attendance log may include:
· Date and time of event
· Attendee name (include email, phone number, address as appropriate)
· Outcome of event

	Community Events
	· Attendance log (if possible – if not, an estimated head count) and 
· A flyer announcing the event
· Contract/Invoice for space/table rental
	Attendance log may include:
· Date and time of event
· Attendee name (include email, phone number, address as appropriate)
· Event outcomes

	Cross Referral Materials
	Provide a sample
	· Brochure/flyer/poster

	Displays/Exhibits
	· Provide a sample of what was created, if appropriate
· Contract/Invoice
	Capture, as appropriate:
· Content/purpose of display/exhibit
· What event the display/exhibit was used or will be used for 

	Individual Contact with non-enrolled participant
	Outreach Log
	Capture, as appropriate to activity:
· The name of the person making the contact
· Date and time of contact
· How the contact was made (include email, phone number, address as appropriate)
· Purpose of outreach / content if email/letter
· Name of whom the contact was made to
· Outcome of contact

	Group Events
	· Attendance log (if possible – if not, an estimated head count) and 
· A flyer announcing the event
· Contract/Invoice for space/table rental
	Attendance log may include:
· Date and time of event
· Attendee names (include email, phone number, address as appropriate)
· Outcome of event

	Marketing Tools
	· Provide a sample of what was created
· Related contracts and invoices
	· Brochure/flyer/poster
· [bookmark: _GoBack]Print ad content and where and when the ad was placed
· Radio ad script and where and when the ad was broadcasted 

	Neighborhood Canvasing
	· Provide a sample of what was distributed
· Related contracts and invoices, if outsourced
	Capture, as appropriate to activity:
· The name of the person(s) canvasing
· Date and time of event
· How the contact was made (include address as appropriate)
· Purpose of outreach
· Name of whom the contact was made to
· Outcome of contact

	Outreach at Churches/Community Centers 
	· The name and address of the Church/Community Center
· Outreach Log
· Script (if announcement)
· PowerPoint (if presentation)
· Provide a sample of what was distributed
· Related contracts and invoices 
	Capture, as appropriate to activity:
· The name of the person(s) conducting the outreach activity
· Date and time of contact/announcement
· Purpose of outreach
· Name of whom the contact was made to/or approximate head count
· Outcome of contact
· List of person’s with whom you will be following up



Notes: Outreach promotes approved grant specific services only. Outreach billed to DEED cannot promote the Grantee’s organization.
All expenditures must be consistent with the Grantee’s approved contract with DEED and tied to approved contract services. Costs must be necessary for the performance of the award, reasonable, appropriately allocated and consistently applied.
All outreach materials (displays, flyers, media), etc… must include the following statement:
“This workforce product was funded (or funded in part) by a grant awarded by the State of Minnesota Department of Employment and Economic Development (DEED). The product was created by the grant recipient and does not necessarily reflect the official position of DEED. DEED makes no guarantees, warranties, or assurances of any kind, express or implied, with respect to such information, including any information on linked sites and including, but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, continued availability, or ownership.”
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