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Presentation Overview

• Why submit materials to TEAM Lab

• What types of materials to submit

• 5 Steps to Submit Materials 

• Required Paperwork, including the 
Field Evaluation Form

• Where on the website to locate this 
information

• Questions
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Why do we have to submit 
materials to                            ?  
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Reason #1
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• Requirement of Scope of Work

• Chapter 300, Section #3 
in CTCP Policy Manual

Reason #2
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• Tobacco Education Clearinghouse of 
California (TECC) Resource Library 
collection through ROVER 

(https://rover.catcp.org/)

Reason #3
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• Considered for Statewide & National 
distribution through the TECC Sales Catalog 

(http://www.tobaccofreecatalog.org/)
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What type of materials do we 
submit to TEAM Lab?
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Materials to Submit to TEAM Lab
• Any materials that have an OTIS Materials Development 

Intake Form

Brochures

Curricula

Posters

Fact Cards

Signs Toolkits
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Key chains Bookmarks Stickers

Magnets T-Shirts

So what about other types of 
materials?  

• Materials that do NOT have an OTIS 
Material Development Intake Form 
– Reports

– Fact sheets 

– Ordinances 

– Media Materials (PSA, Audio Materials, etc.)
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These materials are sent 
directly to TECC

tecclibrary@etr.org
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5 Steps to Submit Materials

1. Gather your submission materials and 
documents

2. Fill out the Field Test Evaluation Form

3. Assemble Your Materials Review Packet

4. Mail your Materials Review Packet

5. What Happens Next: Materials Review 
Process
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Step 1
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B = Name of 
Project/Agency

A = Name of 
Person who 
created or 
designed the 
material

A

B

C

C = Title of 
the Material 
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Name of Model, Artist, or Photographer
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Step 2
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• Reading and Literacy level of materials 
• Material testing results from your field testing 
• Translation information
• References and citations for your material. 



2/28/2013

9

25

26

27



2/28/2013

10

28

29

Email the Field Evaluation Form 
to TEAM Lab 
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• Please include your agency name in 
the file name.  

AGENCY_NAME_Field_Evaluation_Form.PDF

• Email the form to: teamlab@usc.edu
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Step 3
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✗

✗

✗

✗

✗
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Step 4
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Step 5
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Materials Review Process

TECC Catalog Inclusion Criteria

• Does it fill a gap and address a Statewide need? 

• Does it replace a current catalog item? 

• Is the message clear and understandable? 

• Is the material evidence-based? 

• Is it culturally appropriate for the target 
audience? 

• Is it suitable for the target audience? 

• Can it be adapted for statewide and/or national 
use? 
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Possible Editing and Modifications

• Remove local information and project logos 

• Basic editing

• Heavy editing 

• Replace images 

• Confirm all facts and data 

• Possibly, recreate in different format or layout

• Additional field-testing with target audience
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TEAM Lab All Stars
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Contribution to TECC Catalog & 
Tobacco Control Field
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Material Submitted
• Glenn County Health 

Services
• Smoke-Free 

Housing Brochure
• English & Spanish

Material Review Process
• Change the point of 

view: one for tenants 
and one for housing 
owners/managers

• Change to a fact card
• Include the helpline 

number.
• Statistics need to be 

updated.
• Lower the literacy level.
• Add more resources

CTCP Review 
• 4 Materials were created
• Add headings 
• Add space for LLAs to 

add local info
• Soften the language on 

Spanish version
• Image recommendations 

were made

TECC Sales Catalog
• 4 Fact cards were 

created
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Material Submitted
• Sutter County
• Sandwich Board

Material Review Process
• Change the format to 

poster, sign, and fact 
card.

• Change the message to 
“Thank you for not 
smoking here.”

• Put the Thank you for 
not smoking at the top.

CTCP Review 
• Consider other 

formats such as 
cloth banner, 
sandwich board, etc. 

• Use this piece to 
create a table tent.

• Make the sun 
yellow.

TECC Sales Catalog
• Poster
• Sign
• Table Tent
• Aluminum Sign

Contribution to TECC Catalog & 
Tobacco Control Field

Questions?
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Thank you!

For more information, please contact:

• General questions: teamlab@usc.edu or 
(323) 442-8214

• Yaneth Rodriguez: ylr@usc.edu

• Dr. Lourdes Baezconde-Garbanati: 
baezcond@usc.edu
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