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Capturing Outreach and Saving Time

Outreach Events Captured Electronically as They Occur:

· If you have any questions regarding how to complete the forms, insert photos, or electronic transmission, call Jasper Parker (405) 742-1243 or Carol Crouch at (405) 742-1264. 

· Please complete the outreach event forms to the best of your ability. There are questions you may not be able to answer.

· The photo form has a place for two photos. Click inside the photo box, select insert on tool bar, select picture, select source, click on selected photo, then click insert. 
· Outreach event and photo forms should be completed within 5 days of the event and electronically transmitted to: or Jasper.Parker@ok.usda.gov or Carol.Crouch@ok.usda.gov
 (Note: You may want to create a mail box for outreach to include: ASTC(FO), RC&D, Tribal representatives/liaisons)

· Sign-in-sheets, invitation letters, mailing lists, flyers, and agendas for the event should be filed in Civil Rights folder. 

· Newspaper articles will continue to be captured and submitted to ASTC(FO) as they are published.

· Outreach notebooks will be maintained and updated continuously for each field office, by zone, at the state office, Outreach/Public Affairs. 

· Estimated time per outreach event: 7 to 15 minutes.
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Outreach Event:     
	NRCS Representative completing report:     

	NRCS Office Represented:     


	Date:     
	Location:          
County:          

	Duration of event:     

 FORMTEXT 
          
Purpose:           
	Audience: (landowners, students, tribal, etc.)            
     

	Total attendance:     
Total minority groups:     
Total on sign-in sheet:     

	NRCS employees assisting:      
     

	Tribes represented (members/officials):     
     
Invitation extended to tribal/minority

population?     
Yes     No           
	Notice of meeting (how)

Flyer                              Letter/invitation 

   Yes      No        Yes     No      

Newsletter                     Newspaper 

   Yes     No       Yes       No      
Tribal Newspaper          Personal Contact

   Yes     No     Yes     No     

	Meeting attended by any of the following:  

    Hispanic       Women     

 FORMTEXT 
     
    Disabled      Asian            

 FORMTEXT 
     
	African American     
American Indian     
Other     

	Brief description of the event:          

 FORMTEXT 
        

	 NRCS Booth

 Yes      No             

 Meal Served
 Yes     No          
# of Meals Served:     

 FORMTEXT 
          
Provided by:     

	Other organizations participating:     
	Digital photos electronically transmitted?

Yes     No     

 FORMTEXT 
     
Date submitted:                
Sign-in sheets on file?

Yes     No      




*Click after question, yes or no; appropriate text area will appear.     
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   Outreach Photo for Event:      

	NRCS representative reporting:     

	NRCS office represented:     


	Date:     
Time:     
	Location:     
County:     

	Duration of event:     

	Purpose:     



Photo #1






Photo #2
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Photo #1-Comments/Names/etc:








Photo #2-Comments/Names/etc:
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