Monthly SMP REPORT FORM 2012- 2013 
Grant: 90SP0014-01 and 90MP0142-01
Contractor:
Name of person completing report:
Month reported on:
Report on volunteer activities:
	Name of volunteers recruited to date (if volunteer is no longer active, please list name and indicate “inactive”)
	List training* completed by volunteer this month and reported on SHIBA volunteer website (name the training and indicate the total hours of training) 
	Number of  volunteer hours
	Number of CFFs** 
	Number of PAMs
reports ***

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


* SMP Orientation, SMP Foundations, Counselor, Group Education, Complex Issues and Referrals, reporting on SHIBA volunteer website, reporting in SHIPtalk, and other training provided by contractor or SHIBA.
*Client contact form completed if counseling.
***Public Activities and Media Report completed if conducting group education, staffing exhibits, etc.




Briefly identify presentations, exhibits, events, media activities, dissemination activities, audience size etc. conducted by volunteers and reported on PAMs report:
	Specifically name the type of event (presentation, exhibit, enrollment, radio show, TV, poster, flyers, newspaper ad etc.)
	For presentation # of attendees
	For booth/ exhibit # of direct interactions
	For media (newsletter, radio, TV, website posting, etc.), # of times the effort was aired/published
	For dissemination activity, (display SMP materials at a library, grocery store, etc.), total # of items distributed
	Medicare fraud information presented and marked on PAMs report? 
Yes or No

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

















Report on staff activities:

	List volunteer recruitment activities, where? (i.e. Kiwanis meeting, social service networking meeting, retirees meeting)
	# of people attended?
	Content of presentation—tools used
	PAMs* report completed? Yes or no
	# of CCF’s** 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


*Report volunteer recruitment activities which include SMP education on PAMs reports in SHIPtalk.
**If volunteer manager is trained as a counselor, recruitment activities may result in counseling situations to report on the SHIBA website.


	Briefly and specifically report other program development activities for the month here (i.e. held a volunteer recognition, which was comprised of what? and how many persons attended? Went to meeting named? and learned?, spent time planning, held a volunteer meeting): 










	Briefly and specifically report progress on scope of work activities.  Scope of work follows. You can make comments next to or below each item and once you have completed an item just state that.  Red ink entries are corrections made to document at ICOA.


1. Assign a lead volunteer coordinator to the SMP program
2. Verify that lead volunteer coordinator has completed SMP Volunteer training (available at www.smpresource.org), which includes the following four categories of training:
· SMP Foundations: Volunteer Training General Knowledge:  To provide SMP volunteers and staff with a foundation of knowledge in three main content areas: the SMP program, Medicare basics and Medicare fraud and abuse. 
· SMP Group Education Training Role-specific:  To provide presenters of SMP group education sessions with the necessary skills and resources to present the SMP message consistently to groups of Medicare beneficiaries, caregivers and other applicable groups across the country. 
· SMP Counselor Training Role-specific: To provide SMPs with the necessary skills and resources to handle one-on-one counseling sessions and simple inquiries consistently across the country. 
· SMP Complex Issues & Referrals Training Role-specific: To guide SMP staff and volunteers in the process of managing complex issues and, when necessary, conducting referrals to the appropriate government organization. 

3. Train lead volunteer coordinator about how to report on the SHIBA volunteer reporting portal and SHIPTALK reporting tool.  Report qualifying SMP volunteer recruitment efforts in SHIPTALK reporting tool.
4. Add a minimum of five trained new SMP Volunteers within six months. 
5. Seek volunteers who will serve 2-4 hours per week. Seek volunteers who desire to become SHIBA qualified counselors.  ICOA has SMP volunteer job descriptions.
6. Comply with SHIBA requirements for qualifying volunteers; including using SHIBA volunteer application and adhering to SHIBA back ground check policy.
7. Sustain new volunteers over course of the grant. 
8. Training for volunteers to include:
· Learn to utilize SHIBA volunteer portal reporting.
· Learn to utilize the SHIPTALK reporting tool.
· Complete SMP training modules and report training. Some volunteers will not want to, or be suitable to, proceed through all four training categories.  Only a few may be suitable or willing to conduct the work of complex issues for instance.  At a minimum, have volunteers learn to represent SMP at exhibits and give group presentations. 
· Complete SAVVY Saving Seniors training and report training.
· If appropriate complete SHIBA counselor training (delivered by SHIBA) and report training.
 
9. Increase SMP outreach and education efforts with new and existing volunteers for a goal of 100 community outreach education events and/or presentations and/or 150 one-on-one counseling sessions.  
10. Coordinate training activities with SHIBA volunteer coordinators.  Verify that SHIBA volunteer coordinators have received SMP training.  
11. Offer SMP training to existing and new SHIBA volunteers to ensure that all volunteers include the SMP message when interacting with Medicare beneficiaries and when giving Medicare presentations.
12. Train volunteers to use three SMP presentations available from ICOA  and present Savvy Saving Seniors Toolkit #2 available free on the National Council on Aging website: http://www.ncoa.org/enhance-economic-security/economic-security-Initiative/savvy-saving-seniors/savvy-saving-seniors.html  Prior to using the toolkit verify with ICOA the information to be added to reinforce the training about Medicare fraud prevention. 
13. Coordinate efforts with local SMP contractor if appropriate.  This can include group trainings, shared volunteer recognition, shared equipment and materials, shared volunteer recruitment events, etc.
14. Implement SMP Volunteer Risk and Program Management policies as they are developed.
15. Complete monthly and final reports (report templates will be provided).  Develop mechanism for tracking and reporting required performance measure data.
16. Designated volunteer coordinator attends and reports during periodic phone conferences.  These conferences are planned to promote peer learning.
17. Create a sustainability plan and submit in six months. Identify the resources, financial and personnel, which will be dedicated in the future to maintain at least 5 volunteers beyond grant funding.
18. Utilize ICOA approved SMP logo, SMP messaging, and educational materials to promote the SMP volunteer program.  Request approval for local adaptations.

	What, if any, challenges did you face during this reporting period and what actions did you take to address these challenges as they relate to the scope of work?  







	What was produced during the reporting period and how have these products been disseminated?  Please attach your best products created during the past month ( i.e. newsletter article, email blast, letter sent to each volunteer recognizing their contribution, picture of bulletin board created for volunteer communication).  
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	What, specifically, do you want to achieve during the next month?
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