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Michigan Partners on the PATH

Paperwork Checklist - Step 8
· Register Workshop with MDHHS to receive Course ID & Location ID. (Step 1)
Course ID: __________
Location ID: ___________

· Prep Participant Information Forms with Course ID, Participant ID #, etc. (Step 2)
· For D-PATH Workshops: Prep Consent Forms and Diabetes PATH Surveys
· SESSION ONE (Steps 3 and 4) 
· Read Welcome Letter out loud, hand out copies to all participants. 
· Hand out Participant Information Form (PIF) to each participant (with Participant ID#s corresponding with their name/nickname on Attendance Log.) 
· For D-PATH Workshops: Also hand out Consent Forms and Diabetes PATH Surveys (Pre)

· Verify that all forms have Participant ID#s that match the corresponding participant’s PIF and numbered attendance line on Attendance Log.

· If new participants join in Session Two, hand out Welcome Letter and PIF (For D-PATH: Include Consent Form and Diabetes PATH Survey (Pre)) 
· Mail PIFs and Cover Sheet to MDHHS (address below) or your workshop coordinator as soon as possible. If unable to do this, all forms must be stored in a secure, locked location. D-PATH Workshops: Include Consent Form and Diabetes PATH Survey (Pre) (Step 5)
· SESSION SIX (Step 6)
· Hand out Workshop Evaluation Forms to each participant.

· For D-PATH Workshops: Include Diabetes PATH Survey (Post)
· After Session Six, mail the following to MDHHS or your workshop coordinator as soon as possible: (Step 7)
· All Workshops: Attendance Log, Workshop Evaluation Forms, Workshop Summary Form
· D-PATH Workshops: Diabetes PATH Survey (Post)
	Where to Mail Forms:

MDHHS
Attn: PATH Program, 7th Floor

PO Box 30195

Lansing, MI 48909
	If you have questions or concerns, contact the MDHHS Arthritis Program staff or MichiganPath@gmail.com 

	
	Doreen Chambers
	Karen McCloskey
	Candice Lee

	
	ChambersD1@ michigan.gov
	McCloskeyK@ michigan.gov
	LeeC@michigan.gov

	
	517-241-5652
	517-335-1236
	517-335-3188

	All forms and more detailed instructions can be found at www.mihealthyprograms.org.
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