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Create and implement your process with
the following steps:

1.

2.

Create a department program request form
from the template in Module 3 Appendix

Have a main program administrator for your

department who is responsible for all program
activities. (The department contact person can
be preprinted on your program request form.)

. Make sure the requester has the department

contact information prior to ending the call.

. The department should ensure everyone

is familiar with the program request form and
understands that the form must be filled in
completely.

. Review the information with the caller for

accuracy and completeness.

. Itis important to have a contact name and best

contact phone number to confirm the program
prior to the delivery date. Confirming the
program will prevent unnecessary rescheduling
and may assist with last minute requests.

. Keep a master department program scheduling

calendar in a conspicuous location for all
members to see. The program administrator
will be responsible for keeping this up to date.
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Checklist for the program administrator:

[® Program scheduled and confirmed

I® Program presenters and alternate presenters
scheduled

[® Program materials and props compiled and
ready for program presenters

[® Program added to department program
calendar

[® Prior to program date call the main contact
person identified on request form to verify
program particulars

After the program is delivered, submit the
Program Request and Data Form information
to the data collection module (See Module 3
Appendix) via www.vsfemsa.org

VSFEMSA is capturing all program data in
accordance with the Fire Prevention and Safety
Grant award guidance.
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