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	Media/Activity
	Content Outline
	Timing



	Manager Q&A 
Format/Description:

· Word document; 
8.5” x 11” (up to 40 questions)

Distribution Method:

· Email/distribute at work
	Audience/Purpose:

Managers and supervisors

· Provide overview of CDHP

· Garner manager/supervisor support

· Prepare managers/supervisors to answer employee questions

· Preview timing of next employee communication
	July

	Announcement 1

Format/Description:

· 6-panel postcard/mailer

· Flat size 16.5” x 8.5” 

· Finish size 5.5” x 8.5”

· Ink:  4-color

· Versions: 6 (5 print; one PDF)
Distribution Method:

· Mail to homes  (Groups A & B)

· Distrib at work (all other groups)
	Audience/Purpose:

All benefits eligible employees (except Group E; distributing to all employees)

· CDH is coming

· Introduce vendor

· More news to come & when 

· Senior leadership message varies by group
	July

	Vendor School/University

Format/Description:

· PowerPoint discussion, web tour & handouts 

Distribution Method:

· Live meeting(s)
	Audience/Purpose:

HR directors, benefit managers, benefits administration staff

· Familiarize with CDH concept, CDHP design, and implementation schedule

· Preview vendor brochure & PowerPoint for employee meetings 

· Demo vendor website for members

· Prepare to answer employee questions
	July

	Announcement 2

Format/Description:

· 4-page newsletter

· Flat size 11” x 17” 

· Finish size (a)5.5” x 8.5” or (b) 11” x 8.5”

· Ink:  4-color

· Versions: 1

Distribution Method:

· Mail to homes (Groups A & A)

· Distrib at work (all other groups)
	Audience/Purpose:

All benefits eligible employees (except Group E; distributing to all employees)

· More about CDH concept 

· Business case for change/new direction 

· High-level features of new plan and how it works

· Introduce PCA (health reimbursement account)
· Introduce vendor resources (web, health coach, etc.)

· Real life examples (Intro to single employee, family)

· More news to come & when
	July

	Vendor Brochure (optional, depending on timeline)

Format/Description:

· 4-page brochure

· Flat size 11” x 17” 

· Finish size 8.5” x 11”

· Ink:  4-color

· Versions: 1

Distribution Method:

· Mail to homes (Groups A & B)

· Distrib at work (all other groups)


	Audience/Purpose:

All benefits eligible employees (except Group E; distributing to all employees)
· Welcome to vendor

· Why members like vendor

· Your key questions answered

· Reinforce how the plan works

· PCA (health reimbursement account)

· Member responsibility

· Health coverage/coinsurance

· Preventive care

· Example

· Health tools & resources/web cost estimator
	August

	Announcement 3

Format/Description:

· 12-page newsletter

· Flat size 11” x 17” 

· Finish size 11” x 8.5”

· Ink:  4-color

· Versions: 1

Distribution Method:

· Mail to homes (Groups A & B)

· Distrib at work (all other groups)


	Audience/Purpose:

All benefits eligible employees (except Group E; distributing to all employees)
Plan features & enrollment

· CDHP features/highlights, details, tiers, PCA & other plan terms (expand from Announcement 2)

· Key differences from current plans (generic)
· New FSA/debit card

· Real life examples:  CDHP scenarios/claim examples

· Enrollment process, upcoming communication/meetings & key dates

Consumerism/education

· What it means to be a wise consumer/health care consumer tips

· Health care and prescription drug cost control

· Quality messages:

· Definition of quality

· Various vendor/web site sources of quality ratings

· How quality ratings are determined
· How to decide which plan’s right for you (high-level tips/questions to ask)

· Promote web site, other vendor resources
	August

	HR Train the Trainer

Format/Description:

· PowerPoint discussion & handouts 

Distribution Method:

· Live meeting(s)
	Audience/Purpose:

HR directors, benefit managers, benefits administration staff

· Provide key communicators with protocol for employee meetings, including:

· overview of CDHP features & admin requirements, 

· enrollment guidelines and required actions, and 

· frequently asked questions
	September

	Enrollment Workbook

Format/Description:

· Word document; 
8.5” x 11”, 6 pages

Distribution Method:

· Varies by Group

· Incorporate into existing annual enrollment workbook format
	Audience/Purpose:

All benefits eligible employees (except Group E; distributing to all employees)

· Reinforce final CDH plan design, details, tiers, & plan terms (repeat from Announcement 4)

· Repeat real life examples:  CDHP scenarios/claim examples
· High level Tips for Buyer’s Guide

· What to look for

· Tier I explanation/tips on costs

· Increase awareness of other benefit consumer tools 

· Preventive care list

· Personal care support

· Web site & phone line

· Text will wrap-around Group internal enrollment newsletters
	October

	Other Vendor Material

· Comparison chart

· Tools and resources

· Health coaching Q&A

· “Prevention is Key”

· Custom postings on website?

· Interim postcard mailers?

· Other?
	· TBD

· Discuss how to integrate available vendor materials with other media/activities based on timeline/existing communication for each Group


	October

	Employee  Meetings with Vendor

Format/Description:

· PowerPoint, web tour, handouts 

Distribution Method:

· Live meeting(s)
	Audience/Purpose:

All benefits eligible employees (except Group E; distributing to all employees) Note:  Consider inviting spouses and/or early a.m. or p.m. webcasts

· Same content as “HR Train the Trainer”

	October & November

	Benefit Fairs

Format/Description:

· Expo(s) to acquaint employees with benefit options 

Distribution Method:

· Varies by location
	Audience/Purpose:

All benefits eligible employees (except Group E; distributing to all employees)
	October
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