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Background
This guidance describes the process by which CORHA-developed products advance from the workgroups to the CORHA website. This process aims to: standardize the workflow process for CORHA staff; establish Governance Committee (GC) and Council review priorities; prepare workgroup leads and SMEs for product presentations and; and allow for cohesive product branding.

Workgroup to Website Processes
The workgroup to website process consists of three phases:

PHASE I (Workgroup Packet Preparation)
Upon the completion of the workgroup product, Michael and Steven will:
a. Finalize the workgroup content and copy
b. Compile all accompanying and supplemental materials/resources into one packet (refer to Appendix A for CORHA workgroup packet requirements)
c. [bookmark: _GoBack]Send the product packet to Martha, copying Kate, Bonnie and the workgroup co-chairs

PHASE II (CDC and Governance Committee Review)
Upon receipt of the workgroup packet, Martha will: 
a. Send the packet to the Governance Committee for review and discussion via conference call or email
· The purpose of this GC review is for leadership awareness. In the event that GC members have pertinent comments that need to be addressed, Martha will submit those comments to the workgroup co-chairs and coordinators to address.
b. During this review period, CDC Governance Committee representative (Joe) will pursue informal review from CDC

[bookmark: _Hlk508802189]PHASE III (CORHA Voting Member Review and Vote)
Upon Governance Committee review of the workgroup packet, Martha, will: 
a. Send the packet to CORHA voting members for review
b. If an All-CORHA call is scheduled within the next four weeks, the workgroup co-chairs will be expected to present the product on that call (refer to Appendix B for a guide on CORHA Council presentations)
c. If there is not an all-CORHA call on the calendar within the next four weeks, CORHA voting members will be expected to send their comments or feedback via email to Martha during the review period, which will last for 10 business days
d. Following the call or the review period, the final packet will be sent to CORHA voting members, with a link to a Qualtrics survey for a vote
a. CORHA voting members will be given one week to cast a YES/NO vote 
b. 3/4 or majority YES votes denote an approved product
c. The approved product will be branded and posted to the CORHA website



APPENDIX A
All CORHA product packets should include the following:
1. A Microsoft Word copy of the final draft, exclusive of markups or comments, and formatted in 14-point headings in Calibri font, and 11-point body text in Calibri font.
2. The official title of the document.
3. All current/active links to supplemental resources and materials. 
4. A current roster of all active workgroup members and subject-matter experts that participated in the product development process. 

APPENDIX B
All-CORHA council presentations by CORHA workgroup co-chairs or subject-matter experts should include the following key points:
1. An overview of the product (purpose, content, etc)
2. The rationale behind the product development process (justifications, frameworks used, important research referenced, conclusions reached, etc) 
3. The three KEY resources that will accompany that resource
4. Acknowledgement of workgroup co-chairs, members and SMEs
5. Time for questions and discussion 
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