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Manual: The program has a book, or other available writings that specify the components of the program and describe how to administer it. A program that has been standardized in this way can be reliably replicated elsewhere. 

I. Core components of the program 

a. How is the program implemented on a daily, weekly, monthly basis? This description should elaborate on how strategies and outputs identified in the logic model will be accomplished.

b. Who is the target population? (age, gender, race, socio-economic status, location)

c. What curricula is being used and is there an established order for the curricula?

i. Required Attachment: Step-by-step procedures to implement the program (what needs to be done daily, weekly, monthly).
II. Job description 

a. Staff  Background, Education and Licensure

i. How many programmatic staff are required? Include job descriptions for each necessary staff member. 

1. Required Attachment: Job description used to solicit new employees
III. Training 

a. What are the required steps to train new employees assigned to this program? Who is responsible to implement the training? 

i. Required Attachment: Training manual or check list
IV. Reporting

a. What are the required reporting procedures? Include frequency, stakeholders and data requirements.
i. Required Attachment: Evaluation Plan
V. Records
a. What records are kept? How long are records kept? How are they disposed of? How is client confidentiality ensured?
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