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Materials Review Guidelines



Material Review Guidelines

All material intended for public distribution must be 
submitted for review prior to release. This includes 
but not limited to:

 
• Flyers

• PowerPoints

• Press releases

• Brochures

• Social media postings

• Video/radio PSAs

• Infographics

• Survey tools*

 

NOTE: SAPC staff are not permitted to review op-eds and program funding may not be used for this purpose.
[4]



Material Review Guidelines

All material needs to be submitted to your assigned 
Prevention Specialist except when it’s material 
specific to the 3 initiatives and RAM.

 
Let’s Make a 
Difference

Rangell

Responsible Alcohol 
Delivery Project

Rangell

Smoke Shop

Beatrice

Education 
Kristy/Beatrice

Media
Kiara/Rangell 

Policy
Bria/Beatrice

Research
Lisette/Rangell

RAM
Beatrice

[4]



Submission Timeline Requirements

• All material must be submitted at least 10 business 
days prior to the intended use date

• For translations, material must be submitted at 
least 3 weeks early – translations can take up to 2 
weeks to process

 

[4]
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Translations Timeline

English 
version 

finalized 

• Provider will need to request the 
finalized version to be translated

Prevention 
team submits 

request

• Supervisor reviews and approves request

Communications/
Plain Language 

Check 

• Is messaging compliant/written 
in plain language

Translations 
Team

• Processing time: 2 weeks 
from receipt



Materials Review Form



Updates

Format
Approved material 
is valid for 1 year 
unless modified

Checklist included



Materials Review Form – 1st Page County of Los Angeles – Department of Public Health 
Substance Abuse Prevention and Control (SAPC) 

Community and Youth Engagement (CYE) Unit - Prevention 
 

Materials Review Form 
Approval of Materials Developed for Public Distribution 

Agency Name Click here to enter text. Contract Type Click here to enter text. 

Contact Name Click here to enter text. E-mail Click here to enter text. 

Submission Date Click to enter a date. Requested Distribution Date Click to enter a date. 

 Type of Material: 

☐ Brochure ☐ Press Release ☐ PowerPoint Presentation 

☐ Newspaper Article ☐ PSA or Video Clip ☐ Posters 

☐ Policy/Ordinance ☐ Social Media Posting ☐ Survey Tool* 

☐ Other   [insert description]  

* If a survey tool is being submitted for review, please complete the Supplemental Questionnaire for Survey Tool 
Review below. 

SAPC Short-Term Objective  [Select County Goal and Objective] 

Provider Short-Term Objective  

Briefly describe the purpose of 
the material(s) and how it will be 
used to impact the provider short-
term objective: 

 
 
 
 
 
 
 

Supplemental Questionnaire for Survey Tool Review 

1. Briefly describe the population you are targeting for 
completion of this survey:  

 

2. How/where will you be recruiting participants to complete 
your survey? 

 

3. Will you be providing incentives for the completion of this 
survey? If so, please describe the amount and type. 

 

4. What will you do with the information collected through 
this survey? 

 

By signing below, you are indicating that the attached document(s) follows all agency policies and procedures and comply with 
the General Review Criteria outlined in SAPC’s Approval of Materials Developed for Public Distribution procedure. 

Signature Program Director  Date Click to enter a date. 

Previously Approved? 
Yes ☐ No ☐ If yes, please indicate: ☐ Renew existing version (No changes) 

                                                                       ☐ Minor (formatting, date, etc.)  ☐ Major (content, structure, etc.)      

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Signing the Form



Signing the Form



Signing the Form



Materials Review Form – 1st Page County of Los Angeles – Department of Public Health 
Substance Abuse Prevention and Control (SAPC) 

Community and Youth Engagement (CYE) Unit - Prevention 
 

Materials Review Form 
Approval of Materials Developed for Public Distribution 

Agency Name Click here to enter text. Contract Type Click here to enter text. 

Contact Name Click here to enter text. E-mail Click here to enter text. 

Submission Date Click to enter a date. Requested Distribution Date Click to enter a date. 

 Type of Material: 

☐ Brochure ☐ Press Release ☐ PowerPoint Presentation 

☐ Newspaper Article ☐ PSA or Video Clip ☐ Posters 

☐ Policy/Ordinance ☐ Social Media Posting ☐ Survey Tool* 

☐ Other   [insert description]  

* If a survey tool is being submitted for review, please complete the Supplemental Questionnaire for Survey Tool 
Review below. 

SAPC Short-Term Objective  [Select County Goal and Objective] 

Provider Short-Term Objective  

Briefly describe the purpose of 
the material(s) and how it will be 
used to impact the provider short-
term objective: 

 
 
 
 
 
 
 

Supplemental Questionnaire for Survey Tool Review 

1. Briefly describe the population you are targeting for 
completion of this survey:  

 

2. How/where will you be recruiting participants to complete 
your survey? 

 

3. Will you be providing incentives for the completion of this 
survey? If so, please describe the amount and type. 

 

4. What will you do with the information collected through 
this survey? 

 

By signing below, you are indicating that the attached document(s) follows all agency policies and procedures and comply with 
the General Review Criteria outlined in SAPC’s Approval of Materials Developed for Public Distribution procedure. 

Signature Program Director  Date Click to enter a date. 

Previously Approved? 
Yes ☐ No ☐ If yes, please indicate: ☐ Renew existing version (No changes) 

                                                                       ☐ Minor (formatting, date, etc.)  ☐ Major (content, structure, etc.)      

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Minor Changes

These are updates that do not change the intent, 
meaning, or outcome of the original material:

 

Typographical corrections (e.g., spelling, punctuation)

Formatting adjustments (e.g., font consistency, layout)

Updated dates, location, time, or contact information

Replacing low-resolution images with higher quality versions

Adding footnotes or references



Major Changes

These are updates that affect the meaning, 
interpretation, or impact the original material:

 Addition/changes to data or research findings

Changes to policy recommendations or conclusions

Updates that significantly alter visuals

Removal or inclusion of entire sections of content



Materials Review Form – 2nd Page 
Approval Notification – For SAPC Use Only 

Signature Research Staff 
(if related to research/ evaluation)

Date Click to enter a date.

Signature Prevention Staff Date Click to enter a date.

Additional Requirements for Approval:

Click here to enter text.

Approved Date Click to enter a date. Expiration Date Click to enter a date.

Approval of Materials Developed for Public Distribution – Materials Review Form Revised 07/2/2025



Materials Review Form – 3rd Page 

 

Requirement YES NO N/A Pv  Comments 

      

AUDIENCE – Is the content appropriate and relevant for the intended audience 

1. Material fits intended audience needs ☐ ☐ ☐ ☐  

2. Sentences use active voice  
(e.g., We will host the event” not “The event will be 
hosted”) 

☐ ☐ ☐ ☐  

3. Language uses plain language  
(Avoid technical terms, jargon, or complex wording) 

☐ ☐ ☐ ☐  

4. A multilingual plan is in place  
(available in multiple languages) 

☐ ☐ ☐ ☐  

CONTENT – Is the messaging accurate, complete, and aligned with key goals 

5. The message is clear and easy to understand  
(written at a 6th grade reading level or lower) 

☐ ☐ ☐ ☐  

6. Information is correct, up to date & complete ☐ ☐ ☐ ☐  

7. Use frequencies (numbers), not percentages 
with relevant image 
(e.g., 3 out of 10 youth use cannabis vs. 30% of youth 
use cannabis) 

☐ ☐ ☐ ☐  

DESIGN – Is the layout visually effective, accessible, and has proper formatting  

8. The layout is clean and not crowded  
(there is space around text and images) 

☐ ☐ ☐ ☐  

9. There is adequate amount of white space  
(1” margins around text) 

☐ ☐ ☐ ☐  

10. Text is legible  
(font size, contrast, spacing) 

☐ ☐ ☐ ☐  

11. All capital letters are used only for headings 
and when grammatically correct  
(e.g., the entire document is not all capitalized) 

☐ ☐ ☐ ☐  

12. Bullets or numbers are used for lists  
(ensure consistent formatting and adequate spacing 
between each bullet for clarity and readability) 

☐ ☐ ☐ ☐  

13. Visuals are simple and uncluttered; relevant 
to the accompanying text 

☐ ☐ ☐ ☐  

14. Clear visuals used  
(e.g., they are not distorted, stretched, pixelated, or 
with watermarks) 

☐ ☐ ☐ ☐  

COMPLIANCE – Does the material meet legal, ethical, and organizational standards  

15. All source material is properly cited  
(includes references for all information used) 

☐ ☐ ☐ ☐  

16. Graphics, photos, logos 
(copyright issues checked; written consent is on file; 
credit is provided) 

☐ ☐ ☐ ☐  

17. Includes the required elements  
(e.g., Agency/DPH logos, etc.) 

☐ ☐ ☐ ☐  

18. SAPC Public Funding Disclaimer included  ☐ ☐ ☐ ☐  



Materials Review Checklist: 
What We’re Looking For



4 Key Areas

Audience Content Design Compliance



4 Key Areas

Audience

Is the content appropriate and relevant 

for the intended audience



Audience Criteria

Material fits intended 
audience needs

Sentences use active 
voice

Language uses plain 
language

A multilingual plan is 
in place



What is Plain Language?

Communication that is understood the first time it’s       

read or heard

Applies to written and oral informationA

B

All the above

Helps audiences find what they need, understand what 

they find, and act on that understandingC

D



What is Plain Language?

Communication that is understood the first time it’s       

read or heard
B



What is the main goal of using plain language?

To ensure the text uses proper grammar and formal 

structure 

To communicate ideas in a way that looks professionalA

B

To simplify complex topics so they are less technical 

and more casual

To make information easier for people to find, 

understand, and useC

D



Plain Language

To make information easier for people to find, 

understand, and useC



Plain Language – Exercise # 1

Two doses of MMR vaccine are 97% effective at preventing measles, 

1 dose is 93% effective. It is uncommon for someone fully vaccinated 

to develop measles. However, breakthrough infections can occur, 

especially in communities experiencing an outbreak where high levels 

of measles virus are circulating. The number of breakthrough 

infections (approximately 5% of total) is consistent with what we 

have seen in previous years. To avoid infection, it is highly suggested 

an individual immunize for the two doses. 



Plain Language Exercise

Two doses of MMR vaccine are 97% effective at protecting against 

measles. Some vaccinated people can still get sick during outbreaks. 

Getting both doses provides you with the most protection. 



Active Voice

• Subject – is who or what the sentence speaks about

• Verb – the action word

 

Passive Voice Active Voice

Smoking  increases the risk 
of lung cancer and heart 
disease. 

Cocaine was sold to 
undercover officers by the 
dealer. 

The risk of lung cancer and 
heart disease is increased by 
smoking. smoking.

Smoking
is increased by

increases the risk



Multilingual Plan

• Arabic
• Armenian
• Cambodian/Khmer
• Chinese (simplified)
• Chinese (traditional)
• Farsi
• Japanese

• Korean
• Russian
• Spanish
• Tagalog/Filipino
• Vietnamese

Most used languages in LA County



4 Key Areas

Audience Content Design Compliance



4 Key Areas

Content

Is the messaging accurate, complete, and 

aligned with key goals



Content Criteria

The message is clear 
and easy to 
understand

Information is 
correct, up to date, 

& complete

Frequencies 

> 

Percentages 

(Include visual)



Choose Words Wisely

Use Avoid

Short sentences Jargon

Parallel structure Double negatives

Contractions Noun strings

[1]



Use Short Sentences

[1]

• Original: Oftentimes, there are no symptoms of 
breast cancer, but signs of breast cancer can 
include a breast lump or an abnormal 
mammogram.

 

 

• Revision: There are often no symptoms of breast 
cancer. Some warning signs include a breast lump 
or an abnormal mammogram.

 



Use Parallel Structure

[1]

• Original: Public health accomplishments include 
developing vaccinations, ensuring safer workplaces, 
and the control of infectious diseases.

 

 

• Revision: Public health accomplishments include 
developing vaccinations, ensuring safer workplaces, 
and controlling infectious diseases.

 



Use Contractions

[1]

• Original: Handwashing is easy to do and it is one of 
the best ways to prevent disease.

 • Revision: Handwashing is easy to do and it’s one of 
the best ways to prevent disease.

 



Avoid Jargon

[1]

• Original: The patient had a myocardial infarction. 

 
• Revision: The patient had a heart attack. 



Avoid Double Negatives

[1]

• Original: I didn’t barely understand what the doctor 
said. 

 • Revision: I didn’t understand what the doctor said. 



Avoid Noun Strings

[1]

• Original: Children’s Hospital has a hospital employee 
relations improvement program. 

 • Revision: Children’s Hospital has a program to 
improve employee relations. 



Step 1: Readability Reports

Click on “file”



Step 2: Readability Reports

Click on “options”



Step 3: Readability Reports

Go to the proofing 
section. In that 
section, check 
option which says 
‘Show readability 
statistics’, and click 
on OK.



Readability Reports

Below 15%
6th grade or below

60 or above



Readability Pitfalls

Interest/enjoyment

Cultural 
appropriateness 

Fonts & 
color 
style

Layout & 
design

Graphics

Comprehensibility 

[1]



Frequencies vs. Percentages

Frequencies Percentages

3 out of 10 youth use cannabis 30% of youth use cannabis

[1]



Americans with Disabilities (ADA)

• Font size: Minimum 14 (Word) and 24 (PowerPoint)

• Typeface: Use sans-serif font (e.g., Arial, Calibri, Helvetica, 
Tahoma, or Verdana). 

• Contrast ratio: Use a light-colored background with dark text 
and avoid red colored fonts

• Pictures, graphs, and non-text media: Provide description of 
the image underneath

 
[2]



Serif vs. Sans Serif Fonts

S

S

Serif

Sans Serif

[1]



Sans Serif Fonts

• ARIAL – This is Arial font. Count to 5… 1, 2, 3, 4, 5. 

• CALIBRI – This is Calibri font. Count to 5… 1, 2, 3, 4, 5.

• HELVETICA – This is Helvetica font. Count to 5… 1, 2, 3, 4, 5.

• TAHOMA – This is Tahoma font. Count to 5… 1, 2, 3, 4, 5.

• VERDANA – This is Verdana font. Count to 5… 1, 2, 
3, 4, 5. 



Avoid These Fonts

Please do not use antique or script lettering:

 

[1]

• Script
• Script
• Script
• Script
• Script

• Script

• Script

• Antique 

• Antique

• Antique
• Antique
• Antique

Getty Image: 2157585925



4 Key Areas

Audience Content Design Compliance



4 Key Areas

Design

Is the layout visually effective, 

accessible, and has proper formatting



Design Criteria

1 Layout is clean and not crowded

2 Adequate amount of white space

3 Text is legible

4 Use capital letters only for headings and proper grammar

5 Bullets or numbers are used for lists

6 Visuals are simple, uncluttered, and clearly support the text



Design Criteria

4

6 51, 2, 3

5



Color Psychology

Video: Proven Psychology



Using Bullets and Numbers for Lists – Avoid  

• Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas 
porttitor congue massa. 

• Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus.
• Pellentesque habitant morbi tristique senectus et netus et 

malesuada fames ac turpis egestas. 



Using Bullets and Numbers for Lists – Avoid  

• Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas 

porttitor congue massa. 

• Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus.

• Pellentesque habitant morbi tristique senectus et netus et 

malesuada fames ac turpis egestas. 



Using Bullets and Numbers for Lists – Do  

• Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas 
porttitor congue massa. 

• Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus.

• Pellentesque habitant morbi tristique senectus et netus et 
malesuada fames ac turpis egestas. 



Punctuation in Bullet Points – Do and Don’t 

NOTE: Consistency is key!

Use punctuation Don’t use punctuation

The bullet is a complete sentence Bullets points are incomplete sentences

It ends with a question or exclamation They are short phrases or keywords

Multiple bullets form one continuous 
sentence

! ? : ; ,



Punctuation in Bullet Points – Example

The ingredients for 
chocolate cookies are:

• Flour
• Butter
• Eggs
• Sugar
• Salt
• Baking soda
• Cocoa powder

The ingredients for 
chocolate cookies are:

• Flour,
• Butter,
• Eggs,
• Sugar,
• Salt,
• Baking soda,
• Cocoa powder.

The ingredients for 
chocolate cookies are:

• flour;
• butter;
• eggs;
• sugar;
• salt;
• baking soda;
• cocoa powder.



Do and Don’t – Watermark 

Getty Image: 2179083895

DON’T DO



Do and Don’t – Blurry/stretched

Getty Image: 2169335248

DON’T DO



Do and Don’t – Photographs/Clipart

DON’T DO

Getty Image: 1550314794



Do and Don’t – Text Placement

Getty Image: 2160707342

DON’T DO

Teamwork

Teamwork



Do and Don’t – Picture Placement

Getty Image: 176574409

DON’T DO



Do and Don’t – Pictures with Purpose

Getty Image: 2155111596

DON’T DO



Avoid Fear-based Images/Exaggerated Dangers

Getty Image: 178980172, 1134112743, 1452699024 [3]



4 Key Areas

Audience Content Design Compliance



4 Key Areas

Compliance

Does the material meet legal, ethical, and 

organizational standards



Compliance Criteria

All source material is properly cited

Copyright issues

SAPC Public Funding Disclaimer



Citing References



Citing References – Flyers, Posters, etc.



Citing References – Social Media Posts

TIPS FOR SAFER USE

1. Test your drugs
2. Be safer alone
3. Stay safe with friend
4. Always have naloxone

Source: https://www.fentanylfrontline.org/?hb 



Citing References – PowerPoints



Drug Overdose Deaths by Drug, LA 
County, 2015-2024

Substance Abuse Prevention and Control (SAPC), Health Outcomes and Data Analytics Division (2024)

*Notes: All drug overdose deaths in this report are due to accidental drug overdose, excluding intentional overdose such as suicide. Opioids refers to accidental overdose deaths 

involving all opioids, including fentanyl and heroin. Meth refers to methamphetamine. All drugs refer to all accidental overdose deaths involving alcohol and/or drugs, including 

fentanyl, meth, and opioids. 



Copyright Issues

Please ensure that all images, logos, and graphics are 
credited properly. Copyrighted material must have 
written permission or licenses on file before use. 

 

Creative #: 2125204284

Getty Image: 2125204284

Example #1

Example #2 [5]



Copyright Issues

Please ensure that all images, logos, and graphics are 
credited properly. Copyrighted material must have 
written permission or licenses on file before use. 

 

[5]Photo Credit: GettyImages Example #3



SAPC Public Funding Disclaimer – Written 

This material was made possible by funds from the Los Angeles 
County Department of Public Health, Substance Abuse Prevention 
and Control (SAPC). The messages, views, or opinions made by 
any of the publications, speakers, or staff do not reflect the 
official policy or position of any LA County Agency, including 
SAPC.  

 

[5]

NOTE: Needs to be included in all material submitted EXCEPT for social media posts



Placement of Disclaimer

This material was made possible by funds from the Los Angeles County Department of Public Health, Substance Abuse Prevention and Control (SAPC). The messages, 
views, or opinions made by any of the publications, speakers, or staff do not reflect the official policy or position of any LA County Agency, including SAPC.  

Font size must be 

6 pts or higher

[5]



SAPC Icon

[5]



DPH Logos

[5]
NOTE: Needs to be approved by SAPC’s Promotions and Creative Management team. 



[4]



Design Platforms



Canva

canva.com



Adobe Express

adobe.com/express



InShot

inshot.com



Sprout Social

https://sproutsocial.com



Requesting Promotional Items and 
Prevention Material



Promotional Outreach Material

Keychains Post-it Drawstring Bags First Aid

Notepads StickersTote Bags Magnetic Clips Pens (stylus)



Promo Request Form

*Form must be emailed to your assigned 

Prevention Specialist for review/approval



Prevention Material



Prevention Material



Prevention Material



Prevention Material



Prevention Material



Prevention Material



Requesting Prevention Material

https://forms.office.com/g/e7e2xAzHpe
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