APPENDIX: MONITORING &
EVALUATION FIELD GUIDE TOOLS

his MIP Monitoring and Evaluation Field Guide includes 11 tools that support

program evaluation of MIP. There are tools that support the MIP M&E process includ-

ing: creating a logic model (Tool 1), developing SMART objectives (Tool 2) and creat-
ing your evaluation plan (Tool 3).

This guide also includes tools to support quality assurance, such as the Community
Resource Assessment (Tool 5), MIP Fidelity Tool (Tool 6), Client Satisfaction Tool (Tool 7),
and MIP Monitoring and Evaluation Checklist (Tool 8).

Finally, Tool 9 will assist you with the collection of the National HIV Prevention Program
Monitoring and Evaluation (NHM&E) required variables.

Below is a description of all the tools included in this field guide.

Tool 1: Modelo de Intervencion Psicomédica (MIP) Logic Model for Monitoring &
Evaluation This sample logic model illustrates how MIP might be conceptualized in the
field and the M&E components that are part of implementation. The logic model should be
tailored to fit your agency, the community you serve and specific characteristics of the client
population that will participate in MIP.

Tool 2: Sample MIP SMART Objectives - Your M&E plan will focus on collecting data
related to process objectives and short-term outcomes. Sample SMART (Specific,
Measurable, Appropriate, Realistic and Time-phased) objectives for MIP are presented in this
tool. These should be tailored to meet your agency’s implementation of MIP.

Tool 3: Sample Data Planning Matrix - The sample Data Planning Matrix links sample MIP
SMART objectives with sample evaluation questions. A data planning matrix documents the
SMART objectives, measures, and data sources you will use to answer each evaluation
guestion you develop. You can also include the person responsible for collection of the data
and the time frame for data collection.
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Tool 4: MIP Client Session Log - This form can be used to collect information about each
and every client contact. It captures information to document the outputs from the logic
model, as well as all the client information that is required in each MIP session.

Tool 5: Community Resource Assessment - Community mapping is an integral component
of the MIP intervention; this includes identifying resources that clients can be referred to
throughout the intervention. This tool lists potential resources that may be available in your
community and allows you to document information about each of those resources,
including contact information and the agency’s relationship with your organization.

Tool 6: MIP Fidelity Form - This tool lists all of the required elements in each MIP session.
The form can be used by the MIP supervisor as a quality control tool or by the person
conducting the session as a self-assessment of the way that the session is delivered. The MIP
Fidelity Form is intended to capture qualitative data that can be used to assess fidelity of
program implementation.

Tool 7: Client Satisfaction Survey - This sample survey can be tailored to your agency and
client base to elicit feedback from clients on their experience in the MIP program.

Tool 8: MIP Monitoring and Evaluation Checklist - This tool will help you to document
your progress and keep track of your important achievements. You can use this tool to check
off pre-implementation, monitoring and evaluation, and staff training tasks as they are
completed and add comments to document issues you may have. As with the other tools,
this is an example that should be modified to meet local needs.

Tool 9: National HIV Prevention Program Monitoring and Evaluation (NHM&E) Variable
Requirements - The table presents a summary of the variable requirements for the data
collection periods that began on January 1 and July 1, 2008, excluding variable requirements
for HIV Counseling and Testing and Partner Services. Disclaimer: The National HIV Prevention
Program Monitoring and Evaluation reporting requirements presented in this document are
current as of April 2009. Please refer to the National HIV Prevention Program Monitoring and
Evaluation (NHM&E) website (https://team.cdc.gov) for the most current reporting
requirements.
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Appendix - Tool 1

Tool 1: Modelo de Intervencion Psicomédica (MIP) Logic Model for
Monitoring & Evaluation

This sample logic model illustrates how MIP might be conceptualized in the field and the
M&E components that are part of implementation. The logic model should be tailored to fit
your agency, the community you serve, and specific characteristics of the client population
that will participate in MIP.

Tool 1: Modelo de Intervencion Psicomédica (MIP)
Logic Model for Monitoring & Evaluation
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Appendix - Tool 2

Tool 2: Sample MIP Smart Objectives

On the next page you will find a table that will assist you in developing Specific, Measurable,
Appropriate, Realistic and Time-phased (SMART) objectives, as well as some examples of MIP
program objectives. The examples should be tailored to meet your agency’s implementation
of MIP. These objectives reflect the components of the Logic Model (Tool 1).

Although the list is extensive, it is by no means complete. Note that program data should be
entered in accordance with the specific conditions of your program. Similarly, the term “MIP
Team” is used generically; feel free to specify the responsible staff person (e.g., case manager,
clinical supervisor) as appropriate.

2
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Appendix - Tool 2

Specific

B The objective is concrete, detailed, and focused. ) )

B Objective includes words like: develop, obtain, provide, follow up, hire, recruit,
train, deliver, report, increase, improve, or refer.

Ask yourself the following question:
0 What are we doing and to whom?

Measurable

B The objective determines how much of the action or behavior can be
accomplished. ]
B The objective includes a number, percent, average, or change over time.

Ask yourself the following question:
¢ Isit quantifiable and can we measure it?

Appropriate
B The objective is derived from the program logic model.

Ask yourself the following questions:

Will this ob{ective have an effect on the outcomes and
overall goals of the program?
Does this objective fit within the overall program outcomes
and goals?

Realistic
B The objective is practical and reasonable.

Ask yourself the following questions:

Does your staff have the skill set to carry out the objective?
O Do you have the resources/money/support to reach the
objective?

0 Have you set achievable goals that are reasonably high but
not impossible?

Time-phased
B The objective has a set time frame for achievement: by (date), annually, semi-
annually, quarterly, at each session.

Ask yourself the following question:
¢ When will this objective be accomplished?

AR KRR
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Appendix - Tool 2

SAMPLE SMART MIP OBJECTIVES
PRE-IMPLEMENTATION OBJECTIVES
B By (date), the MIP team will develop a monitoring and evaluation plan.
By (date), the MIP team will create and/or compile the evaluation tools.
By (date), the MIP team will pilot-test the evaluation tools.
By (date), the MIP team will translate the evaluation tools.
By (date), the MIP team will identify a database to enter evaluation data.

By (date), the MIP team will conduct a community resource inventory.

By (date), the MIP team will develop Memorandum of Agreement (MOA) with at least one
agency that provides each of the core services stipulated in the MIP Program Manual

B By (date), the MIP team will create an outreach plan

STAFF TRAINING OBJECTIVES

B By (date), all MIP team members will be trained on the MIP standard procedures .
B By (date), all MIP team members will be trained on motivational interviewing.

B By (date), all counselors requiring continuing education in HIV counseling and testing will
attend necessary training.

PROCESS OJBECTIVES

B By (time frame), MIP will provide services to at least X clients.

B By (time frame), X percent of those clients who complete Session 1 (the induction session)
will complete the six remaining sessions.

B By (time frame), X percent of clients who complete the “Taking Care of Your Health” ses-
sion will complete a plan on accessing health care services.

B By (time frame), X percent of clients who inject drugs and complete the “Reducing Drug
Related HIV Risk” session will receive training on safer injection practices.

B By (time frame), X percent of clients who complete the “Reducing Drug-Related HIV Risk”
session will complete a drug risk behavior action plan.

o B By (time frame), X percent of clients who complete the “Reducing Sex-Related HIV Risk”
- session will complete a sexual risk behavior action plan.

o

° B By (time frame), X percent of clients who complete the “Readiness for Entering Drug
- Treatment” session will complete a drug use profile.

X B By (time frame), X percent of clients who complete the “Reducing Sex-Related HIV Risk”
- session will complete a sexual risk profile.

©

- B By (time frame), X percent of clients who complete the “Relapse Prevention” session will
o complete a relapse prevention plan.

: B By (time frame), X percent of clients who complete the “Readiness for Entering Drug
o Treatment” session will complete a drug treatment entry plan.

B By (time frame), X percent of clients will receive an HIV test.

H MODELO DE INTERVENCION PSICOMEDICA (MIP)
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SHORT-TERM OUTCOME OBJECTIVES

B At program completion, X percent of clients will show an increase in knowledge to
reduce drug related risk.

B At program completion, X percent of clients will show an increase in knowledge to
reduce HIV risk.

B At program completion, X percent of clients will show an increase in knowledge to
reduce hepatitis C risk.

B At program completion, X percent of client will report an increase in knowledge of
available support services.

B At program completion, X percent of clients with an identified need will receive medical
treatment.

At program completion, X percent of clients will enter drug treatment.

At program completion, X percent of clients living with HIV will receive appropriate
medical care and support services.

B At program completion, X percent of clients who need hepatitis C services will receive
them.

QUALITY IMPROVEMENT OBJECTIVES

B At program completion, MIP staff will meet X percent of the pre-implementation
objectives.

B Before program implementation begins, MIP staff will ensure that the translation of the
evaluation tools is accurate.

B Before program implementation begins, MIP staff will ensure that the readability level of
the evaluation tools is appropriate for the target population.

At program completion, MIP staff will meet X percent of the process objectives.

At the end of the program, X percent of clients will report being satisfied or very satisfied
with the MIP services.

B Throughout the duration of the program, MIP staff will complete the MIP fidelity form for
X percent of client sessions.

. . ) . o

B The MIP program manager will review at least X percent of MIP fidelity forms at the end -
of each (time frame). -

B The MIP program manager will review at least X percent of the client evaluation forms at m
the end of each (time frame). =

o

B By (time frame), the MIP program manager will ensure that at least X percent of medical -
referrals are completed. x

B By (time frame), MIP staff will ensure that X percent of all referrals for support services are -
completed. =4

o

N
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Appendix - Tool 7

Tool 7: Client Satisfaction Survey

This quality assurance tool is a client survey that can be administered during delivery of the
MIP intervention to assess how well agency and program staff are responding to the needs of
clients. The survey could also be administered to clients after they participate in the entire
intervention to determine overall satisfaction with MIP services and to obtain the necessary
data to assess quality improvement objectives. You should customize the questions and
adapt the survey as needed to reflect your agency, your client base, and other program
elements.

7
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Appendix - Tool 7

TOOL 7: CLIENT SATISFACTION SURVEY

Survey Instructions: Please make an X in each row under the word that best describes your
response to the statement on the left.

Strongly . . Strongly Not
Agree | Uncertain | Disagree . .
Agree Disagree Applicable

1. The administrative staff were
courteous & answered any
questions | had.

2. My counselor was clear
about the objectives of the
counseling session.

3. My counselor listened to the
concerns | expressed.

4. My counselor | met with
today treated me with
respect.

5. My counselor spent enough
time with me.

6. My counselor avoided
imposing his/her own values
on me.

7. My counselor was sensitive
to and accepting of my sexual
orientation.

8. My counselor was sensitive
to and accepting of my
personal beliefs.

9. | felt comfortable talking
about personal or intimate
issues with my counselor and/
or case manager.

10.The session was
conducted in the language |
prefer speaking.

11. My counselor explained
the importance of getting

)

tested for HIV and viral hepa- o]
titis and offered to provide ©
me with the tests or a referral 2
for the tests. o
X

~*

(=]

(=]

N
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Appendix - Tool 7

Strongly . . Strongly Not
Agree | Uncertain | Disagree . .
Agree Disagree Applicable

12. My counselor/case
manager asked me about my
life situation (housing,
finances, etc.), and made a

referral if | needed help.

13. My counselor/case
manager asked me how | was
feeling and made a referral to
a mental health provider,
counselor, or support group if
I needed help.

14. My counselor/case
manager asked me about my
drug and alcohol use and
made a referral if | needed

help.

15. 1am confident that | will
follow up on the referrals
that were provided to me.

16. My counselor/case
manager answered my

questions clearly.

17. | found the MIP session(s)
to be useful.

18. The hours available for
appointments were

convenient.

19. | would recommend the

N MIP program to others.

o .

o Neither

- Very o Satisfied L Very
g o Satisfied Dissatisfied T
5 Satisfied nor Dissatisfied

- Dissatisfied

: 20. My overall satisfaction

o with the services that | have

o received through the MIP

2 program is:

[

Thank you for taking the time to complete this survey.
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Appendix - Tool 8

Tool 8: MIP Monitoring and Evaluation Checklist

This is an additional quality assurance tool that will help you to document your progress and
keep track of your important achievements. You can use this tool to check off
pre-implementation, monitoring and evaluation, and staff training tasks as they are
completed and add comments to document issues you may have. Additionally, you may
choose to complete this tool at regular intervals during the pre-implementation phase to
assess your status and to note which activities are currently in progress. As with the other
tools, this is an example that should be modified to meet local needs.

Jool-x1puadde
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Appendix - Tool 8

Status

Activity In Comment
Completed

progress

Pre-implementation Activities

Conduct community resources inventory.

Obtain a Memorandum of Agreement (MOA)
with at least one agency that provides each of
the core services stipulated in the MIP Program
Manual.

Create outreach plan.

Monitoring and Evaluation Activities

Develop a monitoring and evaluation plan.

Create and/or compile the evaluation tools.

Pilot-test the evaluation tools.

Translate the evaluation tools.

Ensure that the translation of the evaluation
tools is accurate.

Ensure that readability level of the
evaluation tools is appropriate for the target
population.

Identify a database to enter evaluation data

Staff Training Activities

Train staff on the MIP standard procedures.

Train staff on motivational interviewing.

Train counselors requiring continuing
education on HIV counseling and testing.

8
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Appendix - Tool 9

Tool 9: National HIV Prevention Program Monitoring and
Evaluation (NHM&E) — Variable Requirements

The table presents a summary of the variable requirements for the data collection periods
that began January 1 and July 1, 2008, excluding variable requirements for HIV Counseling
and Testing and Partner Services. Since this document only provides a summary of the re-
quirements, please refer to National HIV Prevention Program Monitoring and Evaluation
(NHM&E) Variables and Values (CDC, 2009) for a more detailed description of definitions and
value choices.

HIV Testing variable requirements are currently specified in the HIV Testing Form and Vari-
ables Manual and the NHM&E Variables and Values (both are available on the National HIV
Prevention Program Monitoring and Evaluation (NHM&E) website (https://team.cdc.gov).

Requirements for Partner Services are specified in the “At-A-Glance: HIV Partner Services Data
Variables” document available on the NHM&E website (https://team.cdc.gov).

Disclaimer: The National HIV Prevention Program Monitoring and Evaluation
reporting requirements presented in this document are current as of April 2009.
Please refer to the National HIV Prevention Program Monitoring and Evaluation
(NHM&E) website (https://team.cdc.gov) for the most current reporting requirements.

Jool-x1puadde
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Variable Program
Number Variable Name Required
A01 Agency Name Required
AOla PEMS Agency ID Required
A02 Community Plan Jurisdiction Required
A03 Employer Identification Number (EIN) Required
A04 Street Address 1 Required
A06 City Required
A08 State Required
A09 Zip Code Required
A10 Agency Website Required
A1 Agency DUNS Number Required
A12 Agency Type Required
A13 Faith-based Required
A4 Race/Ethnicity/Minority-focused Required
A18 Directly Funded Agency Required
A21 Agency Contact Last Name Required
A22 Agency Contact First Name Required
A23 Agency Contact Title Required
A24 Agency Contact Phone Required
A25 Agency Contact Fax Required
A26 Agency Contact Email Required
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Appendix - Tool 9

Variable Program
Variable Name
Number Required
CDC Program Announcement Award Information (Table B)
BO1 CDC HIV Prevention PA Number Required
BO2 CDC HIV Prevention PA Budget Start Date Required
BO3 CDC HIV Prevention PA Budget End Date Required
B04 CDC HIV Prevention PA Award Number Required
B0O6 Total CDC HIV Prevention Award Amount Required
BO6a Annual CDC HIV Prevention Award Amount Expended Required
BO7 Amount Allocated for Community Planning Required
B08 Amount Allocated for Prevention Services Required
B09 Amount Allocated for Evaluation Required
B10 Amount Allocated for Capacity Building Required
Co1 Agency Name Required
Cogq City Required
Cob State Required
Co7 Zip Code Required
Ci13 Employer Identification Number (EIN) Required
Ci4 DUNS Number Required
Ci5 Agency Type Required
16 Agency Activities Required
C17 Faith-based Required o
18 Race/Ethnicity/Minority-focused Required :
Cig Contract Start Date-Month Required o
C20 Contract Start Date-Year Required :_
(@) Contract End Date-Month Required ;
C22 Contract End Date-Year Required .:..
C23 Total Contract Amount Awarded Required g
C25 CDC HIV Prevention Program Announcement Number Required 2
C26 CDC HIV Prevention PA Budget Start Date Required ©
C27 CDC HIV Prevention PA Budget End Date Required
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Tool g

Variable

Number

Variable Name

Site Information (Table S)

Program

Required

So1 Site ID Required
So3 Site Name Required
So4 Site Type Required
So8 County Required
Sog State Required
S10 Zip Code Required
516 Use of Mobile Unit Required

Program Name - Planning (Table D)

Do1 Program Name Required
Do2 Community Planning Jurisdiction Required
Do3 Community Planning Year Required

Program Model and Budget - Planning (Table E1)

E101 Program Model Name Required
E102 Evidence Base Required
E103 CDC Recommended Guidelines Required
E1o4 Other Basis for Program Model Required
E104-1 Specify Other Basis for Program Model Required
E105 Target Population Required
E107 Program Model Start Date Required
E108 Program Model End Date Required
E1o9 Proposed Annual Budget Required
MODELO DE INTERVENCION PSICOMEDICA(MIP)
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Variable

Number

Variable Name

Intervention Plan Characteristics (Table F)

Program

Required

FO1 Intervention Type Required
F02 Intervention ID Required
FO2a Intervention Name Required
FO3 HIV+ Intervention Required
Fo4 Perinatal Intervention Required
FO5 Total Number of Clients Required
Fo6 Sub-Total Target Population Required
Fo7 Planned Number of Cycles Required
FO8 Number of Sessions Required
F09 Unit of Delivery Required
F11 Delivery Method Required
F14 Level of Data Collection Required

Client Characteristics (Table G)

G101 Date Collected Required
G102 PEMS Client Unique Key Required
Gn2 Date of Birth -Year Required
G113 Calculated Age (System Generated) Required
G114 Ethnicity Required
Gn6 Race Required
G120 State/Territory of Residence Required
G123 Assigned Sex at Birth Required g
G124 Current Gender Required -:
G200 Date Collected Required 3
G204 Previous HIV Test Required E-
G205 Self Reported HIV Test Result Required :‘
G208 In HIV Medical Care/Treatment (only if HIV+) Required =]
G209 Pregnant (only if female) Required :
G210 In Prenatal Care (only if pregnant) Required ©
Gan Client Risk Factors *** Required

MONITORING AND EVALUATION
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Variable Program
Number Variable Name Required
Client Characteristics (Table G}—continued
G212 Additional Client Risk Factors ~"* Required
G213 Recent STD (Not HIV) Required
***Note: The recall period for client risk factors is 12 months.
AAANote: Additional value choices for risk factors added:
B Sex without using a condom
B Sharing drug injection equipment

HO1 Intervention ID Required

HO1a Intervention Name Required

HO3 Cycle Required

HO4a Form ID (Counseling & Testing Only) Required

HO5 Session Number Required

HO6 Session Date Required

H10 Site Name/ID Required

H13 Recruitment Source Required

H18 Recruitment Source - Service/Intervention Type Required

H21 Incentive Provided Required

H22 Unit of Delivery Required

H23 Delivery Method Required

o X702 Referral Date Required
_o X702a Reason Client Not Referred to Medical Care Required
o X703 Referral Service Type Required
‘T X706 Referral Outcome Required
f X710 Referral Close Date Required
: X712 HIV Test Performed Required
o X713 HIV Test Result Required
: X714 Confirmatory Test Required
G X714a HIV Test Result Provided Required

206 MODELO DE INTERVENCION PSICOMEDICA (MIP)



Appendix - Tool 9

Variable Program
Number Variable Name Required
AGO0 Intervention Name/ID Required
AGO1 Session Number Required
AGO02 Date of Event/Session Required
AGO3 Duration of Event/Session Required
AGO04 Number of Client Contacts Required
AGO5a Delivery Method Required
AGO5c Incentive Provided Required
AGO6 Site Name/ID Required
AGO08a Client Primary Risk - MSM Required
AGO08b Client Primary Risk - IDU Required
AGO08c Client Primary Risk - MSM/IDU Required
AGO08d Client Primary Risk - Sex Involving Transgender Required
AGO08e Client Primary Risk - Heterosexual Contact Required
AGO8f Client Primary Risk - Other/Risk Not Identified Required
AG09%a Client Gender - Male Required
AGO09b Client Gender - Female Required
AGO09c Client Gender - Transgender MTF Required
AG09d Client Gender - Transgender FTM Required
AG10a Client Ethnicity - Hispanic or Latino Required
AG10b Client Ethnicity - Not Hispanic or Latino Required
AG11a Client Race - American Indian or Alaska Native Required
AG11b Client Race - Asian Required
AG11c Client Race - Black or African American Required
AG11d Client Race - Native Hawaiian or Other Pacific Islander Required
AG1lle Client Race - White Required
AG11f Client Race - Multiracial Required
AG12a Client Age - Under 13 years Required
AG12b Client Age - 13-18 years Required
AG12c Client Age - 19-24 years Required
AG12d Client Age - 25-34 years Required

MONITORING AND EVALUATION
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Variable

Number

Variable Name

Program

Required

Aggregate HE/RR and Outreach (Table AG)—continued

AG12e Client Age - 35-44 years Required
AG12f Client Age - 45 years and over Required
AG14a Materials Distributed - Male Condoms Required
AG14b Materials Distributed - Female Condoms Required
AG14c Materials Distributed - Bleach or Safer Injection Kits Required
AG14d Materials Distributed - Education Materials Required
AG14e Materials Distributed - Safe Sex Kits Required
AG14f Materials Distributed - Referral list Required
AG14g Materials Distributed - Role Model Stories Required
AG15 Aggregate Data Collection Method Required

Health Communication/Public Information (Table HC)

HCO1 Intervention Name/ID Required
HC02 HC/PI Delivery Method Required
HC05 Event Start Date Required
HC06 Event End Date Required
HC07 Total Number of Airings Required
HC08 Estimated Total Exposures Required
HC09 Number of Materials Distributed Required
HC10 Total Number of Web Hits Required
HC11 Total Number of Attendees Required
HC12 Number of Callers Required
HC13 Number of Callers Referred Required
HC14 Distribution - Male Condoms Required
HC15 Distribution - Female Condoms Required
HC16 Distribution - Lubricants Required
HC17 Distribution — Bleach or Safer Injection Kits Required
HC18 Distribution - Referral Lists Required
HC19 Distribution - Safe Sex kits Required
HC21 Site Name/ID Required
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Variable . Program
Number Variable Name Required
CP-Ao1 Name of HIV Prevention CPG HD only
CP-Ao2 Community Plan Year HD only
CP-Bo1 Priority Population HD only
CP-Bo2 Rank HD only
CP-Bo3 Age HD only
CP-Bog Gender HD only
CP-Bos Ethnicity HD only
CP-Bo6 Race HD only
CP-Boy HIV Status HD only
CP-Bo8 Geo Location HD only
CP-Bog Transmission Risk HD only
CP-Con Name of the Prevention Activity/Intervention HD only
CP-Co2 Prevention Activity/Intervention Type HD only
CP-Cosg Evidence Based HD only
CP-Cos CDC Recommended Guidelines HD only
CP-Cob Other Basis for Intervention HD only
CP-Coy Activity HD only
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