

QAP PUBLIC PARTICIPATION – INSTRUCTIONS

Step 1: Downloading your data  
To begin, you will need to download or open the following pieces of information: 
1. Download the PIT count data for your state and by CoC. Please use this website to download these excel files. 
2. Navigate to NCHV’s QAP analysis here. You can keep up on your browser or download the most recent analysis and save to your computer.  
3. To open your state's current and past QAPs, please keep this website open as you are creating your letter.  
a. You will need the most current version of your state’s QAP, which may be in drafting form, or a version with highlighted proposed changes for this year. It is helpful if you look for the most current publication date on the version you pull.  
b. Each time you refer to past versions you will have to navigate back to this page, change the year and select the new document. This will be useful if you want to make points about older versions.  

Step 2: Familiarize yourself with the letter template  
Open NCHV’s template for public comment along with the example letter provided. Download a copy of both. The example letter is just to give an idea of what your finished document should look like. You may want to read the example letter before you begin constructing your own; that way, you have an idea of what information you will be highlighting for your selected state. However, when creating your letter, stick to using just the template. 

Step 3: Constructing the letter  
The blanks you are going to fill in for your state are highlighted. Please follow instructions found throughout the body of the letter to get started. In addition, you can find other helpful tips in the margins and comments throughout.   
As you work your way through the highlighted portions, you may find some places where you want to add additional context. This will make your letter more effective to readers, as it will show your knowledge of local conditions and passion for the work.  

Step 4: Reviewing your letter and submitting  
1. After making all your necessary changes, you want to clean up your letter. Here is a checklist for things you want to make sure to correct as you go back through your letter. Check that— 
· All blanks which can be filled, have been filled 
· All unnecessary punctuation is removed (including brackets)  
· Delete any blanks you could not fill or sentences you did not use  
· Change all text to be the same color, font, and size  
· Double check the letter greeting and verify the letter is being sent as instructed in the section of your state’s QAP which specifies how public comments should be submitted  
· Apply company or organization letterhead  
2. Once you have cleaned up your letter, it is wise to have another person proofread the letter for mistakes and legibility. You can also run the letter through online proofreading software as a last resort. (For example, a site like Grammarly)   
3. Once you have reviewed the letter and made all necessary changes, you are ready to submit! Using the instructions found in your state's QAP, prepare, and submit your written comment.  
4. Now would be a good time to loop in other local stakeholders! Once your written comment is complete and you have submitted it, share the great news with friends and partners. You can use your example to encourage them to submit their own comments. Share the tools you used to create your comment and other helpful tips you learned while constructing yours to make their participation as easy as possible. 
5. Lastly, await feedback sent in response to your letter from your state. One of two things will happen, they will respond to your comment and decline the changes but invite you back for further review, or the state will make your suggested changes. Regardless, the state office should provide feedback in writing as updated draft versions are released.   
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