	Checklist: First Communication


	Notes 

	1.
	Make first contact in person, by phone, or an e-mail followed by a phone call.
	

	2.
	If possible, make first contact at their site where they feel most comfortable.
	

	3.
	Introduce yourself.
	

	4.
	Describe the TJC model.
	

	5.
	Give them a brochure on the TJC model or attach a Microsoft Word or PDF file to an e-mail.
	

	6.
	Tell them the agency you represent would like to develop a coordinated reentry committee that brings different agencies together to improve successful outcomes of the reentering population.
	

	7.
	Make sure to ask question and determine their needs.
	

	8.
	Invite them to take a tour of your agency. 
	


