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BAC Annual Report Template
Drawing on the recommendations outlined in the BAC Annual Report Guide, this template provides a customizable outline states can use to draft their BAC annual report.
I. Executive Summary
· Provide a high-level overview of the BAC’s first year and priorities. 
· List key wins (e.g., "The BAC provided Y formal recommendations, Z of which have been implemented").
II. Membership and Representation 
· Composition: Provide aggregated demographics to show representative breadth of BAC members (e.g., race, ethnicity, geography, disability, etc.). This section could also comment on the extent to which BAC members represent the Medicaid population served in that specific state. 
· Recruitment and Retention: Include statistics on recruitment activities, applications received, selection, and retention.
· Potential data source for this section: BAC Member Composition Tracker.
III. Activities and Topics Discussion
· Activities: Summarize the number of meetings held, format (e.g., in person, hybrid, virtual), speakers, attendance rates, etc. Document activities to show diversity of engagement strategies (e.g., large group, small group, one-on-one discussions, meetings without state staff present, story sharing, voting/polls, featuring speakers with diverse characteristics and lived experience).
· Topic Themes: Describe the specific goals and priority topics the group selected for the year. Provide a summary of key policy areas reviewed and discussed. 
· Consensus Building: Include a description of how member agreement was reached (e.g., "Through facilitated round-robin discussions, the BAC reached consensus on three priority areas...").
· Potential data source for this section: BAC Meeting Agenda Template.
IV. Recommendations and State Responses
· Summary of Recommendations: Provide a categorized list of the formal feedback and requests provided by the BAC during the reporting period. 
· State Responses and Status: Include a record of the state’s action on each recommendation, indicating whether items are "Completed," "In Progress," or "Under Review."
· Impact and Loop Closure: Summarize evidence of how the implemented recommendations improved the enrollee experience or agency operations. Consider incorporating qualitative storytelling here.
· Recommendations Not Implemented: Detail recommendations that the state could not adopt, including a clear explanation of the fiscal, legal, or operational barriers preventing implementation.
· Potential data source for this section: BAC Recommendation Tracker.
V. Operational and Engagement Successes
· Support Structures: Summarize the types of logistical supports (e.g., transportation, technology assistance, interpreter services, translation services, stipends) that were offered and provided to BAC members to facilitate participation. 
· Co-Creation: Summarize how members were involved in agenda setting and report drafting, exemplifying collaboration methods prioritized in the CMS Access Rule.
· Summarize Level of Engagement: Report on basic engagement (e.g., do all attendees participate via chat, voice, or other active response?), as well as more detailed engagement (e.g., how often do members participate? Does this vary by topic, or whether they agreed/disagreed, offered feedback, or recommendations?) if possible.
· Survey and Assessment Results: Summarize findings from annual member/staff surveys and assessments – and post-meeting surveys, if collected – regarding trust, transparency, and meeting effectiveness.
· Potential data sources for this section: BAC Effectiveness Assessment Tool and Post-Meeting Survey Tool.
VI. Closing and Look Ahead
· Identify priority topics for the coming year (co-developed with BAC members).
· Document any planned operational improvements based on member and state feedback.
· Potential data source for this section: BAC Recommendation Tracker. 
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