State Health Access Daa Assistance Center (SHADAC) 	A grantee of the Robert Wood Johnson Foundation

BAC Recommendation Tracker Template
Tracking Beneficiary Advisory Council (BAC) recommendations in a consistent, transparent way is critical for maintaining member engagement and demonstrating accountability. This tool provides a simple structure for documenting, reviewing, and updating the status of each recommendation or concern raised during BAC meetings or other member engagement activities.

Tips for How to Use the Tracker:		
· Designate one staff liaison to maintain the tracker and update it between meetings. Draw from meeting minutes or AI summaries of discussions.  		
· Review and update the tracker at every BAC meeting under a standing agenda item, e.g., “Review of Previous Recommendations.” 		
· For ease of use, consider adapting the table below into an Excel or Google Sheets format that utilizes drop-down menus for key fields (e.g., program policy area, status, and timeframe). This structure ensures standardized inputs across multiple users, prevents data fragmentation, and will make it possible to easily generate the summary information required for the BAC section of the Annual Report. Note that this will require periodic updates to the field options to remain current.
· Use color coding or status dropdowns to show progress visually (e.g., green = implemented, yellow = in progress).		
· Use the “Timeframe” column to indicate whether action on a BAC member recommendation is feasible in the short, medium, or long term. Provide realistic feedback about the time, resources, and capacity factors that influence how the timeframe is determined.		
· Although not every recommendation can be implemented, agency staff should carefully review each one and provide a response. Document how the agency addressed an issue and/or why action was not taken.
· If a recommendation falls outside current policy or program priority areas, record it in the tracker, noting it for future discussion (e.g., in the “Status” column, noting “For Future Consideration”). These items can be revisited during annual goal-setting or planning sessions to determine whether new priorities or program opportunities make them actionable in the future.		
· Consider systematically collecting information on committee operations (in the “Program/Policy Area” column) to capture any recommendations related to administration/operations of the committee or interaction with the MAC.
Recommendation Tracker Elements
The descriptions below explain each column included in the tracker and provide guidance on how to use them:
Date Received: The date the recommendation or feedback was submitted. 
Recommendation/Feedback: A concise summary of the suggestion, concern, or issue raised.
Program/Policy Area: The specific Medicaid program, policy, or operational area the feedback relates to. Ideally limited to priority areas that have been identified by the BAC. Can also be used to collect information or feedback on committee operations. For example:
· Additions and changes to covered services
· Coordination of care
· Quality of services
· Eligibility, enrollment, and renewal processes 
· Member and provider communications
· Cultural competency, language access, health equity, and disparities
· Access to services
· Committee Operations
· Other 
Status: The current stage of review or action.  For example:
· Under Review
· In Progress
· Implemented
· Not Feasible
· For Future Consideration 
Assigned Staff: The Medicaid staff member responsible for reviewing and following up on the recommendation.
Action/Response: A brief description of actions taken, planned next steps, or rationale for no action.
Timeframe: Indication as to whether this a short-term, mid-range, or long-term goal. For example:
· Short-term (3-6 months)
· Mid-range goal (6-12 months)
· Long term (12+ months)
· Not yet known
· N/A
Follow-Up Date: The date or meeting when progress will be reviewed or updates will be shared.
Final Resolution/Impact: A summary of the outcome or measurable impact once the recommendation is addressed.
Notes: Additional context, background information, or links to related discussions or materials.
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Support for this document was provided by the Robert Wood Johnson Foundation. The views expressed here do not necessarily reflect the views of the Foundation.
For additional support, please contact SHVS. For more resources to help state Medicaid agencies proactively collect and document BAC activities and produce the annual report, refer to the SHVS Medicaid Beneficiary Advisory Council Reporting Toolkit and the BAC Annual Report Toolkit.
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	BAC Recommendation Tracker Template
The following examples illustrate the level of detail and specificity a state should consider tracking.

	Date Received
	Recommendation/
Feedback
	Program/
Policy Area
	Status
	Assigned Staff
	Action/
Response
	Timeframe
	Follow-Up Date
	Final Resolution/
Impact
	Notes

	1/7/25
	Immediately notify enrollees via smartphone push notifications when documents are missing from a renewal application.
	Eligibility, enrollment, and renewal processes
	Not Feasible
	John Doe
	Based on a review of this recommendation, 'real-time' triggers were deemed unfeasible due to the state’s batch-processing system, legal restrictions regarding text messaging, and the high costs of system reconfiguration.
	N/A
	July 2025 BAC meeting 
	Added to the "Long-term IT Roadmap"
	

	4/1/25
	Improve website navigation.
	Communication 
	In progress
	John Doe
	Medicaid is conducting a Mobile Experience Assessment on the web portal and will identify potential upgrades/changes that can be made.
	Mid-range goal (3-6 months) 
	October 2025 BAC meeting
	Developing a mobile version is estimated at $XX and would require 12 months to reach the IT upgrade queue. Currently, other priorities are scheduled ahead of it.
	

	7/1/25
	Include application-assistance resources with all notices.
	Eligibility, enrollment, and renewal processes
	Under review
	Jane Doe
	Medicaid is exploring the feasibility of including this information in notices, including a review of the technical, financial and legal/regulatory requirements for implementation.
	N/A
	January 2026 BAC meeting 
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