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To: Area Agencies on Aging 
 Pima Health Systems 
   
From:  Melanie K. Starns, M.A.G. 
 DES Assistant Director 
 Division of Aging and Adult Services 
 
Subject: Area Agency on Aging SFY 2011 Allocations 
 
The following ALERTS are attached: 
 

ALERT FUND SOURCE/TYPE  

ALERT SFY-11-1E Older Americans Act Title III and VII - Funding Opportunity Awards 
ALERT SFY-11-10B Policy and Procedures - Updates to Chapter 1000 
ALERT SFY-11-10C Policy and Procedures - Updates to Chapter 4000 
ALERT SFY-11-11N Other Funds – Refugee Resettlement Program Additional Funds 
ALERT SFY-11-12B Technical Assistance - Senior Community Service Employment Program  
ALERT SFY-11-12C Technical Assistance - Family Caregiver Support Program 

 
The ALERTS are subject to change as additional information is received by the Division 
pertaining to the funding sources identified.   
 
ALERTS are available on the Division website using the link:  
 
https://www.azdes.gov/common.aspx?menu=36&menuc=28&ID=8188.  Scroll down to ALERTS 
at the bottom of the webpage and select the respective ALERT. 
 
A SFY 2011 contract operating budget is due to the Division of Aging and Adult Services, Fiscal 
and Contracts Unit by close of business March 14, 2011. An amendment will be prepared. 
 
Should you have any questions regarding the attached ALERTS, please contact your assigned 
Contract Specialist. 
 
 
 
 
 
c:  Lynn Larson, Nina Sutton, Bridget Casey, Cam Kowal, Jerry Lay, Matt LeCrone, Frances 
Rubio, Cindy Saverino, Joel Millman, David Besst, Jutta Ulrich, Ada Leach, Jan Cardoza, 
Tammy Frazee, Darrell Funk, Chester Lee, Roberta Blyth, DAAS file 

https://www.azdes.gov/common.aspx?menu=36&menuc=28&ID=8188


 
 
 

Division of Aging and Adult Services 
ALERT 

SFY-11-1E 
Title III & VII 
 for SFY-2011 

 
Funding opportunities were made available to Area Agencies on Aging (AAAs) in ALERT SFY-
11-1D to support the following statewide initiatives: 
 
Funding Opportunity #1 – Long Term Care Ombudsman Program (Title III-B)  
$32,475 of Title III-B funding to strengthen volunteer recruitment and retention within the Long 
Term Care Ombudsman Program (LTCO).  
 
Funding Opportunity #2 – Family Caregiver Support Program (Title III-E)  
$149,913 of Title III-E funding to be used for Family Caregiver Support Program (FCSP) 
activities related to either kinship care or providing respite that includes utilizing the Caregiver 
Assessment Tool (CAT).  ALERT SFY-11-1D indicated only $130,000 in funding available for 
this opportunity, but additional funds were located after that ALERT was issued.  This additional 
funding allowed allocations for five AAAs instead of the four that were planned originally.   
 
The following awards are being made to the respective AAAs: 
 

 #1 
LTC 

Ombudsman 
(Title III-B) 

#2 
Family Caregiver 
Support Program 

 (Title III-E) 

 
Total 

Region I $  10,825 $    16,938 $    27,763 
Region 2 $  10,825 $             0 $    10,825 
Region 3 $           0 $    32,975 $    32,975 
Region 4 $           0 $    35,000 $    35,000 
Region 5 $  10,825 $    32,500   $    43,325   
Region 6 $           0 $    32,500 $    32,500 
Region 7 $           0 $             0 $             0 
Region 8 $           0 $             0 $             0 
Total Allocation $  32,475 $  149,913 $  182,388 

 
    Approved projects must be completed and funds expended by September 30, 2011. 
 
Funding Opportunity #1 
For those AAAs receiving awards for funding opportunities #1 please identify the LTCO 
allocations as a separate funding source on the contract operating budget, labeled as “Title III-B 
Supplemental”.  In order to track expenditures, the following service code will be made available 
for services supported through the awards: 
 

• Volunteer Management = VMX 
 

The following reporting requirements apply to these funds: 
 

• Project progress and implementation status are to be reported in a quarterly narrative 
report. 



 
 
 

Division of Aging and Adult Services 
ALERT 

SFY-11-1E 
Title III & VII 
 for SFY-2011 

 
This quarterly narrative is a new report for the LTCO and a revised DAAS report matrix which 
can be located at: 
https://www.azdes.gov/uploadedFiles/Aging_and_Adult_Services/Policy/c_1000_report_matrix.
pdf 
 
Funding Opportunity #2 
For those AAAs receiving awards for Funding Opportunity #2, please identify the FCSP 
allocations as a separate funding source on the contract operating budget, labeled as “Title III-E 
Supplemental”.  In order to track expenditures, the following service codes will be made 
available for services supported through the awards: 
   

• Case Management = CMX    
• Respite = RSX    
• Adult/Child Day Care = ACX 
• Caregiver Training = CTX 
 

The following reporting requirements apply to these funds: 
 

• Project progress and implementation status are to be reported on the FCSP quarterly 
narrative report. 

• Service delivery reporting is based on standard FCSP requirements. 
• Data from the pre-service and post-service caregiver assessments will be kept in the 

case file. 
 
Submitted proposals will serve as the service methodology and will be inserted into the 
respective AAA contract.  Match requirements will be reviewed with the contract operating 
budgets.  Please note that there is no transfer authority between the service categories. 
 
 
Funding Allocation/Adjustment #1 – Family Caregiver Support Program (Title III-E) 
In the ALERT issued on 12/30/10, the Division of Aging and Adult Services (DAAS) allocated 
$20,000 in Title III-E carryover funding in ALERT SFY-11-1D to AAA, Region One to be used to 
support the development of a statewide respite care network through collaboration between the 
AAAs, the Arizona Caregiver Coalition (ACC), and the DAAS.  This funding will be partially re-
allocated to Pinal/Gila Council for Senior Citizens (PGCSC), to coordinate outreach activities 
and community education events between the Arizona Association of Area Agencies on Aging 
(AZ4A) and the ACC.  These activities and events being planned by the ACC will target service 
providers, community partners, and other stakeholders that support caregivers to participate in 
a Statewide Summit on Respite Care. The re-allocated funds will support participation of a 
representative of the AZ4A in the planning of these events and activities. Conference calls will 
be scheduled soon with the collaborators and stakeholders to discuss further details and to 
allow input. 
 
 
 

https://www.azdes.gov/uploadedFiles/Aging_and_Adult_Services/Policy/c_1000_report_matrix.pdf
https://www.azdes.gov/uploadedFiles/Aging_and_Adult_Services/Policy/c_1000_report_matrix.pdf


 
 
 

Division of Aging and Adult Services 
ALERT 

SFY-11-1E 
Title III & VII 
 for SFY-2011 

 
 
The following allocation/adjustment is being made: 
 

Region SFY-11-1D SFY-11-1E Allocation 
Region One $20,000 ($20,000) $       0
PGCSC $         0 $   5,000 $5,000
Total Allocation $20,000 ($15,000) $5,000

 
The service codes for use with these funds are Outreach (IRX), and Community Education 
(EIX).   
 
The following reporting requirements apply to these funds: 
 

• Activities related to this funding are to be reported on the Family Caregiver Support 
Program Quarterly Summary Report. 

 
 
 
 
Should you have questions regarding these projects or require assistance, please contact your 
assigned Contract Specialist. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 
 
 

Division of Aging and Adult Services 
ALERT 

 SFY-11-10B 
Policy and Procedure 

for SFY-2011 
 
Policy and Procedure ALERTS are intended to notify Area Agencies on Aging of newly developed or 
revised Division of Aging and Adult Services Policies and Procedures.  The following Division of 
Aging and Adult Services Policies and Procedures have been updated: Chapter 1000 Area Agency 
on Aging Administrative Standards.  Please ensure that the appropriate Area Agency on 
Aging personnel are aware of these revisions. 
 
This revised chapter provides an outline of the Division of Aging and Adult Services policies and 
procedures for the Area Agency on Aging Administrative Standards, Reporting and Functions.  
Chapter 1000 includes policies and procedures in the following areas: 
 

• Area Agency on Aging Responsibilities and Functions 
• Property Management Standards 
• Procurement 
• Cash Disbursement and Expenditure Reporting 
• Programmatic Reporting 
• Older Americans Act Carryover Funds 
• Audit 
• Administrative Mandates 

 
 
DAAS is providing this revised DRAFT to AAAs for your review and comment.  The schedule for 
finalizing Chapter 1000 Policies and Procedures is as follows: 
 

Key Dates 
 

• March 1-31, 2011 – AAAs review and provide comments 
• April 1-29, 2011 – DAAS review and provide feedback to AAAs 
• May 2-31, 2011– Conference calls/webinars to discuss changes 
• July 1, 2011 – Effective date for revised DAAS Policy and Procedure Manual, Chapter 1000 

Area Agency on Aging Administrative Standards; final version posted on DAAS website 
 

 
Please Note:  We are asking that the AAAs coordinate responses in a single consensus document 
that is provided to DAAS. 
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Division of Aging and Adult Services Chapter 1000 - Administrative Standards

 

 Issue / Revision Date: 02/28/11
Effective Date: 1000-1

 

 

  

1000  Area  Agency  on  Aging  Administrative  Standards  
This chapter provides an outline of the Division of Aging and Adult Services policies and procedures 
for the Area Agency on Aging Administrative Standards, Reporting and Functions. 

1000 Area Agency on Aging Administrative Standards

 
Section  Title  

 
1100  Area  Agency  on  Aging  Responsibilities  and  Functions  

 
1200  Equipment  Management  Standards  

 
1300  Procurement  

 
1400  Section  Intentionally  Left  Blank  

 
1500  Cash  Disbursement  and  Expenditure  Reporting  

 
1600  Programmatic  Reporting  

 
1700  Older  Americans  Act  Carryover  Funds  

 
1800  Audit  

 
1900  Administrative  Mandates  

Section Title

1100 Area Agency on Aging Responsibilities and Functions

1200 Equipment Management Standards

1300 Procurement

1400 Section Intentionally Left Blank

1500 Cash Disbursement and Expenditure Reporting

1600 Programmatic Reporting

1700 Older Americans Act Carryover Funds

1800 Audit

1900 Administrative Mandates
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11110000  AArreeaa  AAggeennccyy  oonn  AAggiinngg  FFuunnccttiioonnss  
Overview 

11 11
00 11

  

1101.1 

This section provides an outline of the Division of Aging and Adult Services’ 
operational principles and procedures for the designation of an Area Agency on 
Aging and the responsibilities that must be able to carry out once designation has 
been granted.  This policy chapter is subject to change as additional information 
and/or regulations are received from the U.S. Department of Health and Human 
Services, Administration on Aging. 
  
The State must be divided into Planning and Service Areas. The Division of Aging 
and Adult Services shall designate within its Planning and Service Areas agencies 
which shall function primarily for the purpose of carrying out the mandatory and 
statutory responsibilities of an Area Agency on Aging, as defined in the Older 
Americans Act of 1965 (as amended). 

 
11110000 AArreeaa  AAggeennccyy  oonn  AAggiinngg  FFuunnccttiioonnss 

Authority 
The information in this section is authorized and governed by the following statutes 
and regulations: 

A 
Older Americans Act of 1965, as Amended in 2006, P.L. 109-365, §102, § 305, § 
306, § 307, § 308, § 321, § 705, § 712, and § 721 
http://www.aoa.gov/AoARoot/AoA_Programs/OAA/oaa_full.asp  11 11

00 22
  

1102.1 

B 
Code of Federal Regulations, Title 45 Public Welfare, C.F.R. §1321.17, §1321.29, 
§1321.33, §1321.35, §1321.53, §1321.55, §1321.57, §1321.59, and §1321.61 
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&tpl=/ecfrbrowse/Title45/45cfr1321_main_02.tpl 

 

Issue / Revision Date: 02/28/11
Effective Date: 1000-2
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11110000  AArreeaa  AAggeennccyy  oonn  AAggiinngg  FFuunnccttiioonnss  
Operational Procedures for Area Agency on Aging Designation 

1103.1 The Division of Aging and Adult Services must designate within each Planning and 
Service Area an agency to function as an Area Agency on Aging. 

1103.2 
The Area Agency on Aging, once designated, is responsible for providing adequate 
and qualified staff to perform all of its mandatory and statutory responsibilities as an 
Area Agency on Aging as described in Section 1104. 

1103.3 Once an Area Agency on Aging has been designated as such, it cannot delegate its 
responsibilities or authorities to any other agency or unit. 
A designated Area Agency on Aging shall be one of the following: 
A An established office of aging operating within a Planning and Service Area. 

B 
Any office or agency of a unit of general purpose local government which is 
designated to function only for the purpose of serving as an Area Agency on 
Aging by the chief elected official of such unit. 

C 
Any office or agency designated by the appropriate chief elected officials of any 
combination of units of general purpose local government to act only on behalf of 
such combination for such purpose. 

1103.4 

D 

Any public or non-profit agency in a Planning and Service Area or any separate 
organizational unit within such an agency, which is under the supervision or 
direction of the Division of Aging and Adult Services, which can and will engage 
only in the planning or provision of a broad range of supportive services, or 
nutritional services within such Planning and Service Area. 

1103.5 

In designating an Area Agency on Aging within a Planning and Service Area or within 
any unit of general purpose local government designated as a Planning and Service 
Area, the Division of Aging and Adult Services shall give preference to an established 
office on aging, unless the Division finds that no such office within the Planning and 
Service Area will have the capacity to carry out the Area Plan. 
Whenever the Division of Aging and Adult Services designates a new Area Agency 
on Aging, the Division shall give the right of first refusal to a unit of general purpose 
local government if such unit can meet the requirements of the Older Americans Act 
and the boundaries of such a unit and the boundaries of the area are reasonably 
contiguous. 

11 11
00 33

  

1103.6 

A 
If the unit of general purpose local government chooses not to exercise this right, 
the Division of Aging and Adult Services shall then give preference to an 
established office on aging. 

 

Issue / Revision Date: 02/28/11
Effective Date: 1000-3

 

 



DRAFT 
 
 
DRAFT 
 
 
DRAFT

Department of Economic Security Policy and Procedure Manual
Division of Aging and Adult Services Chapter 1000 - Administrative Standards

 

 

 

11110000  AArreeaa  AAggeennccyy  oonn  AAggiinngg  FFuunnccttiioonnss  
Operational Procedures for Area Agency on Aging De-Designation 

The Division of Aging and Adult Services shall withdraw the Area Agency on Aging 
designation whenever the Division, after reasonable notice and opportunity for a 
hearing, finds one of the following: 

A An Area Agency on Aging does not meet the requirements of its mandatory and 
statutory responsibilities. 

B An Area Plan or Plan Amendment is not approved. 

C 
There is substantial failure in the provisions or administration of an approved Area 
Plan to comply with any provision of their mandatory and statutory 
responsibilities, or of the Division of Aging and Adult Services policies and 
procedures. 

D 
Activities of the Area Agency on Aging are inconsistent with the statutory mission 
prescribed in the Older Americans Act, or in conflict with the requirements of the 
Older Americans Act that it function only as an Area Agency on Aging. 

1104.1 

E The Area Agency on Aging requests de-designation. 
If the Division of Aging and Adult Services withdraws an Area Agency’s designation, 
the Division of Aging and Adult Services must perform one of the following: 

Provide a plan for the continuity of Area Agency functions and services in the 
affected Planning and Service Area. 

If necessary to ensure continuity of services in a Planning and Service Area, 
for a period of up to 180 days after its final decision to withdraw designation of 
an Area Agency, the Division of Aging and Adult Services may: 
a Perform the responsibilities of an Area Agency. 

A 
1 

b Assign the responsibilities of the Area Agency on Aging to an Area 
Agency on Aging in another Planning and Service Area. 

1104.2 

B Designate a new Area Agency on Aging in the Planning and Service Area in a 
timely manner. 

The Division of Aging and Adult Services shall follow appropriate procedures to 
provide due process to affected parties, as required by the Older Americans Act, if 
the Division initiates an action or proceeding to revoke the designation of an Area 
Agency on Aging.  

The procedures should, at a minimum, provide guidance related to the following: 
1 Notice of an action or proceeding described above 
2 Documentation of the need for the action or proceeding 
3 A public hearing for the action or proceeding 

4 Involvement of the Area Agency on Aging, service providers, and older 
individuals in the action or proceeding 

A 

5 An appeal of the decision of the State agency in the action or proceeding to 
the Assistant Secretary 

An adversely affected party involved in an action or proceeding described above 
may bring an appeal on the basis of: 

1 The facts and merits of the matter that is the subject of the action or 
proceeding 

B 

2 Procedural grounds 

11 11
00 44

  

1104.3 

C 

In deciding an appeal described above, the Assistant Secretary on Aging may 
affirm or set aside the decision of the State agency. If the Assistant Secretary on 
Aging sets aside the decision, and the State agency has taken action to de-
designate, or otherwise affect the boundaries of the planning and service areas in 
the State, the State agency shall nullify the action. 

 

Issue / Revision Date: 02/28/11
Effective Date: 1000-4
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11110000  AArreeaa  AAggeennccyy  oonn  AAggiinngg  FFuunnccttiioonnss  
Operational Procedures for Responsibilities of Area Agencies on Aging 

An Area Agency on Aging must have the ability to carry out a broad range of activities 
(OAA 305.c.4), which includes the following: 

A 
Developing an Area Plan on Aging that delineates a comprehensive and 
coordinated system of services based on identified needs in the Planning and 
Service Area (see Chapter 2000). 

B 
Developing a service system, building upon the service needs and priorities 
identified in the Area Plan on Aging. Contracting with and funding agencies to 
fulfill the needs identified in the Area Plan. 

C Serving as the advocate and focal point for older individuals within the Planning 
and Service Area. 

1105.1 

D 
Area Agencies on Aging must establish or adopt and maintain written policies and 
procedures that comply with the Division of Aging and Adult Services Policy and 
Procedure Manual. 

1105.2 

In order to receive funds, the Area Agencies on Aging must prepare a three or four 
year Area Plan on Aging within their Planning and Service Area, with annual updates 
to identify and prioritize the needs of older individuals. NOTE: Starting with contract 
year 2014, a four-year Plan must be submitted.  The contents of the Area Plan on 
Aging are identified in the Division of Aging and Adult Services policy Chapter 2000, 
Section 2100 – Area Plan on Aging. 
The Area Agencies on Aging must provide for the proper and efficient administration 
of its Area Plan on Aging. (See chapter 2000) 

Management - The Area Agency on Aging shall consist of one full-time Director, 
with the authority and responsibility to carry out the activities outlined in the Area 
Plan on Aging. 

1 The director shall engage in activities that are interrelated with aging issues 
and/or serve the purpose of enhancing programs. 
The director must review and approve the following associated with the 
provision of services provided under the Area Plan on Aging, where 
applicable: 
a The Area Plan on Aging. 
b All financial reports submitted to the Division of Aging and Adult Services. 
c Program statistical reports. 
d Sub-contracts. 

2 

e Payment authorization. 

A 

3 The director should have access to elected officials for addressing aging 
issues. 

11 11
00 55

  

1105.3 

B 
Staff - The Area Agency on Aging shall provide for adequate and qualified staff to 
perform all of its mandatory and statutory responsibilities as an Area Agency on 
Aging. 

Issue / Revision Date: 02/28/11
Effective Date: 1000-5
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11110000  AArreeaa  AAggeennccyy  oonn  AAggiinngg  FFuunnccttiioonnss  
Operational Procedures for Responsibilities of Area Agencies on Aging (continued) 

Administrative- In providing for the proper administration of its Area Plan, the 
Area Agency on Aging must maintain the following: 
1 Assure that preference is given to older individuals who are most in need. 

2 

Develop written policies and procedures to guide its operation as well as 
those of the service provider.  Policies and procedures must contain at least 
the minimum standards within the Division of Aging and Adult Services policy 
chapters. 

3 Provide administrative, grievance and hearing procedures for service 
providers and clients. 

4 Maintain a directory of community focal points for aging services within its 
Planning and Service Area, if community focal points have been designated. 

5 
Enter into contracts to carry out demonstration projects with the Division of 
Aging and Adult Services with the goal of expanding or improving aging 
services, where applicable. 
Maintain programs and fiscal information and reporting requirements to satisfy 
both internal and external needs, as follows: 
a Budgets and budget management 
b Funding source, service and line item accounting 
c Summary and or detailed client/service/unit measure and provider data 
d Unit costs 

1105.3 C 

6 

e Volunteer activities 
Develop System- One of the primary functions of the Area Agencies on Aging is to 
develop and establish a comprehensive and coordinated service delivery system, as 
follows: 
A Develop relationships with local service organizations. 

B Advocate for and on behalf of disabled and older adults at the local, state and 
federal levels. 

C Pool resources within the Planning and Service Area. 
D Coordinate service delivery systems. 
E Solicit for further community services. 
F Provide capacity building and technical assistance skills within the community. 
G Secure grants and execute contracts to provide identified service. 

1105.4 

H Develop a plan for delivery of services during emergency/disaster situations. 
Advocacy- The Area Agencies on Aging must represent the views, concerns and 
interest of older individuals at the local level, as follows: 

A Monitor, evaluate, and when appropriate, comment on policies, programs, 
hearings, levies and community actions that affect older individuals. 

B Solicit comments from the public on needs of older individuals. 

C Represent the interests of older persons at the local level and executive branch 
officials, public and private agencies or organizations. 

D Consult with and support the State’s Long Term Care Ombudsman program. 
Undertake activities designed to facilitate the following: 

1 
The coordination of plans and activities with other private and public 
organizations who have the responsibility to older individuals within the 
Planning and Service Area. 

11 11
00 55

  

1105.5 

E 

2 The promotion of new or expanded benefits and opportunities for older 
individuals. 

Issue / Revision Date: 02/28/11
Effective Date: 1000-6
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11220000  EEqquuiippmmeenntt  MMaannaaggeemmeenntt  SSttaannddaarrddss  
Overview 

11 22
00 11

  

1201.1 

The Division of Aging and Adult Services shall develop and maintain operational 
principles and procedures for equipment management.  For those contractors who 
have a Fixed Price with Price Adjustment (formerly Cost Reimbursement) contract, 
the Division of Aging and Adult Services Equipment Management Standards must be 
followed.  Rate contracts are not included or considered in compliance with the 
Division of Aging and Adult Services Equipment Management Standards. 
 
This chapter provides an outline of the Division of Aging and Adult Services’ 
operational principles and procedures for guidelines the Area Agencies on Aging 
must follow in developing and maintaining their Equipment Management Standards 
policy and procedure.  The policy and procedures developed by the Area Agencies 
on Aging must comply with standards to ensure that such materials and services are 
obtained in an effective manner and in compliance with the provisions of applicable 
Federal law and executive orders. This policy chapter is subject to change as 
additional information and/or regulations are received from federal, state or 
Department of Economic Security authorities. 
 
Reference:  Older Americans Act of 1965 as amended, P.L. 106-501, § 305; and the 
Department of Economic Security, Equipment Management Policy, September 2010. 

 
 

11220000  EEqquuiippmmeenntt  MMaannaaggeemmeenntt  SSttaannddaarrddss  
Operational Principles 

1202.1 The Department of Economic Security Equipment Management Standards identify 
the process DES contractors should follow to maintain capital equipment records. 

1202.2 

Each Area Agency on Aging contract with the Department of Economic includes an 
“Equipment” contract term and condition that outlines minimum requirements related 
to the purchase of equipment, the maintenance and reporting of inventory records, 
and the disposal of equipment. 11 22

00 22
  

1202.3 
The Division of Aging and Adult Services shall periodically review Area Agencies on 
Aging equipment and inventory records (and equipment records for their 
subcontractors) for compliance with contract Equipment requirements. 

 

Issue / Revision Date: 02/28/11
Effective Date: 1000-7
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11220000  EEqquuiippmmeenntt  MMaannaaggeemmeenntt  SSttaannddaarrddss  
Operational Procedures for Acquisitions 

1203.1 

It is the responsibility of the Area Agencies on Aging and/or their subcontractors to 
report purchases of capital (equipment having an acquisition cost of $5,000 or more 
including tax, freight, installation, and a life expectancy of one year or more) and 
stewardship equipment (equipment with an acquisition cost below $5,000) designated 
in the contract with the Division of Aging and Adult Services within 30 days of 
purchase, using the “Contractor’s Equipment List” Form (FES-1000AFORNA) (Exhibit 
1200A).  This includes copies of titles to any vehicle purchase(s). 

1203.2 
If any of the equipment is partially funded by a source other than the Department of 
Economic Security, the Area Agencies on Aging and/or their subcontractors will make 
note in the cost field provided on the FES-1000AFORNA form. 

1203.3 

Upon receipt of the FES-1000AFORNA from the Area Agency on Aging, the Division 
of Aging and Adult Services shall review and forward copies of the FES-
1000AFORNA, for Area Agency on Aging and/or their subcontractor purchases of 
capitol and stewardship equipment designated in a contract, to the Department of 
Economic Security Fleet & Equipment Services. 
 The Division of Aging and Adult Services shall forward a copy of the approved 
1000AFORNA form to the Area Agencies on Aging and attach the Department of 
Economic Security asset tags if required. 

A 
The Area Agencies on Aging shall affix the Department of Economic Security 
asset tags to the corresponding items requiring asset tags as identified on the 
1000AFORNA form. 

1203.4 

B 
The Area Agencies on Aging shall ensure that the Department of Economic 
Security asset tags are affixed to subcontractor’s equipment in accordance with 
this policy. 

1203.5 

If at any time during the contract, the Division of Aging and Adult Services provides 
additional equipment to the Area Agencies on Aging and/or their subcontractors for 
use under their contract, the Division of Aging and Adult Services will amend the 
most recent 1000AFORNA with the item(s) being provided and forward to the 
Department of Economic Security - Fleet and Equipment Services for recording  

1203.6 Property purchased by the Area Agencies on Aging shall be used for the originally 
authorized purpose or until no longer needed. 

1203.7 Authorization from the Division of Aging and Adult Services is required for any 
changes in property use. 

1203.8 
Should equipment become lost, stolen, destroyed, and obsolete to the project or 
program, the Area Agencies on Aging shall report this to Division of Aging and Adult 
Services and Division of Aging and Adult Services staff will advise as to the Area 
Agency on Aging’s next steps. 

1203.9 

Requests by the Area Agencies on Aging or their subcontractors to purchase 
Automated Data Processing equipment and/or software at a price which exceeds 
$25,000 shall be submitted by the Area Agency on Aging to the Division of Aging and 
Adult Services to review/approve prior to forwarding to U.S. Dept. of Health & Human 
Services, Administration on Aging, for approval. 

1203.10 Requests to develop software utilizing Department of Economic Security funding shall 
be submitted to Division of Aging and Adult Services for review/approval. 
Approval shall be requested from the Division of Aging and Adult Services to transfer 
title to an eligible third party for continued use of property for authorized purposes. 
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1203.11 
A 

If approval is permissible under federal statutes and contract terms and 
conditions, the terms of the transfer shall provide that the transferee shall assume 
all the rights and obligations of the transferor. 
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11220000  EEqquuiippmmeenntt  MMaannaaggeemmeenntt  SSttaannddaarrddss  
Operational Procedures for Inventories 

The Area Agencies on Aging shall complete an annual inventory of all equipment 
acquired or purchased under the terms of the Division of Aging and Adult Services 
contract(s). The Area Agencies on Aging must submit the inventory using the 
Department of Economic Security form FES-1000AFORNA (or an accessible 
database or spreadsheet software application as an exhibit to the FES-1000AFORNA 
form). Capital and stewardship equipment should be presented on separate FES-
1000AFORNA forms. 

1204.1 

A All information required on the FES-1000AFORNA form shall be provided by the 
Area Agencies on Aging for both capitol and expensed equipment. 

1204.3 
The Area Agencies on Aging shall submit the inventory results to the Division of 
Aging and Adult Services at the end of each contract year and identify whether the 
inventory period covered is “Annual” or “End of Contract”. 
For any equipment on the physical inventory that can not be accounted for, the Area 
Agencies on Aging shall identify the following: 
A The item(s) last known location. 1204.4 

B The reason(s) for the items being reported as missing. 

1204.5 
The Division of Aging and Adult Services may elect to conduct periodic physical 
inventories of equipment throughout the period of the contract(s) to verify the 
accuracy of the Area Agencies on Aging reports. 

1204.6 

The Division of Aging and Adult Services will initiate follow-up discussions with the 
Area Agencies on Aging and/or their subcontractors within 30 days of receipt of a 
Fleet and Equipment Services -1000AFORNA when the Area Agency on Aging has 
identified items as “not found” or “unaccounted for” after conducting a physical 
inventory. 

1204.7 Area Agencies on Aging shall similarly manage equipment purchased with 
Department of Economic Security funding by subcontractors. 

1204.8 
Area Agencies shall advise Division of Aging and Adult Services of any issues related 
to subcontractor’s equipment purchased with Department of Economic Security 
funding. 
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1204.9 

For items that the Division of Aging and Adult Services determines have been listed 
and cannot reasonably be expected to be found or recovered, the Division of Aging 
and Adult Services shall follow the Operational Procedures for Equipment Losses, 
section 1205 of this policy. 

 
11220000  EEqquuiippmmeenntt  MMaannaaggeemmeenntt  SSttaannddaarrddss  

Operational Procedures for Equipment Losses 

1205.1 
The Area Agencies on Aging should report in writing all incidents resulting in the loss 
of equipment funded or provided under the contract(s) to the Division of Aging and 
Adult Services following the incident. 

1205.2 The incident report should include the item’s asset tag number, the manufacturer, 
model number and serial number (if known) and a detailed description of the incident. 
If the equipment was stolen or destroyed as a result of suspected unlawful conduct, 
the Area Agencies on Aging will notify law enforcement and obtain a police report 
and/or incident number. 
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1205.3 

A If obtained, the police report and/or incident number must accompany the incident 
report submitted to the Division of Aging and Adult Services. 
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11220000  EEqquuiippmmeenntt  MMaannaaggeemmeenntt  SSttaannddaarrddss  
Operational Procedures for Disposal of Equipment 

1206.1 

The Area Agencies on Aging and their subcontractors shall not dispose of equipment 
acquired under a Department of Economic Security contract without the Area Aging 
on Aging notifying and receiving Division of Aging and Adult Services approvals in 
advance. 
The Area Agencies on Aging must contact the Division of Aging and Adult Services in 
writing to request permission prior to disposing or trading-in equipment acquired 
under their contract(s). 

1206.2 

A 

The Division of Aging and Adult Services may need to obtain Federal grantor 
disposition instructions and/or approval, if applicable, prior to submitting a 
disposal request to the Department of Economic Security – Fleet and Equipment 
Services. 

1206.3 
Once final approval has been obtained to either dispose or surplus equipment, the 
Area Agencies on Aging shall coordinate with the Division of Aging and Adult 
Services for appropriate transportation arrangements for the item(s). 
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1206.4 
The Division of Aging and Adult Services shall contact the Department of 
Administration Surplus Property Officer to acquire the necessary authorization prior to 
equipment disposal or trade-in. 

 1206.5 

At the end of a contract (unless a subsequent contract is executed), equipment 
purchased under the prior contract(s) shall be disposed of as directed by the Division 
of Aging and Adult Services and, if sold, the Division of Aging and Adult Services 
shall be compensated in the amount of its equitable interest. 

 
EEXXHHIIBBIITTSS::  

1200A FES-1000AFORNA 
https://www.azdes.gov/uploadedFiles/Aging_and_Adult_Services/Policy/fes_1000a.doc  
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11330000  PPrrooccuurreemmeenntt  
Overview 
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1301.1 

The Division of Aging and Adult Services (Division of Aging and Adult Services), its 
contractors and their subcontractors must use generally accepted and reasonable 
competitive procurement practices to ensure fair competition and compliance with 
Federal and State regulations.  
 

This chapter provides an outline of the Division of Aging and Adult Services 
operational principles and procedures to which Area Agencies on Aging shall comply 
in developing and maintaining their procurement policy and procedure.  This chapter 
also outlines the suggested method of contracting for Non-Medical Home and 
Community Based Services. The policy and procedures developed by the Area 
Agencies on Aging must comply with standards to ensure that such materials and 
services are obtained in an effective manner and in compliance with the provisions of 
applicable Federal law and executive orders. This policy chapter is subject to change 
as additional information and/or regulations are received from the federal, state and 
Department of Economic Security authorities. 
 

Reference:  Older Americans Act of 1965, as amended in 2000, P.L. 106-501, § 305; 
Title 45 C.F.R., Part 74. 
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11330000  PPrrooccuurreemmeenntt  
Operational Principles 

1302.1 Each Area Agency on Aging shall develop and maintain procurement standards that 
ensure fair competition. 

1302.2 
Each Area Agency on Aging shall ensure that their subcontractors abide by the Area 
Agencies on Aging procurement procedures, or that the sub-contractors procurement 
standards ensure fair competition. 

1302.3 
The Area Agency on Aging should include an administrative procedure for handling 
complaints or protests regarding contractor selection in their procurement 
procedures. 
Two types of contracts are: 

A 
Rate – an agreement whereby a contractor is paid a specified amount for each 
unit of service or deliverable, not to exceed the maximum number of authorized 
units indicated in the contract for each service/deliverable. 1302.5 

B 
Fixed price with price adjustment - an agreement whereby reimbursement to 
the contractor is in accordance with actual, allowable costs incurred consistent 
with each service budget not to exceed the service reimbursement ceiling in the 
contract. 

1302.6 An Area Agency on Aging subcontracting for Non-Medical Home and Community 
Based Services should generally utilize a Rate contract. 

1302.7 
An Area Agency on Aging should not have to pay more for the provision of an Aging 
Program Non-Medical Home and Community Based Services than it would for the 
same service under a non-Aging program. 
Area Agencies on Aging should consider conducting quarterly, or at a minimum, 
semi-annual reviews of the rate structure for the service(s) being provided to ensure 
the following: 
A Fair compensation to the service provider agency. 

1302.8 

B Maximum utilization of Aging program funds for the provision of Non-Medical 
Home and Community Based Services. 

11 33
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1302.9 
It is not the intent of this policy to penalize an Area Agency on Aging due to the 
existence of an overlapping contract cycle whereby an Area Agency on Aging or the 
subcontractor could incur unnecessary, inflated costs due to receiving a higher or 
lesser rate for the same service(s) from a non-Aging program. 

 

11330000  PPrrooccuurreemmeenntt  
Operational Procedures for Procurement 
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1303.1 
All contractors and subcontractors with the Division of Aging and Adult Services must 
use generally accepted and reasonable competitive procurement practices to ensure 
fair competition. 

 

11330000  PPrrooccuurreemmeenntt  
Operational Procedures for Rate Contracts 
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1304.1 

Rate Contracts should be utilized as the contracting vehicle for Non-Medical Home 
and Community Based Services when the Area Agencies on Aging or the agency 
providing service(s) does not contract for the same service(s) through the auspices 
of another governmental agency (City, County, State or Federal), or when an 
overlapping contract cycle for service(s) does not exist with the contract cycle for 
Aging programs. 
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11330000  PPrrooccuurreemmeenntt  
Operational Procedures for Fixed Price with Price Adjustment Contracts 

Fixed price with price adjustment contracts may be used as the contracting vehicle 
for Non-Medical Home and Community Based Services for the following: 

A 
The Area Agency on Aging, or the agency providing services, also contracts for 
the same service(s) through the auspices of another governmental entity (City, 
County, State or Federal). 
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1305.1 

B 

Contracts with start-up service provider agencies, who have yet acquired a 
history of providing service for at least two years, and therefore, may not yet have 
sufficient expertise in budgeting and forecasting unit costs of providing service(s) 
with which to accurately determine a rate for the duration of contract term of one 
year or less. 
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11550000  CCaasshh  DDiissbbuurrsseemmeenntt  aanndd  EExxppeennddiittuurreess  RReeppoorrttiinngg  
Overview 
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1501.1 

The Division of Aging and Adult Services shall develop and maintain a financial 
management system that accounts for all of the funds administered under its State 
Plan on Aging. 
 

This chapter provides an outline of the Division of Aging and Adult Services 
operational principles and procedures for reporting requirements for fiscal control and 
fund accounting procedures to ensure proper disbursement of all funds. This policy 
chapter is subject to change as additional information and/or regulations are received 
from the state and the U.S. Department of Health and Human Services, 
Administration on Aging. 
 

Reference: Older Americans Act of 1965, as Amended in 2000, P.L. 106-501, § 304, 
§ 305, § 306 and § 307; Title 45 C.F.R. § 1321.17, § 1321.11, § 1321.9; Title 45, Part 
74 Subparts F, H, and G; OMB Circular A-110 and A-122; and the Department of 
Economic Security’s Uniform Terms and Conditions and Special Terms and 
Conditions. 

 

11550000  CCaasshh  DDiissbbuurrsseemmeenntt  aanndd  EExxppeennddiittuurreess  RReeppoorrttiinngg  
Operational Principles 
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1502.1 

The Division of Aging and Adult Services shall develop and maintain fiscal control 
and fund accounting procedures.  The Administration will also assure the proper 
disbursement of, and accounting for, all Federal funds associated with the State Plan 
on Aging.  This includes any such funds paid to its recipients who maintain grants 
and/or contracts. 

 

11550000  CCaasshh  DDiissbbuurrsseemmeenntt  aanndd  EExxppeennddiittuurreess  RReeppoorrttiinngg  
Operational Procedures for Financial Reporting 

Federal and State regulations and contract terms require Area Agencies on Aging 
and sub-contractors to adhere to the following: 

A 
Submit monthly financial reports, through the Division of Aging and Adult Services 
electronic payment processing system or the paper AG-053 form, and contain 
information identified by the State. 

B Report only actual expenditures incurred, as estimated or budgeted amounts are 
not permitted. 

C Failure to submit reports in accordance with this policy and contractual deadlines 
will cause disbursements to cease until reports are received. 
Area Agencies on Aging must adopt or develop reporting procedures consistent 
with those identified in this chapter for use by sub-contractors, unless written 
approval is granted by the Division of Aging and Adult Services. 

1503.1 

D 

1 
An approval will only be granted once the Area Agency on Aging’s financial 
reporting procedures have been reviewed and approved by the Division of 
Aging and Adult Services. 

Monthly financial reports are developed to ensure that documentation is available 
indicating that costs have been allocated to a fund source which will require 
reimbursement. 
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1503.2 

A 

The monthly financial report must be submitted through the Division of Aging and 
Adult Services electronic payment processing system or on a paper AG-053 form 
(Monthly Financial Report for the Area Agencies on Aging and Service Providers,  
See Exhibit 1500B) by the 20th day of the month. Payments are typically 
processed on the last Thursday and Friday of each month. 
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11550000  CCaasshh  DDiissbbuurrsseemmeenntt  aanndd  EExxppeennddiittuurreess  RReeppoorrttiinngg  
Operational Procedures for Financial Reporting (continued) 

B Area Agencies on Aging may adjust the reporting deadline for service providers 
by shortening the month to three weeks. 

C 
The AG-053 has been reviewed to reflect the “Contract Operating Budget”.  This 
provides a means for comparison of actual operations and simplifies the reporting 
function.  

D 
Every Area Agency on Aging will either enter expenditures into the electronic 
payment processing system or use the AG-053, or an approved computer printout 
which will follow the same format. 
When an Area Agency on Aging receives a report from its service providers, it will 
do the following: 
1 Summarize the reports. 
2 Add its own administrative and direct costs for the period. 

3 
Report to the Division of Aging and Adult Services, through the Division of 
Aging and Adult Services electronic payment processing system or the paper 
AG-053. 
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1503.2 

E 

4 
Review the AG-053 produced by the Division of Aging and Adult Services 
electronic payment processing system to ensure provider expenses and 
revenues are within contractual limits. 

 

11550000  CCaasshh  DDiissbbuurrsseemmeenntt  aanndd  EExxppeennddiittuurreess  RReeppoorrttiinngg  
Operational Procedures for Financial Information Flow 

Area Agency on Aging monthly financial reports should consist of the following: 
A Actual expenditures of sub-contractors for the reporting period. 
B The Area Agency on Aging should report amounts expended by subcontractors. 11 55

00 44
  

1504.1 

C Actual expenditures of the Area Agency on Aging for direct services. 
 

11550000  CCaasshh  DDiissbbuurrsseemmeenntt  aanndd  EExxppeennddiittuurreess  RReeppoorrttiinngg  
Operational Procedures for Distribution of Administrative Funds 

1505.1 
The Area Agencies on Aging receive funds from multiple sources, each with its own 
set of regulations regarding the use of funds for administrative purposes. The Division 
of Aging and Adult Services will provide the allocations through ALERTS. 

1505.2 

Up to ten percent of total Older Americans Act Title III-B, III-C-1, III-C-2, and III-D 
allocations may be used for administrative purposes, to be paid out of the Title III-C-1 
Administration allocation.  Up to ten percent of Title III-E funds may be used for 
administrative purposes, to be paid out of the Title III-E Administration allocation. 

1505.3 
The Division of Aging and Adult Services Supplemental Payment Program (SPP) 
funds may not be utilized as administrative costs as they are restricted to service 
delivery. 

1505.4 
Up to ten percent of the SSBG (local and state planned) allocation may be used for 
administrative costs.  The administrative amounts will come from the state planned 
allocation. 

1505.5 Up to ten percent of the State Independent Living (ILS), State Ombudsman, and 
State Respite services may be used for administrative costs. 
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1505.6 Other funds may be used for administrative purposes as identified through ALERTS. 
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11550000  CCaasshh  DDiissbbuurrsseemmeenntt  aanndd  EExxppeennddiittuurreess  RReeppoorrttiinngg  
Operational Procedures for Indirect Costs 

 If an Area Agency on Aging is a unit within a multi-function organization that is 
subject to indirect costs and has received a federally approved indirect cost rate, the 
Area Agency on Aging must submit to the Division of Aging and Adult Services an 
“Indirect Cost Plan” and the “Indirect Cost Negotiation Agreement”. 

The Division of Aging and Adult Services will accept the federally approved 
indirect cost rate if the following criteria are met: 

1 The federally approved indirect cost rate does not violate the statutory 
requirements defined in Federal and State law. 

1506.1 

A 

2 The federally approved indirect cost rate if applied does not substantially 
reduce funds for program services. 

If an Area Agency on Aging is a unit within a multi-function organization that is 
subject to indirect costs, the Division of Aging and Adult Services must negotiate and 
approve, on an annual basis, the rate(s) of the indirect cost pool(s) applied to the 
Area Agency on Aging. 1506.2 

A The rate(s) of the indirect cost pool(s) must benefit the Area Agency on Aging in 
terms of actual and needed services. 

Subcontractors who are part of a multi-function organization must apply the same 
process to receive reimbursement for indirect cost activity. 

A Only actual pools of indirect costs incurred during the reporting period should be 
submitted. 
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1506.3 

B 
If an agency is incapable of identifying and allocating an indirect cost pool during 
the reporting period, serious consideration should be given to redesigning the 
cost allocation plan and relying mostly on direct costs. 

 
11550000  CCaasshh  DDiissbbuurrsseemmeenntt  aanndd  EExxppeennddiittuurreess  RReeppoorrttiinngg  

Operational Procedures for Requesting a Cash Advance 
Cash advances are allowed for the following Older Americans Act Title III funding 
sources: 
A Title III-B Social Services; 
B Title III-C-1 Congregate Meals; 
C Title III-C-1 Administration; 
D Title III-C-2 Home Delivered Meals; 
E Title III-E Family Caregiver Support Program; and 

1507.1 

F Title III-E Administration. 
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1507.2 
Area Agencies on Aging may request cash advances annually.  Requests for cash 
advances must be received by the Division of Aging and Adult Services in June of the 
current fiscal year for the upcoming fiscal year. 
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11550000  CCaasshh  DDiissbbuurrsseemmeenntt  aanndd  EExxppeennddiittuurreess  RReeppoorrttiinngg  
Operational Procedures for Requesting a Cash Advance (continued) 

Area Agencies on Aging may request cash advances for their subcontractors and/or 
for administrative purposes. 

Area Agencies on Aging requesting cash advances for their subcontractors must 
submit to the Division of Aging and Adult Services Contracts Specialist a written 
justification detailing the following: 

1 The total cash advance amount requested; not to exceed the amount 
identified in 1507.3D; 

2 A list of subcontractors requesting cash advances; 
3 The advance amounts requested by each subcontractor; and 

A 

4 The service/purpose of the advance for each subcontractor. 

B 

Area Agencies on Aging requesting cash advances for administrative purposes, 
must submit to the Division of Aging and Adult Services Independent Living 
Support Manager a written justification detailing the amount requested by fund 
source and the purposed use of the funds. 

C 
Written justifications described in 1507.3.A and B must contain a recoupment 
plan that details when the Division of Aging and Adult Services will recoup the 
funds advanced. 

1507.3 

D 
At no time will the total amount requested exceed 1/12th of the allowable Older 
Americans Act Title III funds in the Contract Operating Budget.  Allowable Title III 
funds are provided in 1507.1. 

1507.4 

The Advance Disbursement/Recoupment Schedule - See Exhibit 1500A) is a 
document used to support the request of allowable Older American Act Title III cash 
advance funds and must be attached to the written justification.  A separate Advance 
Disbursement/Recoupment Schedule must be developed for each of the fund 
sources. 
Upon receipt of the written justification , the Division of Aging and Adult Services will 
process the request and forward the advance amounts requested by July 15th to the 
Area Agencies on Aging. 

1507.5 

A 

Amounts identified in the Advance Disbursement/Recoupment Schedule will be 
negotiated with each Area Agency on Aging.  The Division of Aging and Adult 
Services Contracts Specialist will compare the amount spent last year during the 
same month along with the Area Agency’s best judgment about its need for the 
period. 

1507.6 
Area Agencies on Aging receiving cash advances on behalf of their subcontractors 
must ensure that funds are distributed within three working days to the 
subcontractor(s). 
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1507.7 
The Division of Aging and Adult Services will begin recoupment of funds advanced on 
the negotiated time frames to avoid cash flow problems.  All funds will be recouped 
within the same contract year in which the advance was made. 
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11550000  CCaasshh  DDiissbbuurrsseemmeenntt  aanndd  EExxppeennddiittuurreess  RReeppoorrttiinngg  
Operational Procedures for Program Income 

Program income earned during the contract period shall be used in one or more of 
the following ways: 

A Added to funds committed to the project and used to further eligible project or 
program objectives. 1508.1 

B Deducted from the total project or program allowable cost in determining the net 
allowable cost in which the Federal cost is based. 

1508.2 
If the program income has been under-budgeted in excess of ten percent, contract 
production levels must be expanded via a contract amendment to ensure full 
utilization of the generated program income. 
Sufficient documentation must exist to demonstrate that the use of program income 
results in increasing services. 

1508.3 
A Budgeting that accurately represents the amounts of projected income to be 

generated that will finance the service levels. 
Budget requirements for program income, includes the following: 
A Program income should be anticipated in advance of the program year. 

Budgeted to ensure maximum production levels. 
B 

1 Area Agencies on Aging should request a budget amendment when program 
income is received in excess of budgeted amounts. 

C If program income funds are to be distributed to different services than they were 
received, such funds must be identified in an approved budget. 
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1508.4 

D Must be expended during the contract year in which it was earned. 
 

11550000  CCaasshh  DDiissbbuurrsseemmeenntt  aanndd  EExxppeennddiittuurreess  RReeppoorrttiinngg  
Operational Procedures for Nutrition Services Incentive Program  
(Formerly U.S. Department of Agriculture Funds) 

The Division of Aging and Adult Services will distribute funds received for the 
Nutrition Services Incentive Program through Area Agencies on Aging to nutrition 
providers. 
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1509.1 

A 

The state has elected to receive cash payments for this program and not to 
receive commodities as described in the Division of Aging and Adult Services 
Policy and Procedure Chapter 3200.  Disbursements shall only be used to 
purchase foods for nutrition projects.  Allocations to Area Agencies on Aging are 
based upon prior Federal Fiscal Year utilization. 
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11550000  CCaasshh  DDiissbbuurrsseemmeenntt  aanndd  EExxppeennddiittuurreess  RReeppoorrttiinngg  
Operational Procedures for Late Provider/Sub Contractor Reports 

Area Agencies on Aging should make every effort to ensure that provider reports are 
in on time. 1510.1 
A Payments are processed typically the last Thursday and Friday of each month. 
Area Agencies on Aging should take the following steps to ensure timeliness in 
reporting: 

A Notify the provider that no cash will be disbursed until the report is received by 
the Area Agency on Aging. 

B Complete the required reports for submission to the Division of Aging and Adult 
Services with the provider reports that are on time. 
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1510.2 

C Include the absent provider’s report after it has been submitted, with the following 
month’s report. 

 
EEXXHHIIBBIITTSS::  

1500A Advance Disbursement/Recoupment Schedule (AG-057) with instructions 
https://www.azdes.gov/uploadedFiles/Aging_and_Adult_Services/Policy/ag_057.xls  

1500B Monthly Financial Report (AG-053) with instructions 
https://www.azdes.gov/uploadedFiles/Aging_and_Adult_Services/Policy/ag_053.xls  
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11660000  RReeppoorrttiinngg  
Overview 

11 66
00 11

  

1601.1 

The Division of Aging and Adult Services administers the planning, coordination, 
evaluation, and reporting requirements established by the Older Americans Act and 
the Terms and Conditions of other grants, such as the State Health Insurance 
Assistance Program.  The Division of Aging and Adult Services, through the Area 
Agencies on Aging, collects statistical data and analyzes the information regarding 
the effectiveness of program delivery.  Data collected is then reported in the National 
Aging Program Information System (NAPIS) which includes the State Program 
Report, National Ombudsman Reporting System, Senior Medicare Patrols and other 
grant specified systems. The NAPIS serves as a source for performance and 
descriptive data. 
 
Performance and descriptive data is collected as a means of measuring the 
effectiveness of Area Agencies on Aging in targeting services to older individuals with 
greatest economic and social need, with particular attention to low-income 
individuals, individuals residing in rural areas, and frail individuals (including those 
with any physical or mental/cognitive impairment). 
 
This chapter provides an outline for the Division of Aging and Adult Services 
operational procedures on reporting requirements for Area Agencies on Aging and 
Tribes.  The reports document the number of individuals who have received services, 
demographic information and units of service provided.  This policy chapter is subject 
to change as additional information and/or regulations are received from the state 
and U.S. Department of Health and Human Services, Administration on Aging. 

 
11660000  RReeppoorrttiinngg  

Authority 
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1602.1 Older Americans Act of 1965, as Amended in 2006, P.L. 109-365, § 206, § 207, § 
306, § 307 and § 311; and Title 45 C.F.R. § 1321.17 and § 1321.65. 
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11660000  RReeppoorrttiinngg  
Operational Procedures 
Area Agencies on Aging shall ensure data is collected for services funded under an approved 
Area Plan on Aging within its planning and service area.  Area Agencies on Aging report on 
programs and services funded under the Older Americans Act and other funding sources 
through the Aging Information Management System (AIMS) or on approved forms identified by 
the Division of Aging and Adult Services.  Area Agencies on Aging shall utilize the AIMS for the 
purpose of recording client supported (registered) service data.  Non-client supported data 
(registered and non-registered) is reported on forms identified in section 1603.1A. All other Area 
Agency on Aging programmatic and planning reports are specified in 1603.1B-L. 

Programmatic and Planning Reports  
Area Agency on Aging 
1 Social Service Report for Non-Registered Services - AG-O31-N (Exhibit 1600A). A 
2 Social Service Report for Registered Services - AG-O31-R (Exhibit 1600B). 
Native American Communities and Tribes 
1 Social Service Report for Non-Registered Services - AG-O31-N (Exhibit 1600A). B 
2 SAMS Service Demographic Report (non Division of Aging and Adult Services 

form) – Registered Services; Congregate Meals and Home Delivered Meals. 
State Health Insurance Assistance Program (SHIP) 
1 SHIP/SMP Monthly Report and Instructions (Exhibit 1600C). 
2 SHIP/SMP Public and Media Activity Form and Instructions (Exhibit 1600D). 
3 SHIP Evaluation Form (Exhibit 1600E). 

C 

4 SHIP/SMP Client Contact Form and Instructions (Exhibit 1600F). 
SMP 
1 SMP Volunteer Hours (Exhibit 1600G). 
2 SMP Volunteer Add a Volunteer Form (Exhibit 1600H). 
3 SMP Complex Issue Form (Exhibit 1600I). 
4 SMP Evaluation Form - English (Exhibit 1600J). 

D 

5 SMP Evaluation Form - Spanish (Exhibit 1600K). 
Long Term Care Ombudsman Program 
1 Monthly Ombudsman Program Data Collection Report (Exhibit 1600L). E 
2 Monthly Ombudsman Program Case Report (Exhibit 1600M). 
Family Caregiver Support Program 

1 Family Caregiver Support Program Registered Services Report - AAA-1186A 
(Exhibit 1600N). 

2 Family Caregiver Support Program Non-registered Services Report- AAA-1185A 
(Exhibit 1600P). 

F 

3 Family Caregiver Support Program Quarterly Summary Report (Exhibit 1600Q). 
Legal Services Assistance Program 

G 
1 Monthly Legal Services Report and Instructions (Exhibit1600R) in conjunction 

with the information collected in the report described in 1603.2.A.3. 
Mature Worker 

H 
1 Mature Worker Program Quarterly Summary Report and Instructions (Exhibit 

1600S). 
Financial Reports 

11 66
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1603.1 

I 
1 Invoice – AG-053 (Exhibit 1600T). 
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11660000  RReeppoorrttiinngg  
Operational Procedures (continued) 

Area Plan on Aging 

1 An Action Plan for Strategic Objectives shall be submitted 90 days following the 
implementation date of the Area Plan on Aging. J 

2 Action Plan for Strategic Objectives Update report by July 1st of each year. 
Program Development - The following applies only to those Area Agencies on 
Aging that set aside funds for program development. K 
1 Annual report that details the progress of program development activities and accomplished 

program development activities by August of each year. 
Discretionary Grants 

 

L 
1 Individual grant reports are specified in the discretionary grant reporting section of the Reports 

Matrix document (Exhibit 1600U). 

1603.2 
Unless otherwise specified, reports identified in 1603.1 shall be completed and 
submitted to the Division of Aging and Adult Services by the 30th day of the month 
following the designated reporting period. 

11 66
00 33

  

1603.3 
An Area Agency on Aging may be required to submit reports in addition to     those 
identified in 1603.1 as determined necessary by the Division of Aging and Adult 
Services. 

 
EEXXHHIIBBIITTSS::  

1600A Social Service Report for Non-Registered Services (AG-031-N) and Instructions 
https://www.azdes.gov/InternetFiles/InternetProgrammaticForms/doc/AG-031-N.xls  

1600B Social Service Report for Registered Services (AG-031-R) and Instructions 
https://www.azdes.gov/InternetFiles/InternetProgrammaticForms/doc/AG-031-R.xls  

1600C SHIP/SMP Monthly Report and Instructions 
https://www.azdes.gov/uploadedFiles/Aging_and_Adult_Services/ship_smp_aaa_%20monthly_report_form.xls 

1600D SHIP/SMP Public and Media Activity Form and Instructions 
https://www.azdes.gov/uploadedFiles/Aging_and_Adult_Services/ship_smp_public_and_media_form.xls 

1600E SHIP Evaluation Form 
https://www.azdes.gov/InternetFiles/InternetProgrammaticForms/pdf/AAA-1194AFORPD.pdf  

1600F SHIP/SMP Client Contact Form and Instructions 
https://www.azdes.gov/InternetFiles/InternetProgrammaticForms/doc/AAA-1199AFORFF.doc 

1600G SMP Volunteer Hours 
https://www.azdes.gov/InternetFiles/InternetProgrammaticForms/doc/AAA-1195AFORFF.doc 

1600H SMP Volunteer Add a Volunteer Form 
https://www.azdes.gov/InternetFiles/InternetProgrammaticForms/doc/AAA-1196AFORFF.doc 

1600I SMP Complex Issue Form 
https://www.azdes.gov/uploadedFiles/Aging_and_Adult_Services/smp_complex_issue_form.doc  

1600J SMP Evaluation Form English 
https://www.azdes.gov/uploadedFiles/Aging_and_Adult_Services/Policy/smp_evaluation_english.pdf  

1600K SMP Evaluation Form Spanish 
https://www.azdes.gov/uploadedFiles/Aging_and_Adult_Services/Policy/smp_evaluation_spanish.pdf  

1600L Monthly Ombudsman Program Data Collection Report 
https://www.azdes.gov/InternetFiles/InternetProgrammaticForms/doc/AAA-1048AFORFF.doc  

1600M Monthly Ombudsman Program Case Report  
https://www.azdes.gov/InternetFiles/IntranetProgrammaticForms/doc/AAA-1163AFORFF.doc  

1600N Family Caregiver Support Program Registered Services Report and Instructions (AAA-1186A) 
https://www.azdes.gov/InternetFiles/InternetProgrammaticForms/doc/AAA-1186AFORFF.xls  

1600P Family Caregiver Support Program Non-registered Services Report and Instructions (AAA-1185A) 
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EEXXHHIIBBIITTSS::  
https://www.azdes.gov/InternetFiles/InternetProgrammaticForms/doc/AAA-1185AFORFF.xls  

1600Q Family Caregiver Support Program Quarterly Summary Report and Instructions 
https://www.azdes.gov/InternetFiles/InternetProgrammaticForms/doc/AAA-1218AFORFF.doc  

1600R Legal Services Report and Instructions 
https://www.azdes.gov/InternetFiles/InternetProgrammaticForms/doc/AAA-1217AFORFF.doc  

1600S Mature Worker Program Quarterly Summary Report and Instructions 
https://www.azdes.gov/InternetFiles/InternetProgrammaticForms/doc/AAA-1216AFORFF.doc  

1600T Invoice (AG-053) 
https://www.azdes.gov/uploadedFiles/Aging_and_Adult_Services/Policy/ag_053.xls  

1600U Reports Matrix 
https://www.azdes.gov/uploadedFiles/Aging_and_Adult_Services/Policy/c_1000_report_matrix.pdf  
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11770000  OOllddeerr  AAmmeerriiccaannss  AAcctt  CCaarrrryyoovveerr  FFuunnddss  
Overview 

11 77
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1701.1 

The Division of Aging and Adult Services shall develop and maintain fiscal control 
and funding operational principles and procedures that address the management of 
Older Americans Act Title III and VII carryover funds disbursed under an approved 
State Plan on Aging.  Carryover funds shall be obligated by the Division of Aging and 
Adult Services to ensure the continuation of service delivery. 
 

This chapter shall provide an outline of the Division of Aging and Adult Services 
operational principles and procedures for guidelines the Area Agencies on Aging  
must adhere to in managing and obligating Older Americans Act carryover funds. 
 
Reference:  Older Americans Act of 1965, as Amended in 2000, P.L. 106-501, § 304 
and § 306; and Title 45 C.F.R. § 74.71. 

 
11770000  OOllddeerr  AAmmeerriiccaannss  AAcctt  CCaarrrryyoovveerr  FFuunnddss  

Operational Principles 
1702.1 Carryover funds are for a one-year period only (contract year). 

1702.2 

 Area Agencies on Aging shall incorporate carryover funds from the most recently 
completed contract year into their contract and subcontracts by January 1st for the 
current contract year.  Area Agencies on Aging may request an extension to the 
January 1st deadline by providing written justification to the Contracts Specialist. 
Area Agencies on Aging shall identify carryover amounts in their Area Plan and 
during their public hearing.  The Area Plan must specify the priorities established by 
the Area Agencies on Aging regarding the use of carryover funds.  The carryover 
funds may be targeted toward meeting one or more of the following goals: 
A Reducing the waiting list; 
B Expanding current service levels; 

C Replacing funds in services resulting from other Federal, State, or Local 
reductions; 

D Funding demonstration/pilot projects; and/or, 

1702.3 

E Funding one-time expenditures. 

1702.4 
Area Agencies on Aging may carryover 10 percent of their total Older Americans Act 
funds from the most recently completed contract year to the current contract year.  
The 10 percent does not include any carryover funds from a prior contract year(s). 

1702.5 

Area Agencies on Aging may request authorization to carryover up to 20 percent of 
their total Older Americans Act funds by providing written justification for additional 
funds detailing the amount requested by funding source and a description of the 
projected use of the funds.  This request shall be approved/disapproved by the 
Division of Aging and Adult Services Assistant Director. 

11 77
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1702.6 Unexpended Older Americans Act administration funds identified at the end of the 
most recently completed contract year are not eligible as administration carryover. 
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11770000  OOllddeerr  AAmmeerriiccaannss  AAcctt  CCaarrrryyoovveerr  FFuunnddss  
Operational Procedures 

1703.1 
Area Agencies on Aging will submit to the Division of Aging and Adult Services their 
final expenditures for all services provided, 45 calendar days following the termination 
of the contract budget year (August 15th). 

1703.2 

The Division of Aging and Adult Services will analyze the expenditures against the 
payments and the contract budget ceilings to establish the unexpended amounts by 
fund source following the submittal of all final expenditures. Division of Aging and 
Adult Services will review, adjust and amend as needed, the results prior to 
developing the contract close-out report. 
The close-out report issued by the Division of Aging and Adult Services will consist of 
the following: 
A Cover letter; 
B Preliminary close-out summary (Excel spreadsheet); 
C Year-to-date expenditure report (AIMS/AG-053);  
D Year-to-date disbursement report (AIMS-VJJAC970); and 

1703.3 

E Carryover spreadsheet (Excel spreadsheet). 

1703.4 

The Division of Aging and Adult Services shall send close-out reports to the Area 
Agencies on Aging no later than October 1st, unless unforeseen circumstances 
prevent the issuance of the report. Upon receipt of the close-out report, Area 
Agencies on Aging will have 30 calendar days to review the report. 

1703.5 

The close-out report will identify the amount of funding eligible for carryover from the 
appropriate Federal fund source.  If the close-out report contains an amount due to 
the Area Agency on Aging, the Division of Aging and Adult Services shall remit that 
amount to the Area Agency on Aging, prior to awarding carryover to the Area Agency 
on Aging.  If the close-out report contains an amount due from the Area Agency on 
Aging, that amount shall be remitted to the Division of Aging and Adult Services, prior 
to awarding carryover to the Area Agency on Aging. 

1703.6 

Should Area Agencies on Aging report carryover funds in excess of 10 percent by the 
end of the recently completed budget year, the Division of Aging and Adult Services 
shall reclaim funds for redistribution to those Area Agencies on Aging whose 
carryover funds are less than 10 percent.  Inquiries shall be made by the Division of 
Aging and Adult Services to the Area Agencies on Aging whose carryover is less than 
10 percent to determine their need for additional funds. Funds will be redistributed on 
a proportionate basis to the eligible Area Agencies on Aging up to their 10 percent 
limit if the reclaimed funds are less than a total of 10 percent Statewide.  Area 
Agencies on Aging whose carryover is less than 10 percent are not guaranteed 
additional carryover funds.  If the reclaimed carryover funds are under $1,000, the 
Division of Aging and Adult Services will work with the Area Agencies on Aging to 
determine which Area Agency on Aging and/or what special project shall utilize the 
funds. 

1703.7 

Area Agencies on Aging requesting carryover above 10 percent and up to a 
maximum of 20 percent, must submit to the Division of Aging and Adult Services 
Assistant Director, a written justification detailing the amount requested by funding 
source and the projected use of the funds. 

1703.8 
Should Area Agencies on Aging not expend all of their administration funds during 
the most recently completed fiscal year, the Federal portion (75 percent) is eligible for 
carryover as program funds. 

11 77
00 33

  

1703.9 
Unexpended funds not requested as carryover by the Area Agencies on Aging shall 
revert to the Division of Aging and Adult Services for reallocation with priority given to 
one-time only expenditures. 
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11880000  AAuuddiitt  
Overview 
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1801.1 

The Division of Aging and Adult Services (Division of Aging and Adult Services) shall 
strictly enforce financial controls on all contractors to ensure accountability of funds. 
 
This chapter provides an outline of the Division of Aging and Adult Services 
operational principles and procedures for audit requirements applicable to contracts 
awarded to the Area Agencies on Aging, subcontractors and other agencies doing 
business with the Division of Aging and Adult Services. This policy chapter is subject 
to change as additional information and/or regulations are received from the state 
and the U.S. Department of Health and Human Services, Administration on Aging. 
 
Reference:  Older Americans Act of 1965, as Amended in 2000, P.L. 106-501, § 305; 
P.L. 98-502, Single Audit Act of 1984; OMB Circular A-133;  and Title 45 C.F.R. Part 
74, Subpart H. 

 

11880000  AAuuddiitt  
Operational Principles 

1802.1 
The Division of Aging and Adult Services shall require that all Area Agencies on 
Aging submit audits annually, and that any audits findings be resolved in an accurate 
and timely manner. 11 88

00 22
  

1802.2 The purpose of the audit is to examine the operations with respect to fiscal program 
compliance elements, and to test for internal controls. 

 

11880000  AAuuddiitt  
Operational Procedures for Audit Goals 

Audit goals established by the Division of Aging and Adult Services shall be adhered 
to by the Area Agencies on Aging and their subcontractors, in order to: 

A Evaluate contractor’s ability to establish and maintain control and accountability of 
funds provided; 

B Verify compliance with Federal, State and Local laws and regulations relating to 
expenditures; 

C Verify program income; 
D Verify validity of final reported amounts; 
E Determine amounts of questioned or disallowed costs; and 

11 88
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1803.1 

F Verify final carryover amounts by fund source to close out contract year. 
 

11880000  AAuuddiitt  
Operational Procedures for OMB Circular A-133 Audits 
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1804.1 
OMB Circular A-133 Audit package submitted to Department of Economic Security 
shall include the items indicated in the audit section (5) of the contract Terms and 
conditions. 

 

11880000  AAuuddiitt  
Operational Procedures for General Audit Requirements 
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1805.1 The audit should be made in accordance with the General Accounting Office 
Standards for Audits. 
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11880000  AAuuddiitt  
Operational Procedures for Audit Submittal 
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1806.1 
Audit of the Area Agencies on Aging and other contractors shall be submitted to the 
Division of Aging and Adult Services Office as outlined in the Audit section of the 
contract terms and conditions. 

 
11880000  AAuuddiitt  

Operational Procedures for Review Resolution of Audit Reports 

1807.1 
The Department of Economic Security, Office of Audit and Management Services 
(AMS) and the Division of Aging and Adult Services will review the audit report 
package submitted by the Area Agency on Aging. 11 88

00 77
  

1807.2 Division of Aging and Adult Services Staff will follow–up with Area Agencies on Aging 
as deemed necessary by AMS and/or Division of Aging and Adult Services. 
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11990000  AAddmmiinniissttrraattiivvee  MMaannddaatteess  
Overview 
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1901.1 

This chapter provides an outline for the Division of Aging and Adult Services 
operational policies and procedures for Administrative Mandates.  
Administrative Mandates include Confidentiality and Disclosure of Information, 
Unusual Incident Reporting, Client Complaints, Grievances and Appeals.  

 
11991100  CCoonnffiiddeennttiiaalliittyy  aanndd  DDiisscclloossuurree  ooff  IInnffoorrmmaattiioonn  

Overview 

11 99
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1910.1 

The Division of Aging and Adult Services maintains the confidentiality of the clients 
served under the programs of the Division. 
 
This section provides an outline for the Division of Aging and Adult Services 
operational principles and procedures on minimum standards for addressing 
confidentiality and disclosure of information regarding clients receiving services 
funded under an approved Area Plan on Aging.  This policy chapter is subject to 
change as additional information and/or regulations are received from the State of 
Arizona and the U.S. Department of Health and Human Services, Administration on 
Aging. 

 
11991100  CCoonnffiiddeennttiiaalliittyy  aanndd  DDiisscclloossuurree  ooff  IInnffoorrmmaattiioonn  

Authority and Statutory Requirements 
The information in this section is authorized and governed by the following statutes 
and regulations: 

A 
Older Americans Act of 1965, as Amended in 2006, P.L. 109-365, § 102, § 305, § 
306, § 307, § 308, § 314, § 315, § 321, § 705, § 712, § 721, and § 764;  
http://www.aoa.gov/AoARoot/AoA_Programs/OAA/oaa_full.asp 

B Code of Federal Regulations, Title 45 Public Welfare, C.F.R. §1321.11 and 
§1321.51 http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&tpl=/ecfrbrowse/Title45/45cfr1321_main_02.tpl  

C 
The Freedom of Information Act, 5 U.S.C. § 552  As Amended By Public Law No. 
110-175, 121 Stat. 2524 (2007)  
http://www.gpo.gov/fdsys/pkg/PLAW-110publ175/pdf/PLAW-110publ175.pdf 

D Health Insurance and Portability Act of 1996 P.L. 104-191  
http://aspe.hhs.gov/admnsimp/pl104191.htm 

E 

A.R.S. §41-1959, §41-1991 thru §41-1995  
http://www.azleg.state.az.us/ArizonaRevisedStatutes.asp?Title=41,  
§46-454  
http://www.azleg.state.az.us/ars/46/00454.htm   
§ 46- 41  
http://azleg.gov/FormatDocument.asp?inDoc=/ars/46/00141.htm&Title=46&DocType=AR
S 

F Arizona Administrative Code, Title 6, Chapters 5, 8 and 13  
http://www.azsos.gov/public_services/Title_06/06_table.htm  

11 99
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1911.1 

G 

Department of Economic Security Policy - Unusual Incident Reporting 1-07-02A  
http://intranet/appFiles/Policies/pdf/DES-1-07-02A.pdf 
and 1-07-02B  
http://intranet/appFiles/Policies/pdf/DES-1-07-02B.pdf 
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11991100  CCoonnffiiddeennttiiaalliittyy  aanndd  DDiisscclloossuurree  ooff  IInnffoorrmmaattiioonn  
Authority and Statutory Requirements (continued) 

The Area Agency on Aging must ensure that service providers comply with the 
following: 

11 99
11 11

  

1911.2 
A 

A fingerprint based criminal background check shall be completed at time of hire, 
or as a result of reassignment after hire, on employees and volunteers who have 
direct contact with juveniles or vulnerable adults including those who are mentally 
disabled, frail, or have a chronic disease that puts them at risk for abuse (see 
A.R.S. § 46-141).  See also the Arizona Department of Economic Security Special 
Terms and Conditions - ProFleet and Equipment Services / Optional Auto / 
Children-Vulnerable Adult / Bonding Area Agency on Aging, section 5. 

 
11991100  CCoonnffiiddeennttiiaalliittyy  aanndd  DDiisscclloossuurree  ooff  IInnffoorrmmaattiioonn  

Operational Procedures for Confidentiality and Disclosure of Information 

1912.1 
An Area Agency on Aging, or entity that such agency has contracted with, shall 
comply with all applicable State and Federal statutes, rules and regulations regarding 
the confidentiality, use, or disclosure of applicant or client information. 

1912.2 
An Area Agency on Aging must have in place procedures to ensure that no 
information about a client is disclosed by the entity that such agency has contracted 
with, without the informed consent of the client. 

1912.3 
An Area Agency on Aging, or entity that such agency has contracted with, is not 
required to disclose types of information or documents that are exempt from 
disclosure by a Federal agency under the Federal Freedom of Information Act. 

1912.4 
An Area Agency on Aging shall not require the entity that such agency had 
contracted with to provide legal services assistance to reveal any information that is 
protected by attorney-client privilege. 
The following information is considered confidential: 
A The names and addresses of applicants and recipients of service. 
B The type of services provided. 

C Information related to the social and economic conditions or circumstances of an 
individual. 

D Agency evaluation of information about an individual. 
E Medical data, including diagnosis, past history of disease or disability of an individual. 

1912.5 

F Personally identifiable information entered in the Aging Information Management 
System (AIMS). 

Confidential information shall not be released except under the following conditions: 

A To the extent necessary to make claims for public or private assistance or benefits on 
behalf of the client. 

B Referrals to Adult Protective Services, as required in A.R.S. 46-454. 

C Referrals to law enforcement if a crime may be committed or that a crime has been 
committed, unless this is privileged information. 

D Written request is made by the applicant, client, or legal guardian.  Only information 
that relates directly to the client shall be released. 

E 
An emergency situation arises and it is in the best interest of the applicant or client 
that information is disclosed.  The information disclosed and to whom shall be 
recorded in the case record and the applicant or client shall be notified promptly. 

11 99
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1912.6 

F 
Information is requested by persons or agency representatives who are subject to 
standards of confidentiality comparable to those contained in this chapter.  The 
information disclosed and to whom shall be recorded in the case record and the 
applicant or client shall be notified promptly. 
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11991100  CCoonnffiiddeennttiiaalliittyy  aanndd  DDiisscclloossuurree  ooff  IInnffoorrmmaattiioonn  
Operational Procedures for Confidentiality and Disclosure of Information (continued) 

Disclosure of confidential information as identified in section 1912.6 shall be specific 
and time limited and must be documented in a case record.  Documentation in case 
records must identify the following: 

A The information that was disclosed.  A copy of the written release of information from 
the party seeking the information shall be part of the case record. 

B To whom the information was disclosed. 
C The purpose of the disclosure. 
D The date and time the information was disclosed. 

1912.7 

E The name of the individual who made the disclosure to the requesting party. 

1912.8 

When monitoring entities funded under an approved Area Plan on Aging, an Area 
Agency on Aging shall not require the entity that such agency has contracted with to 
disclose information or data about applicants or clients which is not pertinent to the 
service furnished or payment made.  The Area Agency on Aging should use the least 
intrusive methods possible to obtain the information necessary to fulfill monitoring 
activities.  
Legal assistance providers shall not be required to disclose the information which 
would be considered privileged and which may include “revealing information relating 
to the representation of a client, unless the client consents, after consultation, except 
for disclosures that are implicitly authorized in order to carry out the representation.”  
Legal assistance providers are legally and ethically prohibited from disclosing 
information that could identify clients to Area Agency on Aging, or other funding 
sources.  However, there are other types of information that can be released for 
monitoring purposes and which would not be considered “privileged” as defined by 
ethical obligations set forth in the Canons of Ethic of the State Bar of Arizona.  The 
following are examples of non-privileged information: 
A Pleadings, memos, or other data filed with the courts. 
B Legal documents which have been recorded. 

C 
Names, addresses, telephone numbers and narratives of the legal problem if the 
client provided such information previously to the Area Agency on Aging if it was the 
agency making the referral to the legal service provider. 

D Court orders, minutes, entries and other court or public records. 

E Collected statistical information not identified to a particular client which may include 
types of services, disposition of cases, type of cases and units of service. 

11 99
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1912.9 

F 
Information that the client has made public through another source, example: client 
files a complaint about a legal service delivered by another agency or the Area 
Agency on Aging. 

 

11991100  CCoonnffiiddeennttiiaalliittyy  aanndd  DDiisscclloossuurree  ooff  IInnffoorrmmaattiioonn  
Operational Procedures for Storage of Confidential Information 

1913.1 

An Area Agency on Aging, or entity that such agency has contracted with, shall 
ensure the confidentiality of client information.  Confidential information shall be 
maintained in locked files.  If electronic records are utilized, confidential information 
must be secured. 11 99

11 33
  

1913.2 
An Area Agency on Aging shall ensure that the entity that such agency has 
contracted with retain all data and other records relating to the performance of the 
contract for a period of five years after the completion of the contract. 
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Overview 

11 99
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1920.1 

The Division of Aging and Adult Services shall provide for a method of addressing 
client complaints, grievances and appeals. 
 
This chapter provides an outline for the Division of Aging and Adult Services 
operational principles and procedures on minimum standards that must be included 
in policies and procedures developed by Area Agency on Aging which address an 
individual or their responsible person’s complaint, grievance and appeal process. 
This policy chapter is subject to change based upon approval of the revised Arizona 
Administrative Code. 

 
11992200  CClliieenntt  CCoommppllaaiinntt,,  GGrriieevvaannccee  aanndd  AAppppeeaallss  

Operational Principles 

1921.1 

Area Agency on Aging shall develop and maintain policies and procedures which 
address complaints, grievances and appeals filed by individuals, or other responsible 
party, who apply for or receive services funded under an approved Area Plan on 
Aging.  
Area Agency on Aging shall ensure that individuals or their responsible person who 
apply for or receive services funded under an approved Area Plan on Aging are 
provided the following: 

A 

Information about their legal rights regarding the complaints, grievances and 
appeals process arising from the delivery of contract services, including, but not 
limited to, ineligibility determination, reduction of services, suspension or 
termination of services, or quality of services. The Department of Economic 
Security may assert its jurisdiction to hear the grievance or refer the matter to the 
appropriate authority. 

B Assistance in making informed decisions regarding this process. 

1921.2 

C The opportunity to exercise appeal rights as defined by applicable laws, rules and 
regulations. 

While a complaint, grievance or appeal can be filed at any level under this section, 
every effort should be made to ensure that all avenues of resolution are exhausted 
prior to filing an Administrative Review at the State level. 

Adverse action decisions are possible by the service provider, Area Agency on 
Aging and the Division of Aging and Adult Services; therefore, separate 
procedural standards must be maintained to ensure resolution is attempted at the 
appropriate level. Adverse action decisions include the following: 
1 Denial of an application for services. 

11 99
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1921.3 

A 

2 Suspension, termination or reduction of service provision. 
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11992200  CClliieenntt  CCoommppllaaiinntt,,  GGrriieevvaannccee  aanndd  AAppppeeaallss  
Operational Procedures for Complaints and Grievances 

1922.1 

The individual who applies for or receives services or their responsible person may 
not agree with adverse actions taken by the service providers. They may also have a 
complaint regarding an issue, such as quality of care or problems related to 
communication and customer service.  
The Area Agency on Aging shall ensure that an informal complaint resolution 
process is established which responds to written complaints filed by an individual or 
their responsible person. Individuals or their responsible persons should be 
encouraged to discuss any problems or complaints with their service providers as 
soon as they arise. The process shall include an opportunity for an informal meeting 
between the client and the service provider. 

A complaint will be referred to the Area Agency on Aging to objectively review and 
investigate the complaint, and attempt to resolve the complaint informally before 
the formal grievance stage is reached. 

1 The complaint and attempts to resolve the complaint must be documented in 
the individual’s file, by the service provider.  A 

2 
If no informal resolution to the complaint is possible at the service provider 
level, the individual or their responsible person has the right to file a complaint 
with the Area Agency on Aging. 

If an individual or their responsible person chooses to file a complaint with the 
Area Agency on Aging, the complaint will be referred to an “assigned person” at 
the Area Agency on Aging, who is designated to objectively respond to the 
complaint through an informal meeting. 

1 The complaint and attempts to resolve the complaint must be documented in 
the individual’s file, by the Area Agency on Aging. 

B 

2 
The Area Agency on Aging shall issue its decision on the complaint to the 
service provider and the individual or their responsible person, in writing, 
within 30 days of receipt of the complaint. 

If no formal resolution to the grievance is possible, the individual or their 
responsible person has the right to file an appeal. 

C 
1 

If an individual or their responsible person chooses to file an appeal, they 
must file a written request for hearing with the Assistant Director within 15 
days after the mailing date of the Area Agency on Aging’s final decision. 

D Service provision will not be reduced or terminated prior to a hearing decision 
from the appropriate hearing entity, if applicable. 

11 99
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1922.2 

E 
The service provider who issued the original decision of adverse action is 
required to render assistance to the individual or their responsible person in filing 
a hearing request. 
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11992200  CClliieenntt  CCoommppllaaiinntt,,  GGrriieevvaannccee  aanndd  AAppppeeaallss  
Operational Procedures for Appeals 

A request for hearing shall be considered received and filed with the Department of 
Economic Security, if the following criteria are met: 

If the request for hearing is transmitted via the United States Postal Service, on 
the date it is mailed.  The mailing date shall be: 
1 As shown by the postmark. 

2 As show by the postage meter mark of the envelope in which it is received if 
there is no postmark. 

A 

3 The date entered on the request for hearing document if there is no legible 
postmark. 

B On the date the request for hearing is received by fax or e-mail. 

1923.1 

C 

The submission of document not within the specified statutory or regulatory 
period shall be considered timely if it is established to the satisfaction of the 
Department that the delay in submission was due to Department error or 
misinformation, or to delay by the United States Postal Service. 

A Pre-Hearing Summary of the facts and grounds for the action taken shall be 
prepared by the Area Agency on Aging and forwarded to the hearing officer within a 
specified time frame. 1923.2 

A A copy of the summary shall be made available to the individual or their 
responsible person or representative prior to the hearing. 

All scheduling of hearings is the responsibility of the Department of Economic 
Security’s Office of Appeals. Hearings shall be held at those regularly established 
hearing locations most convenient to the parties, or at the discretion of the hearing 
officer, by telephone. 

Notice of hearing shall be not less than 20 days, with parties given the option to 
waive the notice period or request a delay. 

A 
1 

If requests for delay or postponement for good cause are submitted promptly 
to the Office of Appeals, the hearing office shall grant a postponement for a 
reasonable period. 

Notice or hearing shall include: 
1 Date, time and place of the hearing. 

The name of the hearing officer. 2 
3 The issues involved. 

The individual or their responsible person’s right to present the case through 
an assigned representative, and to present the case by telephone. 4 

5 The individual or their responsible person’s right to copy any documents used 
by the Department at the hearing, prior to the hearing. 
The individual or their responsible person’s right to request a change of 
hearing officer. 

11 99
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1923.3 

B 

6 
a 

Not less than five days before the date set for the hearing, any party may 
file a written request for change of hearing office and the matter shall 
immediately be transferred to another hearing officer. 
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11992200  CClliieenntt  CCoommppllaaiinntt,,  GGrriieevvaannccee  aanndd  AAppppeeaallss  
Operational Procedures for Appeals (continued) 

The attendance of a witness(s) may be requested on behalf of the individual or their 
responsible person, the service provider or Area Agency on Aging.  The hearing 
officer may subpoena any witnesses or documents requested by any party, or at the 
hearing officer’s discretion. 
A The request for witness attendance shall be in writing. 
B The request must state the name and address of the witness. 
C The request must state the nature of the witness’ testimony. 

D The individual or their responsible person must be informed of the working five-
day time frame by which a subpoena must be received. 

1923.4 

E A request for documents shall describe them in detail and provide the name and 
address of the custodian of the documents. 

Hearings will be conducted in an orderly and dignified manner, as follows: 

A Hearings will be opened, conducted, and closed at the discretion of the hearing 
officer. 

B 
The decision of the hearing officer shall become the final decision of the 
Department 15 days after it is issued unless a written petition for review has been 
filed. 

C A witness can only be excluded by the hearing officer. 

D 
Parties may have representatives testify, present evidence, submit relevant 
documents from the individual’s case file, cross examine witnesses and present 
arguments. 

E The individual or their responsible person may appear for himself/herself, or 
designate a representative to appear on his/her behalf. 

1923.5 

F A full and complete record of the proceedings shall be maintained and be open 
for inspection by the parties. 

Hearing decisions and an explanation of appeal rights shall be mailed to each party 
not more than 60 days from the date of filing the request for hearing, unless the delay 
was caused by the individual or their responsible person.  In such case, the time limit 
for delivery is extended by the number of days attributable to the individual or their 
responsible person. 

A All decisions in favor of the individual apply retroactively to the date of the action 
being appealed, or to the date the hearing officer finds appropriate. 

B 
The decision of the hearing officer will be the final decision of the Department of 
Economic Security, unless a petition for review is requested by the individual or 
their responsible person. 
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1923.6 

C 

If an individual or their responsible person chooses to file a petition for review, 
they must file a signed and dated written request for the petition with the Assistant 
Director of Division of Aging and Adult Services or the Office of Appeals within 15 
days after the mailing date of the hearing decision. 
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11992200  CClliieenntt  CCoommppllaaiinntt,,  GGrriieevvaannccee  aanndd  AAppppeeaallss  
Operational Procedures for Appeals (continued) 

An individual or their responsible party may request the Appeals Board to review a 
hearing decision made by a hearing officer within 15 days after the decision was 
mailed or otherwise delivered to him/her. 

A The request should set forth a statement of the grounds for review, and may be 
filed personally or by mail. 
After receipt of a request, the Appeals Board shall: 

1 Remand the case for rehearing, specifying the nature of any additional 
evidence required and/or issues to be considered, or B 

2 Grant the request and decide the appeal on record. 

C The Appeals Board will promptly adopt a decision, which shall be the final 
decision of the Department of Economic Security. 

1923.7 

D A copy of the final decision will be distributed to each interested party. 
An appeal may be terminated, as follows: 

A By voluntary withdrawal if the appellant submits a signed letter or on the record at 
any time before the decision is issued. 1923.8 

B By default when a party fails to appear at a scheduled hearing and fails to request 
a hearing within 15 days. 

AAA’s must provide: Legal assistance information and referral sources when filing an 
appeal. 
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1923.9 
A Appear as a witness on behalf of the Department of Economic Security, as 

requested. 
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for SFY-2011 
 
This ALERT applies to the following subgrantees of the Senior Community Service Employment 
Program (SCSEP):  Area Agency on Aging, Region One Inc., Pima Council on Aging, Northern 
Arizona Council of Governments, Pinal/Gila Council for Senior Citizens, and Mohave County Career 
Center One-Stop.  

 
This ALERT is being provided to non-participating regions as information only. 

 
Policy and Procedure ALERTS are intended to notify Area Agencies on Aging (AAAs) and other 
contract partners of newly developed or revised Division of Aging and Adult Services (DAAS) Policies 
and Procedures.  Per ALERT SFY-11-10A issued on October 29, 2010, Area Agencies on Aging and 
other contract partners were notified that program polices had been revised with an effective date of 
January 1, 2011.   
 
Minor revisions have been made to Chapter 4000 Section 4100 (Senior Community Service 
Employment Program – Participant Services) and Section 4200 (Senior Community Service 
Employment Program – Host Agencies).  In addition, a new Mature Worker Services (non-SCSEP) 
report has been created and can be found in Section 4300 of the DAAS Policy and Procedure 
Manual. 
 
Please ensure appropriate SCSEP personnel are aware of these revisions.  Summary of 
revisions: 
 
Section 4107 – Durational Limits:   

• Section 4107.2 (new):  Indicates the exit date to be used for participants who reach their 
48-month durational limit.  

• Section 4107.3 (new):  Requires the subgrantees to use the "Waiver of Durational Limit" 
and "Participants with Approved Breaks" SPARQ-generated reports to ensure participants 
approaching durational limits within one year are identified. 

• Section 4107.6 (formerly 4107.3):  Sets a timeframe for subgrantees to submit Waiver of 
Durational Limit Requests. 

 
NOTE:  For additional information regarding SCSEP Durational Limits, please see “Technical 
Assistance” ALERT SFY 11-12B. 
 
Section 4114 – Wage and Fringe Benefits 

• Section 4114(F):  Now “Approved Break in Participation” (formerly “Leave Without Pay”). 
• Section 4114(F)(2):  Provides procedures to address participants who are unwilling to 

return from an approved break. 
• Section 4114(F)(3): Provides procedures to address participants who are unable to return 

from an approved break. 
• Section 4114(F)(4):  Places a limit on approved break extensions. 
• Section 4114(F)(5): Emphasizes the requirement to enter the approved break start and end 

dates into SPARQ. 
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Section 4203– Host Agency Development 

• Section 4203.1(D)(1): Clarifies authorized signatures as a requirement of the Host Agency 
Agreement. 

• Section 4203.1(E): Provides additional information regarding host agency 501(c)(3) 
acceptable documentation. 

 
 
Mature Worker Services Programmatic Reporting 
 
As noted above, new Mature Worker Services (non-SCSEP) polices went into effect on January 1, 
2011.  AAAs are using the Service Code MWP as part of their Contract Operating Budget and in 
accordance with the Scope of Work Job Development and Placement are required to submit the 
Mature Worker Services Quarterly Report per DAAS Policy And Procedure Manual Section 4310.   
 
This report replaces the previous reports titled Mature Worker Program Performance 
Measurement Report and Mature Worker Program Quarterly Summary Report.  The first report is 
due to the DAAS Mature Worker Program Coordinator 30 days following the end of the quarter 
ending March 31, 2011 and each quarter thereafter. 
 
A draft copy of the report is attached to this ALERT (see Attachment A). 
 
Subgrantees are encouraged to refer to the SCSEP policy found at: 
 
https://www.azdes.gov/common.aspx?menu=36&menuc=28&id=14983  
 
Should you have questions regarding the policies, please contact Joel Millman at 602-542-6335 or 
via email at JoelMillman@azdes.gov or your assigned Contract Specialist. 
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AAA-1216A FORFF (2-11) 
ARIZONA DEPARTMENT OF ECONOMIC SECURITY 

Division of Aging and Adult Services 

MATURE WORKER PROGRAM QUARTERLY REPORT 
NAME OF ORGANIZATION 
      

REPORTING PERIOD (MM/DD/YYYY) 
From            To         

JOBSEEKER RELATED ACTIVITIES 
 Quarter Ending Date 

Enter quarterly end date here                         
Year  

to  
Date 

Number of Job Seekers Recruited/Served:                  

Services Provided:      

Skills assessment                  

Skills development (training)                  

Employment (job) development                  

Placement into employment                  

Paid                  

Unpaid (volunteer, mentoring, etc.)                  

Other                  

Referral to Arizona Workforce Connection One-Stop                  

General employment related information                  
Major Activities and Accomplishments During the Period: 
      

EMPLOYER RELATED ACTIVITIES 
Major Activities and Accomplishments During the Period (presentations, collaborative efforts established, etc.): 
      

Best Practices or Mature Worker Program Innovations During this Period: 
      

Technical Assistance Needed: 
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Instructions for Completing the Mature Worker Program Quarterly Report 
 

Quarterly reports are intended to provide the Mature Worker Program Coordinator sufficient information for a full 
understanding of the Mature Worker Program performance.  There are no limitations regarding the length of 
narrative provided. 

Submitted by (organization):  Enter the name of your organization. 

Reporting Period:  Enter the beginning and ending dates for the quarterly time span being reported on this form. 
The form can be saved and reused each quarter, accumulating data for the year. 

JOBSEEKER RELATED ACTIVITIES 
Quarter Ending Date:  Enter the ending date of the quarter for which this report is being prepared.  

Number of Job Seekers Recruited/Served:  Enter the number of individuals provided with at least one of the 
services listed during the reporting period (quarter), and cumulatively for the year to date. 

Services Provided:  For each service listed, enter the number of individuals who received each service.  This 
number may exceed the number of individuals served, as each individual may receive more than one service. 

Skills assessment:  Enter the number of individuals who received a formal skills assessment through this 
reporting agency or a community partner during the quarter and cumulatively for the year. 

Skills development (training):  Enter the number of individuals who received  skills training through this 
reporting agency or a community partner (if known) during the quarter and for the year to date. 

Employment (job) development:  Enter the number of individuals who were provided with direct service in 
coordinating job placement with a designated employer during the quarter and for the year to date. 

Placement into employment:  Enter the number of individuals who were placed into either Paid or Unpaid 
employment (volunteer) during the quarter and for the year to date. 

Other:  Enter the number of individuals who were referred to other community resources during the quarter and 
the year to Date. 

Major Activities and Accomplishments During this Period:  Provide a summary of the jobseeker related 
activities that occurred during the reporting period.  This should include the names of assessment tools used, 
special recruitment/outreach efforts and any other activities related to serving job seekers. 

EMPLOYER  RELATED ACTIVITIES 
Major Activities and Accomplishments During this Period:  Summarize employer related activities and 
accomplishments that occurred during the reporting period. This narrative should include details of services 
provided to employers such as presentations, outreach to community partners, network/business community 
functions attended, etc. 

Best Practices or Mature Worker Program Innovations During this Period:  Describe best practices or 
innovations that have been successfully planned or implemented during the quarter. 

Technical Assistance Needed:  Fully describe the type of technical assistance needed.  Include rationale or 
reason for the requested support. 

SUBMITTING THE REPORT 
The completed report is to be electronically submitted (via e-mail attachment) to the DAAS Mature Worker 
Program Coordinator by the 20th of each month following the end of the quarter. 
 
 

Equal Opportunity Employer/Program • Under Titles VI and VII of the Civil Rights Act of 1964 (Title VI & VII), and the 
Americans with Disabilities Act of 1990 (ADA), Section 504 of the Rehabilitation Act of 1973, and the Age Discrimination 
Act of 1975, the Department prohibits discrimination in admissions, programs, services, activities, or employment based on 
race, color, religion, sex, national origin, age, and disability. The Department must make a reasonable accommodation to 
allow a person with a disability to take part in a program, service or activity. For example, this means if necessary, the 
Department must provide sign language interpreters for people who are deaf, a wheelchair accessible location, or enlarged 
print materials. It also means that the Department will take any other reasonable action that allows you to take part in and 
understand a program or activity, including making reasonable changes to an activity. If you believe that you will not be able 
to understand or take part in a program or activity because of your disability, please let us know of your disability needs in 
advance if at all possible. To request this document in alternative format or for further information about this policy, contact 
602-542-4446; TTY/TDD Services: 7-1-1. • Free language assistance for DES services is available upon request. 
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This ALERT applies to Pima Council on Aging (PCOA) for Elder Refugee Services.   
 

The ALERT is being provided to non-participating regions as information only. 
 

An additional allocation is being made to Pima Council on Aging for the Project for Services to 
Older Refugees.  This Project covers a wide array of services to elder refugees, from English 
language training and United States citizenship preparation, to the adaptation of mainstream 
services to provide linguistically and culturally appropriate elder services.   
 
The contract will be amended for the following amount: 

 
Region Allocation 

Region 2 $  20,000
Total $  20,000

 
The Tucson International Alliance of Refugee Communities (TIARC) will serve as the lead 
organization for Project continuation in Pima County.  Client specific information will not be 
entered into AIMS.  PCOA will serve as the fiscal agent for funding between the Refugee 
Resettlement Program (RRP) and TIARC in Pima County.  The scope of work prepared by the 
RRP should be included in the sub-contract with the TIARC.  The RRP staff will continue to 
have direct oversight of TIARC and approval of expenditures prior to payments being made by 
PCOA.  In addition, RRP staff will have direct oversight of the contract monitoring and related 
program performance activities of TIARC.   
 
Should you have questions regarding these projects or require assistance, please contact your 
assigned Contract Specialist. 
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This ALERT applies to the following subgrantees of the Senior Community Service Employment 
Program (SCSEP):  Area Agency on Aging, Region One Inc., Pima Council on Aging, Northern 
Arizona Council of Governments, Pinal/Gila Council for Senior Citizens, and Mohave County Career 
Center One-Stop.  

 
This ALERT is being provided to non-participating regions as information only. 

 
Technical Assistance ALERTS are generated periodically to update contractual and/or programmatic 
requirements and/or clarifications. The purpose of this ALERT is to notify the Area Agencies on Aging 
and Mohave County of certain requirements regarding the mandated durational limits of SCSEP 
participants as well as paid training. 
 
Durational Limits:  
 
Eligible individuals may participate in the program for a maximum duration of 48 months in the 
aggregate (whether or not consecutive), from the later of July 1, 2007, or the date of the individual’s 
enrollment in the program (OAA § 518 (a)(3)(B)(i) and SCSEP Final Rule (10/1/10) § 641.570).  It is 
critical that subgrantees adhere to the requirements regarding Durational Limits.  The following steps 
are meant to aid SCSEP subgrantees to implement and manage durational limits: 
 
1.  Durational Limit Policy.  DAAS Durational Policy is located in the DAAS Policy and Procedure 
Manual, Chapter 4000, Section 4107.  Durational Limit training was provided to subgrantees in 
September 2010. There are also archived webinars which can be accessed on 
https://www.workforce3one.org/ 
 
2.  Informing Participants of Policy and Possibility of Extension.  All new participants must be 
informed of the durational limit policy at the time of enrollment, and all current participants must be 
informed of the policy.  In addition, subgrantees must inform all participants who are within 12 months 
of reaching their personal durational limit of how they are impacted by the policy and when 
transitional planning will begin. These participants are identified in the Waiver of Durational Limit 
(WDL) Report generated by SCSEP Performance and Results Quarterly Progress Report System 
(SPARQ). 
 
3. Updating Waiver Factors. Subgrantees must regularly generate the WDL Report to ensure that 
all participants due to reach their durational limit within the year have had their waiver factors 
updated within the program year.   
 
4.  Ensuring the Accuracy of Durational Calculations.  Errors in SPARQ data can affect the 
accuracy of durational limit counts.  A subgrantee’s errors for an exited participant can affect the 
count of another grantee with which the participant is now enrolled.  For that reason, subgrantees 
must correct all Durational Rejects as soon as they occur.  Durational Rejects are generated as part 
of the Quarterly Progress Report (QPR). Subgrantees must also review their SPARQ-generated 
“Approved Break” report and close any breaks that are improperly listed as open.  These breaks also 
affect the durational counts. 

https://www.workforce3one.org/
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5.  Transition Planning.  Subgrantees are required to provide transition planning and assistance in 
the form of a transitional Individual Employment Plan (IEP) to all participants who are exiting the 
program.  For those who are likely to obtain employment, this may entail a new host agency 
assignment, enhanced training, and intensive job search assistance.  For those unlikely to obtain a 
job prior to exit, the grantee must provide assistance with identifying and obtaining other transitional 
services that will support self-sufficiency and help maintain the participant’s quality of life. 
Subgrantees should compose 12 and 6 month transition plans.  Attachment A of this ALERT provides 
suggested 12 and 6 month planning templates to be used as the basis for each impacted 
participant's transition IEP.   
 
6.  Requesting Extensions for Individual Participants. SCSEP policy (Section 4107) allows for a 
request for a waiver of the durational limits to be submitted for only the following two reasons:  1) 
severe disability and; 2) live in an area with persistent unemployment and are individuals with 
severely limited employment prospects.  The policy section also explains the procedures 
subgrantees must follow in order to submit such waiver requests. 
 
An “Extension Utility” will be available in SPARQ that will allow grantees to request and track 
extensions to durational limits if a grantee has requested a waiver of the durational limit.  Only 
grantee (DAAS) administrators will have access to the utility, and they must certify that all requests 
qualify under the grantee’s Durational Limit policy.  SPARQ will then confirm that the participant for 
whom a request is made has a waiver factor updated in the program year. All requests with updated 
waiver factors will be granted.  
 
SPARQ will tell the grantee if the request is granted or denied, and the participant screen in SPARQ 
will be updated with that information.  There will also be a new report listing those participants who 
reached their durational limit in the quarter and, of those, who received an extension and who did 
not.  
 
7.  Exiting Participants for Durational Limit.  Any participant who does not qualify for an extension 
under the durational policy, must be exited on his or her durational limit date as listed in the WDL 
Report.  Participants must be given 30 days written notice of their termination and must be informed 
that the termination is subject to appeal under the grantee’s grievance policy.  A copy of the 
grievance policy should be attached to the termination notice. Element 6(v) on the Exit Form, 
Durational Limit, should be checked as the reason for exit.  
 
Should you have any questions related to this  ALERT, please contact Joel Millman at 602-542-6335 
or via email at JoelMillman@azdes.gov  
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SENIOR COMMUNITY SERVICE EMPLOYMENT PROGRAM (SCSEP) 

DURATIONAL LIMIT TRANSITION IEP CHECKLIST 
 

 

12 months before durational limit exit 
 
 
Participant’s immediate job goal:  _______________________________________________________________________ 
 
 
What skills are needed to qualify for this job? 
 

  

  

  

  

  

 
What job-related skills has the participant attained? 
 

  

  

  

 
Which job-related skills has (or will) the participant attained at his current host agency assignment? 
 

  

  

  

 
Which job-related skills could the participant attain if his host agency assignment was rotated? 
 

  

  

  



SFY-11-12B ATTACHMENT A  

 
SENIOR COMMUNITY SERVICE EMPLOYMENT PROGRAM (SCSEP) 

DURATIONAL LIMIT TRANSITION IEP CHECKLIST 
 

 
 
Does this job require specialized training (i.e., OJE)?    Yes      No     If yes, describe: 
 
 
 
 
_________________________________________________________________________________________________________________ 
 
 
Does the participant have a current resume?    Yes      No 
 
 
 
Has the participant attended a job search assistance workshop?    Yes      No 
 

        If yes, date: ___/___/_____ 
 
 
 
Has the participant attended a job club?    Yes      No     If yes, date: ___/___/_____ 
 
 
 
Participant’s goal of employer contacts/job applications per week: __________ 
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SENIOR COMMUNITY SERVICE EMPLOYMENT PROGRAM (SCSEP) 

DURATIONAL LIMIT TRANSITION IEP CHECKLIST 
 
 

6 months before durational limit exit 
 
 
Will you continue job development efforts for the participant?    Yes      No 
 
 
Have you helped the participant to develop a budget minus SCSEP wages?    Yes      No 
 
 
Have you referred the participant to social supportive services?    Yes      No     If yes, itemize: 
 

  

  

  

  

  

 
 
Have you referred the participant to stipend volunteer programs and other volunteer opportunities? 
 
     Yes      No     If yes, itemize: 
 

  

  

  

  

 
With the participant’s permission, have you contacted their personal support network?     Yes      No 
 
 
Have you provided the participant with a 30-day written termination notice?    Yes      No 
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Technical Assistance ALERTS are generated periodically to update contractual and/or 
programmatic requirements and/or clarifications.  The purpose of this ALERT is to notify the 
Area Agencies on Aging (AAAs) about a new requirement related to the Family Caregiver 
Support Program (FCSP) and the Caregiver Assessment Tool (CAT).  Please ensure that 
appropriate AAA personnel are aware of this technical assistance. 
 
Please note that this technical assistance is not intended to be all-inclusive.  The information in 
this document may be updated periodically through future ALERTS and updates to the Division 
of Aging and Adult Services (DAAS) Policy and Procedure Manual.  Please refer to the DAAS 
Publications website for the latest information: 
 
https://www.azdes.gov/common.aspx?menu=36&menuc=28&ID=8188   
 
The implementation of the new CAT will provide objective data that can be used to more 
effectively authorize caregiver services and more efficient use of limited respite resources.  
Additionally, the CAT allows for evaluation of services authorized as a result of the assessment 
by capturing client input following service delivery.  This service evaluation will provide DAAS 
and the AAAs important evidence that can be used to demonstrate the effectiveness of 
services, justify future funding requests, while also assisting in the development of consumer-
directed service delivery models. 
 
On 9/9/09, DAAS released Technical Assistance ALERT SFY-10-12B that detailed the need for 
enhanced assessment of family caregivers when making authorizations for services designed 
to provide relief from the stress of their caregiving activities.  That previous ALERT also 
provided a detailed look at the development process that took place to create the CAT, 
including a timeline and links to supporting literature, along with information about the pilot 
program that was used to gather caregiver assessment data to be used to validate the CAT and 
to develop a scoring mechanism that can be utilized to interpret the data in a manner that is 
usable by the case manager. 
 
The recent update to Chapter 3000 of the DAAS Policy and Procedure Manual that was 
released, effective January 1, 2011, includes three references to the CAT.  The first reference is 
3122.3.B, indicating that the CAT may be required as part of the overall assessment process to 
determine eligibility for certain FCSP services.  The second reference (3123.8.D) to the CAT is 
related to re-determination of eligibility and states, effective July 1, 2011, any caregiver 
receiving FCSP services requiring the CAT must be assessed using the CAT prior to re-
authorization of those services.  The third reference to caregiver assessment is in Section 3600, 
the section of Chapter 3000 specific to the FCSP, and 3604.3.C states “Services specified in 
3604.2.D shall only be provided to a family caregiver who is assessed to be at moderate or high 
risk as determined by an assessment tool designated by DAAS”, and that designated 
assessment tool is the CAT.  The FCSP services that are affected by this policy are respite 
services, including in-home respite, group respite, and adult/child day care when provided as a 
respite service. 
 
The Pre-Service CAT and Post-Service CAT are included in this ALERT as Attachments A and 

https://www.azdes.gov/common.aspx?menu=36&menuc=28&ID=8188
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B, respectively.  There will be two final webinar-based trainings available to AAAs to provide 
technical assistance in training case managers on the use of the CAT.  The first training 
webinar will be conducted on Monday, March 14th from 10:00am - 12:00 p.m., and the second 
will take place on Wednesday, April 6th from 2:00pm - 4:00pm.  AAAs will be contacted about 
which webinar they wish to take part in, and individualized regional training can be arranged 
upon request, depending upon the availability of Dr. David Coon from Arizona State University.  
 
Should you have any questions related to this ALERT, please contact David Besst at 602-542-
6431 or dbesst@azdes.gov. 
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ASCAP Caregiver Module 
Pre-Service Assessment 

This tool is designed to be used in conjunction with an appropriate version of the Arizona Standardized Client 
Assessment Plan (ASCAP) to assess caregivers who might benefit from supportive services.  The ASCAP 
should already be completed when this assessment tool is completed with the caregiver.  A post-service 
assessment and evaluation will also be completed after the initial authorization of service has been delivered.  
The following statements may be helpful in preparing the caregiver for the assessment process: 
 

 For most of these questions, there are no right or wrong answers.  You might even think some 
questions are odd or don’t “fit” you or your situation; however, please try to choose the best 
answer for you.  We simply need your opinions, thoughts and feelings about each area we will 
cover, so please answer each question as honestly as possible.  

 Some of these questions, we might have already covered in our time together.  If that is the case, 
I will be checking with you to confirm your response.  

 I want to thank you for taking the time to answer these questions.  They help us provide and 
continue to improve our services.  Your responses really do count! 

 
CAREGIVER RISKS 

 
CAREGIVING ACTIVITIES/RESPONSIBILITIES AND IMPACT 
 
 
I’d like to begin by asking you about some of the tasks, problems and challenges you may have encountered 
while caring for (CR = care recipient; insert relationship or name as appropriate) during the last month. 
 
 

 
 
IADL/ADL/Incontinence:  Within the past month, you mentioned CR needed help with the following types of 

problems (refer to ASCAP, Part II - FUNCTIONAL ASSESSMENT responses): 
 

1.1 Is it hard or stressful for you to help (CR) with these problems)?  
 
List the two activities needing the most assistance: 
 
 
1) ___________________  2) ___________________ 

 
Never = 1 

Sometimes = 2 
Often = 3 

 
Unknown = -3 
Refused = -4 

Not applicable = -5 
   

1.2 In the past 6 months, have you seen any improvement overall in 
these problems (listed in 1)?  If no, was there no change or 
decline?  (then probe for SUBSTANTIALLY or MINIMALLY,  as 
needed). 

 

 
Improved substantially = 1 

Improved minimally = 2 
 

Stayed the same or about the same = 3 
 

Declined, minimally = 4 
Declined substantially = 5 

 
Unknown = -3 
Refused = -4 

Not applicable = -5 
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Behavioral challenges including cognitive functioning, orientation, behaviors, and communication/sensory:  
Within the past month, you mentioned CR needed help with the following types of problems (refer to ASCAP, 
Part III – EMOTIONAL & COGNITIVE FUNCTIONING, Section A&B responses): 

1.3 Is it hard or stressful for you to help (CR) with these problems?  
 
List the two activities needing the most assistance: 
 
 
1) ___________________  2) ___________________ 

Never = 1 
Sometimes = 2 

Often = 3 
 

Unknown = -3 
Refused = -4 

Not applicable = -5  
1.4 In the past 6 months, have you seen any improvement overall in 

these problems (listed in 2)?  If no, was there no change or 
decline?  (then probe for SUBSTANTIALLY or MINIMALLY,  as 
needed). 

 

Improved substantially = 1 
Improved minimally = 2 

 
Stayed the same or about the same = 3 

 
Declined, minimally = 4 

Declined substantially = 5 
 

Unknown = -3 
Refused = -4 

Not applicable = -5   
 

 
Mental health/behavioral health:  Within the past month, you mentioned CR needed help with the following 
types of problems (ASCAP, Part III - EMOTIONAL & COGNITIVE FUNCTIONING, Section C responses): 

1.5 Is it hard or stressful for you to help (CR) with these problems?  
 
List the two activities needing the most assistance: 
 
 
1) ___________________  2) ___________________ 
 

Never = 1 
Sometimes = 2 

Often = 3 
 

Unknown = -3 
Refused = -4 

Not applicable = -5   
1.6 In the past 6 months, have you seen any improvement overall in 

these problems (listed in 3)?  If no, was there no change or 
decline?  (then probe for SUBSTANTIALLY or MINIMALLY,  as 
needed). 

 

Improved substantially = 1 
Improved minimally = 2 

 
Stayed the same or about the same = 3 

 
Declined, minimally = 4 

Declined substantially = 5 
 

Unknown = -3 
Refused = -4 

Not applicable = -5   
 
 
PHYSICAL HEALTH 

Now I would like to ask you a couple of questions about your physical health.  

2.1 In general, would you say your current physical health 
is…?   
 
 
 

Excellent = 1 
Very Good = 2 

Good = 3 
Fair = 4 

Poor = 5 
 

Don't know = -3 
Declined to answer = -4   
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2.2 In the past 6 months, do you feel your physical health has 
improved, declined or stayed the same? PROBE FOR 
SUBSTANTIALLY OR MINIMALLY AS NEEDED]. 

Improved, substantially = 1 
Improved, minimally = 2 

 
Stayed the same or about the same = 3 

 
Declined, minimally = 4 

Declined, substantially = 5 
 

Don't know = -3 
Declined to answer = -4   

 
 
STRESS / STRAIN / MOOD / BURDEN  
 

Caregivers (family and friends caring for loved ones) are often so concerned with caring for their 
relative’s needs that they lose sight of their own well-being. Please take just a moment to answer the 
following questions about you. Within the PAST MONTH, have you … 

3.1 Felt cut off from your family/friends?      
No = 0 

 
Yes = 1 

3.2 Felt overwhelmed?       
No = 0 

 
Yes = 1 

3.3 Had trouble falling asleep, staying asleep, or waking up too early in 
the morning? 

 
No = 0 

 
Yes = 1 

3.4 Noticed your eating habits worsen as a result of your caregiving?   
No = 0 

 
Yes = 1 

3.5 Been frustrated or angry as a result of your caregiving?   
No = 0 

 
Yes = 1 

3.6 Often felt sad or depressed?       
No = 0 

 
Yes = 1 

3.7 Often felt nervous or anxious?       
No = 0 

 
Yes = 1 

3.8 Had crying spells or felt like you often needed to cry?   
No = 0 

 
Yes = 1 

3.9 On a scale of 1 to 10, with 1 being “not stressful” to 10 being  
“extremely stressful,” please rate your current level of stress.    

 

______ ( 1  – 10) 

 
 

Now I am going to ask you some questions regarding your feelings about caring for (CR).  [PROBE for Never, 
Rarely, Sometimes, Quite Frequently, Nearly Always as NEEDED]. 
 
 
Do you feel: 

Never Rarely Sometimes Quite 
frequently 

 

Nearly 
always 

Unknown Refused 

3.10 stressed between caring for 
(CR) and trying to meet other 
responsibilities (work/family)? 
 

0  (   ) 1  (   ) 2  (   ) 3  (   ) 4  (   ) -3  (   ) -4  (   ) 

3.11 strained when you are around 
(CR)? 
  

0  (   ) 1  (   ) 2  (   ) 3  (   ) 4  (   ) -3  (   ) -4  (   ) 
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How often in the past month: Never Rarely Sometimes Quite 

frequently 
 

Nearly 
always 

Unknown Refused 

3.12 … have you felt like 
screaming or yelling at (CR) 
because of the way he/she 
behaved?  
 

0  (   ) 1  (   ) 2  (   ) 3  (   ) 4  (   ) -3  (   ) -4  (   ) 

 
3.13 In the past 6 months, do you feel your emotional well-

being and stress level has improved, declined or stayed 
the same? PROBE FOR SUBSTANTIALLY OR 
MINIMALLY AS NEEDED]. 

Improved, substantially = 1 
Improved, minimally = 2 

 
Stayed the same or about the same = 3 

 
Declined, minimally = 4 

Declined, substantially = 5 
 

Don't know = -3 
Declined to answer = -4   

 
 

 
Family caregivers use a variety of ways to cope or help manage stress related to their caregiving 
responsibilities.  Sometimes when we are experiencing a good deal of stress, we can find ourselves using 
medications (including over-the-counter), smoking a cigarette or having an alcoholic beverage in response to 
that stress.  
 IN THE PAST 

MONTH…… 
Never Rarely Sometimes Quite 

frequently 
 

Nearly 
always 

Unknown Refused 

3.14 …how often have you 
found yourself taking 
medications or drugs 
(including over the counter 
medications), smoking, or 
drinking alcohol to help 
you handle stress related 
to your caregiving activities 
and responsibilities? 
Would you say…never, 
rarely, etc.? 

0  (   ) 1  (   ) 2  (   ) 3  (   ) 4  (   ) -3  (   ) -4  (   ) 

 
3.15 In the past 6 months, would you say that this frequency 

(using medication, smoking, drinking, etc.) has 
increased, declined or stayed the same? PROBE FOR 
SUBSTANTIALLY OR MINIMALLY AS NEEDED]. 

Increased, substantially = 1 
Increased, minimally = 2 

 
Stayed the same or about the same = 3 

 
Decreased, minimally = 4 

Decreased, substantially = 5 
 

Don't know = -3 
Declined to answer = -4   
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POTENTIAL RESOURCES 
 
 
INFORMAL SOCIAL SUPPORT 
 
4.1  

Which of the following best 
describes the situation under 
which you typically provide 
care? 

 
I’m the only person who provides any substantial amount of care = 1 

I provide most of the care = 2 
I share care responsibilities about equally with others = 3 

I provide less care than other family members or friends = 4 
Unknown = -3 

Refused = -4 
 
 
I’d like to ask you some more questions about your relationships with others, especially as they relate to your 
caregiving responsibilities.  When I use the term “someone or others”, it includes friends, neighbors, or family 
members. I would like for you to think about these questions in regards to your caregiving responsibilities or 
activities.    
[PROBE]  Is that Not at all, A little or A lot…   Would you say…not at all, a little or a lot? 
 IN THE PAST MONTH…… Not at All A little A lot Don’t 

know 
Declined 
to answer 

4.2 In the past month....how satisfied have 
you been overall with getting guidance, 
emotional support and physical help from 
friends and family with regard to your 
caregiving activities and responsibilities? 
Would you say… Not at all, A Little or A 
Lot? 

 
 

1  (   ) 

 
 

2  (   ) 

 
 

3  (   ) 

 
 

-3  (   ) 

 
 

-4  (   ) 

4.3
. 

Again, in regards to your caregiving 
activities, how often in the past month 
have others made too many demands on, 
been critical of or taken advantage of 
you? Would you say… Not at all, A Little 
or A Lot? 

 
 

3  (   ) 

 
 

2  (   ) 

 
 

1  (   ) 

 
 

-3  (   ) 

 
 

-4  (   ) 

4.4 In the past month…. how upset overall 
are you about the times people did this 
(that is, placed demands on, criticized or 
took advantage of you)? Would you say… 
Not at all, A Little or A Lot? 

 
 

3  (   ) 

 
 

2  (   ) 

 
 

1  (   ) 

 
 

-3  (   ) 

 
 

-4  (   ) 

 
4.5 In the past 6 months, do you feel your satisfaction with 

the help and support that you receive from others has 
improved, declined or stayed the same?  [PROBE FOR 
SUBSTANTIALLY OR MINIMALLY AS NEEDED]. 

Improved, substantially = 1 
Improved, minimally = 2 

 
Stayed the same or about the same = 3 

 
Declined, minimally = 4 

Declined, substantially = 5 
 

Don't know = -3 
Declined to answer = -4   
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PLEASANT ACTIVITIES/LEISURE TIME SATISFACTION 
 
 
 IN THE PAST MONTH…… Not at All A little A lot Don’t 

know 
Declined 
to answer 

5.1 ……….how often have you been able to 
spend in the various activities that you 
enjoy (e.g., going to religious services, 
socializing with others, going out for a 
meal) or spending time on hobbies or 
activities you like to enjoy alone (e.g., 
reading or gardening)?  Would you say… 
Not at all, A Little or A Lot? 
 

 
 

1  (   ) 

 
 

2  (   ) 

 
 

3  (   ) 

 
 

-3  (   ) 

 
 

-4  (   ) 

5.2 How satisfied are you with the overall 
amount of time you have been able to 
spend in the various activities that you 
enjoy (e.g., going to religious services, 
socializing with others, going out for a 
meal) or spending time on hobbies or 
activities you like to enjoy alone (e.g., 
reading or gardening)?  Would you say… 
Not at all, A Little or A Lot? 
 

 
 

3  (   ) 

 
 

2  (   ) 

 
 

1  (   ) 

 
 

-3  (   ) 

 
 

-4  (   ) 

 
5.3 In the past 6 months, do you feel your satisfaction with 

overall amount of time you have been able to spend in 
pleasurable activities has improved, declined or stayed the 
same?  [PROBE FOR SUBSTANTIALLY OR MINIMALLY 
AS NEEDED]. 

Improved, substantially = 1 
Improved, minimally = 2 

 
Stayed the same or about the same = 3 

 
Declined, minimally = 4 

Declined, substantially = 5 
 

Don't know = -3 
Declined to answer = -4   
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ASCAP Caregiver Module 
Post-Service Assessment 

(Print on light-colored paper to differentiate from Pre-CAT) 
This tool is follow-up assessment to be used after delivery of client-support caregiver support services.  The 
following statements may be helpful in preparing the caregiver for the assessment process: 
 

 You may remember these questions from when you enrolled in the program.  We’d like to review 
these questions again to determine if and how your situation has changed since you enrolled. 

 For most of these questions, there are no right or wrong answers.  You might even think some 
questions are odd or don’t “fit” you or your situation; however, please try to choose the best 
answer for you.  We simply need your opinions, thoughts and feelings about each area we will 
cover, so please answer each question as honestly as possible.  

 I want to thank you for taking the time to answer these questions.  They help us provide and 
continue to improve our services.  Your responses really do count! 

 

CAREGIVER RISKS 
 

CAREGIVING ACTIVITIES/RESPONSIBILITIES AND IMPACT 
 
 
I’d like to begin by asking you about some of the tasks, problems and challenges you may have encountered 
while caring for (CR = care recipient; insert relationship or name as appropriate) during the last month. 
 
 

 
 
IADL/ADL/Incontinence:  Within the past month, you mentioned CR needed help with the following types of 

problems (refer to ASCAP, Part II - FUNCTIONAL ASSESSMENT responses): 
 

1.1 Is it hard or stressful for you to help (CR) with these problems?  
 
List the two activities needing the most assistance: 
 
 
1) ___________________  2) ___________________ 
 

 
Never = 1 

Sometimes = 2 
Often = 3 

 
Unknown = -3 
Refused = -4 

Not applicable = -5 
   

1.2 In the past 6 months, have you seen any improvement overall in 
these problems (listed in 1)?  If no, was there no change or 
decline?  (then probe for SUBSTANTIALLY or MINIMALLY,  as 
needed). 

 

 
Improved substantially = 1 

Improved minimally = 2 
 

Stayed the same or about the same = 3 
 

Declined, minimally = 4 
Declined substantially = 5 

 
Unknown = -3 
Refused = -4 

Not applicable = -5 
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Behavioral challenges including cognitive functioning, orientation, behaviors, and communication/sensory:  
Within the past month, you mentioned CR needed help with the following types of problems (refer to ASCAP, 
Part III – EMOTIONAL & COGNITIVE FUNCTIONING, Section A&B responses): 

1.3 Is it hard or stressful for you to help (CR) with these problems? 
 
List the two activities needing the most assistance: 
 
 
1) ___________________  2) ___________________ 
 

Never = 1 
Sometimes = 2 

Often = 3 
 

Unknown = -3 
Refused = -4 

Not applicable = -5  
1.4 In the past 6 months, have you seen any improvement overall in 

these problems (listed in 2)?  If no, was there no change or 
decline?  (then probe for SUBSTANTIALLY or MINIMALLY,  as 
needed). 

 

Improved substantially = 1 
Improved minimally = 2 

 
Stayed the same or about the same = 3 

 
Declined, minimally = 4 

Declined substantially = 5 
 

Unknown = -3 
Refused = -4 

Not applicable = -5   
 

 
Mental health/behavioral health:  Within the past month, you mentioned CR needed help with the following 
types of problems (ASCAP, Part III - EMOTIONAL & COGNITIVE FUNCTIONING, Section C responses): 

1.5 Is it hard or stressful for you to help (CR) with these problems?  
 
List the two activities needing the most assistance: 
 
 
1) ___________________  2) ___________________ 
 

Never = 1 
Sometimes = 2 

Often = 3 
 

Unknown = -3 
Refused = -4 

Not applicable = -5   
1.6 In the past 6 months, have you seen any improvement overall in 

these problems (listed in 3)?  If no, was there no change or 
decline?  (then probe for SUBSTANTIALLY or MINIMALLY,  as 
needed). 

 

Improved substantially = 1 
Improved minimally = 2 

 
Stayed the same or about the same = 3 

 
Declined, minimally = 4 

Declined substantially = 5 
 

Unknown = -3 
Refused = -4 

Not applicable = -5   
 
 
PHYSICAL HEALTH 

Now I would like to ask you a couple of questions about your physical health.  

2.1 In general, would you say your current physical health 
is…?   
 
 
 

Excellent = 1 
Very Good = 2 

Good = 3 
Fair = 4 

Poor = 5 
 

Don't know = -3 
Declined to answer = -4   
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2.2 In the past 6 months, do you feel your physical health has 
improved, declined or stayed the same? PROBE FOR 
SUBSTANTIALLY OR MINIMALLY AS NEEDED]. 

Improved, substantially = 1 
Improved, minimally = 2 

 
Stayed the same or about the same = 3 

 
Declined, minimally = 4 

Declined, substantially = 5 
 

Don't know = -3 
Declined to answer = -4   

 
 
STRESS / STRAIN / MOOD / BURDEN  
 

Caregivers (family and friends caring for loved ones) are often so concerned with caring for their 
relative’s needs that they lose sight of their own well-being. Please take just a moment to answer the 
following questions about you. Within the PAST MONTH, have you … 

3.1 Felt cut off from your family/friends?      
No = 0 

 
Yes = 1 

3.2 Felt overwhelmed?       
No = 0 

 
Yes = 1 

3.3 Had trouble falling asleep, staying asleep, or waking up too early in 
the morning? 

 
No = 0 

 
Yes = 1 

3.4 Noticed your eating habits worsen as a result of your caregiving?   
No = 0 

 
Yes = 1 

3.5 Been frustrated or angry as a result of your caregiving?   
No = 0 

 
Yes = 1 

3.6 Often felt sad or depressed?       
No = 0 

 
Yes = 1 

3.7 Often felt nervous or anxious?       
No = 0 

 
Yes = 1 

3.8 Had crying spells or felt like you often needed to cry?   
No = 0 

 
Yes = 1 

3.9 On a scale of 1 to 10, with 1 being “not stressful” to 10 being  
“extremely stressful,” please rate your current level of stress.    

 

______ ( 1  – 10) 

 
 

Now I am going to ask you some questions regarding your feelings about caring for (CR).  [PROBE for Never, 
Rarely, Sometimes, Quite Frequently, Nearly Always as NEEDED]. 
 
 
Do you feel: 

Never Rarely Sometimes Quite 
frequently 

 

Nearly 
always 

Unknown Refused 

3.10 stressed between caring for 
(CR) and trying to meet other 
responsibilities (work/family)? 
 

0  (   ) 1  (   ) 2  (   ) 3  (   ) 4  (   ) -3  (   ) -4  (   ) 

3.11 strained when you are around 
(CR)? 
  

0  (   ) 1  (   ) 2  (   ) 3  (   ) 4  (   ) -3  (   ) -4  (   ) 
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How often in the past month: Never Rarely Sometimes Quite 

frequently 
 

Nearly 
always 

Unknown Refused 

3.12 … have you felt like 
screaming or yelling at (CR) 
because of the way he/she 
behaved?  
 

0  (   ) 1  (   ) 2  (   ) 3  (   ) 4  (   ) -3  (   ) -4  (   ) 

 
3.13 In the past 6 months, do you feel your emotional well-

being and stress level has improved, declined or stayed 
the same? PROBE FOR SUBSTANTIALLY OR 
MINIMALLY AS NEEDED]. 

Improved, substantially = 1 
Improved, minimally = 2 

 
Stayed the same or about the same = 3 

 
Declined, minimally = 4 

Declined, substantially = 5 
 

Don't know = -3 
Declined to answer = -4   

 
 

 
Family caregivers use a variety of ways to cope or help manage stress related to their caregiving 
responsibilities.  Sometimes when we are experiencing a good deal of stress, we can find ourselves using 
medications (including over-the-counter), smoking a cigarette or having an alcoholic beverage in response to 
that stress.  
 IN THE PAST 

MONTH…… 
Never Rarely Sometimes Quite 

frequently 
 

Nearly 
always 

Unknown Refused 

3.14 …how often have you 
found yourself taking 
medications or drugs 
(including over the counter 
medications), smoking, or 
drinking alcohol to help 
you handle stress related 
to your caregiving activities 
and responsibilities? 
Would you say…never, 
rarely, etc.? 

0  (   ) 1  (   ) 2  (   ) 3  (   ) 4  (   ) -3  (   ) -4  (   ) 

 
3.15 In the past 6 months, would you say that this frequency 

(using medication, smoking, drinking, etc.) has 
increased, declined or stayed the same? PROBE FOR 
SUBSTANTIALLY OR MINIMALLY AS NEEDED]. 

Increased, substantially = 1 
Increased, minimally = 2 

 
Stayed the same or about the same = 3 

 
Decreased, minimally = 4 

Decreased, substantially = 5 
 

Don't know = -3 
Declined to answer = -4   
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POTENTIAL RESOURCES 
 
 
INFORMAL SOCIAL SUPPORT 
 
4.1  

Which of the following best 
describes the situation under 
which you typically provide 
care? 

 
I’m the only person who provides any substantial amount of care = 1 

I provide most of the care = 2 
I share care responsibilities about equally with others = 3 

I provide less care than other family members or friends = 4 
Unknown = -3 

Refused = -4 
 
 
I’d like to ask you some more questions about your relationships with others, especially as they relate to your 
caregiving responsibilities.  When I use the term “someone or others”, it includes friends, neighbors, or family 
members. I would like for you to think about these questions in regards to your caregiving responsibilities or 
activities.    
[PROBE]  Is that Not at all, A little or A lot…   Would you say…not at all, a little or a lot? 
 IN THE PAST MONTH…… Not at All A little A lot Don’t 

know 
Declined 
to answer 

4.2 In the past month....how satisfied have 
you been overall with getting guidance, 
emotional support and physical help from 
friends and family with regard to your 
caregiving activities and responsibilities? 
Would you say… Not at all, A Little or A 
Lot? 

 
 

1  (   ) 

 
 

2  (   ) 

 
 

3  (   ) 

 
 

-3  (   ) 

 
 

-4  (   ) 

4.3
. 

Again, in regards to your caregiving 
activities, how often in the past month 
have others made too many demands on, 
been critical of or taken advantage of 
you? Would you say… Not at all, A Little 
or A Lot? 

 
 

3  (   ) 

 
 

2  (   ) 

 
 

1  (   ) 

 
 

-3  (   ) 

 
 

-4  (   ) 

4.4 In the past month…. how upset overall 
are you about the times people did this 
(that is, placed demands on, criticized or 
took advantage of you)? Would you say… 
Not at all, A Little or A Lot? 

 
 

3  (   ) 

 
 

2  (   ) 

 
 

1  (   ) 

 
 

-3  (   ) 

 
 

-4  (   ) 

 
4.5 In the past 6 months, do you feel your satisfaction with 

the help and support that you receive from others has 
improved, declined or stayed the same?  [PROBE FOR 
SUBSTANTIALLY OR MINIMALLY AS NEEDED]. 

Improved, substantially = 1 
Improved, minimally = 2 

 
Stayed the same or about the same = 3 

 
Declined, minimally = 4 

Declined, substantially = 5 
 

Don't know = -3 
Declined to answer = -4   
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PLEASANT ACTIVITIES/LEISURE TIME SATISFACTION 
 
 
 IN THE PAST MONTH…… Not at All A little A lot Don’t 

know 
Declined 
to answer 

5.1 ……….how often have you been able to 
spend in the various activities that you 
enjoy (e.g., going to religious services, 
socializing with others, going out for a 
meal) or spending time on hobbies or 
activities you like to enjoy alone (e.g., 
reading or gardening)?  Would you say… 
Not at all, A Little or A Lot? 
 

 
 

1  (   ) 

 
 

2  (   ) 

 
 

3  (   ) 

 
 

-3  (   ) 

 
 

-4  (   ) 

5.2 How satisfied are you with the overall 
amount of time you have been able to 
spend in the various activities that you 
enjoy (e.g., going to religious services, 
socializing with others, going out for a 
meal) or spending time on hobbies or 
activities you like to enjoy alone (e.g., 
reading or gardening)?  Would you say… 
Not at all, A Little or A Lot? 
 

 
 

3  (   ) 

 
 

2  (   ) 

 
 

1  (   ) 

 
 

-3  (   ) 

 
 

-4  (   ) 

 
5.3 In the past 6 months, do you feel your satisfaction with 

overall amount of time you have been able to spend in 
pleasurable activities has improved, declined or stayed the 
same?  [PROBE FOR SUBSTANTIALLY OR MINIMALLY 
AS NEEDED]. 

Improved, substantially = 1 
Improved, minimally = 2 

 
Stayed the same or about the same = 3 

 
Declined, minimally = 4 

Declined, substantially = 5 
 

Don't know = -3 
Declined to answer = -4   

 
 
 

CONTINUE TO NEXT PAGE FOR EVALUATION SECTION 
 

(Evaluation is only completed after service delivery)
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PROJECT EVALUATION 
  

NOTE:  ONLY ADMINISTERED POST (after service delivery) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This final set of questions asks about your experiences RECEIVING XYZ RESPITE SERVICES.  Your 
feedback is one of the most effective ways we have of developing future services and programs for 
people caring for family members or friends with memory or health problems. 
 
Before we begin, I want to remind you that all of the information you give me will be kept confidential, and if 
you are uncomfortable with a question, you can refuse to answer it.  If you don’t understand a question, 
please feel free to ask me to repeat it or clarify it.  You can stop this portion of the interview at any time, but 
please remember that the more information you can give us, the better we can help caregivers like you in 
the future. 
 
We want your honest feedback about your experiences, your feelings, and your opinions about the 
respite services you received.  None of your responses will affect your relationship with our 
programs and services in any way. 
 
Do you have any questions before we begin? 

6.1 
 

Overall, how much do you think you benefited from receiving <insert name/type> services? (note:  you may 
need to describe the services?) 

    
 Not at all 1 (   ) 
 Some 2 (   ) 
 A great deal 3 (   ) 
 Unknown -3 (   ) 
 Refused -4 (   ) 
    

6.3 
How much did receiving <insert name/type> services help you feel more confident in providing care for 
(CR)? 

    
 Not at all 1 (   ) 
 Some 2 (   ) 
 A great deal 3 (   ) 
 Unknown -3 (   ) 
 Refused -4 (   ) 
    
6.4 How much did receiving <insert name/type> services help make your life easier? 
    
 Not at all 1 (   ) 
 Some 2 (   ) 
 A great deal 3 (   ) 
 Unknown -3 (   ) 
 Refused -4 (   ) 
    
6.5 How much did receiving <insert name/type> services help enhance your ability to care for (CR)? 
    
 Not at all 1 (   ) 
 Some 2 (   ) 
 A great deal 3 (   ) 
 Unknown -3 (   ) 
 Refused -4 (   ) 
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6.6 How much did receiving <insert name/type> services help improve (CR’s) life? 
    
 Not at all 1 (   ) 
 Some 2 (   ) 
 A great deal 3 (   ) 
 Unknown -3 (   ) 
 Refused -4 (   ) 
    
6.7 How much did receiving <insert name/type> services help to keep (CR) living at home with you? 
    
 Not at all 1 (   ) 
 Some 2 (   ) 
 A great deal 3 (   ) 
 Unknown -3 (   ) 
 Refused -4 (   ) 
 Not Applicable -5 (   ) 
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DIVISION OF AGING & ADULT SERVICES

CONTRACT OBLIGATION FOR SFY 2011
INCREASE REVISED

INITIAL TOTAL (DECREASE) TOTAL
SFY 2010 SFY 2011 SFY 2011 SFY 2011 SFY 2011

REGION 1 CARRYOVER ALERTS ALERTS ALERTS AWARDS
1. STATE ADMIN. -$                  562,353.00$      562,353.00$       -$                   562,353.00$      
2.  OAA ADMIN. III C-1 -$                  820,343.00$      829,021.00$       -$                   829,021.00$      
3.  OAA ADMIN. III-E -$                  149,755.00$      150,729.00$       -$                   150,729.00$      
4.  SSBG ADMIN. -$                  187,137.00$      187,137.00$       -$                   187,137.00$      
5. TITLE III-B 359,033.00$     3,289,895.00$   3,681,601.00$    10,825.00$       3,692,426.00$  
6. TITLE III-C1 93,585.00$       2,580,984.00$   2,701,145.00$    -$                   2,701,145.00$   
7. TITLE III-C2 96,403.00$       2,025,110.00$   2,134,739.00$    -$                   2,134,739.00$   
8. TITLE III-D 104,527.00$     178,368.00$      282,895.00$       -$                   282,895.00$      
9. TITLE III-E CAREGIVER 218,416.00$     1,253,855.00$   1,500,454.00$    (3,062.00)$        1,497,392.00$  
10. NSIP -$                  732,107.00$      737,864.00$       -$                   737,864.00$      
11. TITLE VII ELDER ABUSE -$                  31,984.00$        31,984.00$         -$                   31,984.00$        
12. TITLE VII FED. OMB 11,005.00$       144,160.00$      155,165.00$       -$                   155,165.00$      
13. STATE IND. LIVING SUPPORTS -$                  4,414,737.00$   4,414,737.00$    -$                   4,414,737.00$   
14. STATE OMBUDSMAN -$                  395,301.00$      395,301.00$       -$                   395,301.00$      
15. STATE RESPITE -$                  251,137.00$      251,137.00$       -$                   251,137.00$      
16. SSBG (SERVICES) -$                  1,770,537.00$   2,489,041.00$    -$                   2,489,041.00$   
17. S.H.I.P. -$                  217,518.00$      217,518.00$       -$                   217,518.00$      
18. SENIOR PATROL -$                  16,103.00$        84,403.00$         -$                   84,403.00$        
19.  AZPOMS 5,106.00$         -$                   58,546.00$         -$                   58,546.00$        
20.  REFUGEE -$                  70,000.00$        70,000.00$         -$                   70,000.00$        
21.  ENHANCEFITNESS -$                  -$                   33,000.00$         -$                   33,000.00$        
22.  ALZHEIMER'S EPIC -$                  -$                   -$                    -$                   -$                   
23.  MIPPA -$                  -$                   129,200.00$       -$                   129,200.00$      
24.  ALZHEIMER'S CAREPRO 75,000.00$       292,000.00$      75,000.00$         -$                   75,000.00$        
25.  SCSEP (TITLE V) 19,528.85$       779,170.00$      1,047,697.85$    -$                   1,047,697.85$   
26.  SCSEP2 343,679.00$     -$                   356,287.00$       -$                   356,287.00$      
27.  LIFESPAN RESPITE -$                  -$                   75,250.00$         -$                   75,250.00$        
28.  ADRC CARE TRANSITION 36,562.00$       -$                   62,389.00$         -$                   62,389.00$        
29.  OPTIONS COUNSELING -$                  -$                   89,272.00$         -$                   89,272.00$        
TOTAL 1,362,844.85$  20,162,554.00$ 22,803,865.85$  7,763.00$         22,811,628.85$
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DIVISION OF AGING & ADULT SERVICES

CONTRACT OBLIGATION FOR SFY 2011
INCREASE REVISED

INITIAL TOTAL (DECREASE) TOTAL
SFY 2010 SFY 2011 SFY 2011 SFY 2011 SFY 2011

REGION 2 CARRYOVER ALERTS ALERTS ALERTS AWARDS
1. STATE ADMIN. -$               254,036.00$      254,036.00$         -$                       254,036.00$      
2.  OAA ADMIN. III C-1 -$               316,286.00$      319,211.00$         -$                       319,211.00$      
3.  OAA ADMIN. III-E -$               50,477.00$        50,806.00$           -$                       50,806.00$        
4.  SSBG ADMIN. -$               5,594.00$          5,594.00$             -$                       5,594.00$          
5. TITLE III-B 99,064.00$    1,160,858.00$   1,271,300.00$      10,825.00$           1,282,125.00$  
6. TITLE III-C1 165,498.00$  915,329.00$      1,090,081.00$      -$                       1,090,081.00$   
7. TITLE III-C2 165,356.00$  708,346.00$      878,308.00$         -$                       878,308.00$      
8. TITLE III-D 27,279.00$    62,118.00$        89,397.00$           -$                       89,397.00$        
9. TITLE III-E CAREGIVER 65,298.00$    436,663.00$      504,811.00$         -$                       504,811.00$      
10. NSIP -$               232,537.00$      234,367.00$         -$                       234,367.00$      
11. TITLE VII ELDER ABUSE -$               11,139.00$        11,139.00$           -$                       11,139.00$        
12. TITLE VII FED. OMB 6,920.00$      50,205.00$        57,125.00$           -$                       57,125.00$        
13. STATE IND. LIVING SUPPORTS -$               617,067.00$      617,067.00$         -$                       617,067.00$      
14. STATE OMBUDSMAN -$               197,057.00$      197,057.00$         -$                       197,057.00$      
15. STATE RESPITE -$               86,849.00$        86,849.00$           -$                       86,849.00$        
16. SSBG (SERVICES) -$               118,631.00$      21,116.00$           -$                       21,116.00$        
17. S.H.I.P. 1,497.00$      85,228.00$        86,725.00$           -$                       86,725.00$        
18. SENIOR PATROL -$               16,103.00$        50,253.00$           -$                       50,253.00$        
19.  REFUGEE -$               34,000.00$        34,000.00$           20,000.00$           54,000.00$       
20.  DIRECT CARE CURRICULUM -$               40,000.00$        40,000.00$           -$                       40,000.00$        
21.  TITLE III-C1 STIMULUS 43,384.10$    -$                   43,384.10$           -$                       43,384.10$        
22.  TITLE III-C2 STIMULUS 12,667.75$    -$                   12,667.75$           -$                       12,667.75$        
23.  MIPPA 7,500.00$      -$                   82,650.00$           -$                       82,650.00$        
24.  SCSEP (TITLE V) 21,717.48$    185,518.00$      358,209.48$         -$                       358,209.48$      
25.  SCSEP2 96,229.00$    -$                   108,837.00$         -$                       108,837.00$      
26.  ALZHEIMER'S CAREPRO 36,905.00$    -$                   36,905.00$           -$                       36,905.00$        
27.  ENHANCEFITNESS -$               -$                   40,000.00$           -$                       40,000.00$        
28.  ADRC CARE TRANSITION 26,573.00$    -$                   43,791.00$           -$                       43,791.00$        
29.  OPTIONS COUNSELING -$               -$                   -$                     -$                       -$                   
TOTAL 775,888.33$  5,584,041.00$   6,625,686.33$      30,825.00$           6,656,511.33$  
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DIVISION OF AGING & ADULT SERVICES

CONTRACT OBLIGATION FOR SFY 2011
INCREASE REVISED

INITIAL TOTAL (DECREASE) TOTAL
SFY 2010 SFY 2011 SFY 2011 SFY 2011 SFY 2011

REGION 3 CARRYOVER ALERTS ALERTS ALERTS AWARDS
1. STATE ADMIN. -$               109,116.00$      109,116.00$       -$                      109,116.00$      
2.  OAA ADMIN. III C-1 -$               169,889.00$      171,143.00$       -$                      171,143.00$      
3.  OAA ADMIN. III-E -$               21,643.00$        21,784.00$         -$                      21,784.00$        
4.  SSBG ADMIN. -$               28,276.00$        28,276.00$         -$                      28,276.00$        
5. TITLE III-B 106,179.00$  628,914.00$      741,130.00$       -$                      741,130.00$      
6. TITLE III-C1 43,895.00$    499,826.00$      548,631.00$       -$                      548,631.00$      
7. TITLE III-C2 16,018.00$    378,454.00$      396,916.00$       -$                      396,916.00$      
8. TITLE III-D 1,744.00$      32,955.00$        34,699.00$         -$                      34,699.00$        
9. TITLE III-E CAREGIVER 58,019.00$    231,656.00$      291,187.00$       32,975.00$           324,162.00$     
10. NSIP -$               287,612.00$      289,874.00$       -$                      289,874.00$      
11. TITLE VII ELDER ABUSE -$               5,909.00$          5,909.00$           -$                      5,909.00$          
12. TITLE VII FED. OMB -$               26,634.00$        26,634.00$         -$                      26,634.00$        
13. STATE IND. LIVING SUPPORTS -$               901,462.00$      901,462.00$       -$                      901,462.00$      
14. STATE OMBUDSMAN -$               46,376.00$        46,376.00$         -$                      46,376.00$        
15. STATE RESPITE -$               34,204.00$        34,204.00$         -$                      34,204.00$        
16. SSBG (SERVICES) -$               425,706.00$      548,468.00$       -$                      548,468.00$      
17. S.H.I.P. 663.00$         53,904.00$        54,567.00$         -$                      54,567.00$        
18. SENIOR PATROL 2,999.00$      16,103.00$        44,714.00$         -$                      44,714.00$        
19.  AZPOMS -$               -$                   -$                    -$                      -$                   
20.  TITLE III-C1 STIMULUS 1,965.00$      -$                   1,965.00$           -$                      1,965.00$          
21.  TITLE III-C1 ADMIN. STIMULUS 2,929.49$      -$                   2,929.49$           -$                      2,929.49$          
22.  TITLE III-C2 STIMULUS 36.00$           -$                   36.00$                -$                      36.00$               
23.  MIPPA 9,800.00$      -$                   48,400.00$         -$                      48,400.00$        
24.  SCSEP (TITLE V) 16,486.00$    213,344.00$      315,590.00$       -$                      315,590.00$      
25.  ALZHEIMER'S CAREPRO 25,000.00$    -$                   25,000.00$         -$                      25,000.00$        
26.  ENHANCEFITNESS -$               -$                   37,000.00$         -$                      37,000.00$        
27.  ADRC CARE TRANSITION -$               -$                   38,741.00$         -$                      38,741.00$        
28.  OPTIONS COUNSELING -$               -$                   -$                    -$                      -$                   

TOTAL 285,733.49$  4,111,983.00$   4,764,751.49$    32,975.00$           4,797,726.49$  
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DIVISION OF AGING & ADULT SERVICES

CONTRACT OBLIGATION FOR SFY 2011
INCREASE REVISED

INITIAL TOTAL (DECREASE) TOTAL
SFY 2010 SFY 2011 SFY 2011 SFY 2011 SFY 2011

REGION 4 CARRYOVER ALERTS ALERTS ALERTS AWARDS

1. STATE ADMIN. -$                105,089.00$      105,089.00$        -$                      105,089.00$      
2.  OAA ADMIN. III C-1 -$                194,750.00$      196,287.00$        -$                      196,287.00$      
3.  OAA ADMIN. III-E -$                26,540.00$        26,712.00$          -$                      26,712.00$        
4.  SSBG ADMIN. -$                35,653.00$        35,653.00$          -$                      35,653.00$        
5. TITLE III-B 189,839.00$    686,906.00$      883,374.00$        -$                      883,374.00$      
6. TITLE III-C1 19,084.00$      544,835.00$      569,310.00$        -$                      569,310.00$      
7. TITLE III-C2 136,440.00$    414,809.00$      553,932.00$        -$                      553,932.00$      
8. TITLE III-D 10,898.00$      36,185.00$        47,083.00$          -$                      47,083.00$        
9. TITLE III-E CAREGIVER 62,367.00$      254,367.00$      318,394.00$        35,000.00$           353,394.00$     
10. NSIP -$                182,877.00$      184,316.00$        -$                      184,316.00$      
11. TITLE VII ELDER ABUSE -$                6,489.00$          6,489.00$            -$                      6,489.00$          
12. TITLE VII FED. OMB -$                29,246.00$        29,246.00$          -$                      29,246.00$        
13. STATE IND. LIVING SUPPORTS -$                867,960.00$      867,960.00$        -$                      867,960.00$      
14. STATE OMBUDSMAN -$                43,095.00$        43,095.00$          -$                      43,095.00$        
15. STATE RESPITE -$                34,743.00$        34,743.00$          -$                      34,743.00$        
16. SSBG (SERVICES) -$                400,835.00$      551,551.00$        -$                      551,551.00$      
17. S.H.I.P. -$                54,391.00$        54,391.00$          -$                      54,391.00$        
18. SENIOR PATROL 16,103.00$      16,103.00$        50,988.00$          -$                      50,988.00$        
19.  AZPOMS -$                -$                   -$                     -$                      -$                   
20.  TITLE III-C1 STIMULUS 3,263.37$        -$                   3,263.37$            -$                      3,263.37$          
21.  TITLE III-C1 ADMIN. STIMULUS -$                -$                   -$                     -$                      -$                   
22.  TITLE III-C2 STIMULUS 17,625.92$      -$                   17,625.92$          -$                      17,625.92$        
23.  MIPPA 1,000.00$        -$                   65,800.00$          -$                      65,800.00$        
24.  ALZHEIMER'S CAREPRO 25,000.00$      25,000.00$        25,000.00$          -$                      25,000.00$        
25.  ADRC CARE TRANSITION 36,562.00$      -$                   62,689.00$          -$                      62,689.00$        
26.  OPTIONS COUNSELING -$                -$                   -$                     -$                      -$                   

TOTAL 518,182.29$    3,959,873.00$   4,732,991.29$     35,000.00$           4,767,991.29$  
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DIVISION OF AGING & ADULT SERVICES

CONTRACT OBLIGATION FOR SFY 2011
INCREASE REVISED

INITIAL TOTAL (DECREASE) TOTAL
SFY 2010 SFY 2011 SFY 2011 SFY 2011 SFY 2011

REGION 5 CARRYOVER ALERTS ALERTS ALERTS AWARDS
1. STATE ADMIN. -$                 88,096.00$        88,096.00$          -$                      88,096.00$        
2.  OAA ADMIN. III C-1 -$                 144,896.00$      145,865.00$        -$                      145,865.00$      
3.  OAA ADMIN. III-E -$                 16,721.00$        16,830.00$          -$                      16,830.00$        
4.  SSBG ADMIN. -$                 26,388.00$        26,388.00$          -$                      26,388.00$        
5. TITLE III-B 151,738.00$    465,044.00$      621,194.00$        10,825.00$           632,019.00$     
6. TITLE III-C1 67,262.00$      371,173.00$      442,024.00$        -$                      442,024.00$      
7. TITLE III-C2 54,939.00$      277,709.00$      334,433.00$        -$                      334,433.00$      
8. TITLE III-D 1,889.00$        24,086.00$        25,975.00$          -$                      25,975.00$        
9. TITLE III-E CAREGIVER 41,370.00$      169,318.00$      211,793.00$        37,500.00$           249,293.00$     
10. NSIP -$                 141,735.00$      142,850.00$        -$                      142,850.00$      
11. TITLE VII ELDER ABUSE -$                 4,319.00$          4,319.00$            -$                      4,319.00$          
12. TITLE VII FED. OMB -$                 19,467.00$        19,467.00$          -$                      19,467.00$        
13. STATE IND. LIVING SUPPORTS -$                 733,085.00$      733,085.00$        -$                      733,085.00$      
14. STATE OMBUDSMAN -$                 37,080.00$        37,080.00$          -$                      37,080.00$        
15. STATE RESPITE -$                 22,695.00$        22,695.00$          -$                      22,695.00$        
16. SSBG (SERVICES) -$                 237,487.00$      337,810.00$        -$                      337,810.00$      
17. S.H.I.P. -$                 44,880.00$        44,880.00$          -$                      44,880.00$        
18. SENIOR PATROL -$                 16,103.00$        29,763.00$          -$                      29,763.00$        
19.  AZPOMS -$                 -$                   -$                     -$                      -$                   
20.  DIRECT CARE CURRICULUM -$                 -$                   -$                     -$                      -$                   
21.  TITLE III-C1 STIMULUS 14,781.18$      -$                   14,781.18$          -$                      14,781.18$        
22.  TITLE III-C2 STIMULUS 10,506.94$      -$                   10,506.94$          -$                      10,506.94$        
23.  MIPPA -$                 -$                   63,900.00$          -$                      63,900.00$        
24.  SCSEP (TITLE V) 26,665.75$      139,136.00$      250,992.75$        -$                      250,992.75$      
25.  SCSEP2 96,229.00$      -$                   96,229.00$          -$                      96,229.00$        
26.  ALZHEIMER'S CAREPRO -$                 -$                   15,000.00$          -$                      15,000.00$        
27.  ADRC CARE TRANSITION 36,562.00$      -$                   62,389.00$          -$                      62,389.00$        
28.  OPTIONS COUNSELING -$                 -$                   -$                     -$                      -$                   

TOTAL 501,942.87$    2,979,418.00$   3,798,345.87$     48,325.00$           3,846,670.87$  
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DIVISION OF AGING & ADULT SERVICES

CONTRACT OBLIGATION FOR SFY 2011
INCREASE REVISED

INITIAL TOTAL (DECREASE) TOTAL
SFY 2010 SFY 2011 SFY 2011 SFY 2011 SFY 2011

REGION 6 CARRYOVER ALERTS ALERTS ALERTS AWARDS

1. STATE ADMIN. -$               82,254.00$        82,254.00$           -$                      82,254.00$        
2.  OAA ADMIN. III C-1 -$               123,198.00$      123,919.00$         -$                      123,919.00$      
3.  OAA ADMIN. III-E -$               12,447.00$        12,528.00$           -$                      12,528.00$        
4.  SSBG ADMIN. -$               26,724.00$        26,724.00$           -$                      26,724.00$        
5. TITLE III-B 66,177.00$    366,537.00$      436,142.00$         -$                      436,142.00$      
6. TITLE III-C1 26,113.00$    294,053.00$      322,954.00$         -$                      322,954.00$      
7. TITLE III-C2 3,866.00$      216,855.00$      222,109.00$         -$                      222,109.00$      
8. TITLE III-D 15,275.00$    18,717.00$        33,992.00$           -$                      33,992.00$        
9. TITLE III-E CAREGIVER 30,584.00$    131,574.00$      163,016.00$         32,500.00$           195,516.00$     
10. NSIP -$               95,201.00$        95,950.00$           -$                      95,950.00$        
11. TITLE VII ELDER ABUSE 698.00$         3,356.00$          4,054.00$             -$                      4,054.00$          
12. TITLE VII FED. OMB 7,771.00$      15,127.00$        22,898.00$           -$                      22,898.00$        
13. STATE IND. LIVING SUPPORTS -$               685,455.00$      685,455.00$         -$                      685,455.00$      
14. STATE OMBUDSMAN -$               35,207.00$        35,207.00$           -$                      35,207.00$        
15. STATE RESPITE -$               19,628.00$        19,628.00$           -$                      19,628.00$        
16. SSBG (SERVICES) -$               350,488.00$      428,447.00$         -$                      428,447.00$      
17. S.H.I.P. 10,477.00$    40,374.00$        50,851.00$           -$                      50,851.00$        
18. SENIOR PATROL 2,388.00$      16,103.00$        21,906.00$           -$                      21,906.00$        
19.  MIPPA -$               -$                   25,600.00$           -$                      25,600.00$        
20.  TITLE III-C1 STIMULUS 11,510.00$    -$                   11,510.00$           -$                      11,510.00$        
21.  TITLE III-C1 ADMIN. STIMULUS 6,593.00$      -$                   6,593.00$             -$                      6,593.00$          
22.  TITLE III-C2 STIMULUS 3,273.00$      -$                   3,273.00$             -$                      3,273.00$          
23.  ALZHEIMER'S CAREPRO 13,256.00$    -$                   13,256.00$           -$                      13,256.00$        
24.  ENHANCEFITNESS -$               -$                   15,000.00$           -$                      15,000.00$        
25.  OPTIONS COUNSELING -$               -$                   -$                      -$                      -$                   

TOTAL 197,981.00$  2,533,298.00$   2,863,266.00$      32,500.00$           2,895,766.00$  
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DIVISION OF AGING & ADULT SERVICES

CONTRACT OBLIGATION FOR SFY 2011
INCREASE REVISED

INITIAL TOTAL (DECREASE) TOTAL
SFY 2010 SFY 2011 SFY 2011 SFY 2011 SFY 2011

REGION 7 CARRYOVER ALERTS ALERTS ALERTS AWARDS

1. STATE ADMIN. -$                        19,956.00$        19,9$                 56.00 $                 - 19,956.00$        
2.  OAA ADMIN. III C-1 -$                        140,420.00$      141,3$               38.00 $                 - 141,338.00$      
3.  OAA ADMIN. III-E -$                        15,839.00$        15,9$                 42.00 $                 - 15,942.00$        
4.  SSBG ADMIN. -$                        -$                   $                        -    $                 - -$                   
5. TITLE III-B 310.00$                  444,708.00$      448,9$              39.00 $                 - 448,939.00$     
6. TITLE III-C1 83,990.00$             376,088.00$      463,3$              47.00 $                 - 463,347.00$     
7. TITLE III-C2 22,860.00$             264,674.00$      289,1$              19.00 $                 - 289,119.00$     
8. TITLE III-D 2,330.00$               23,065.00$        25,3$                95.00 $                 - 25,395.00$       
9. TITLE III-E CAREGIVER 18,353.00$             163,904.00$      183,2$              46.00 $                 - 183,246.00$     
10. NSIP -$                       409,119.00$      534,4$               66.00 $                 - 534,466.00$     
11. TITLE VII ELDER ABUSE 414.00$                  4,322.00$          4,7$                  36.00 $                 - 4,736.00$         
12. TITLE VII FED. OMB 1,603.00$               18,760.00$        20,3$                63.00 $                 - 20,363.00$       
13. STATE IND. LIVING SUPPORTS -$                        143,230.00$      143,2$               30.00 $                 - 143,230.00$      
14. STATE OMBUDSMAN -$                        30,000.00$        30,0$                 00.00 $                 - 30,000.00$        
15. STATE RESPITE -$                        6,372.00$          6,3$                   72.00 $                 - 6,372.00$          
16. SSBG (SERVICES) -$                        

-$                        
-$                   

32,713.00$        
84,2$                 
32,7$                 

54.00 $                 
13.00 $                 

- 84,254.00$        
- 32,713.00$        17. S.H.I.P.

18. SENIOR PATROL -$                        16,103.00$        19,5$                 18.00 $                 - 19,518.00$        
19.  MIPPA -$                        -$                   11,3$                 00.00 $                 - 11,300.00$        
20.  AZPOMS -$                        -$                   $                        -    $                 - -$                   
21.  TITLE III-C1 STIMULUS 61,185.00$              -$                   61,1$                 85.00 $                 - 61,185.00$        
22.  TITLE III-C1 ADMIN. STIMULUS 9,463.00$                -$                   9,4$                   63.00 $                 - 9,463.00$          
23.  TITLE III-C2 STIMULUS 37,270.00$              -$                   37,2$                 70.00 $                 - 37,270.00$        
24.  OPTIONS COUNSELING -$                        -$                   $                        -    $                 - -$                   

TOTAL 237,778.00$           2,109,273.00$   2,582,1$            52.00 $                 - 2,582,152.00$  
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1. STATE ADMIN. -$               21,501.00$       21,501.00$       -$                  21,501.00$                    

22.  TITLE III-C2 STIMULUS -$              -$                  -$                  -$                  -$                               
23.  OPTIONS COUNSELING -$               -$                  -$                  -$                  -$                               

DIVISION OF AGING & ADULT SERVICES

CONTRACT OBLIGATION FOR SFY 2011
INCREASE REVISED

INITIAL TOTAL (DECREASE) TOTAL
SFY 2010 SFY 2011 SFY 2011 SFY 2011 SFY 2011

REGION 8 CARRYOVER ALERTS ALERTS ALERTS AWARDS

2.  OAA ADMIN. III C-1 -$               178,384.00$     $ 179,735.00     $      -            $      179,735.00            
3.  OAA ADMIN. III-E -$               23,317.00$       $ 23,468.00       $      -            $      23,468.00              
4.  SSBG ADMIN. -$               -$                  $ -                  $      -            $      -                         
5. TITLE III-B 166,237.00$  568,323.00$     $ 740,014.00     $      -            $      740,014.00            
6. TITLE III-C1 89,654.00$    451,680.00$     $ 545,771.00     $      -            $      545,771.00            
7. TITLE III-C2 53,652.00$    341,980.00$     $ 397,840.00     $      -            $      397,840.00            
8. TITLE III-D 9,578.00$      29,778.00$       $ 39,356.00       $      -            $      39,356.00              
9. TITLE III-E CAREGIVER 46,981.00$    209,326.00$     $ 257,673.00     $      -            $      257,673.00            
10. NSIP -$               92,373.00$       $ 145,220.00     $      -            $      145,220.00            
11. TITLE VII ELDER ABUSE -$               

-$               
5,340.00$         $

24,067.00$       $
5,340.00         $      

24,067.00       $      
-            $      
-            $      

5,340.00                
24,067.00              12. TITLE VII FED. OMB

13. STATE IND. LIVING SUPPORTS -$               157,141.00$     $ 157,141.00     $      -            $      157,141.00            
14. STATE OMBUDSMAN -$               30,000.00$       $ 30,000.00       $      -            $      30,000.00              
15. STATE RESPITE -$               6,372.00$         $ 6,372.00         $      -            $      6,372.00                
16. SSBG (SERVICES) -$               -$                  $ 124,029.00     $      -            $      124,029.00            
17. S.H.I.P. -$               32,713.00$       $ 32,713.00       $      -            $      32,713.00              
18. SENIOR PATROL 16,103.00$    16,103.00$       $ 35,621.00       $      -            $      35,621.00              
19.  MIPPA -$               -$                  $ 11,300.00       $      -            $      11,300.00              
20.  TITLE III-C1 STIMULUS -$              -$                  $ -                  $      -            $      -                         
21.  TITLE III-C1 ADMIN. STIMULUS -$              -$                  $ -                  $      -            $      -                         

TOTAL 382,205.00$  2,188,398.00$  $ 2,777,161.00  $      -            $      2,777,161.00         
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INCREASE REVISED
INITIAL TOTAL (DECREASE) TOTAL

SFY 2010 SFY 2011 SFY 2011 SFY 2011 SFY 2011
REGION 9 CARRYOVER ALERTS ALERTS ALERTS AWARDS

1. STATE ADMIN. -$             -$                  -$                    -$                  -$                  
2.  OAA ADMIN. III C-1 -$             -$                  -$                    -$                  -$                  
3.  OAA ADMIN. III-E -$             -$                  -$                    -$                  -$                  
4.  SSBG ADMIN. -$             -$                  -$                    -$                  -$                  
5. TITLE III-B -$             -$                  -$                    -$                  -$                  
6. TITLE III-C1 -$             -$                  -$                    -$                  -$                  
7. TITLE III-C2 -$             -$                  -$                    -$                  -$                  
8. TITLE III-D -$             -$                  -$                    -$                  -$                  
9. TITLE III-E CAREGIVER -$             -$                  -$                    -$                  -$                  
10. NSIP -$             -$                  -$                    -$                  -$                  
11. TITLE VII ELDER ABUSE -$             -$                  -$                    -$                  -$                  
12. TITLE VII FED. OMB -$             -$                  -$                    -$                  -$                  
13. STATE IND. LIVING SUPPORTS -$             1,385,346.00$   1,385,346.00$      -$                  1,385,346.00$   
14. STATE OMBUDSMAN -$             -$                   -$                     -$                  -$                   
15. STATE RESPITE -$             -$                   -$                     -$                  -$                   
16. SSBG (SERVICES) -$             1,118,877.00$   1,489,353.00$      -$                  1,489,353.00$   
17. S.H.I.P. -$             -$                   -$                     -$                  -$                   
18. SENIOR PATROL -$             -$                   -$                     -$                  -$                   
19.  AZPOMS -$             -$                   -$                     -$                  -$                   

TOTAL -$             2,504,223.00$   2,874,699.00$      -$                  2,874,699.00$   

DIVISION OF AGING & ADULT SERVICES

CONTRACT OBLIGATION FOR SFY 2011
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DIVISION OF AGING & ADULT SERVICES

CONTRACT OBLIGATION FOR SFY 2011
INCREASE/ REVISED

INITIAL TOTAL (DECREASE) TOTAL
SFY 2010 SFY 2011 SFY 2011 SFY 2011 SFY 2011

STATE TOTAL CARRYOVER ALERTS AWARDS ALERTS AWARDS
1. STATE ADMIN. -$                  1,242,401.00$    1,242,401.00$      -$                  1,242,401.00$          
2.  OAA ADMIN. III C-1 -$                  2,088,166.00$    2,106,519.00$      -$                  2,106,519.00$          
3.  OAA ADMIN. III-E -$                  316,739.00$       318,799.00$         -$                  318,799.00$             
4.  SSBG ADMIN. -$                  309,772.00$       309,772.00$         -$                  309,772.00$             
5. TITLE III-B 1,138,577.00$ 7,611,185.00$    8,823,694.00$      32,475.00$      8,856,169.00$         
6. TITLE III-C1 589,081.00$    6,033,968.00$    6,683,263.00$      -$                  6,683,263.00$         
7. TITLE III-C2 549,534.00$    4,627,937.00$    5,207,396.00$      -$                  5,207,396.00$         
8. TITLE III-D 173,520.00$    405,272.00$       578,792.00$         -$                  578,792.00$            
9. TITLE III-E CAREGIVER 541,388.00$    2,850,663.00$    3,430,574.00$      134,913.00$    3,565,487.00$         
10. NSIP -$                 2,173,561.00$    2,364,907.00$      -$                  2,364,907.00$          
11. TITLE VII ELDER ABUSE 1,112.00$        72,858.00$         73,970.00$           -$                  73,970.00$              
12. TITLE VII FED. OMB 27,299.00$      327,666.00$       354,965.00$         -$                  354,965.00$            
13. STATE IND. LIVING SUPPORTS -$                  9,905,483.00$    9,905,483.00$      -$                  9,905,483.00$          
14. STATE OMBUDSMAN -$                  814,116.00$       814,116.00$         -$                  814,116.00$             
15. STATE RESPITE -$                  462,000.00$       462,000.00$         -$                  462,000.00$             
16. SSBG (SERVICES) -$                  4,422,561.00$    6,074,069.00$      -$                  6,074,069.00$          
17. S.H.I.P. 12,637.00$       561,721.00$       574,358.00$         -$                  574,358.00$             
18. SENIOR PATROL 37,593.00$       128,824.00$       337,166.00$         -$                  337,166.00$             
19.  AZPOMS 5,106.00$         -$                    58,546.00$           -$                  58,546.00$               
20.  REFUGEE -$                  104,000.00$       104,000.00$         20,000.00$      124,000.00$            
21.  DIRECT CARE CURRICULUM -$                  40,000.00$         40,000.00$           -$                  40,000.00$               
22.  TITLE III-C1 STIMULUS 136,088.65$     -$                    136,088.65$         -$                  136,088.65$             
23.  TITLE III-C1 ADMIN. STIMULUS 18,985.49$       -$                    18,985.49$           -$                  18,985.49$               
24.  TITLE III-C2 STIMULUS 81,379.61$       -$                    81,379.61$           -$                  81,379.61$               
25.  ALZHEIMER'S CAREPRO 175,161.00$     317,000.00$       190,161.00$         -$                  190,161.00$             
26.  SCSEP (TITLE V) 84,398.08$       1,317,168.00$    1,972,490.08$      -$                  1,972,490.08$          
27.  SCSEP2 536,137.00$     -$                    561,353.00$         -$                  561,353.00$             
28.  LIFESPAN RESPITE -$                  -$                    75,250.00$           -$                  75,250.00$               
29.  ENHANCEFITNESS -$                  -$                    125,000.00$         -$                  125,000.00$             
30.  ADRC CARE TRANSITION 136,259.00$     -$                    269,999.00$         -$                  269,999.00$             
31.  MIPPA 18,300.00$       -$                    438,150.00$         -$                  438,150.00$             
32.  OPTIONS COUNSELING -$                  -$                    89,272.00$           -$                  89,272.00$               
33.  ALZHEIMER'S EPIC -$                  -$                    -$                      -$                  -$                          
TOTAL 4,262,555.83$ 46,133,061.00$  53,822,918.83$    187,388.00$    54,010,306.83$       
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REVISED
INITIAL TOTAL REVISED TOTAL

SFY 2010 SFY 2011 SFY 2011 SFY 2011 SFY 2011
STATE TOTAL CARRYOVER ALERTS AWARDS ALERTS AWARDS
STATE ADMIN. -$                        1,242,401.00$          1,242,401.00$             -$                     1,242,401.00$             
OLDER AMERICANS ACT 3,020,511.00$       24,334,454.00$        27,577,972.00$           167,388.00$       27,745,360.00$          
OLDER AMERICANS STIMULUS 236,453.75$           -$                         236,453.75$                -$                     236,453.75$                
STATE (ILS, RSP, OMB,  DCC) -$                        11,221,599.00$        11,221,599.00$           -$                     11,221,599.00$           
SSBG REGIONS 1-9 -$                        4,732,333.00$          6,383,841.00$             -$                     6,383,841.00$             
S.H.I.P./SENIOR PATROL 50,230.00$             690,545.00$             911,524.00$                -$                     911,524.00$                
MIPPA 18,300.00$             -$                         438,150.00$                -$                     438,150.00$                
NSIP -$                        2,173,561.00$          2,364,907.00$             -$                     2,364,907.00$             
LIFESPAN RESPITE -$                        -$                         75,250.00$                  -$                     75,250.00$                  
ENHANCEFITNESS -$                        -$                         125,000.00$                -$                     125,000.00$                
AZPOMS 5,106.00$               -$                         58,546.00$                  -$                     58,546.00$                  
REFUGEE -$                        104,000.00$             104,000.00$                20,000.00$          124,000.00$                
ALZHEIMER'S/ALZHEIMER'S EPIC 175,161.00$           317,000.00$             190,161.00$                -$                    190,161.00$               
SCSEP TITLE V 620,535.08$           1,317,168.00$          2,533,843.08$             -$                     2,533,843.08$             
ADRC CARE TRANSITION 136,259.00$           -$                         269,999.00$                -$                     269,999.00$                
OPTIONS COUNSELING -$                        -$                         89,272.00$                  -$                     89,272.00$                  
BELOW-THE-LINE TOTAL 4,262,555.83$       46,133,061.00$        53,822,918.83$           187,388.00$       54,010,306.83$          
NOTE:  The following list reflects the most recent ALERTS issued to support the amounts reflected:
ALERT DATE ISSUED
1. ALERT 11-1B 8/31/2010
2. ALERT 11-1E 2/28/2011
3. ALERT 11-2B 10/29/2010
4. ALERT 11-3 2/26/2010
5. ALERT 11-4 2/26/2010
6. ALERT 11-5 7/16/2010
7. ALERT 11-5C 10/29/2010
8. ALERT 11-6A 10/29/2010
9. ALERT 11-7A 12/30/2010
10. ALERT 11-8 2/26/2010
11. ALERT 11-11B 4/16/2010
12. ALERT 11-11D 5/12/2010
13. ALERT 11-11K 10/29/2010
14. ALERT 11-11H 8/31/2010
15. ALERT 11-11I 8/31/2010
16. ALERT 11-11L 12/30/2010
17. ALERT 11-11J 10/29/2010
18. ALERT 11-11M 12/30/2010
19. ALERT 11-11N 2/28/2011REFUGEE RESETTLEMENT ALLOCATION FOR SFY 2011

TITLE III/VII LEVELS FOR SFY 2011

SCSEP2 PLANNING LEVELS FOR SFY 2011

DIVISION OF AGING & ADULT SERVICES
CONTRACT OBLIGATION FOR SFY 2011

FUND SOURCE
TITLE III/VII STIMULUS CARRYOVER FROM SFY 2010

SSBG ALLOCATIONS FOR SFY 2011
STATE ALLOCATION FOR SFY 2011

SHIP & SENIOR PATROL ALLOCATIONS FOR SFY 2011

OPTIONS COUNSELING LEVELS FOR SFY 2011
AZPOMS LEVELS FOR SFY 2011

ALZHEIMER'S CAREPRO FOR SFY 2011
ADRC CARE TRANSITION LEVELS FOR SFY 2011

STATE OMBUDSMAN ALLOCATION FOR SFY 2011

ENHANCEFITNESS LEVELS FOR SFY 2011

SCSEP PLANNING LEVELS FOR SFY 2011
SCSEP CARRYOVER FROM SFY 2010

LIFESPAN RESPITE LEVELS FOR SFY 2011

MIPPA

NSIP ALLOCATION FOR SFY 2011

STATE RESPITE ALLOCATION FOR SFY 2011
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