

PSA:  






Date:  


C.V.C.  AVAILABILITY OF DOCUMENTS
(insert name of AAA)

HEREBY GIVES FULL ASSURANCE that the following documents are current and maintained in the administrative office of the AAA and will be filed in such a manner as to ensure ready access for inspection by the DOEA or its designee(s) at any time.  The AAA further understands that these documents are subject to review during monitoring by DOEA.

(1)  Current board roster
(2)  Articles of Incorporation
(3)  AAA Corporate By‑Laws 
(4)  AAA Advisory Council By‑Laws and membership composition
(5)  Corporate fee documentation
(6)  Insurance coverage verification
(7)  Bonding verification
(8)  AAA staffing plan

(a) position descriptions

(b) pay plan

(c) organizational chart

(d) executive director’s resume and performance evaluation

(9)  Board-approved AAA personnel policies manual 

(10)  Board-approved Financial procedures manual and Purchasing manual

(11)  Functional procedures manual
(12)  Interagency agreements
(13)  Affirmative Action Plan
(14)  Civil Rights Checklist

(15)  Conflict of interest policy

(16)  Documentation of public forums conducted in the development of the area plan, including attendance records and feedback from providers, consumers, and caregivers
(17)  Consumer outreach plan
(18)  ADA policies
(19)  Documentation of match commitments for cash, voluntary contributions and building space, as applicable
(20)  Detailed documentation of AAA administrative budget allocations and expenditures
(21)  Detailed documentation of AAA expenditures to support cost reimbursement contracts
Certification By Authorized Agency Official:
I hereby certify that the documents identified above currently exist and are properly maintained in the administrative office of the area agency on aging.  Assurance is given that the DOEA or its designee(s) will be given immediate access to these documents, upon request.
Name:  





  Title:  





Signature:  







  Date:  





(AAA Board President or other authorized official)












