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PO Box 5115, Santa Fe, NM  87502    1-866-699-4927
October 31, 2007

MEMORANDUM

To:

Contractors/Vendors 

From: 

Jenny D. Martinez, Non-Metro AAA Director

Re:

Assessments – FY 07/08

Area Agencies on Aging are charged with the responsibility of ensuring that all service providers are in compliance with Federal and State statutes, rules, regulations and policies. This correspondence is to inform you that Non-Metro Area Agency on Aging staff will begin conducting programmatic, nutritional and financial assessments for fiscal year 07/08.
Enclosed with this memorandum is a CD containing the blank assessment documents we will use to assess your program.  The first step in this process is to give you, the provider of service an opportunity to complete the assessment tools and submit to our office within three weeks. There are two types of files on the CD, one in Excel and one in Adobe PDF; please use one or the other but not both.  

Instructions:  

Excel Files: 

1. Copy the folder to your computer.

2. Print the two files

3. Fill out documents by hand and mail along with additional information/documentation requested in the assessment tools to:  Nancy Arias, Non-Metro AAA, PO Box 5115, Santa Fe, NM  87502, by Monday, November 26, 2007.

Adobe PDF files:

1. Copy the folder to your computer

2. You will need to install Adobe Reader version 8, which is the file named AdbeRdr811_en_US.exe. Double click on this file to install it.

3. The two remaining files are NutritionAssess.pdf & FinancialAssess.pdf. These files are PDF forms which need to be filled out on the computer and then emailed back to narias@nm.net by Monday, November 26, 2007.   Additional information/documentation requested in the assessment tools may be sent via U.S. Mail to Nancy Arias, Non-Metro AAA, PO Box 5115, Santa Fe, NM  87502 or fax 505-827-7414

4. Using the mouse to go from field to field is easier than using the Tab key.

5. When finished filling out the forms, save them using the “Save As” command in the File menu, and append part of your program name to the file name.l so “FinancialAssess” would become LasCrucesFinancialAssess.doc, for instance.

Programs may be assessed “in-house” or “on-site”.  Programs selected for an on-site visit will receive advance written notification of scheduled date.  Following the assessment visit, and within fifteen working days, you will be provided a written report of any concerns and or recommendations identified during the assessment and you in turn will have fifteen days to submit your written response.  

Be assured our intent is to make this practice productive and beneficial for all.  If you have specific technical assistance needs, please feel free to let us know and we will do our best to provide that assistance to you and/or your staff.   
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