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Introduction and Purpose

The NonMetro Area Agency on AgingNon-Metro AAA) receives Federal funding through the
process of the Older Americans Act of 1965 (OAA). This Act sets forth the laws and policies
that must be met. The OAA mandates regulations on eligibilityjcgsrvand responsibilities of
Area Agencies on Aging, State Agencies on Aging (New Mexico Aging and-Teng
Services Dept.and Providerd/endors.

State funds are appropriated by the New Mexico State Legislature and are used to match the
Federal funds.In most cases, Federal Law and regulations are applicable to the use of the state
funds.

Recipients receiving these federal and state funds have federal and state policies to adhere to.
This includes the New Mexico Aging and Loeiigrm Services DepartmenNMALTSD), all

Area Agencies on Aging an@roviders/\éndors The NMALTSD does have state policies that

are very general. As stated previously the OAA sets the requirements.

The NonMetro AAA is a passthrough agency of federal and state funds to local comnires
in the thirtytwo (32) counties for the provision of services to older New Mexicans.

The NonMetro AAA is charged with the responsibility to ensure compliance of both Federal
and State regulations. In meeting this requirement, the N&tro AAA is responsible for
developing policies to ensure tpeoviders/vendovsendors are adhering to policyihe Non-
Metro AAA develops one policy fdProvidersV endorsthat are inclusive of the requirements of
the OAA, NMALTSD, and Non Metro AAA. The NonMetro AAA policies are more specific

to providing guidance to th@roviders/\éndorson the delivery of services aratceptable
financial controls to assist in contract compliance.

The policies written are consistent with the OAA and NMALTSD regulations. eThebcies
are written when:

1. The OAA clearly gives the Area Agency on Aging authority;
2. The NMALTSD establishes a requirement;

3. The OAA or NMALTSD permits alternatives in implementing a specific program
provision; or

4. The OAA and NMALT® policy are silentand the NorMetro AAA policies are
consistent with other statutory or regulatory requirement.



Furthermore this manual ildes the procedure that the Nbletro AAA will use if a
Provider/Vendoris found to bein noncompliance and provides the mechanism #&or
ProvidefVendor to appeal the actions of Nokletro AAA. The poicy manual has several
sections as follows:

Section |I. Structure and Guiding Principles
Section Il.  Non Metro AAA Operations and Administrag Responsibilities
Section lll.  Amendments

Section IV. Contingency Plan
Section V.  Program Operatidand Management
Section VI.  Financial Standards and Management

Section VII. Service Delivery

End of Number 100
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Older Americans Act (OAA) 42 U.S.C. 83001

The Older Americans Act (OAA) was established in 1965 to provide Americans increased
opportunities for participating in the benefits of Americacisty. The older peoplef our
Nationare entitled to, and it is the joint and several duty and responsibility of the govesminent

the United States, of the several States and their political subdivisions, and of Indian tribes to
assist older people to the full and free enjeptrof the following objectives:

1.

An adequate income in retirement in accordance with the American staoidard
living.

The best possible physical and mental health which science can make available and
without regard to economic status.

Obtaining and maintaining suitable housing, independently selected, designed and
located with reference to special needs available at costs which older citizens can
afford.

Full restorative services for those who require institutional care, amgrehensive
array of communitybased, longterm care services adequate to appropriately sustain
older people in their commuras and in their homes, including support to family
members and other persons providing voluntary care to older individuals needing
long-term care services.

Opportunity for employment with no discriminatory personnel practices because of
age.

Retirementm health, honor, dignity after years of contribution to the economy.

Participating in and contributing to meaningful activity within the widest range of
civic, cultural, educational and training and recreational opportunities.

Efficient community services, including access to low cost transportation, which
provide a choice in supported living arrangements and social assistance in a
coordinated manner and which are readily available when needed, with emphasis on
maintaining a continuum of care foulmerable older individuals.

Immediate benefit from proven research knowledge which can sustain and improve
health and happiness.



10.Freedom, independence, and the free exercise of individual initiative in planning and
operation of community based sengcand programs provided for their benefit and
protection against abuse, neglect, and exploitation

The Older Americans Act (OAA) is organized by Titles:

Title I Declaration of Objectives
Title 1: Administration on Aging
Title 111: Grants for State ahCommunity Programs on Aging
Title 1A: General Provisions
Title 11IB: Supportive Services and Senior Centers (including funding
authorization)
Title IlIC: Nutrition Services

Title IIC1: Congregate Nutrition Services (includes funding)
Title 1IC2: Home Delivered Nutrition Services (includes funding)

Title 1ID: Health Promotion and Disease Prevention
Title NlE: National Family Caregivers Support Program
Title 1V: Activities for Health Independence, and Longevity
Part A: GrantPurposes
Part B: General Provisions
Title V: Community Service Senior Opportunities Act
Title VI Grants for Native Americans
Part A: Indian Program Findings
Part B: Native Hawaiian Program Findings
Part C: Native American Caregiver Supp®togram
Part D: General Provisions Administration
Title VII: Allotment for Vulnerable Elder Rights Protection Activities

Subtitle A:  State Provision
Subtitle B:  Native American Organization and Elder Justice Provisions
Subtitle C:  General Prowions

End of Number 101
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New Mexico Aging and Long Term Services Department
(NMALTSD)

The role of New Mexico Aging and Lorberm Service®epartment is to develop programs and
public policies which foster the delivery of integrated program services to adult needs, older
persons with disabilities, and their families, throughout New Mexico. The Department is charged
with creating a seamlesspraprénensive, and efficient and cesfffectiveness array of program
services, which emphasize home and commurbigsed long term care, healthy and productive
aging, economic security, protection of rights and prevention of abuse neglect and exploitation.
The Department has the authotitydevelop and manage budgets and programs, issue mdles a
regulations, and developstatewide plan for addressing the needs of older New Mexicans and
New Mexicans with disabilities.

The NMALTSD is the focal point for the federal and state funds tteatantracted with Non
Metro Area Agency on Aging.

End of Number 102
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Non-Metro AAA Advisory Council

The Older Americans Act (OAA) section 307 (a) (1) (@yuires that Area Agencies on Aging
establish advisory councils consisting of oldedividuals (including minorityindividuals and
older individuals residing in rural areashavare participants orlvo areeligible to participate in
programs assisted under tAet, family caregivers of sucimdividuals, repres#atives of older
individuals, ®rvice providers/endors representatives of tHausiness community, local elected
officials, providers/ivendor® f v et e r a n s dapphopriaté)tahd the general pulflic, fo
advise continuoug the area agency on aging ah matters relating to the development of the
area plan, thadministration of the plan amaperations conducted under the plan.

Structure:
The Noni Metro Area Agency on Aging Advisory council consists of:

1. Thirty-five (35)regular members of whoat least eighteen (18) ust be 60
years of age or older.

2. Older persons with thergatest economic or social need.
3. Participants/represgatives of programsdministered under the area plan.
4. Local elected officials or thedesignated representative.
5. General public.
Selection Process:

1. The NonrMetro AAA will name me (1) person from the thirtyvo (32)
counties fr om A nfominterested individuals submittiregi v e d
brief resume, letter of interest and letters of support from local government
entities, senior program(s) and/or social service organizations.

2. Three (3) members named at large and approved by the Council shall
represent the following:

a. Representative of Health Cgweoviders/vendorsrganization; and
b. Representative of Supportive Servigesviders/vendorsrganization.



3. ProvidergVendorghat contract with NoiMetro AAA in the provision of
services to older individuals shall serve aso#ficio members of the Council
but have no power to vote.

4. One (1) member of the Council will be nominated to serve on the North
Central New Mexico EconomiDevelopment District (NCNMEDD) board as
ex-officio.

Selection Criteria:

The following is the currertriteria to be used for appointing, nominating and/or electing
members for the Council:

1. Interestintheogni zati ond6s mission and pur pose
2. Demonstrge leadership skills.

3. Ability to participate constructively in the girendtake discussin of policy
and program matter.

4. Represent fairly the needs of the older individuals and not favor special
interes inside or outside the Council.

5. Willingness todevote time to the Council.
6. Commitment to representing theeds of the older individuals.

7. Ability to function as a group member.

Advisory Council Member 6s Rol e:

The NonrMetro AAA Advisory Members should provide their leadership and skills as
follows:

1. Assist in indentifying the needs and problems efdlder individuals in the
Non Metro AAA geographical area (PSA 2, PSA 3 d8A4) and to assist
the Director in establishing goals anjectives.

2. Assist in finding resources available for megtireels and problems
identified.

3. Establish working relationships with other state and local agencies in the area
for coordnating and pooling of resources;

4. Advise in the administration, planning, development and implementation of
programs for the oldendividuals.



5. Assume a advocacyole for older individuals.
6. Assid in conducting public hearings.

7. Review and comment on policies, programs and actions which affect older
individuals.

8. Review and comment on proposals submitted for funding; (i.e. area plans
capital outlay, etc.)

9. Assist in developing strategies to reasblated older individuals.

10. Assist in monitoring and evaluating serviemviders/\éndorsand service
delivery.

11. Testify or make presentatisat local and stateegislative hearings or
meetings.

12. Assist older individuals in obtaining direct siees available in the
community.

13. Assist the Area Agency on Aging in carrying out grievapiceeedures related
to services

14. Assist in the recruitment of volunteers.

End of Number 103
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History and Structure

The NonMetro Area Agency on Aging (NeMetro AAA) operates under the umbrella of the
North Central New Mexico Economic Development District (NCNMEDD). As a regional
council of governments, NCNMEDD is subject to state and federal regulations regardusg the
of public funds. The NCNMEDD is governed by a Board of Directors including one member of
Non-Metro AAA. The Advisory Council consists of representatives of the 32 counties.

Since 1973, the senior citizens across the State of New Mexico have bapragy ffocus of

what is today the Non Metro Area Agency on Aging (Netro AAA). Non-Metro AAA

remains dedicated to addressing the needs of the older and disabled population in the State of
New Mexico, targeting those who are minority, laweome, and reding in the rural areas of the

state.

The NonMetro AAA is the authorized agency for both federal and state funds that are made
available for the provision of services to the designated population. TheéMbina AAA
receives federal funding through Titld of the Older Americans Act of 1965 (OAA), as
amended. The New Mexico State Legislature provides significant funding used to provide and
enhance the services to the elderly of New Mexico. The mission and goal of thddtion

AAA is to secure and maintathe independence and dignity of older individuals and individuals
with disabilities through the provision of a cedtective, quality driven, comprehensive and
coordinated syste of support services. The Ndetro AAA achieves this by contractually
distributing the federal and state dollars to community based and professional service
Providers/\éndorsthroughout32 counties of the State of New Mexico.

McKinley
Gallup

Socorro

Alamogordo

Cloudcroft
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Non-Metro AAA Funding Process

The partnerships to make the funding available includeFtaeralAdministration on Aging
(AoA) and the New Mexico Aging and Lofilerm Services Department (NMALTSD). The
flow of funds begins with the AoA allocating thederal funds to NMALTSD who then
contracts the federal funds to Nbtetro AAA. The New Mexico Legislature is the funding
source for the state funds. The process continues with thevidton AAA contracting fede

and state funds to community Providerfdorsthroughout the designated areas, who provide
the services to the senior population. See Exhibglaw.

Exhibit 1

S—

I] OLDER AMERICANS ACT (OAA)
+
| ADMINISTRATION ON AGING (WASH. D.C|

REGIONAL AGING OFFICE OF THE U.S.4
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DALLAS REGIONAL OFFICE 6

rd v ~a >
TEXAS OKLAHOMA NEWMEXICO ARKANSAS LOUISIANA

AGING AND LONG TERM SERVICES

PLANNING AND SERVICE AREAS$ (PS

ORNRREEnRORD
NORTH CENTRAL NEW MEXICO ECONOMIC
DEVELOPMENT DISTRICT COUNCIL OF GOVERNMENT

NONMETRO AREA AGENCY ON AGING (NM/

¥

Cibola San Juan Chaves Harding Catron
Colfax San Miguel Curry Lea Dona Ana
Los Alamos Santa Fe DeBaca Lincoln Hidalgo
McKinley Taos Eddy Roosevelt Luna
Mora Torrance Guadalupe Quay Otero
Rio Arrita Valencia Union Sierra
Sandoval Socorro

Exhibit 2 reflects the coordination and collaboration of the aging network as set forth in guidance
by the OAA. The National Aginéervices Network is inclusive of all consumers who, in one
way or another, have an affiliation with the delivery of services to the elderly.



MNationzl Aying Services Networs

Federal Council
on the Aging

e
Organizations 9 AoA Regional

Offices

President Congress

SJAWNSU0 )

National Aging
Organizations

State Advisory i State Units on
Councils Aging

Area Advisory
Councils
Education AR
Institutions

o> T
7
o

ommunit: > \

%
based Services Institutional m
8] Cas BIrvices

In-home Services
Consumers

Consumers

Units of Local

Area Agencies
g Government

on Aging

Research
=== Institutions

= Multipurpose
€ nlo?Cent S

Voluntary

Drganizations

Exhibit 2

The chart beloweflects the funding streams for Ndfetro AAA. This is inclusive of federal,
state, loal, donations, and other income.

NON- METRO AREA AGENCY ON AGING FUNDING SOURCES

Older Americans Act of 1965/0AA
New Mexico Legislature/State Funds

-8B mc-1 me-2 - 1-po 1I-E

Senior Employment Program (SEP)
Nutrition Services Incentive Program ( NSIP)

New Mexico Aging & Long Term Service Department
Service Department

J/ Program Income

Participant's Donations, Sale of Property. Etc.
n Local Revenue
Non - Metro Area Agency on Aging County, City, Village, Town
\l/ Other Income
F

. oundation, Grant, Fund-Raisers Private Donations, Etc.
Providers/Vendors
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Reallocation of Funds

The NonMetro AAA conducts semiannual financial reviews Frfoviders¥Y/endorsto ensure

that:

1.

2.

Providers/\éndorsare meeting regulatory, contractuand quality requirements
to thegreatest extent possible, and

All available funds ar being allocatetbr theprovision of the purchasesrvices.

The following procedures are used:

1.

The NonMetro AAA will determine at the end of January whether
Providers/\éndorswill meet the contracted units.

For Providers/éndorsthat will not meet heir contracted units and Ndwetro
AAA has disbursetkss than 50%f the contracted fundthe NonMetro AAA
will determine whether the shorlifain the contracted units are within the
approveccontingency plan.

The NonMetro AAA will reallocate any unjustified shortfalls to other
Providers/\éndorsthat have justified needs, based upon requests foticuai
funds received fronfProviders/\éndorsand tlorough reviews made by the Non
Metro Area Agency on Aging.

The NonMetro AAA will make the final determination whether any reallocation
of funds will be ondime or ongoing.

End of Number 106
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Contract Administration

The NonMetro AAA issues two types of contracts: cost reimbursement and fixed rate contracts.
The type of contract is determined by the amount of award. Awards generally less than $25,000
will result in a cost reimbursement contract. Contracts arewedieand may be revised as
necessary.

1. A cost reimbursement contract is an agreement in which reimbursement is based on
actual costs, not service output. All allowable expenses are reimbursed (up to contract
amount). In turn, the maximum numbers of servimesproduced during the contract
period.

2. A fixed rate contract (Direct Purchase of Servi@®S) is an agreement in which
reimbursement is based upon performance levels or service output (number of units
of service completed). A reimbursement rate peit of service and a maximum
contract reimbursement have been agreed upon prior to beginning of the contract.

All contracts will be prepared by the Area Agency on Aging requiring signatures of the
responsible agency personnel from both Méetro AAA amd the service provider
(vendor/grantee). The contract will detail all aspects of the program including attachments
regarding budget and standardized service definitions. The signed contract becomes effective
July 1, the first day of each fiscal year andagpy is provided to each applicable agency. The
signed contract is a legal document therefore any changes will require a formal contract
amendment

Subcontracts

Funds obligated under the contractual agreement betweerVidiva AAA and the service
provider will be made available for the provisions of service of an agency, or organization other
than the service provider only after the service provider has exebateditten subcontracts in
accordance with the following provisions:

1. The service provider shall not subcontract responsibilities described within the
contract without prior written approval of NeMetro AAA to such additional
conditions and provisions as Ndfetro AAA may deem necessary.

2. The service provider agrees to provide Ndetro AAA signed copies of all
subcontracts.



Contract Amendments

Contracts mga be amended no more than on a quarterly basis. Therefore, requests for
amendments should include submission of appropriate forms and documentation for all program
areas at the same time.

A formal contract amendment is required for any of the followmggddions:
a. A reduction or increase in the number of units of service
b. The addition or deletion of a service

c. A reduction or increase in funding levels

1. Direct Purchase of Service (fixed rate contracts) Providers/Vendors: All requests for
contract amendments as identified above must be made td/iiwa AAA by utilizing
the Request for Recalculation form and Amendment to Service Plan documents.
Documents should be submitted no later than eight weeks prior to the effective date of
the propsed change. The last possible date an amendment may be submitted to Non
Metro AAA is April 15 of the current fiscal year. Time frames are subject to change as
circumstances dictate.

2. Upon review and approval of the proposed revisions,-Metro AAA will generate an
amendment to the contract and notification of grant award, if applicable.

End of Number 107
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Disciplinary Procedures for Providers/Vendors

The disciplinary procedures fétroviders/\éndorsare mutually independent, i.e. the power of
the NCNMEDD to implement a disciplinary procedure is not limited or modified by any other
disciplinary procedures that may or may not be icglar have been imposed in the past.

Probation

Non-Metro AAA may placeProviders/\éndorson probation, using the following procedures:

1. The Non-Metro AAA Director, with the concurrence of the NCNMEDD Executive
Director, must determine that tReovider/VVendaor

a.

g.

Has not complied with the terms, provisions, and cdimhs of the
contract/agreement.

Has not complied with the approved Area Pfan the services to be
rendered.

Has not complied with applicable Federal or State laws oratgus, or
Non-Metro AAA rules.

. Has failed to provide adequate insurance coverage(s) for its program,

service delivery or staff sufficient to meeting the requirements of the
contract or any applicable Federal, State or Ideals, regulations or
ordinances.

Has faikbd to adequately safeguard its assets in such a manner that would
adversely impact the interest of the intended recipients of the services to be
performed under the contract and jeopardize theeipé of such services.

Has failed to meet the line itemdbgetary ceilings set in its approved budget
for delivering the servies contemplated in the contract.

Has failed to respal to NonMetro AAA's inquiries.

2. The NonMetro AAA Director and the NCNMEDD Executive Director will
determine the length of the prolmatary status badeon the severity of the issues.

3. The NCNMEDD Executive Director will inforrthe NCNMEDD Board of Directors.

4. Non-Metro AAA will notify the Provider/Vendorin writing of the probationary
status, the reasons therefore, anditheframe for orrective action.



The Providers/\éndorswill have fifteen (15) working days #er the notice is sent to
showcauseas towhy probdionary status should not occur.

The Provider/Vendorshowing of cause will be reviewed layy Ad Hoc committee
selected by the NCNMEDD Executive Committee.

The Provider/Vendorwill be notified within fifteen (15) working days of the
determination of the Ad Hoc committee.

Suspension

Non-Metro AAA may suspenda Provider/Vendorfor noncompliance,using the following
procedures:

1.

The Non-Metro AAA must determine that tHerovider/Vendoiis in non-compliance
with:

a. The terms, provisions, and cotidns of the contract/agreement.
b. The approved Area Plaoifthe services to be rendered.
c. ApplicableFederal or State laws or rdgtions, or NoAMetro AAA rules.

The Provider/Vendowill be notified of the intent to suspentet contract in thirty
(30) days.

The Provider/Vendowill be given ten (10) days after receiving thed®#y notice to
show causas towhy suspension should notaur.

The Provider/Vendorshowing of cause will be reviewed layy Ad Hoc committee
selected by the NCNMEDD Executive Committee.

The Provider/Vendor will be notified within fifteen (15) days of the final
determination.

End of Number 1®
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Program Monitors and Temporary Management

Non-Metro AAA may appoint a program monitor, or plae@rovider/\endorunder temporary
management, using the following procedures:

1. The NonMetro AAA Director or NCNMEDD Executive Director must determine that
one or more of the breaches listed in the contractual agreement atignaby policy
are substantial.

2. The NonMetro AAA may appoint a program monitor for a specified time period to
closely observe th@rovidergvendorsefforts to comply with obligatios remaining
under the agreement.

3. The NonMetro AAA may appoint a temporary manager who shall have the
regonsibility to oversee the operation of the program, the delivery of services, and the
financial transactions of the program, including the authority to make purchases (the
details of the temporary management depend on the severity of the issues).

Hearings

Except as provided in 34 CFR Part 74, Subpértany ProvidefVendor whose contract or
subcontract is terminated or not renewed, or any applicant to provide services whose application
is denied, may appeal the action by the Négiro AAA by requesting a hearing.The
Provider/Vendoror applicant must request a hearing witthirty (30) days after it receives the
notice of the adverse actio.he thirty (30)day period is waived during the bid process and the
timetable published in the RFP will be followed.

The request for a hearing must be in writing and must statéfisgeasons for the appeal. The
request must also include:

1. The dde the adverse action was taken.

2. The names of any individuals or organizations believed to be involved in the adverse
action, or beliegd to be relevant to the appeal.

3. Alist of anyfacts, events, etc., including dates, believed to be relevant tppgkala
4. Copies of any regulations, policies, etc. believed to be relevant to the appeal, and

5 A copy of the minutes of the appell ant 06:
persons toriitiate and pursue the appeal.



The appellant may submit written amendments to the request for hearing to tiveNMoAAA

not less tharen (L0) days prior to the date set for the hearing. During the bid process all dates in
the RFP time schedule applifhe NoaMetro AAA may request additional information from the
appellant at any time prior to the hearing.

The hearing will be conducted under the following procedures:

1. A mutually agreed upon hearing officer will be appoiniedonduct the hearing, and
to create a complete record of the hearing, including all evidence admitted, all facts
noticed, and a preservation of the hearing by tape recording

2. The hearing officer will determine a reasonable date, time, and location of the
hearing, afteconsultingwith the appellant.

3. The appellant will have the i to be represented by counsel.

4. The appellant will have the right to present all relevant evidence by means of
witnesses and books, papers, documents and other evidence, and to examine al
opposingwitnesses who appear.

5. Thehearing officermay admit and give probative effect to any evidence that is of a
kind commonly relied upon by reasonably prudent peopkienconduct of serious
affairs.

6. The hearing officerwill have discretion to exclude incopetent, irrelevant,
immaterialor unduly repetitious evidence.

7. Rules of privilege shall be applicable to the same extent as in proceedings before the
Courts in the State of New Mexico.

8. The hearing officemay take notice of judicially cognizable factadawill notify the
appellant either before or during the hearing of facts so noticed and their sources, and
afford the appellant an opportunity to contest the facts noticed.

As soon as practicable after the hearing is complete, the appeal will be deyidibe
NCNMEDD Executive Committee. The Committee may request a report from the hearing
officer, but all Committee members who participate in the decision will thoroughly familiarize
themselves with the record before participating in the decision. Tiedlam will be notified in
writing of the Committeebs decision within ni

End of Number 1@
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Request for Proposal (RFP) /Direct Purchase of Service(s) (DPS)

The NonMetro Area Agency on Aging (Bh-Metro AAA) is required to seek proposals for
potential Providers/\éndorsevery fouryears. The practice is to advertise in as many local
communities in the three (3) Planning and Service Areas (PSAS).

After the completion of the review and selection process of the RFPah&lEtro AAA will

award a one year contracDifect Purchase of Service Agreement) to tkelected
Providers/\éndors The contracted funds (e.g. federal, state) are contingent upon the funds being
contracted between New Mexico Aging and Lergrm Services Department (NMALTSD) and
Non-Metro AAA. The annual contracting process for DPS continues with the
Providers/\éndors Non-Metro AAA is charged with the responsibility of monitoring
Providers/\éndors therefore ifthe Non-Metro AAA finds Providers/\éndorsto be operating in
noncompliance with theetrns of the agreement, df-Metro AAA may choose to seek another
Provier/Vendorifor identified service(s) if it is in the best interest of the targeted population.

Direct Purchase of Service(s) Procss

COST-TOTAL SERVICE(S)
COST (ALL RESOURCES) REQUEST FOR PROPOSAL -(4 YR.)/DIRECT
FEDERAL/STATE SHARE ( PURCHASE OF SERVICES (DPS) J
INDIVIDUAL SERVICE
BUDGET

PUBLIC
HEARINGS
[ PROVIDERS/VENDORS ]
/ NARRATIVE-WHO. \ Ve
WP\%/?{TQ \g’?CEN CONGREGATE MEALS,
AGENCY KNOWLEDGE HOME;\A%iLLIgERED
ggPERIENCE TRANSPORTATION, ASST. SENIOR
L MMUNITY TRANSPORTATION, NEEDS
S;/ERVIECWS ADULT DAY CARE.,
ASSURANCE RESPITE. HOMEMAKER.
CHORE. ETC




