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The purpose ol this Aging Program Directive is to sct lorth policy and
procedures regarding overdue Area Agency on Aging (AAA) submissions,




BACKGROUND:

APPLICATION

The Department is required to provide fiscal and programmatic data to a variety
of State and Federal agencies. The reports are generated based on information
submitted by the aging network and are dependent on each AAA providing
accurate, complete and tunely mformation. In order for the Department to meet
the established submussion deadlines and routine informational requests, it 1s an
essential contractual requirement for the AAAs to comply with the
Department’s timetables for the submussion of budgets, reports and database
information.

Historically, the majonty of the aging network has been responsive to data
subnussion requurements. However, the lack of response from one or more
AAAs has, at tunes, had a negative impact on the Department’s ability to 1ssue
payments and to meet mternal and external reporting requuements. The current
system requires that the AAAs respond to mformational requests by the
specified timeframes. As a result, the aging network must adhere to the
timelines established by the Department.

This procedure applies to all subnussion requirements and mformational requests that have an
established due date to be submutted to the Department from the AAAs. The Department will annually
provide the network with a data subuussion schedule that will list annual and quarterly data
subnussion requirements. The Department will, at tumes, require additional documentation from the
network that must be submitted by established timeframes.

I Within five (5) working days following the due date, the AAA Director and the appropriate
AAA statf member, 1if known by the Department, will be contacted by electronic mail to be
mformed that the information 1s past due. The objective of this contact s to alert the AAA of
the problem and to provide specific mformation on what future actions will be taken by the
Department if the information is not received by close of business on the tenth working day
atter the original submission due date. The submission due date is thirty (30) days after the
reporting period.

Sample Email:

Dear (444 Director}:

Please be advised, the (required information) due to the Department on (date) has not been
received. This information is now overdue and must be submitted by close of business on
(date-tenth working day past due date) to avoid formal sanctions.

Please contact (Department staff member and contact information) with any questions
regarding this matter.
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When the required data is not received by close of business on the tenth working day past the
original submission date, a letter will be sent to the AAA Director by both electronic mail and
in hard copy via the U.S. Postal System. This letter will be copied to the Chairperson of the
AAA’s Board of Directors (non-profit AAAs) or to the Chauperson of the County
Conunissioners (public AAA) This letter will outline the impending sanctions to be applied to
the AAA.

Saniple Letter.

Dear (444 Director):

This letter serves as formal notification that the 444 has not met the required timefiame

Jfor the submission of (data requirved) to the Department. Our records reveal that this

information was due on (date).

Prior to this correspondence, contact was made via electronic meail to vour attention (and
other staff member if appropriate) on (date). The 444’s response to the email notification
was (describe response or lack of response).

The information must be immediately submitted to the Departinent. Failure 1o comply Dy
(date—15 working davs past original due date) will result in the Department taking
appropriate actions as outlined in APD#

Please contact (Department staff member and contact information) with any questions
regarding this matter.

Failure of the AAA to provide the required information by the fifteenth working day following
the origmal submission due date will result i the Departinent formally documenting the lack
of compliance. The following actions will be completed by the Department:

¢ At amunmum, the AAA’s failure to meet the established timeframe will be logged mto
the Department’s mternal tracking system. Tlus will allow the Department to maintain
a record of each AAA’s respousiveness and will influence future budget and
programmatic decisions made by the Departmment.

A determmation of serious non-comphance will be made. Serious non-compliance mieans:

a) Subnussion failure prevents the Department from meeting reporting deadlines or
mpacts on the Departinent’s ability to serve other AAAs or

b) Repeated non-compliance (more than two (2) mnstances within a sixty (60) day period
i which the AAA fails to provide the requred mformation by the fifteenth working
day past the due date).



Sanctions for serious non-comphance nclude:

e The AAA will no longer be eligible to receive Block Grant payments from the
Departinent via electronic transfers. The Department will return the AAA
pavient process to a paper check system. Tlis will allow the Department to hold
the Block Grant payment to the AAA until the necessary information 1s recetved.

o The Block Grant payment will not be 1ssued until all required data 1s recerved and
approved by the Department.

e The AAAs will not be considered for additional funding awarded by the
Departinent as a result of the reallocation of funds n the Block Grant Amendment
Process.

e Onsite monmtormg and/or technical assistance visits will be scheduled to ensure
that the AAA adheres to future requirements.

e The sanctions 1mtiated for non-compliance will remam 1 place until the AAA
provides assurances and demounstrates that it can consistently meet established
timeframes for data submussion for at least a six-month period.

WAIVER REQUESTS

The Department recognizes that there are, 1n rare instances. legitimate reasons for the late submission
of data. All tuneframe extension requests must be received by the Departinent on or before the
established due date. These requests must be made 1 writing and transmitted by electronic mail. All
requests must mclude documentation to support the request and identify the expected date for data
submission.

All requests must be directed to the Director of the Bureau of Program Integrity and copied to both the
Chief of the Division of Data Collection and Appeals and the Chief of the Division of Data Analysis.
Reporting & Research.

The Departinent will acknowledge receipt of the waiver request within one (1) busmness day by
electronic mail. If the AAA does not recetve this acknowledgement. 1t must be assumed that the
request was not recerved and must re-subnut the original request. The Departiment will respond to all
Waiver requests via electronic mail within five (§) working days.

JECHNICAL ASSISTANCE

The Bureau of Program Integrity, m conjunction with the Bureau of Home and Community Based
Services. 15 available to provide technical assistance, upon request, to the AAAs to assist with the
tuuely subnussion of required information.



