AVAILABILITY OF DOCUMENTS
The undersigned hereby gives assurance that the following documents are maintained in the administrative office of the provider and are accessible for review by the AAA.
a. Current Board Roster
b. Articles of Incorporation and Corporate By-Laws or Local Government Letter
c. Advisory Council Membership and Meeting Minutes
d. Insurance and Bonding Verification
e. Staffing Plan (i.e. Position Descriptions, Pay Plan, Organizational Chart with staff names)
f. Personnel Policies Manual
g. Financial and Purchasing Procedures Manual
h. Operational Procedures Manual
i. Affirmative Action Plan
j. Targeting Plan and documentation of activities
k. Americans With Disabilities Act Assurances and Policies
l. Staff Development and Training Plan (i.e. schedule, agendas, handouts, sign in sheets)
m. Unusual Incident File
n. Service subcontracts and subcontractor monitoring reports (if applicable)
o. Civil Rights Compliance documentation
p. Confirmation of successful completion of the Level II background checks of required staff
q. E-Verify Resolution
r. Volunteer documentation (i.e. hours, assignments, training)
s. Quality Assurance documentation (client satisfaction surveys and compiled results)
t. Safety/Licensure compliance (annual fire inspection reports of administrative offices and agency buildings with SGR funded services and licensure documentation if applicable.)
u. Interagency agreements
v. Conflict of Interest Policy
w. Current equipment inventory
x. Documentation of match commitments
y. Detailed documentation supporting contract expenditures and units of service
z. Client files
aa. Subcontractor Affidavit of Compliance

CERTIFICATION BY AUTHORIZED AGENCY OFFICIAL:
I hereby certify that the documents identified above currently exist and are available for review upon request.

________________________    __________    ________________________________
Signature	Date	Name and Title of Authorized Individual
