Draft May 16, 2005

Mailing Letters to Client’s Providers 
· CHW completes encounter form for provider within 48 hours of assessment visit.
· CHW gives baseline, HEC, and encounter form to Margie at one time.

· Margie enters forms into database. 

· Margie assembles notification letter for provider and adds his/her name and address to the provider and client to the database.

· Margie mails notification letter, encounter summary and program materials to provider and adds copy of letter to binder.
* Margie will have on hand collated packets of materials that include:

· CHW flyer

· Action plan
· AAA brochure (will be changed to CHW brief when final)
Action Needed:

· Finalize new encounter form with Jim’s input (check with Marcia).
· Change AAA brochure to the CHW brief.
· Margie will collate materials in advance including letters with signatures and initials of nurse and CHW.
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