
4.	 Enter a date for the archive. OmbudsManager archives data that has 
not been updated since that date. (At the time of publication for this ATAB 
the archive date would be 6/30/05) 

5.	 Click OK when you are satisfied with the options for the archive. Go to 
the location where the archive file is saved and delete file. 
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ATTACHMENT #1 

DOCUMENTATION GUIDELINES FOR AGENET OMBUDSMANAGER 

Activity 

Media Attentionl 
Legislative 
Inquires 

High Profile 
Facilities 

Facility Closures 

Case 
Documentation 

Routine Staff 
Activity 

Routine 
Volunteer/PEER 
ActiVity 

Documentation Guideline 

No later than 24 hours 
document action in 
OmbudsManager and follow-up 
with action summary to state 
office. 

Within 5 business days after 
date of quality assurance and/or 
follow-up action conducted by 
staff or volunteer. No need to 
send action summary. 

No later than 24 hours 
document action in 
OmbudsManager with action 
summary sent to state office. 

Within 10 business days for 
the initial case entry from date 
case opened. 

Within 10 business days after 
date completed. 

Within 10 business days after 
receipt of monthly report. 

Additional Information 

Includes: licensing agency 
enforcement actions, DPW 
Alerts, Sanction Notices, 
Immediate Jeopardies, Civil 
Monetary Penalties and 
bankruptcy actions. 

Supervisory review should 
occur during case 
investigation and 
documented as a journal 
entry by the supervisor prior 
to case closu re 

Exception: Resident 
complaints surfaced by Tier I 
volunteers/PEERs should be 
referred to a staff 
ombudsman in sufficient time 
to allow action on complaint 
to occur within the 5 days 
as required in APD # 98-10­
01. 
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