<date>
<CDASS member/AR name>
<address>
<city, state zip>
Your Consumer-Directed Attendant Support Services (CDASS) Budget 
Second Warning for Overspending
Dear <member/AR name>,
This letter summarizes the conversation and agreement we had on <date>. If you are the member’s Authorized Representative, please understand that it is your responsibility to manage their CDASS Allocation spending properly.
[bookmark: _Hlk15904256]The Monthly Member Expenditure Statement your Financial Management Services (FMS) provider sent you shows that you spent too much money in <month/year>. 
· [bookmark: _Hlk182476041][bookmark: _Hlk182487748]Your approved CDASS budget is $<monthly allocation> every month until the end of your certification period on <MM/DD/YYY>.
· [bookmark: _Hlk182487761]You spent $<overspent amount>. This is <percent over> % more than your approved budget. 	Comment by Adams, Michelle: @Corral, Jessica final approved language in letter #1 can go here in this letter and the others. 
You must complete a CDASS overspending coaching with Consumer Direct for Colorado (CDCO) because you overspent your budget by 10% or more. During coaching, you will learn how to better manage your budget, calculate overtime costs, and factor in taxes. I will send a referral for your coaching and CDCO will contact you to schedule it.	Comment by Adams, Michelle: So will people always get these four letters in order, or do some people jump straight to this letter without ever getting the first letter? Example: if the first instance of overspend is only 3%, they get the first letter, but if the first instance of overspend is 10% or more, they get this second letter right away and they never get the first? 	Comment by Corral, Jessica: Yes, they will get them sequentially.
During our conversation, you also agreed to spend less each month so your money will last until the end of your certification period. 
· You agreed to spend no more than $<reduced monthly allocation> from <month> <year> to <month> <year>. 	Comment by Adams, Michelle: Are certification periods always by calendar year? 	Comment by Corral, Jessica: No, they are whenever the member is approved for CDASS. They more often span calendar years.
Next Steps
☐ Budget coaching. Complete your overspending coaching with CDCO. If CDCO does not contact you by <date>, please let me know. 	Comment by Adams, Michelle: I’m wondering if it would be helpful to give the reader a concrete deadline for hearing from CDCO so they can contact the CCB if they don’t hear anything from CDCO. If this is never an issue, just disregard my edit here. 
☐ Commit to your reduced budget. Do not spend more than $<reduced monthly allocation> from <month> <year> to <month> <year>. If you have an unexpected health change or change to the care you need, contact me immediately so we can review your situation.
Important Information
If you do not complete your required coaching, or if you continue to spend too much each month, you must get an Authorized Representative (AR) to help you stay in your budget. An AR is someone you choose to help you get and use your services. If you have a legal guardian, your legal guardian will choose the AR. The Colorado law for ARs in CDASS is in Colorado Revised Statutes Section 25.5-6-1202.	Comment by Adams, Michelle: Will these readers know what an AR is? Should we add a definition?	Comment by Corral, Jessica: Added
If you already have an AR, you will need to get a new one if you continue to spend too much each month.
Please understand you may be terminated from the CDASS program if you continue to spend too much. The rules about this are in the Colorado Code of Regulations at 10 CCR 2505-10 8.7514.O.
CDASS members and ARs have many responsibilities. If you believe CDASS may not be right for you, I am happy to explain your other options. Please email or call me between <CM office hours> if you have questions. Leave a message if you do not reach me and I will return your call as soon as I can. 
Sincerely,
<case manager name>
<case management agency name>
<case manager phone number>
<case manager email address>
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