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File labeling procedure using PDFs scanned and emailed to CDS

In preparation for using e-mail instead of faxing and the US Postal Service the following 
are the formats we want information sent in.  Each vendor agency has been given initials 
and each document type has been giving an abbreviated code to use.  For example if we 
are sending an ISP to you the document name would look like this CDS_ISP_0704.  
Subject lines in the e-mail should read what is included in the attachment for example 
Progress Notes July 04.  A cover sheet (Excel format) should be included with each e-
mail that states what is enclosed with each packet of information.  Attendance should be 
e-mailed to Sandi@cdsregion8.org all other forms to: tinah@cdsregion8.org.

Vendor Vendor ID
Community 
Strategies

CSNH

Crotched Mountain CMRS
Easter Seals ES
Easter Seals 
Concord

ESCO

Easter Seals 
Merrimack

ESME

Farmstead of NE FARM
Granite Bay 
Connections

GBC

Great Bay Services GBS
Institute of 
Professional 
Practice

IPP

Life Share LIFE
Living Innovations LISS
North Country 
Independent Living

NCIL

Options OICL
Residential 
Resources

RRI

Twin Rivers 
Associates

TRA

Work 
Opportunities
Unlimited

WOU



Information sent from Sub-Contractor Agencies:

Content Content
Abbreviation

Date 
Format

Attendance ATT MMDDYY
Corrective 
Action 
Plan

CAP MMDDYY

Fire Safety 
Packet

FS MMDDYY

Goals GLS MMDDYY
Incident 
Report

IR MMDDYY

Medication 
Error

ME MMDDYY

Physical PHY MMDDYY
Progress 
Notes

PN MMDDYY

Information sent from CDS:

Content Content
Abbreviation

Date 
Format

Incident 
Report 
Tracking

IRT MMDDYY

Individual 
Service 
Plan

ISP MMDDYY

Quarterly 
Satisfaction 
Survey

QSAT MMDDYY

Request for 
Proposal

RFP MMDDYY

If you send more than one set of progress notes in one day you need to number them for 
example CDS_PN_111604 (2).

Do not use the individual’s name as the subject line, the subject line and file name should 
be the same.

Questions regarding the scanning process should be directed to Dave Anderson at 
(603) 436-6111 extension 339, questions regarding the e-mail process should be 
directed to Tina Holmes at (603) 436-6111 extension 313.


