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The purpose of this policy is to establish procedures for the proper handling of client Social Security benefits.

The goal of this policy is to ensure that Department employees comply with all state and federal regulations regarding the management and distribution of client Social Security benefits.

Policy
Only representative payees (“representatives”) shall have access to client social security benefits.

Representatives shall be knowledgeable of beneficiaries’ needs, possess the ability to apply monies to beneficiaries’ interests, and be responsible for maintaining accurate records of all transactions.

Only Area Directors/designees shall be the Department’s representative payees.

Area Directors/designees shall determine the suitability of other client custodians as representatives prior to application as representative payee.

Representatives shall ensure that Social Security benefits are used to meet the basic needs of clients first, such as food and shelter, before being used for other purposes.

Representatives shall report all changes in beneficiary status to the Social Security office immediately.

The Central Office Fiscal Unit shall conduct annual audits of all client Social Security accounts.

Procedures
A.     Application as Representative Payee
         1.
Area Directors/designees shall determine the suitability of all other client custodians prior to applying as representatives.

         2.
Area Directors/designees shall apply as representatives if other client custodians are found to be unsuitable.

         3.
All individuals applying as representative shall complete the required federal forms.

B.     Duties
         1.
Representatives shall establish a bank account under clients’ names upon receipt of the first Social Security check.

         2.
Representatives shall withdraw funds from client accounts as needed to provide for the well-being and personal care of the clients. Basic needs such as food and shelter shall be prioritized.

         3.
Representatives shall report changes in beneficiary status to the Social Security office immediately.

C.     Use of Benefits
         1. 
Benefits shall be used to provide for basic needs such as food and shelter first.

         2. 
Benefits remaining after the provision of basic needs may be used for personal needs by clients, such as:

                 a.
special medical expenses

                 b.
therapeutic services

                 c. 
supplies and equipment for occupational therapy

                 d.
clothing

                 e.
personal articles (Jewelry, soaps, cosmetics, grooming aids, etc.) 

                 f. 
recreational items and equipment

                 g. 
miscellaneous items (movies, candy, stationary, etc.)

D.     Audit Trail
         1.
Clients shall submit a request for the withdrawal of funds from a Social Security account in writing to the representative.

         2.
Representatives shall require clients to sign receipts for money received.

         3.
Representatives shall retain the following in an account folder for Department records:

                 a.
all deposit and withdrawal slips

                 b.
signed receipts for distributions of money

                 c. 
all receipts for purchases made for clients

         4.
Representatives shall reconcile all account statements with the passbook immediately upon receipt.

         5.
Representatives shall file annual reports with the Social Security Administration.

OUTCOME MEASURES/PERFORMANCE INDICATORS
( 
Representative payees maintain all receipts and slips in an account folder.

(
All other client custodians are considered for representative status prior to Area Directors/designees applying as representative.

( 
All account statements are immediately reconciled with the passbook.

( 
Annual reports are filed with the Social Security Administration.

(
The Central Office Fiscal Unit conducts annual audits of all Social Security accounts.

( 
All Social Security Funds are properly managed, readily available for client use, and properly accounted for.

( 
Social Security benefits are first used to meet the basic needs of clients, such as food.
