
	0:32
	AC
	Hi and welcome.  I’m Arthur Chang.

	0:34
	AL
	And, I’m April Lee. We’re at the Social Security Administration to impart a wealth of information. If you’re watching this program then you’re an organizational representative payee.

	0:40
	AC
	Or you’re about become one.  Thank you in advance for helping Social Security, special veterans and SSI beneficiaries who can’t manage or direct someone else to manage their funds.

	0:56
	AL
	Social Security, special veterans, and SSI are separate and distinct programs for beneficiaries and they all have different requirements.

	1:04
	AC
	We’ll be bringing in some experts to discuss the more technical issues in the representative payment program.  For more in depth information, check the website: WWW.Socialsecurity.gov/payee.  Feel free to use that site often.  

	1:23
	AL
	So, let’s get right to it and talk about why Social Security appoints a representative payee in the first place.  

	1:30
	AC
	Social Security appoints a representative payee when a beneficiary is incapable of managing or directing someone else to manage his or her own funds.  The decision is not an easy one because it takes away a person’s right to decide how to use his or her own money.

	1:40
	AL
	So we expect the representative payee to act in the best interest of the beneficiary.  That’s why Social Security’s preference is to appoint a family member of friend because that person is in the best position to know the beneficiary’s needs.

	2:06
	AC
	Unfortunately that’s not always possible.  So, Social Security looks for organizations like yours.  Linda Hamill who works in the Social Security Office of Public Service and Operations Support, has worked closely with community based support organizations and will tell us why organizations make good payees.

	2:27
	LH
	It has been our experience that organizations like yours, make excellent representative payees because generally speaking they have lot’s of experience working with the community, with the aged, or with people with disabilities.  

	2:43
	
	Organizations also tend to have greater knowledge about accessing other community resources and services.  And they have extensive networks that help them better serve their clients.

	2:52
	AL
	Thank you Linda.  So if Social Security appoints you to serve a s a representative payee for one or more beneficiaries, you will have certain duties to perform.  And now Linda will tell us more about those duties.

	3:05
	LH
	A representative payee is appointed to act on behalf of the beneficiary.  In plain language, this means that many financial decisions that a capable beneficiary would make, become instead the responsibility of the organizational payee.  

	3:22
	
	You also take on the responsibility of reporting to Social Security.  As the payee, you will usually be the one controlling a substantial part if not all of a person’s income.  You will be making decisions about how best use the money and Social Security will make you account for its use.    

	3:38
	
	Let’s go over these responsibilities.  An organizational representative payee’s money management duties include:  

	3:48
	
	Determining the beneficiary’s current needs for day-to-day living and using his or her funds to meet those needs, keeping records of payments received and how they are spent or saved, saving any money left after meeting current needs.  We recommend an interest bearing savings account or United States saving bonds.  

	4:10
	
	And finally, you must return to Social Security any money the person is not entitled to receive or any money that you’ve saved when you are no longer the payee.  

	4:22
	
	Money that you’ve saved for the beneficiary, will be reissued to the new payee or directly to the person.  And any money returned because the person is not entitled to it will be used to reduce any overpayment.  

	4:36
	AC
	Thank you Linda.  For even more in depth information about being an organizational payee take a look at our website: www.socialsecurity.gov/payee.  Now, who said that the job’s not over till the paperwork’s done?  

	4:58
	
	I don’t know either, but, there is always paperwork.  Christine Garcia of the Office of Beneficiary Determination Services is here to discuss the paper side of being a payee.

	5:10
	CG
	When you become an organizational representative payee, you’ll have to complete certain reports and forms.  More detail can be found on our website at www.socialsecurity.gov/payee.  

	5:28
	
	Every year we will ask you to complete a written report of how the payments were used.  You must help disabled beneficiaries complete forms so we can determine if they are still disabled.  

	5:42
	
	You will also have to help all SSI beneficiaries to complete a form so we can determine if they continue to meet SSI eligibility requirements.  

	5:53
	
	In addition to completing the forms and reports, I just mentioned, if your beneficiary is a disabled child who gets SSI, you must help the child get medical treatment when necessary.  

	6:06
	
	In addition you must report any changes or events that affect the beneficiary’s eligibility or the benefit payment amounts.  

	6:15
	
	For example death or marriage.  We will talk more about these changes and events later in this program because reporting is an important part of your job.  You must provide benefit information to social service agencies or medical facilities that serve the beneficiary.    

	6:35
	
	Finally you must notify Social Security of any changes in your organization’s circumstances that may affect your performance or your ability to serve as a payee.  

	6:47
	
	For additional help and information, please don’t hesitate to use our website at www.socialsecurity.gov/payee or call our toll free number 800 772-1213.

	7:05
	AL
	Thank you Christine.  Now we will hear from Barbara Benjamin from the Office of Beneficiary and Determination Services.  Barbara, is there a system that an organization can use to help keep track of everything?

	7:16
	BB
	Many organizations use an off the shelf accounting software program that allows them to record the payments they receive for each client.  With this program they can also create a record for all disbursements that may be made for things such as rent, utilities food, and clothing.  

	7:33
	
	It can also be used to keep track of things such as small amounts of cash that you give a beneficiary for discretionary spending.  

	7:41
	
	Although Social Security does not require you to keep automated records, an automated record comes in very handy at the end of the year when we ask you to complete annual accounting forms.  

	7:51
	AL
	Barbara, what are some of the best practices that organizations can follow for maintaining the integrity and accuracy of the records they keep as representative payees?

	8:01
	BB
	The first thing that we strongly recommend that any payee do is to set up direct deposit of the beneficiary’s payments.  Direct deposit eliminates the risk of theft that exists with paper checks and ensures monthly payments are immediately available to meet the beneficiary’s needs.  

	8:17
	
	Later on we will talk about how you will have to title the beneficiary’s bank account.  If your organization does not use direct deposit, you should record the receipt of paper checks in your organization’s records as soon as possible and have a plan for safeguarding the checks until they can be deposited in a financial institution.  

	8:35
	
	Whether your organization has a manual or automated record keeping system, you must set up a record keeping system that allows you to clearly identify and keep track of monthly payments received, disbursements, and conserved funds for each beneficiary.  Your records should show the reason for all disbursements and the dated on which financial transactions occur.  

	8:57
	
	You should document your record keeping system with dated receipts and cancelled checks that accurately describe the item purchased and the reason for any payments from the beneficiary’s funds.  We will talk more about collective accounts later but, if your organization uses a collective account to manage beneficiary funds, you should not allow a beneficiary to incur a negative bank balance.  

	9:18
	
	This practice often indicates that your organization may be using another beneficiary’s funds to meet a shortfall.  When you are setting up a record keeping system, to keep track of the payments you receive, and how they are spent and conserved, you also need to put in place internal controls so you can exercise oversight of how your organization manages funds and to guard against employee theft.  

	9:40
	
	Examples of internal controls that you should put in place include but are not limited to: a requirement for a second employee to verify bills before checks are dispersed; monthly reconciliations of bank accounts to identify outstanding checks and to ensure that all deposits have cleared; a prohibition against staff who handle bookkeeping or accounting to withdraw funds from a beneficiaries’ accounts;

	10:08
	
	A limitation on the number of people with authority to withdraw funds from the beneficiary’s account; a requirement for a counter signature for all disbursements; additional safeguards for large disbursements of beneficiary funds such as approval by an additional employee or manager when a disbursement exceeds a certain limit; 

	10:29
	
	Regular auditing of your organizations financial records by someone other than the employee responsible for maintaining the accounts and ledgers on a daily basis;  an annual audit by an outside contractor or entity.  

	10:45
	
	Also, many organizations find it helpful to develop an internal guide documenting how the organization manages funds and documenting duties of employees who handle beneficiary funds.  

	10:56
	
	We realize that factors such as staff size will play into your decision about the safeguards you implement. 

	11:01
	AL
	Barbara, you previously told us about the duties of an organizational payee,  are there any other things that Social Security expects?

	11:08
	BB
	Besides basic money management, Social Security encourages organizational payees to help improve the lives of beneficiaries in other ways.  

	11:17
	
	We encourage you to help the beneficiary get  medical treatment when needed; you should meet regularly with beneficiaries face-to- face in order to create a budget; discuss it with the beneficiary and involve him or her as much as possible, in final decisions.  

	11:31
	
	This includes explaining social security and SSI and explaining the beneficiary’s expenses to him or her; Council the beneficiary in using spending money responsibly.

	11:42
	
	You should help the beneficiary find other benefits and services they may need such as food stamps of housing subsidies.  You should help the beneficiary fill out applications for other needed benefits or services or cooperate with case workers.  

	11:57
	
	You should negotiate with landlords or other service providers to get the best possible deal for the beneficiary.  And finally, Social Security encourages  you to help the beneficiary file income tax returns and to be aware that the beneficiary may owe taxes on social security payments or may be due a refund.

	12:16
	AL
	Thanks for the reminder for other steps an organizational payee can take to help a beneficiary.

	12:21
	AC
	Now, to help us understand what you cannot do as a payee is Kevin McCahill of the Office of Beneficiary and Determination Services.  Kevin why can’t a payee do everything for its client?

	12:37
	KM
	An organizational payee is responsible for managing funds with its clients best interest at heart, but there are still some things it can’t do.  For example, you cannot make medical decisions or sign legal documents, unless they’re social security documents on behalf of the beneficiary.  

	12:53
	
	You do not have the legal authority to control the client’s earned income pensions or any income unless it’s Social Security or SSI.  You can’t use the beneficiary’s Social Security funds for your organization’s expenses or your own personal expenses.  You can’t put the beneficiary’s funds into your account or another person’s account..    

	13:14
	
	If an organization is a payee for a number of individuals, they may put the funds in one collective account as long as the organization maintains individual records for each beneficiary’s share of the account and is able to attribute any accumulated interest to each beneficiary.  This is a good example of where having an automated system can be useful.

	13:33
	
	But you need to contact SSA for approval if you plan to set up a collective account.  There are a couple more things you need to know.  

	13:40
	
	If you are a payee, you can’t keep the beneficiary’s conserved funds to use if you are no longer the payee and you can’t use the beneficiary’s dedicated account for regular, every day living expenses.  In addition, you must turn over conserved funds to a beneficiary’s estate if he or she dies.

	13:57
	AC
	Kevin, could you tell us about dedicated accounts?

	14:01
	KM
	Dedicated accounts are a special provision for children who receive SSI payments.  You will be notified in advance if this applies to a child for whom you are payee.  Under this provision, certain past due benefits must be kept in a special separate account.  Not to be mixed with either checking or savings accounts that are used for the child’s current needs.

	14:21
	
	There are very specific rules for using this money so if your organization has any questions they should contact their local Social Security Office for more details.  

	14:30
	AC
	Kevin, is there any thing else that you would like to remind organizational payees before we close?

	14:37
	KM
	There are a few important things I’d like to touch on.  First one is the beneficiary’s funds should be used for his or her current needs and this takes priority over their past debts.  Second, when you set up a bank account for your beneficiary’s funds, you must be careful to correctly title the account.  

	14:54
	
	The guide for organizational representative payees has specific instructions your organization must follow.  Last, but certainly not least, organizations should not charge beneficiaries for payee services until and unless they have been authorized by Social Security in writing to do so.  We’ll be talking about payment for services in a little bit.  

	15:13
	AC
	Thank you Kevin.  Now that we’ve heard what you cannot do as an organizational payee, let’s go back to Linda and Christine to see what you must do as a payee: report changes.  As we mentioned before a payee must report any changes to a beneficiary’s circumstances because, it may affect his or her eligibility for social security or SSI.

	15:38
	LH
	It is important to understand the type of benefit each beneficiary receives.  Social Security administers two different programs.  The first, Social Security, is a program that started after the great depression.  Social Security is intended to help replace a portion of earnings lost due to retirement, disability, or death of a worker.  .  

	16:02
	
	A workers dependent or surviving family members may also be able to qualify for this program.  And the second program, Supplemental Security Income or SSI as most people know it, which began in 1974, is a means tested program for people who have limited income and resources

	16:23
	
	Also, to be eligible for SSI a person must be blind, disabled, or at least 65 years old.  The two programs have different entitlement requirements and therefore, different reporting responsibilities.  

	16:37
	
	For Social Security benefits, the worked based program, you must report if the beneficiary moves or dies.  You will need to report if a beneficiary, under full retirement age, starts or stops work. Even if the earnings are small.   

	16:54
	
	The full retirement age is 67 for anyone born after January1, 1960.  We also need to know if a social security beneficiary gets a pension based on work that was not covered by Social Security. Like a pension from a State or local employer.  

	17:10
	
	Also, report if a beneficiary receives railroad retirement benefits.  Report if a beneficiary is confined to a jail, prison, penal institution, or correctional facility by court order for conviction of a crime.  Report parole violators or beneficiaries with outstanding arrest warrants to us as well.

	17:32
	
	Let us know if the beneficiary leaves the United States for 30 days or longer or if a non-citizen becomes a citizen or has another change in immigration status.  

	17:43
	
	Marriage does not affect every Social Security benefit but, be on the safe side and report it.  Also, if the beneficiary marriage ends, either by divorce or annulment, it must be reported.  

	17:57
	
	For Social Security benefits based on disability, you must also report if the beneficiary’s condition improves, if a person applies for or receives workers compensation, black lung, or public disability benefits and, if the beneficiary is offered services under the ticket to work program.

	18:19
	
	Keep in mind, the events I just mentioned, may affect the benefit.  So, please be prompt in reporting to us since you may have to return some funds

	18:29
	
	When you file to be a representative payee you’ll be provided with a complete list of events that need to be reported

	18:36
	
	Now, for people who receive SSI payments, some of the things you need to report are: death, any change in marital status, work and earnings, confinement to a public or penal institution, hospital, or nursing home, any change to immigration status, or absence from the US for 30 consecutive days.

	19:02
	
	Remember, SSI is based on need so it’s important to report any change in an SSI recipient’s income, resources, or living arrangements.

	19:13
	
	Examples of income are unemployment, Social Security, VA, or any pension or annuity, along with income from work or unemployment.  

	19:26
	
	You must also report help with living expenses from friends or relatives even if that help is not cash.  Again, not only when a person starts to receive the payment, but any change in the amount.

	19:39
	
	Unlike Social Security, for SSI recipients, you must also monitor resources such as bank accounts, the value of stocks or bonds, and report when the value exceeds $2000 for an individual or $3000 for a couple.

	19:57
	
	You must report if the beneficiary’s living arrangements change.  For example any change of address, if the beneficiary moves to or from a hospital, nursing home, or other institution, or when a beneficiary separates from his or her spouse or they begin to live together again after a separation.

	20:19
	
	You must report if someone moves into or out of the beneficiary’s household.  When changes like these happen, it can very well affect the benefit amount and an overpayment of underpayment could result.

	20:33
	
	You can see it’s very important that as an organizational representative payee you report these changes to Social Security and when changes do occur, please report them promptly.  So, then any incorrect payment will be held to a minimum.  

	20:49
	
	This is especially true when SSI payments are involved because resource and income limits are strict and not reporting changes could result in an overpayment and the loss of medical assistance.

	21:00
	
	Reporting changes promptly can prevent problems in the long run.  It’s also important to contact Social Security if the custody of a child beneficiary changes, if a child is adopted, or if the parents of a child divorce.

	21:15
	
	Finally, it goes without saying, you must contact Social Security when you can no longer be a payee or when a beneficiary no longer needs a payee.

	21:26
	
	Now, let’s check in with Ray Hairston of Social Security to discuss payment for services.

	21:32
	RH
	As many of you know, certain organizational representative payees may collect a fee from a beneficiary’s monthly payment for providing payee services to that beneficiary.  Social Security calls these organizations, fee for service payees.

	21:46
	
	Beginning in January of 2006, fee for service payees can collect up to 10% of the monthly payment of $33, which ever is less.

	21:56
	
	If the beneficiary receives a disability benefit and Social Security determines there is evidence of a drug of alcohol condition the amount may be increased to $64 or 10% of the monthly payment, whichever is less.  

	22:08 
	
	The dollar amount organizations are allowed to collect, changes almost every year because of the cost of living adjustments.  Social Security provides this information to the organizations on an annual basis.

	22:20
	AC
	Ray, can you explain how an organization starts collecting fees?

	22:26
	RH
	In order to collect a fee, an organization must meet certain criteria.  They must be a community based non-profit social service agency and be bonded and licensed, if license is available in the State where they serve as a payee. 

	22:40
	
	Or, the organization must be a State or local government agency with responsibilities for income maintenance, social service, health care, or fiduciary responsibilities.  

	22:51
	
	And finally, the organization must be regularly serving as a representative payee for at least 5 beneficiaries and shouldn’t be a creditor of the beneficiary.  However, some exceptions to the creditor rule may apply.

	23:03
	
	 An organization should contact Social Security to find out if they qualify.  Before an organization can collect a fee for providing payee services, it must request approval from SSA and must have SSA’s approval in writing.

	23:18
	
	If you are interested in this provision, contact your local Social Security office to discuss it.  

	23:24
	
	You’ll be asked to provide your organizations employer identification number or EIN, your organization’s statement of purpose, the area your organization serves including the neighborhoods, cities and counties, the names, social security numbers and resident addresses of the clients you serve. 

	23:43
	
	And finally, your request should include a statement indicating whether or not your organization currently charges any of the beneficiaries for its services.

	23:50
	
	If your organization isn’t a State of local government agency, you’ll also need to include the following documents:  proof of your tax exempt status under section 501-C of the Internal Revenue code and a copy of your organizations current bonding agreement with an insurance company and finally, you must submit a copy of your current State license, certificate or notice that allows you to provide service in the State in which you operate.

	24:18
	
	It’s really quite simple.

	24:21
	AC
	Thank you Ray.  If you’d like more information, contact the local Social security office or visit the website at www.socialsecurity.gov/payee.  Now, let’s join April and see how Social Security monitors organization representative payees for compliance.

	24:42
	AL
	By law, Social Security is responsible for monitoring a payee’s performance.  That’s why almost every organizational representative payee is responsible for completing and submitting annual reports to Social Security.

	24:56
	
	These reports show how you use the beneficiary’s payments.  For many years, Social Security has conducted on-site reviews of certain State institutions.

	25:06
	
	This program covers certain participating State institutions that actually house the beneficiary on site.  Under this program, Social Security representatives meet with the institution staff, explains the responsibilities, reviews what Social Security expects from them, and reviews a sample of beneficiary accounts.

	25:25
	
	The Social Security representatives also try to meet with the beneficiaries for a first hand look at the beneficiaries’ general health, well being, and living conditions. 

	25:36
	AC
	Hey April, doesn’t Social Security have a second monitoring program to provide oversight for fee for service and other types of representative payees?

	25:45
	AL
	Your right Arthur.  For more on the monitoring program, we will again speak to Christine Garcia.

	25:52
	CG
	The monitoring program ensures that Social Security visits certain organizational payees regularly. The purpose of these visits is to ensure that the payee is carrying out its duties according to Social Security’s rules.

	26:09
	
	During these visits, we also review your responsibilities and determine what your organization needs from Social Security in order to perform those duties.

	26:19
	
	These visits are crucial in another sense because they maintain the lines of communication between you organization and Social Security and it gives us the opportunity to review our expectations of you

	26:34
	
	We also review your records documenting the funds you receive and how you spent and saved the beneficiary’s funds

	26:43
	
	We will also interview some of the beneficiaries about your performance as a payee.

	26:48
	AL
	I understand that Social Security recertifies fee for service payees each year

	26:53
	CG
	Yes, the annual certification is designed to make sure that fee for service organizations still meet the requirements to be allowed to collect a fee for providing payee services.

	27:07
	
	Each year, organizations have to present proof of licensing and bonding and that they are still serving at least 5 beneficiaries.

	27:17
	AL
	Well, this certainly has been an informative show.

	27:22
	AC
	I can’t believe it’s almost over but it really is that time.  

	27:24
	AL
	We certainly hope that you got something out of this course about the duties and responsibilities of being a representative payee.

	27:30
	AC
	And that you’re better prepared to carry out your duties as an organizational representative payee.  But, just in case you missed something, you can visit your local Social Security office or call our 800 number which is 800-772-1213 or visit the website which is  www.socialsecurity.gov/payee

	27:56
	
	I’m Arthur Chang reminding you that Social Security works best when we all work together.

	28:02
	AL
	And, I’m April Lee.  Thanks for watching.


