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RESIDENTIAL AGENCY REP PAYEE 
TRANSITION CHECKLIST
Transition Start

· Letter received from DCHS to transition rep payee duties to FA
· Meet  with DCHS and Fiscal Assistance  regarding clients
· Primary contact/coordinator staff for the transition identified
· Letter written to guardians and consumers who don’t have a guardian informing them of the change in rep payee activities 

· Letter received from FA stating Agency agrees to relinquish rep payee duties
· Letter signed and returned to FA 

Information Gathering Process
· FA intake form (see attached) completed and returned to FA
· Budget Summary (see attached) completed and returned to FA
· List of County MA/MAPP participants compiled and returned to FA
Payee Transition Process

· Agency/client payee accounts re-titled 
· Employers contacted to have paychecks sent directly to FA
· Client household utility bills-mailing addresses switched to FA

· Client pharmacy bill mailing addresses switched to FA
· Landlords notified that rents will now be paid by FA  
· Client Conserved Funds in excess of $100 sent to FA
· All client bills for months prior to transition date paid AT AGENCY
After Payee Transition Date

· All client bills received AFTER transition date mailed to FA for payment
· Money requests should be emailed to FA rep with Broker cc’d at least one week prior to check processing
· All pay stubs and paychecks mailed to FA
· All budget change proposals emailed to FA rep with Broker cc’d at least two weeks prior to effective date
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