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Transition to FA Rep Payee 

FAQ’s
Rep Payee Transition

Q: What notification will be going out regarding the transition and to whom?

A:  DCHS and the Residential Agency will send out a letter to all the Guardians notifying them of the change and the reasons for the change.  FA will send out a follow-up letter to the Guardians.  DCHS will notify brokers of rep payee transfer, including timelines and individuals involved.

Q: How will everyone know when and how much money should be disbursed?

A: The Residential Agencies will fill out the FA New Client Intake Form to collect all pertinent data on earned & unearned income, expenses, accounts, etc.  The Residential Agencies will also fill in a Budget Plan for each individual.  FA will use both forms to create a budget for each person with the funds FA will manage.  FA and the Residential Agency will be in contact on each budget and intake form to ensure which bills need to be paid and when they need to be paid.  
What if a person does not want FA as their payee?

A: The client/guardian does not need to have FA as their payee - they can choose someone else as their payee, but can no longer have the Residential Agency as the payee.  

Money Management
Q: Will the Clients need to change their banks?

A:  No – FA can work with any bank.  However, if the bank accounts have the Residential Agency as the Representative Payee on the account, then the account will need to be re-titled. It is fine to just remove the Rep Payee portion on the bank account title; however, if there are concerns regarding a client misusing their own funds, it is suggested that titling be changed to “Residential Agency FBO client”. The Residential Agency can still be on the account, but not as payee. (*FBO=For Benefit Of).
Q: Will the Clients need to purchase new checks with the new titles?

A.:  No- they should just continue to use their old checks until they run out.

Q:  Will the addresses of the bills need to be changed?

A:  Yes, the Residential Agencies will need to notify the vendors to mail the bills to FA.  If  the utility accounts are set up under the Agency’s name instead of individual, the account should be switched into the name of the individual instead of the agency.  If this results in a new account number, the Agency should notify FA.
Q:  How often will FA be sending out checks?

A:  FA currently does a weekly check run.

Q: Prior to transition date, can the amount of money in the client’s residential personal checking account be kept or does it need to be given to FA?  
A: Initially, all but $100 should be transferred out of the client’s personal account and sent in the form of a check to Fiscal Assistance. 

Q: How do we know who (FA or the Residential Agency) is going to pay which bills?

A:  It is the responsibility of Representative Payee to manage all of the client’s money.  The majority of the client’s funds will be kept in the client’s FA account to pay rent, utilities, phone, co-pays, cable, and other bills.  The clients will retain the personal checking accounts they currently have and continue to maintain them the way they have always done.  FA will make a deposit by the 5th of each month into each client checking account to cover the cost of Food, Personal Spending Allowance and other discretionary funds as outlined on the FA Client Intake Form.  
Q: Will FA be the Rep Payee for other funds such as VA benefits?

A:  FA will be managing all of the clients’ money, which would include VA and other types of benefits.

Q:  Will the Residential Agency still provide assistance to individuals for personal spending?

A:  Yes, the Residential Agency will manage the personal bank account and petty cash for the client.
Q. How will the Residential Agency account for personal spending in the Client’s account?

A. The Residential Agency should use the Personal Spending Log to keep a running account of the expenses and balance in the Client’s account.  This Log, corresponding receipts and the current personal bank statement should be forwarded to FA by the 20th of the subsequent month.

Q: How do we make sure clients on MA don’t go over $2000 in their accounts?
A:  Residential Agency should keep no more than $500 in each client personal account each month.  It is the Residential Agency’s responsibility to track the client’s personal account balance and transfer all funds in excess of $500 to FA at the end of each month.  FA will track total funds and notify Brokers/Residential Agency when spend downs are necessary.  Any unspent money will stay in the FA account and may be paid out for specific items at the request of the Broker and/or guardian.  Any funds with FA in excess of $500 will earn monthly interest for the client. 
Q: How will FA account for tax returns and Homestead credits with the $2000 limits?

A:  Homestead credit and tax returns are not counted in the $2000 limit for Medicaid or SSI.
Q:  In the case of guardians who are Representative Payees for housemates who share in payment of bills, what will FA’s role be in contacting guardians to pay the portion of the shared bills?  

A:  FA will initiate contact with the guardian who is Representative Payee.  FA will e-mail or send a copy of the bill with amount owed by client.  FA will ask guardian to send the payment directly to the billing company.  
Q:  Will FA review usage on phone and utility bills?  

A:  Yes.  FA will contact the residential agency of any unusual activity.  All pertinent information regarding usage and issues with any of these bills should be indicated in the Notes section of the FA Client Intake Form.  
Q:  Will the Agencies still get copies of the Pharmacy bills?

A:  When the Pharmacy bill mailing addresses are switched, a second copy for the agency should be requested.
Q:  Should the Residential Agency send client’s paycheck stubs to FA rather than Social Security?

A:  Yes.  The Residential Agency or Vocational agency should send paycheck stubs to FA and FA will send the paycheck stubs to Social Security.  All client paychecks should be switched to be direct deposited into their FA account or, in the case of those employers who do not have direct deposit, client paychecks should be mailed directly to FA.  

Q:  Should the Residential Agency notify FA of client moves?

A:  Yes.  The Residential Agency should notify FA of any pending client moves at least before 2 weeks of the move.  A copy of the new lease and landlord information should also be sent to FA at this time.  FA will then change landlord and rent payment information for the client and also notify Social Security of the address change.
Q:  How should the Residential Agency inform FA of  proposed adjustments to the client’s personal needs budget?  

A:  The Residential Agency should fill out the FA Client Data Change Form.  This form can be emailed or faxed to FA for any client changes – including budget, job, landlord, roommate, etc.  FA will review the change and determine whether or not the change will fit into the client’s monthly budget.  FA will notify Agency contact of approval or non-approval of requested change.
Q: For the Personal Spending Log, can we just use the form we use now instead of the one from FA?

A:  No – the agencies should use the form from FA in place of the form(s) they are curently using to track expenses.

Q: Does FA really need all the receipts for the personal spending log?

A: Yes.  FA is ultimately responsible for how the funds are spent.  We want to make sure that the funds are really spent on what is recorded.  
Q:  What if we want to keep the receipts in case the Client needs to return something?

A: You should make a copy of any receipts that you want to keep and send the copy to FA.
Q: Do we need to send in receipts for any funds sent to the “House Account”?

A: Yes.  

Q:  What if clients currently pay their bills by automatic withdrawals?   

A:  For any monthly bills that FA manages, automatic payments from the client’s personal accounts should be canceled by the Residential Agency.  FA will now pay client bills from their FA account.   
Q:  What if it is determined that, for the benefit of a client, they should retain the autonomy of managing their own finances?

A:  This will be decided on a case-by-case basis.  FA will work with the Residential Agency and Broker to discuss the client’s needs and work out a satisfactory arrangement to allow the client autonomy in this area.

Reports, Reviews & Contacts
Q:  Who will receive a copy of FA’s Monthly financial report for the client?
A:  The Broker and Guardian will automatically receive a monthly report for their client.  The reports for the Brokers will be posted monthly on the FA Website.  If there are additional parties to whom a report should be sent, their name(s) and address(es) should be listed on the FA New Client Intake Form.  The Residential Agency may request an up-to-date report for any client by sending an email request to FA.
Q:  Can the Residential Agency access account information?

A:  The Residential Agency can also contact FA for up-to-date information.  

Q: Where can I get extra copies of the FA docs like the FAQ’s, Budget summaries, Personal Spending logs, etc?

A: You may access them on our website:  www.fiscalassistance.org.  They are located under the Rep Payee resource section.

Q:  Can FA access the clients’ personal bank accounts?

A:  FA cannot access or “see” the clients’ personal bank accounts.  However, FA will review the Personal Spending Logs and bank statements for the accounts.  
Q:  For MA reviews, how does the Residential Agency get the information they need from FA for the review?

A:  The Residential Agency will be assigned a primary contact at FA with whom they can work to complete MA reviews.  In the meantime, you may contact Kelly Kenyon at kellyk@fiscalasisstance.org or call her at 846-7058, ext. 13.

Q:  What about the clients who have a Medicare Part D Prescription Drug Plan?  Will FA send the Residential Agency information about changes?

A:  Yes.  FA will send any Part D changes to the Residential Agencies.
Q:  Will FA have contact with the clients’ landlords?

A:  Only if it is determined by the residential agency that it is necessary. The Residential Agency will write a letter to the landlords to let them know that the client checks may look a bit different because FA is now the Representative Payee.  The Residential Agency will tell landlords that the Residential Agency will continue to be their first contact for lease renewals and lease issues.  FA can be contacted directly for any payment issues.
Q:  Will the change in Rep Payee process be of benefit when working with the STEP Unit?

A:  It should be a future benefit to all by decreasing the number of people who contact the STEP Unit.  However, this is a future change that will not immediately be implemented.
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