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RESIDENTIAL AGENCY REP PAYEE 
TRANSITION TO FA
TIMELINE: 75 Days Out  

· Residential Agency receives letter from DCHS instructing Residential Agency to comply with Conflict of Interest Policy and transition rep payee duties to FA.

TIMELINE:  65 Days Out
· Residential Agency meets with DCHS and Fiscal Assistance.  

· Verifying the individuals involved in the transition.  

· Residential Agency will receive information about the timeline, process, roles and responsibilities, and FAQ.   

· FA will give Residential Agency intake forms for individuals they support.

· Residential Agency identifies the primary contact/coordinator staff for the transition.

TIMELINE:  60 Days Out  

· Residential Agency writes letter to guardians and consumers who don’t have a guardian informing them of the change in rep payee activities. 

· The letter contains a copy of DCHS’s letter and FA brochure and sample FA monthly report form.   Cc: letter to DCHS and FA. 

·  DCHS will forward a copy of the Residential Agency letter to broker directors.

TIMELINE:  55 Days Out
· FA sends introduction letter and letter to sign agreeing to the rep payee transition to guardians with a one week deadline for guardians to return form. 
· FA sends letter to Residential Agency to sign stating they agree to relinquish rep payee duties.  
TIMELINE:  45 Days Out
· Residential Agency signs rep payee duties letter and returns to FA. 

· DCHS notifies brokers of the rep payee transfer, including timelines and individuals involved.

· Residential Agency completes FA intake form (see attached) and returns to FA.

· Residential Agency completes Budget Summary (see attached) and returns to FA.

· Residential Agency compiles list of County MA/MAPP participants and returns to FA.

· FA submits applications to become Rep Payee to SSA.

TIMELINE:  7-45 Days Out
· Residential Agency contact works with current consumer bank(s) to have Agency/client payee accounts re-titled .

· Residential Agency works with employers to have paychecks sent directly to FA.
· Residential Agency switches client household and pharmacy bill mailing addresses to FA.

· Residential Agency notifies landlords that rents will now be paid by FA.  Residential Agency will still be primary contact for lease, but FA will be primary contact for billing issues.

TIMELINE:  7 Days Out
· Residential Agency sends client Conserved Funds in excess of $100 to FA.

TIMELINE:  0 Days Out  

· FA begins Rep Payee duties for Residential Agency consumers.

· FA and Residential Agency meet AS NEEDED to exchange forms, information, etc. 
· FA and Residential Agency contact work together to resolve any straggling issues.
TIMELINE: AFTER THE 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
· On a monthly basis, all clients funds in excess of $500 in their personal accounts should be sent to FA to manage.  
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