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INSTRUCTIONS LETTER~
~Client Intake Sheet-this is to collect the necessary information needed for the application process. 3 pgs
~SSA-4165- This gives Social Security notification that the client acknowledges/approves that we are applying to become her appointed payee. 2 pgs *****THIS FORM MUST BE MAILED BACK TO US, SOC SEC WANTS THE ORIGINALLY SIGNED COPY. THANKS. 
~Contract-The client agrees to the terms of our services. A copy of the contract is also sent along for the clients records. 1 pg
~Fiduciary Agreement /Release of information--the client agrees to the Fee imposed and set by Social Security and the client gives permission for us to collect information on their behalf to conduct necessary business and/or communicate with mutual interested parties. 1 pg
~Landlord Statement-This is a basic rental agreement for someone who might be renting a room or if there is no formal agreement in place. The landlord fills out and signs. 1 pg
~Tenant Statement-This is agreement statement the tenant fills out and signs along with the landlord statement. 1 pg
~Rental Subsidy Parent Child Relationship-This form is for when the client is renting from her parents.1 pg
~Marital Relationship Questionnaire-This form is to be filled out, signed and returned if the client is married. 2 pgs
~Physicians Letter- In case the client has not had a Social Security appointed Payee before, this form needs to be filled out by the clients doctor Or a letter of intent from the clients Social Worker would be helpful if the physicians letter is unable to be filled out. 2 pgs
~Restaurants Meals Allowance-If the client is homeless this form needs to be filled out so as to get the homeless rate of benefits. 1 pg
~Family, Friend Payee Relinquishment Letter-This form is so we can get any family or current payee to state the reasons behind why they cannot serve as payee. 1 pg
~Direct Deposit Agreement Form-This is to allow us to electronically deposit the food and spending money right into the client’s bank acct. 
Informational forms~

~”What we do” –this letter just gives a brief description of what we do for the client. 

~”What you need to do” –this letter lets the client know what they can do to help the process go a bit smoother.
