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Department of Health and Human Services 
Social Services Policies and Procedures 

REPRESENTATIVE PAYEE PROGRAM 
 

Policy: 
It is the policy of the Social Services Department to offer a Representative Payee Program 
designed to work with eligible clients, including children under the age of 18, legally 
incompetent adults and anyone determined to be unable to manage or direct the 
management of his or her finances, including but not limited to SSA/SSI benefits, 
including death benefits, employment and other forms of income and benefits received. 

 
Procedure: 

Social Services accept requests for Payee Services for eligible clients from the Social 
Security Administration, an individual, a parent or caregiver, a Tribe for the purposes of 
child support, trust fund or per capita funds or from the court.  
 
Services can be voluntary or involuntary.  
 
Upon approval for services: 

1. Program requirements, expectations and financial needs are discussed with the 
client. 

2. When client receives any benefits from the Social Security Administration, an 
application for Representative Payee will be completed with the SSA by Social 
Services.  

3. Release of Information is obtained from client for all financial institutions and 
creditors.  

4. A motion is filed with Tribal Court on all representative payee services to 
request a court order authorizing services for the purpose of working with the 
SSA, financial institutions and creditors. A signed, certified Representative 
Payee court order must be obtained within 3 business days following the payee 
hearing in order to open a payee bank account and begin services. The court 
order must be submitted to the SSA, and all other financial institutions on behalf 
of the client before funds can be redirected to the new payee account.  

 
Duties of the Representative Payee: 

1. Determine client’s needs and use all SSA benefits and other sources of income 
and benefits in the client’s best interest. 

2. Benefits and finances from the account will be used for the client’s current basic 
needs for food, housing, clothing, medical care and personal comfort items 
first.  

3. A budgeting plan will be drafted with the assistance of the client.  
4. After paying for the client’s basic needs, the representative payee must save 

any money left if the funding source allows it or approve fund requests for 
extracurricular activities, events and items considered outside of their basic 
needs.  
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All payee accounts must include: 

1. An updated and detailed check register, 
2. Copies of all checks sent out, 
3. Current receipts of all purchases made, 
4. A minimum of quarterly reconciliation by HIC accounting department, 
5. Annual SSA Reports if applicable, 
6. Financial reports provided to other funding sources as required or requested, 
7. Court orders, and 
8. Review hearing, as necessary. 

 
The client is responsible to submit all current household bills and other financial 
obligations to the payee when the payee account opens.  

 
Household expenses will be made directly to the service provider for the client’s portion 
of the bill based on the number of household members.  
 
The client must discuss any new financial requests with the payee before making a 
commitment to new expenses added to their budget to ensure the funds are available. For 
example - If a client would like to start TV cable services, the client shall discuss the 
expense with the payee before ordering the services to ensure the new financial obligation 
fits within the budget.  
 
If the client receives a check from the account they must turn in current receipts for 
purchases made, and any leftover cash to deposit back into the account.  

 
Personal spending requests will be granted at the discretion of the payee and once all 
required monthly bills are paid.  

 
The responsibility of paying monthly household expenses may shift back to the client in 
an effort to transition the client out of payee services to manage their own finances.  If this 
should occur, the client will receive monthly budget checks based on when the funds are 
received and processed into the account. The clients is required to submit paid statements 
to the payee as documentation the budget checks are being used appropriately for the 
household expenses during the transition period. The transition period will be reviewed in 
90 days for progress. The transition period can be extended as necessary, or revoked if 
household bills paid statements are not being received or maintained resulting in arrears, 
shut offs, etc.  

The representative payee is responsible for reporting any changes in circumstances that 
could affect the clients’ eligibility to benefits (income, resources, change of address, 
living arrangements, return to work, etc.). 
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