November 3, 2026​⁠᠎​‌​‌​​‌‌​‌​​​​​‌​‌​​‌‌​‌​‌​‌​​​​​‌​​‌‌​​​‌​​​‌​‌‍
Social Security Administration
[Use the verified receiving office address]
[City, state and ZIP]
Re: Change in Income, Earnings, or Other Benefits for Jamie Example
Date of birth: May 16, 1960.
Name under which benefits are paid: Jamie Example.
Social Security number under which benefits are paid (enter privately on the copy for SSA): ______________________.
Dear Social Security representative,
I am reporting the facts below. Please tell me what further information or agency procedure is necessary. This letter does not itself change a payment account, complete a formal benefit application, appoint a representative payee or replace a required Social Security Administration form.
Person reporting: Jamie Example, 100 Example Street. Telephone: 312-555-0100. Email: example@example.org.
Relationship or authority: I am the beneficiary.
Benefit reported: Both SSI and Social Security survivors benefits. Date of change: October 20, 2026.
Work, earnings or benefit change
Type: Started Work. Employer or income source: Example employer. Estimated or reported monthly amount: $0.00. Please advise where the beneficiary should submit any monthly wage amounts, dates, pay stubs or work activity report.
I can supply further information through an official, verified channel. I request confirmation of receipt or directions for follow-up.
Person reporting
[bookmark: SIG_requester_name_1]________________________________________    Printed Name
[bookmark: SIG_requester_signature_1]________________________________________    Signature
[bookmark: SIG_requester_date_1]________________________________________    Date

KEEP THIS REPORTING CHECKLIST WITH YOUR RECORDS
Report and confirm. A printed or mailed letter may give SSA information. Confirm receipt and whether the required action was completed. Keep dates, the office contacted and any receipts. Do not send a full Social Security number, bank credentials or original identity documents to an unverified destination. Use SSA’s office locator to identify the correct office.
SSI changes. For a written SSI report, complete the benefit-record name and full Social Security number privately on your downloaded copy before submitting it to the verified SSA office. Include the name of the person affected, the event and date, and your name. You can also report by phone or through an SSA office. Contents of an SSI report. Ways to report. Report a change promptly and no later than 10 days after the end of the month of the change when a report is required. Income, resources, household and living arrangements, confinement and periods abroad may matter. Keep the SSA receipt. Report SSI changes.
Work and earnings. Tell SSA when work starts or stops, pay changes, or a relevant source of unearned income changes. A wage report is separate from this notice. For SSI report each month’s gross wages. SSA encourages electronic wage reporting within the first six days of the following month; follow its instructions if you miss that period. SSDI beneficiaries should report changes in work and other applicable disability payments through the appropriate work-reporting process. SSA wage reporting.
State SSI supplement
Current residence: IL. This state administers supplemental payments for eligible categories. Federal SSI changes go to SSA. Check the state award and the state program’s own reporting instructions. Receipt of federal SSI alone does not establish a state payment.
For Illinois AABD Cash, notify the local IDHS office promptly of household, income, resource or other changes affecting assistance. State rule 89 Ill. Adm. Code 10.250(a) requires notice within 10 working days after the change or before spending funds received, whichever comes first. IDHS’s AABD Cash guide asks recipients to tell the caseworker about family, income or resource changes within 10 calendar days. Follow that earlier practical deadline and report before spending applicable funds. Because someone else maintains the recipient’s funds, that person must report changes affecting continued financial-assistance eligibility, including a lump sum, to the local office within 10 working days under §10.250(b). Do not assume a separate report to SSA reached IDHS.
Illinois reporting regulation · Illinois AABD Cash reporting guide.
SSA’s state supplement administration table. Separate Medicaid, food, cash or housing programs can have their own reporting channels.
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