November 3, 2026​⁠᠎​‌​‌​​‌‌​‌​​​​​‌​‌​​‌‌​‌​‌​‌​​​​​‌​​‌‌​​​‌​​​‌​‌‍
Social Security Administration
[Use the verified receiving office address]
[City, state and ZIP]
Re: Representative Payee Trigger — Inability to Manage Funds 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.
Representative payee
I request an evaluation of whether the beneficiary needs a representative payee. Facts: Daily bills and payments have become difficult to manage.. Please provide the application and interview instructions; I understand SSA selects the payee.
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.
Representative payees. SSA decides whether a beneficiary needs a payee and whom to appoint. A prospective payee must apply separately, generally through an interview and SSA’s application procedure. An informal caregiver, guardian or power-of-attorney holder does not become payee by sending this report. Contact SSA about suspected misuse. Do not assume funds will be reissued without an SSA decision. SSA’s Representative Payee Program.
State SSI supplement
Current residence: NY. 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 the combined New York SSI/SSP record you identified, report ordinary case changes to SSA promptly enough to meet New York’s 10-calendar-day period after a change affecting the state payment. SSA sends case updates to OTDA. Follow up with OTDA for a separate state decision, request, or change that did not reach the state record. An existing federal representative payee serves for SSP. Make a change to that appointment through SSA.
New York follows the SSA payee for combined SSI/SSP. For an SSP-only case the state form distinguishes authority to manage the payment, fair-hearing representation and information-only access. A designated payee is required for minors, adults adjudicated incompetent who have a court-appointed guardian, and other cases when OTDA requires it. New York state reporting authority · New York representative and payee instructions.
SSA’s state supplement administration table. Separate Medicaid, food, cash or housing programs can have their own reporting channels.
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