Good Record Keeping - Checklist for Success
______________________________________
[image: image1.wmf]When you call SSA (1-800-772-1213, TTY 1-800-325-0778 or 256-3651 for local office), keep a record:

· Date

· Name of person you spoke to.

· What you asked.

· What they told you.

[image: image2.wmf]Make copies of all documents you give to SSA (Social Security Administration) – those documents you fill out and those from your file that they want.  Do not lose your copies!
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Promptly open and read all mail sent to you by SSA.  If you do not understand what is being explained, seek help immediately.  When SSA gives a deadline, they will not allow exceptions.  Keep all paperwork, letters, and mailing envelopes in your file.  Do not lose them!
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You must report pay stubs each month to SSA.  Be sure you report to the correct field office (the Zip Code of the payee is the key).  Report by mail, or walk into the office.  Keep wage records in your file.

[image: image5.wmf]If you receive SSI (Supplemental Security Income), remember to keep all resources below $2,000* for an individual or $3,000* for a couple in any month, in order to maintain eligibility.  If you are eligible for Medicaid, you must also maintain your resources below this resource level and any State resource limitation requirements.


When there is a change in your life, such as address, job, living arrangements, marriage, divorce, resources, children, and so on, immediately report the change to SSA in writing to your local office and by phone:  1-800-772-1213.  

It is best if you notify SSA both ways

*Amount may change
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