Benefit Report Instructions
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General Instructions:
Complete the Benefits Report for every client referral. 
· Share a copy of the Benefit report with the referral source and the person. 
The original Benefit Report is a template. It includes all of the most common information related to benefits and work.
Be sure to:
· Delete information or entire sections of this report that are not applicable to the client. 
· Read through the ENTIRE document before printing or sharing to make sure all template text has been removed.
It is important to begin with a new template rather than editing one previously saved when creating a new Benefit Report. 
Use the “Find & Replace” feature to easily find the brackets [ ] and enter the correct information throughout the entire document. 
· E.g., [earnings goal 1] find all and replace with the person’s actual earnings goal.
This document has been made accessible (alt text descriptions have been added to the charts and text boxes).  However, if you are working with a person who uses a screen reader or other device to help with reading/vision, it is recommended you remove the charts and text boxes and simply type the information as text in the Word document.

Section-by-section Instructions:
Cover Page “Snapshot”
Enter the client’s name, your agency name, and your name
Enter at least one earnings goal and fill in the snapshot information. 
Note: Best practice is to include two earnings goals, whenever possible. 

Your Current Situation & Work Plans Section
Your Current Benefits:
· List all of the agencies you verified benefits with. Most often you will list the Department of Human Services and Social Security, but may also have others like a housing authority, landlord, Veteran’s Affairs, etc.  
· Remove any agencies that are listed in the template text that you did not contact. 
· List all of the benefits you verified, and remove any of the benefits they do not get.
· If they get a benefit you were not able to verify, include the benefit with a note that you were not able to verify it with any agency. Connect with the Hub if you are not sure if you should include the benefit in the Estimator or the Report.
Your Work Plans: Include a description of 
· Their current work, if any
· Employment services they get (such as VR or employment specialist supports),
· Help they’ve said they need, (always include “Help understanding what happens to my benefits when I go to work.”),


· [image: ]Future work and earnings goal(s) you’ve talked about,
· Use the DB101 Vault “Make a Work Plan” activity to document the earnings goal in the Vault.










Your Cash Benefits & Work Section
Use information you get from the DB101 Benefits & Work Estimator Session Results “Monthly Income/Expense” tab to fill in the “impact of earnings” on each benefit. 
· Talk to the Hub if you don’t understand how to read or interpret the Estimator results.                                 
Only include information listed in the template language. Keep it simple. If there is something important to tell them about the benefit or another benefit that might be helpful, include it in the “Important Things to Remember” section.
You may also need to include information you get through conversation, documentation and the Vault to complete this section of the report.
                                                                                                

[image: ]Managing Benefits & Reporting Your Income Section
Complete the Managing Benefits activity in the Vault and copy and paste the information from the results into this section.  










Next Steps section
Always include “Carefully review this report” and “Contact (your name) when you have a job offer” 
Include anything the person or someone on their team needs to do in the next few weeks or months to make sure benefits are stable and/or to help move toward their work goal. 
· Examples could include scheduling meetings; applying for a benefit; contacting the Social Security claims rep or county financial worker to report a change or correct an error; or talking to their VR counselor, case manager, teacher, family or someone else about their plans.  

Important Things to Remember section
List anything that is important to call out that weren’t included anywhere else in the report. This could include things details about a specific work incentive, a reminder to pay attention to other family member’s benefits, information on other programs or benefit that might be helpful, etc.

Agencies That Can Help Section
[image: ]Complete the Build a Benefits Planning Team activity in the Vault. Use the information from the results of that activity to enter the agencies and individuals who can help the person reach their employment goal and/or deal with benefit issues here. Always include the Disability Hub MN and your agency. 
















My Contact Information Section
Enter your name, phone number and email address.
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‘Work can increase your fotalincome and improve your qualiy of ife. Answer a few questions to make
awork plan.

Are you currently working?:

© Yes, 1am working and get paid for my wrk.

(® No, 1 don't work

Havo you looked for work?

© 1ve been ofered ajob

‘There's a job | want and I know how much it pays, or | am ready to start my own.
business.

) 1 have idees, but don't know exactly what ob | want
() I'm interested in work, but don't know where to start

() Ym not interestod in work
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BENEFITS PLANNING <Back o All Paths
What happens to my benefits when | work?

Follow this path if you:
« Have a disability + Get disability benefits + Want to have more money

» Start a Benefits Plan v
» Get a Benefits Lookup
» Do a Quick Budget

» Make a Work Plan

» See How Work and Benefits Work Together

v Manage Benefits (v

Managing Benefits Checklist @

Each month:

< 4

1. Update your info to refresh this list. (Last updated: December 11, 2013)

2. Print this list

3. Tell all agencies where you get benefits about any changes in your work or living situation
4

When you do something on the list: check it off, wite the date, and note who you talked to
about it.

5. Keep this checklist and all work and benefits papers in a binder. Have it with you whenever
yougo to or talk with a benefit office

6. Scan your checklist and save the file in your Vault.

This way, you'll always have the information you need when you talk to your eligibility worker(s).




image3.png
v Build a Benefits Planning Team

= People and Programs Who Can Help @l @l @) @

Your benefits planning team is a set of people who can help you with planning for changes in
your benefits and income. You can always add more people to your team.

My Benefits Planning Team
Options Counselor | Disability Hub MN

& Luke Duke /An options counselor can help you with
Options Counselor, Disability Hub information and connections to services and
MN supports that can help. Contact a counselor at 1-
866-333-2466

866-333-2466.
anyemail@mail.com

Claims Representative | Social Security Administration (SSA)

2 Radar OReilley A Claims Representative can help with
Claims Representative, Social anything related to benefits you get from Social
Security Administration (SSA) Security, including Supplemental Security
333.-444.5555 Income (SSl), Social Security Disability

Insurance (SSDI), and Medicare. A Claims
Representative can also help you understand
what and when you need to report when you
have changes in your earnings o iving
situation.

someemail@something.com

Financial Worker | County Human Services Agency

2 Julie Loveboat A county financial worker can check if you
Financial Worker, County Human ~ qualify for state or local benefits. They can tell
Services Agency you program rules and explain how to apply for
529.332.4444 benefits. In some counties, you may have
Tnancialworker@county direct communication with one financial worker.

In other counties, you may work with a team of
financial workers.

VR Counselor | Vocational Rehabilitation Services (VRS)

2 Joe Smith AVR counselor can help you with services like
VR Counselor, Vocational job counseling to see what sort of work would
Rehabilitation Services (VRS) be good for you, skills training to help you
11-222.3333 succeed at work, and job placement

vr@vr.gov




