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- FOHEVVOHD -

This booklet has been prepared solely to aid 
in the solving of mUnicipal relief problems. 
and the methods and procedures suggested here­
in should not be considered as a part of the 
official FAC regulations which are issued from 
time to time by the State Director. 

The questions answered are those asked from 
day to day, by municipal officials, regarding 
the general administration of relief and the 
preparation of relief office recordso 

Many nunicipalities have requested information 
relating to relief office records. In response 
to these inquiries, the attached sample forms 
have been selected as being representative of 
the type sui table for use under present relief 
conditions and, in addition, provide informa­
tion for statistical and financial reports 
required by this Commission. 

STATE FINANCIAL ASSISTAL'JCE COlvillHSSION 
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ADMINISTRATION OF RELIEF, STATE OF NEW JERSEY 

In the past five years it has become accepted praotice to group und~r 
the heading of ttrelief" all forms of dependency and all persons in 
need of public assiotance. 

Properly defined, "relief" is a fonn of publit" assistance -which i~ ex­
tended to needy persons not otherwise proviced for by State law, andwho 
are unable to meet their need, either in whole, or part, f~om innomo, 
pay received from ~art~time or oQoa~ional employment, the assi3tance of 
relatives, liquidation of bonds, bank a~counts, building & loan share~, 
oash received fr~m the adjustment of life insurance pclioie~ or other 
resources, and who, although ·willing to work, are unable to find employ­
ment or are unfit for work. 

Q, Vv'HAT IS THE AUTHORITY FOR SETTING UP A RELIEF AI'MINISTRATIONi' 

A. Under the laws of the State of New Jersey, Chapter 83, Soction 1, 
P.L., 1936, it is declared to be a puclic polic.y 11 that every needy 
rerson shall, while in the State of Nevr Jersey, be entitled to re­
ceive suoh public assistance as may be necessary. 11 

Q. V!HO PRO\T1DES THE PUBLIC ASSISTANCE REQ.UIRED BY LAW? 

A. Section 6 1 Chapter 83, F.L. 1936 states, 11 Every municipality shall 
provide public assistance to persons eli~blc thereto residing in 
said municipality. 11 

Q. VVHO rs TO ADI·DNISTER THE ASSIST.AJ~CE PROVIDED BY THE MlJNICIPALITY? 

A~ Chapter 83, Secti0n na, P.L., 1936 states, 11 Suc.h assistance shall 
be administered by the ovorseor of the poor, or person, department 
or board administering the poor laws of the municipality. 11 

Q.. ARE ALL PERSONS IN Nr"EJD ELIGIBLE FOR SUCH ASSISTANC:S? 

' 
A. All neody persons not otherv-risc provided for under the laws· of this 

State shall receive public a.ss istance purGuant to the pro\isions of 
Chapter 83, P,L., 1936. 

Q, HOW IS 11 NEED 11 OR ELIGIBILITY ·-DETERtti:U.fED? 

A. By investigation, and the prorer ru.c-.crding of f~ily conditions, 
resources and basic needs, 

Q.. V'il-iAT ASSISTA.l\JCE IS PROVIDED FOR BY LAV\f, OTHER 'i'li.AlJ ASSISTANCE 
GRAl'JTED 1.JNDER CH.A.FTER 83? 

.. 



A. State laws provide for: 

Dependent Children 
Old Age Assistance 
Tho Blind 
Tho Crippled 

Crippled Children 

-2 .. 

Chapters 33, 43, 88 - P.L. 1936. 
Chapter 31, P.L. 1936. 
Chapter 30, P.L. 1936. 
Chapters 74, P.L. 1919 and 34, 

P.L. 1928. 
Chapters 188, P.L. 1926 and 70, 

P.L. 1931. 

In addition, the State, counties and mm1icipa1ities provide public 
assistance in hospitals, homos, institutions, etc. 

Q. HOW CA:N THE OVERSEER DB7ER'IJJi1E ,~-,niCH AGENCY IS RESPONSIBLE FOR 
THE CARE OF THE CASE? 

A. This can only be done by establishing, at tho time of application, 
complete records designed to include eligibility requirements for 
both locul relief and public assistance from other sources. 

Q. IS IT NECESSARY TO X3EP CO:·.:IPLETE RECOEDS? 

A. Tho success of any administration depends to a groat extent upon 
the regularity with '\\-hich the routine is carried on and tho type 
of records kept. Poor records arc not economy and failure to 
complete them, ~~th the idea th~t incomplete records aro a short 
cut, vfill make for duplication at a later date when it vdll be 
necessary to repeat the same questions during tho time the caso is 
under care. 

Q. IJVHAT FORlviS ARE CONSIDERED NEC:SSSARY FOR EFFICIENT ADMINISTRATION 
OF RELIEF? 

A. Tho necessary or basic forms may be divided into t~~ groups: 

Group A. The forms required to record the information 
nooossary to establish eligibility for relief. 

Group B. The financial forms roquirod to support tho 
expcndi turos mn.do in carrying th<3 cusc on relief. 

' 

Tho following forms arc attached to illustrate tho answers to q~ostions 
regarding records and are r8fcrred to, by number, through~ut this 
pamphlet. 

Group A - Case History Forms 

'Jtl-FAIVIILY RECORD - A family history prepared at time of application. 
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#2-Fil\JANCIAL RECORD - ESTABLISl-IbENT OF ORIGI:i.'T;iL "HEEDS - A record 
of family resources, prepared ~t timo of application. 

:;f3-FINANCIAL RECORD - ESTABLISHrtffiJNT OF CON'I'INUING NE~DS - A monthly 
record of family resources upon which tho relief given during 
tho month is based. 

Group B - Basic Records Required In 
Good Financial Practice 

#4-CLIENT'S LEDGER SHEET - Al1 indi~idual case shoot upon which all 
relief grants (commitments) for tho caso arc recorded. 

://=5-CONIJVIITMENT RECORD - All orders issued o.re listed thereon by 
numbor 1 and as to k~nd and amount. 

Q. HOW MANY EMPLOYEES WILL BE NECESSARY IF COMPLETE RECORDS ARE USED? 

A. This will depend en tho size of the case load and tho area covered 
by the relief office. 

Q. 

A. 

Municipalities carrying cuso lo~ds of 50 will obtain better results 
by tho employment of one full-time worker. For case loads of less 
than 50, part-time service can be based upon tho number of cases 
carried. 

In municipalities carrying caso loads of 50 to 100 it will be 
necessary to employ ano full-time person and to provide a clerical 
assistant for at least four days por month. 

In municipalities carrying case loads over 100, tho specific needs 
of the m~icipality must bo studied before the number required to 
administer relief can be sot. 

IS IT NECESSARY TO SET UP A RELIEF OFFICE IN THE MUNICIPALITIES 
CARRYING SNl.A.LL C .. WE LOADS? 

' 
In order to carry on tho administration of relief in an orderly, 
systematic manner and with oconcmy of o~or8.tion., it is desirable 
to set apart certain hours vrhon the Overseer will receive the re­
lief applic.a.nts. If possible, a room in a publi~ building should 
be assigned as a relief office, and the office hours arranged s~ 
that persons will not have to stand in line when making application 
or when calling for relief orders. 

In municipalities carrying case loads of 100 and under, offiee 
hours tw1oo a week should bo sufficient, 



Q. 

A. 

vv'HAT STEPS ARE TAKEN BY THE OVERSEER ViiEN A PERSON APPLIES FOR 
=~=~----------------- .. -·-------..,.-----RELIEF? 

Each person applying for relief should be given an interview apart 
from other applicants waiting in the office. 

In this first contact it is possible to determine if the applicant 
is the responsibility of the municipality. If the person applying 
is the responsibility of another agenoy, the Overseer $hould give 
him the name and address of such agency so that no delay will occur 
in his applying for the necessary assistance. (The Overseer should 
have on file the name, address and telephone number of all agencies 
in the area.) 

Temporary relief should be given, if there is need, te pers~ns a­
waiting transfer to a municipality or agency responsible for their 
caree 

Q. IF THR PERSON APPLYING IS ~HE RESPONSIEILITY OF THE MUNICIPALITY, 
WHAT STEPS WILL BE TAKEN BY THE OVEHSEER? 

A. If the person is applying for relief for the first time, it will be 
necessary for the Overseer to explain the conditions under which re­
lief is given, The Overseer should make clear to him that under the 
law (Chapter 83, Section 7) he is obliged to ask certain questions 
in order to detenmine need for relief. This explanation ~~11 do much 
to correct the impression that such questioning is 11 red tape" of the 
relief agency. The applicant should be informed that all information 
is confidential and will be ao treated by the relief agency. 

After this explanation, the Overseer should take the name, address 
and other identifying information on the FM1ULY RECORD' (~1/=1). If 
this is done in a co-operative manner there 1Nill be no need for 
embarrassment ort the part of the applicant and he will see little 
difference in this procedure and that followed when he contacts a 
business office to ask for credit extension. , 

Q. IS THE FAivHLY RECORD (=/f=l) COMPLET~ED DURING THE OF~."ICE INTERVIEVVT 

A. It is more satisfactory to co~~lote this form in the home where both 
husband and vdfe may be interviewed. The applicant should be told 
to return home and await the call '>f the Overseer at a stated time. 
He should be told to have all emplQyable members of the family at 
home when the Overseer oalls, m1less they are at ~~rk or school, also 
to have all life insurance books and policies, lodge and union books, 
bank books, deeds of pro~erty, etc. ready at that time. Rent receipts 
and public utility bills will serve as documentary preof as te t~e 
length of residence ut given address. 



Q. 

A. 
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·wHAT IS NECESSARY AT THE TIME OF THE HO~~ VISIT? 

The interview in the home should take place 'nthin 24 hours after 
the application at the relief office. 

The interview should not be hurried and it is important that the 
person applying for relief understands the procedure necessary to 
establish his need for relief. He should be told that it is nec­
essary to contact the employers, relatives and other persons given 
as reference in order to mako certain thore are no resources avail­
able which have not been mado use of, and that in making such check 
on his statements, his honesty is not in question. 

Q. WHY IS IT NECESSARY TO ASK TBESE QID~STIONS IN ORDER TO G&\NT RELIEF? 

A. It is sometimes possible in talking to the family to show tho per• 
sons in the case how to use, to bettor advantage, the funds vmich 
they havo available. 

It is therefore ~ecessary, before relief is granted, to have a 
FINN~CIAL RECORD (*2) of all available funds, as relief cannot be 
given if there are other means of meeting tho need. The frumily 
should be told that life insurm1ce :QOlicics n.re equivalent to savings 
and should be submitted for adjustment before a relief grant "is· made. 
This explanation will prevont any misunderstanding or refusal to 
accept the decision of tho Life Insurance Adjustment Bureau. 

Q. WHY IS IT NECESSAJ~Y FOR THE A?PLICANT TO SIGN THE FINANCIAL RECORD ( =/1=2) ~ 

A.. In order to place some responsibility on tho applicant for ostablish­
ing his need for relief. This is good business practioo and no person 
should hesitate to sign ~ statcme~t if it is made to his best know• 
ledge and belief. J.'{oto s If thoro is no income, wri to "HONE" so that 
tho person is o.waro of what ho is signing. 

It is necessary for tho Ovorsoor to make olco.r to tho applicant the 
reason for-requiring tho signature and tho penalty under tho' law 
(Chapter 83, Section 19, L~ws of 1936) for making ~d signing false 
sto.tements. Make certain that tho hoad of tho caso signs tho form 
with full knowledge of what ho or she is signing. If tho person can­
not read, it will be necessary for tho Overseer to make such natation 
on tho form and to state tho.t tho fonn wus road to tho applic~t be­
foro signing with a cross (X) • rrhe Overseer should o.ot as wi tnoss. 

Q. IS IT NECESSARY TO VERIFY THE STATEMENTS OF A.?PLICANTS? 
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When tho FAMILY R~CORD (=//=1) and FINANCIAL R"BCORD (4/=2) o.ro eomplotod 
tho Overseer should oheok first with other agencies to which tho 
family is knovvn, o.s sho"v'in by the forms. The information obtained in 
this contact may bo helpful to tho Oversee~ in deciding on a plan 
for the family. 

Contacts should thon bo mo.do with relatives, and employers who have 
boon given o.s rof'O"r'Gncos, in order to chock on the infonnation given 
by tho applicant. Those contacts are very_ important. 

Q. SHOULD STATEiv:ENTS OF RELATI\TES, FRIENDS, AND NEIGHBORS BE ACCEPTED 
AS FACTS? 

A. In contacting relatives and friends, tho Ovor~eer should sift the 
facts when the opinion Qppoars to be prejudiced. It sho~ld be 
remomborod that assistance is given on the basis of need and that 
un individual's 03timate of character does not alter the need. 

Q. 'WF..AT SHOULD BE DONE TO OBTAIN WORK BEFORE GRANTING RELIEF1 

A. Tho applicant for relief, and all employable members of the family, 
should register 'nth the State Employment Bureau and at tho Muni• 
cipal work bureau. 

Tho Overseer should contaot the former employer in order to determine 
tho last earnings of the person who has been employed and also to 
learn if there is u possibility of such employer re-hiring tho per­
son about whom tho inquiry is made. 

Tho Overseer should also make every effort to assist the recipient 
to obtain employment so that he may return to his normal method of 
living and the reeipiont should submit evidence of his efforts to 
(')bto.in work. 

Q. IS IT POSSIBLE TO GIVE TEMPORARY RELIEF PENDING THE INVESTIGATION 
OF THE APPLICANT'S STATEIVIENT? 

' 
A. When u FAJ.'\liLY RECORD (=//=1) and FINANCIAL RECORD (#2) are oompletod, 

tho Overseer is in a p~sition to know if ta.mporary relief is re­
quired. If such nood exists, tho applicant shoula be given a relief 
order to carry him until the investigation is oomplotod. 

Q. AFTER STATE~~NTS ARE VERIFIED & ELIGIBILITY ESTABLISHED, HOW ARE 
THE CASES CU\SSIFIED7 
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A. Tho cases should be classified as follows: 

11 E11 
- Employable case - containing one or more employable persons. 

"U" - Unemployable case .. containing no employable persons. 

In addition, either of these types may carry an additional classi­
fication of "T" which covers cases which are tho responsibility of 
another agency and are carried temporarily until transfer to such 
agency. 

(An employable person is defined as one who is over 16 and under 
65 years of ago, physically and mentally fit to work o.nd not needed 
at homo.) 

Q. SHOULD THE CASES CLASSIFIED AS "TRANSFER" BE CARRIED BY THE OVERSEER? 

A. When it is established that tho case is the responsibility of an­
other agency, the Overseer should require tha.t tho person in such 
oase make application to tho other agency for benefit. 

In such cases, if tho person is in need of relief, tho Overseer 
should givc1 such temporary relief as is nocossary pending transfer 
to tho other agonoy. 

Those cases should be follovrod up each month by the Overseer to 
make certain there is no delay in tho transfer to tho agency re­
sponsible for their care. 

Q. WHAT ACTION SHOULD BE TAKEN BY THE OVERSEER IF THE PERSON ELIGIBLE 
FOR STATE OR OTHER AID REF'USES SUCH ASSISTANCE? 

A. Care should be taken to learn if tho person undorst~ds tho require­
ments for other aid. If he refuses to apply after an oxplo..:-.u:~ion 
is made, he may bo dropped from tho relief roll, as a mun:i_(";·'"pal 
relief' offico is not legally obliged to oo.rry (exoopt tompr).i··ar'ily) 
a case which is eligible for other assistunco provided by State law. 

' f 

Q. YffiEN THE RECORDS INDICATE TlL.'\.T THE APPLICANT IS ELIGIBLE FOR RELIEF, 
HOW IS AMOUNT OF RELIEF DETERI.IINED? 

A. Before tho ~ount of relief is determined, it is first necessary to 
list on tho FINANCIAL P~CORD (#~), tho basic noods of tho persons 
in the case. Tho established method of deciding tho amount of relief 
is to itemize tho necessities, such as food, shelter, milk 1 fuol, 
etc. This establishes tho BUDGET for a given period. 

Noto: Y~1len necessary, include cost of transportution, lunoh, 
clothing, etc., in budgots for cases containing em­
ployed p.orson.s.-
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Q. HOW LONG A PERIOD DOES THE BUDGET COVER? 

A. As the customary procedure is to review the case once a month, in 
order to establish the need for continued assist~;.;j:J> it is rec­
ommended that the BUDGET be estimated on a mcnth}y ·i>~.sisv 

Q. AFTER THE BUDGET IS SET UP, ,.IHAT IS THE NEXT s1·gp·i 

~. The total income, including free rent, free fuel or ot:h0r indirect 
income, should be shown on FINM~CIAL RECORD (#2), in th3 column 
set up for the purpose. ~Nhen this is done, the inco:1cl.:; ~n the case 
is deducted from the BUDGET and the balance is the BUDGET DEFICIT. 

Q. WHAT IS A "BUDGET DEFICIT"? 

A. A BUDGET DEFICIT is the part of the BUDGET whi.ch the family is 
unable to provide for it'ielf. Example~ If th:;;. BUl 1 1I:8'~ ~c $30.00 
and the income is .$10, 00 1 the BUDGET DEFICIT is $,20c. 00 and this is 
the maximum amount of relief which may be grt:nl.ced, 

Q. DOES THE RELIEF RECIPIENT KNO~,Y l'HB AMOUNT OF THF. BUDGET SZT UP BY 
THE OVERSEER? 

A. It is advisable to discuss the budget vrith -tche family, as it is im­
portant that they understand the tasis on 111rhich relief is given 
them, and it should be made clear that they cannot receive relief in 
excess of the BUDGET DEFICIT. 

Q. IS HEALTH SERVIcg COST ESTIMLTED IN TE:.~ SUDGI~T? 

A. Health service, such as doctor, dentist~ nurse or hospj_tal c~:.i..re, is 
a variable need and cannot be estimated, It is not incl~.,:~~.-JCA. in the 
BUDGET. 'When such need arises, relief should be authori~-:_ .. ::. '.;o cover 
this service, but this amount is NOT DEDUC'l1ED from the BDLG·,~:, set 

up for the fmmily. 

Q. ARE FEDERA.L SURPLUS COlvTI\dODITIES INCLUD.ED IN TEE BUDGET? 
t 

A. No deduction in tho BUDGET should be made to cover the cost of these 
commodities as they are given by the Federal Goverrunon·~ iu a.d.oition 
to the relief granted by the municipality. 

Q. HOW OF'TEN SHOULD R~LIEF ORD:SRS BE GIVEN TO MEET TB.E BlDGET .UEF'ICIT? 

A. Relief orders may be issued monthly, semi-monthly or weekly. Ex­
perience has shown that for economy .r operation and satisfaction_ 
to the client the most satisfactory method of issuing orders is ~s 
follows: 



-9-

Food - Semi-monthly 
Milk • Semi-monthly or monthly (due on same day as 

food order). 
Shelter - Monthly. 
Fuel - Monthly or semi-monthly (or to meet need). 
Gas & Electric - Monthly 
Clothing - To meet the need. 
Household needs & incidentals • to meet the need. 

Q. HOW ARE RELIEF ORDERS DISTRIBUTED? 

A. This will depend upon case load, area covered and size of rolief 
office force. Orders may be delivered to recipients at their 
homes or, preferably, at distribution p~ints on the day the order 
is due. If the latter method is followc~ recipients should be 
told to come at different hours so that there will be no congestion. 
Whenever practical, the head of the family should be required to 
oall for tho order. If this is-impossible, the Overseer should 
arrange for another adult member of the case to receive it. 

Q. IS IT NECESSARY TO KEEP COPIES OF R"ELIEF ORDERS? 

A. YES. It is necessary for the relief office to keep a carbon copy 
of each order issued, as these are used to make the financial rec­
ords. 

Q. IS IT NECESSARY TO PROVIDE THE R8LIEF RECIPIENT WITH COPIES OF ORDERS? 

A. NG. Ho~ver, in order to protect himself, the recipient may obtain 
a receipt from his landlord when rent is paid by relief order. 

Q. CAN RELIEF BE GRANTED TO PERSONS V.lHO ARE EMPLOYED OR HAVE INCOME 
FROM OTHER SOURCES vYHICH IS NOT SUFFIC lENT TO MEET THEIR NEEDS 7 

A. The Laws of 1936, Chapter 83, Section 18, spocifioally state that 
income received from part-time cr casual employment or other sources, 
by the head of the family or dependents "shall not operate to romove 
such pe~son entirely from the relief roll". However, the amolhlt of 
relief and income cannot exceod the rumount which would be received 
if the case were wholly dopondont on relief. 

It should be the practice of the relief agency to grant relief to 
supplrnment inoomo 1 in order to encourage persons on relief to seek 
and accept part-time and occasional employment. 

Refusal to grant relief, because of income received from such employ­
ment~ will result in tho failure of the relief recipient to accept 
part-time employment---for fle.ar that ho vd.ll be removed f'rom tho relief' 
rolls. 
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Q. IS IT NECESSARY TO VISIT THE CASE AFTER ELIGIBILITY IS ESTABLISHED 
ill~D RELIEF IS GRANTED? 

A. It is required under Chapter 83, Section 10 (a), P.L. 1936, that 
the Overseer of the Poor shall 11 Supervise by periodic visitation 
every person receiving assista.nce 11

• 

It is the accepted practice to visit the cases on relief once a 
month to establish their need for continued relief. 

Q. HOW IS THIS CONTINUED NEED ESTABLISHED? 

A. A FINANCIAL RECORD (#3) should be filled out at the time of the re­
visit and the client should sign the statement in the srume manner 
as he did Form #2 when he applied for relief. 

All details outlined on the for.m should be completed. A signed 
statement is required, but the signature of a minor should not be 
accepted. 

Q. WHAT ADJUSTMENT IS rJU~D"S IN THB R~LIEF GRANT, IF ON THE RE-VISIT THE 
OVERSEBR FINDS THE INCOME IlJCREASED? 

A. Should the income received in the case be increased during the latter 
part of the period covered by the BUDGET, such income should be de­
ducted from the amount of relief given in the following month. 

Q. V·!HEN IS A CASE CLOSED~ 

A. ~nen the income received in the case meets the BUDGET, the case is 
closed, but relief should be given until the income is actually re­
ceived. 

Q. HOW ARE CASE RECORDS FILED? 

Ae As the history of the family is confidential, the records should be 
filed in a manila folder, which can be purchased for about one cent 
apiece. These folders (one for each case) are filed alphabetically. 

Q. ARE THERE OT:·TER REC~RDS REQU~I~ED IN THE ADMINISTRATION OF RELIEF? 

A. YES, the financial records referred to on Pages 2 and 3. 

Q. HOW ARE TEESE RECORDS PREPAR:SD? 

A. The copies of the relief orders contain the inform~tion for the pre~­
a.ration of these records. 
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When a case is accepted for care, a ledger sheet (7¥4) should be pre­
pared from the information on Forms ~'/=1 & #2. Ledger sheets should 
be filed in cardboard covers, and arranged, alphabetically, under 
the name of the head of the family. 

Q. WHEN ARE THE ENTRIES MADE IN THE LEDGER? 

A. Entries should be made in the ledger as soon as possible after the 
issuing of the orders. If this is done regularly, more accurate 
results 'rill be obtained. Entries are made from the copies of the 
orders or from entries on a Commitment Record (#5). 

Q. VVHEN ARE THE ENTRIES MADE OH A CQr,J:..1ITMENT RECORD (#5)? 

A. As soon as the relief order is issued, tho info~ation should be re­
corded in numerical sequence, from the copy of the order, on for.m #5. 

When the copies of the orders have been recorded in tho clients' 
ledger (Form =//=4) and on Fonn 'itc5, they should be filed away in con­
secutive order between two cardboards marked on the outside to show 
tho number of orders contained therein: FROM TO and the date. 

Q. 1NP-LAT PROOF IS THERE AS TO THE ACCURACY OF THE RECORDS MADE ON CLIENTS' 
LEDGER (#4) AND COIVli\1ITlVIENT LEDGER (1~5) 'l 

A. In order to follow correct financial practice, all records should 
balance. As li"'orm ~f5 records tho information by kind, and Form 114 
records the same information under the client's nrumo, the total of 
;'/=4 should balance with the total of =/-f5 .. 

Q. HOW ARE RELIEF ORDERS HANDLED VlHEN RETURNED BY THE VENDOR FOR 
~T? 

AfJ The original order should be verified with the entry on the CfX.1MI'.t­
]J:8NT RECORD ( 4/=5) and the date the bill was passed for payment noted 
on the record. 

As State reimbursement cannot bo received until bills are paidl it 
is important that the Overseer chock and pass these bills as soon 
as received. 

If relief orders are outstanding, the Overseer should remind vendors 
to present their bills more promptlyo 

The passing of tho bills presented by the vendor for payment completes 
the routine in the handling of the relief case. 
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