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State of New Jersey
Department of Institutions and Agencies
Division of Qld Age Assistance

May 1, 1959
RULING NO, 1
CASE RECORD FORMS
Citation 1. Section 6 of Title LkL, Chapter 7, R.S., provides that the State
of Law Division "..... shall prescribe a uniform system of records and ac-

counts in relation to old age assistance to be kept by the county
welfare board..... Said division shall prescribe, subject to the ap-
oroval of the commissioner, a form of application, the manner and
form of all reports and records....."

—

furpose 2. This Ruling, issued pursuant to the cited statutory provision,
of Ruling is intended to

(a) prescribe and identify certain forms to be known as case
record forms;

(b) establish general rules for their preparation, maintenance
and custody.

Definitions 3. Case record forms, as referred to in this Ruling, shall include:
of Case Re-~

cord Forms (a) Form OA-1 which establishes a formal record of the appli-
cant's request for old age assistance to the county welfare
hoard;

(b) Form OA-2A which summarizes selected social data on the
applicant and his family;

(¢) Form OA-2B which presents an inventory of the client's fi-
nancial assets.

(d) Form OA-3A which provides for narrative reccrding of facts
concerning eligibility and of continuing activity between
the client and the county welfare board;

(e) Form PA-3a which presents initial detailed computations re-
lating to allowances and income;

(£) Form PA-3b which presents initial detailed computations

~ evaluating the responsibility of the client's relatives;
(g) Form PA-3c which comprises:

(1) the final budget statement as defined in Chaptsr 100
of Ruling No. 3;

(2) a record of the agency's recommendation;
(3) the authorization for a temporary grant;
(L) the decision of the county welfare board;
(5) an arplication form for continuaznce of old age

assistance.

Preparation L. Preparation cf case record forms is required as follows:
of Caze Re-
cord Forms (a) All of the case record forme listed in section 3 shall be

prepared (except Forms PA-3a and PA-3b only when applicable)
in connaection with:
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(1) new cases;

(2) cases transferred from another county;

(3) cases previously withdrawn, dismissed, denied, or
discharged which are being reconsidered six months
or more after such action.

(b) Specified case record forms shall be prepared in comnection
with the following as indicated:

(1) cases previously withirawn, denied, or discharged which
are being reconsidered within the six months period after
such action vequire Forms 04A-34 and PA-3c, and PA-3a and
PA-3b whenever applicahble; in such cases the application
and affidavit form on the reverse side of Form PA-3c¢ shail
be executed, modified for the purpose by striking out the
phrases "continuance of" and "a racipient of assistance
where they appear;

(?) continuances require Forms OA-3A and PA-3c, and.PA-3a
and PA-3b wienaver applicable; in such cases the appli-
cation and affidavit form on the reverse side of Form
Pi-3c shall be executed;

(3) cases being discharged require Forms OA-3A and PA-3c, PA-3a
and PA-3b whenever anplicable; except that Form PiA-3c
may be eliminated if the re=ason for closing does not
involve any budgetary. computation and 1f the recommen~ .
dation for closing, with attesting signrnature, and the
decisicn of the board, with attesting signature, are
recorded at the end of the summary revort on Form 0A-3A
as distinct sntrieg, separate from other narrative re-
cording.

(L) changes in grant, except msdical changes, at times other
than regular continuances, require Forms CA-3A and PA-3c,
and PA-3a and PA-3b whenever applicable.

(c) The phrase "whenever applicahle", as used in subsections (a)
and (b) immediately preceding, has the following meaning:

(1) Form PA-3a is applicable, and shall he preparad, only
if the process of determining the amount of the ciient's
entitlement to assistance (or lack of entitlement) in-
volves detailed computations which ¢ arnot be shown in
full on Form PA-3c. Thus, for sxample, in the case of
a client living alone, or one living in a commercial
boariing arrargemenrt, all essential data for determiring
the amcunt of grant can he zhowm on Form PiA-3c; the ore-
paraticn of Form Pi-3a, being 2 mere matter of duvlication
withoul adding significant intormation or apalysis, is
thersfore not recuirad in such sitwation.

(2) Form Pi-3b is applicable, and shall be vrepsred, where
there is more than one legally responsible relative
whose razsponsibility is reguired to be zvaluated by the
particular method for which provision is ma-e on Form
PA-3%,
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Cunlica- 5. The number of copies to be prepared initially, and the nrepara-
tion (f tion and use of duplicate copies, shall be governed as fcllowms:

Casz e fde~

7/ - ™ , . N . . . .

{(3) Except for Form OA-1, which shall be initially nrepar=d io
Auplicate so that an exact copy may be furnished to tie ap-
nlicant, all case recori forms referred to in this Ruling

5]

shall routinely %»e prepared in single original cody;
(b) Belected forms, or selected portions of forms, ov selected
rortions of the case record, or the whole of certain cass

records, may be duplicated in ovne or more coples from tine
to time as ocecasion requires to acconbl £ a2 necessary and
valid administrative purpoze, upon order of thse Director,
the Devuty Director, the Welfare Board cr the State Divi-
gion; but all such copies shall be clearly marzxed and identi-
fied as UNVERIFIED COPY or CERTIFIED COPY, whichever is an-
vrovriate, and the distribution and use therecf shall he
limited to the persons havjng a le"itim»te concern with the
administrative ournose to be served znd shall be limited to
he pericd of time recessary for the accomplishment of such
PUrNOSe . *

uqdnertj— A, Qase record forms must be validated by signatures as indicated
un the reSQec+‘ve forms. Reouired signatures may be accomplished

g Pe~ as follows:
card .
Emvms (2) The original of esch form rurt bear the full written oig-
natures of the client (which may be accomplished hy witnes

(s ]

mark if the client is unable to write) and of other witnessa
whnerever these are reguired;

(b) The original of sach form must hear the versonal sirnatures
of the werker, supervisor or otner stafl mewbers whervever
these are required. which signatvres may be accomplished by
initials or oiher abhreviat seruonally written by
the dudividval concerned.

fon, i

{~) The ecriginal of esch form musi Hwar the personal slignsiures
of the DMrector or Deputy Directer wherever ithesz ars re-
quired, which signatures may he ?CCuapllbhdd hy tymescript
or faczimile signstures if cersonally initialed by ar avth-
orized menbsr of shaff.

record Torms shall he goverred

7. The maintenance and

ance ?nﬂ as follews:

Custocy of

Cage Les (a) The original case record arm= relating to Licant

cord Porme or recipient, inecluding any forms not spazed 7 enunerated
in this Euling but which hy othar rules or ations ave
now or hevezfter identificed as case rzcord mat 1, togetrer

with all related corrasponden.s, merorendms, Jdocurents,

¥ In this Ponnpcﬁ4on, the provisicnz of Ruling No. 2C,
"Confidential MNeture of Records', are also applicable.
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shall constitute the official "case record" for each such
person, and all material so described shall be maintained
in a folder, jacket, ¢r envelope bearing the appropriate

registration numbsr;

(b)  the "case records" shall be filed in fire-resistant cabinets
and indexed, and may be subdivided or subclassified both
as to filing and indexing, in whatever manner is prescribed
by the director of welfare as best suited to local adminis-
trative use and contrcl, orovided that in any event it shall
be possible to locate inmediately the whole of any case re-
cord either by nams or registration numbter; :

(¢) no case record or official portion thereof shall be remcved
from its designated filing cabinet without an identifying
record of the person to whos2 use and custody it is being
nade available, and each such case record or official
portion thereof shall be returned to a designated filing
cabinet at or beforz the close of each day's busiress;

(d) no case recoxrd or officizl portion thereof shall at any
time be removed from the offices of the county welfare board
‘except at the specific authorization of the Director or
Deputy Director and in his personal custody, actual or
constructive;

S

no case record or official'portion thereof ghall be destrayed
or otherwise removed permanently from its designated filing
cabinet unless and until

~~
©

(1) it is transferred in its entirety to t he custody of
some other county welfare board as antherized in
Ruling #8, or

(2) it is destroyed by speeifie autherization of the
State Division after having been reduced to official
nicrofilm record.

DEPARTHENT INSTITUTIONS AND AGENCIES

Marc P, Dowdell, Directer
Division of 0ld Age Assistance

Ruling Series.
No. 1 ~ 1Insert ir Handbook undar section "Rulings and Bulletins",
Destroy Ruling No. 1 issued April 21, 1949,
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State of New Jersey
Department of Institutions and Agencies
Burcau of Assistance Rev., 8/53

SUFPLEMENT NO, 1 TO RULING MO, 1

THSTRUCTIONS FOR APPLICATION FORM ODG-1
T, T7820DUCTIO

This supplcment provides instructions for the usc of a ncw applica-
tion blank hereafter referred to as 0DG=l. Form ODG-1 is to be
used by county welfare boards for both 0ld Age Assistance and Dis-
ability Assistance, (This same form will be used by the municipal
welfare departments for General Assistance applications,) Form
ODG-1 is to be used for new applications, reapplications, reopened
cases, transferred cases, and for applications requesting cont inua-

“tion of assistance.

~ A person shall not execute an application (Form ODG-1l) until an

official agency representative has interpreted to him the eligibil-
ity requircments and scrvices of the program for which he wishes

~ to apply.

*‘An,appliqant"shall be provided a verbal interpretation of the fair

hearing procedure during the initial interview, and his attention
shall be specifically directed to the written cxplanation which

appears on the reverse side of Form ODG-1,

A duplicate copy of Form 0DG-1l, as executed by the applicant, shall

" be furnished him, except on applications for continued assistance.

The form shall always be executed in the prescnce of an officiel
representative of the agency, whether in or outsidc the agency
office. Form ODG-1l shall not be nmailed to anyonc in responsc to an
inquiry or request for assistance by letter or telephone, nor siall
it be furnished to an applicant, or other person, to take fram the
office for execution outside the prcsence of an agency representa-
tive, If, during an initial interview, the individuwal remains un-

-decided about proceeding with an application, he shall be requested

to rcturn to the office, or to notify the agency within a reasonable

.time limit regarding his do0151on. (See County Series No, 3,
** Intake Proccdures,)

" .. Municipal welfare departments are instructed to use Form ODG-1 only
* for Gencral Assistance applications, and to refer persons who wish

fiﬁncuﬁion of >
;;ForvaDG—l'

to apply for OAA and DA to the appropriate county welfare board.

.+ There shall be carcful discussion with the applicant about the
" importance of supplying complcte and accurate information to facili-
“tate consideration and determimation of his eligibility. His atten-

tion shall be specifically directed to the statcments concerning
authorization to investigate, confidentiality of information, and

- .penaltics for misreprcscntatlon, which appear on thc form 1mmed1até—

1y preceding his signature,

‘;JOnce Form ODG-1 has becn exccuted by the appllcant no changes or

" additions shall be made gxcept for iteme C,, D, and E., which
relate to registration by the agency.
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for Application Form ODG-1, Rev. 8/1953

SPECIFIC INSTRUCTIONS FOR COMPLETING FCORM
A. Name

Enter name of person applying for assistance. Do not entur name
of authorized agent here.

B. Addresc

UStreet!t -~ en{ or name of strcet or reoad and number of heuse vhore
applicant is living,if available,

"Municipality" - enter name of municipality in which applicant is
living.

"Gounty" - enter name of county in which applicant is living

"P.0Q, Address" - usc only vwhen post office (mailing) address

~ differs from "street" and "municipality" addresses, mentioned

above.,

C. Registration Number

Enter county identification letter, program identification lotter
and registration number assigned to case. If a registration
number has been previocusly assigned to the case by the same
agency, the former number shall be used,

. Date Registered

Enter datc application is registcred by the agency, The date
entered shall correspond to the official registration date ag
cnterod on ODA-7 even though Form ODG-1 may be executed on a

different date,

No date is to be entered in luOm(D) when Jt‘m\ﬁ) Status, is
chccked'@A"

(See County Serics #3, Intake Procedurcs, pages 3-6; Ruling #h,
Reports on Receipts and Disposition of Qppllcatlonsj

B, Status

Check status of case according to instructions in Bulletin No.lk,
Section A., and Ruling #4, for definitions of Na, RA, RO, TR.

CA - to be checked when recipient is applying for continuation
of assistance,

F. Type of Assistance

Check type of assistance requested,
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i#> Instructions for Application Form ODG-1, Reviscd 8/53

G. HNome
On line 1, onter namc of applicant - the samec name as entered after

"iame of Applicant™ in (A), above. (The additional lines have becen
provided for the use of municipal welfare departments.)

H. Birthdate or Age

Enter birthdate whenever available or age in years if birthdate is
not lnown.

I. Relationship to Applicant

Not to be used by county welfare boards.

J. Signature of Applicant

Applicant must sign here unless application is being made by author-
ized agent., If applicant cannot write name, he must make his mark,
witnessced by member of agency staff.

K. Signature of Authorized Agent

If authorized agent is applying for upplicont, he must sign his neme
and list his address and relationship to the applicant,

This section will be used only if there is a reasonable doubt of the
client's mental competency and an authorized person is making the
application on the person's behalf, or when a legal guardian is
acting for a person. (See County Series i#3, 3Jection 14, A. and C.)

Following "Personally appeared beforc e ", insert name of
applicamt or name of authorized agent, whichever one signed Form CDG-1
on signature line (J) or signature line (X),

In all instances the affidavit will be witncssed by a representative
of the agency.

DEPARTMENT OF IISTITUTIONS AND AGENCIES

T B
Marc P, Dowdell, Chief S
bureau of Assistance

Aprroved: 8/11/53
Elmer V. Andrews
Director of lielfare

Rulinz Series, Supplement No. l.to Ruling No. 1. Insert in Handbook under
section "Rules and Bulletins", Destroy Supplement No, 1 to Ruling No. 1, issued
October 15, 1952,
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'# “Defdytment of Tnetitutions and Agencies

Divisien of 0ld Age Assistance

April 1, 1950
RULING NO. 2

BURTAL AND FUNERAL PAYMENTS

1. This Ruling is issued pursuant to Sections 13, 15, and 25,

Title LL4:7, Revised Statutes of New Jersey, as amended, relating to
payments by the county welfare board for the burial and fuheral ex-
penses of deceased recipients of old age assistance.

2. The statutory prov151ons are interpreted as having the fol-

lowing general purposes:

(a) to establish cost limitations within which the county wel-
fare board may participate in the burial and funeral expenses of
deceased recipients: payment of not more than $200 toward such
exrcenses is authorized, provided total cost of such expenses
does not exceed $250;%

(b) to define such cost limitations as relating to the tctal
costs involved in accomplishing the interment or crematicn of a
deceased recipient, that is, including both burial (or cremation)
and funeral expenses;

(c) to exress a legislative intent that payments by the county
welfare board for such expenses are not authorized as a flat
benefit auntomatically payable at death, but as a means of sup-
plementing the resources of the deceased recipient, of his
family, and of volunteer contributors, only when and to the ex-
tent found necessary; provided, however, that in any event the
first $200 of the decedent's estate, or, if there be an:insuf-
ficient estate or none at all, the first §200C of any real or
personal property of the decedent held by tne county welfare
board, shall be made available for burial and funeral expenses
if the total cost limitation of 250 iz nect violated.

(d) to include within the group eligible to be considered for
such payments those recipients who, on or after October 1, 1949,
are admitted or committed to a tax-supported institution prior
to death;

(e) to absolve the county welfare board of any liability to make
such payments for costs incurred under a contract made without
the knowledge and consent of the board;

(f) to provide that the cost cf any such payments, when disbursed
from assistance funds, shall te appcrtioned between state and
county funds in the ratio 75%-25%¢ on and after October 1, 19L9.¥¢

# With respect to individuals whose deaths occurred prior to October 1, 1949,
payment by the welfare board is limited to ¥150, provided total cost did
not exceed $200.

¥% With respect to disbursements made prior to October 1, 19&9i the formula for
division of costs between state and county funds is 873 %-12—
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Gzneral 3. The following general principles are declared to be in

Principles definition of the intent and purposes of this Ruling and shall

themselves have the force and effect of rule and regulation:

(a) Every recipient of old age assistance, coming within
one of the classes defined in section 6 below, shall have
the opportunity for appropriate burial (or cremation), in-
cluding funeral service, and such opportunity shall be
afforded at public expense where not otherwise available.

(b) The right and obligation to arrange and contract for
the burial and funeral service of any deceased person rasts
with his next of kin and personal representatives. The
county welfare board shall not arrange and contract di-
rectly for the burial and funeral service for a deceased
recipient, nor "authorize" such services, nor make an ab-
solute commitment to pay for such services, except under
the circumstances specified in section L.

(c) The fureral director, and the next of kin or other per-
eons willing and able to crder and purchase burial and fun~
eral service for a deceased recipient, have the right freely
to contract with one another, and no such contract is or shall
be impaired or controlled by these regulations, so long as the
contract (1) does nct contemplate or result in the filing of a
claim against the county welfare board, (2) does not contem-
plate or result in the use of resources legally belonging to
the estate of the decedent to an amount greater than 200 or
for a burial and funeral cost exceeding $250; and (3) does

not contemplate or rasult in the use of insurance proceeds,
death benefit payments, or oth2r resources the existence or
nature of which was concealed from or misrevresented to the
welfare board.

(@) A claim filed against a ccunty welfare board by a

.funeral director, pursuant to these regulations, is not a

bill of dermand for payment owing under a contract, but =
merely a request for allowanee to be granted or denied in
the discretion of the welfare board eonsistent with this

Hulinz, except where the welfare board has directly ar- N
ranged and contracted for the funeral director's services "
urder the circunstances authorized in section L below.

Conditions 4. Whnenever any recipient of old age assistance, coming vwithin
Liriting one of the classes defined in section 6 below, shall die, and neither
Uirect Con=- - next of kin nor personal represeniatives are available to exercise
tracts by their right and cbligation to arrange and contract for the burial and
Velfare funerel services of the decedent, the welfare toard may, on its own
Ecerd for authority and in its own name, arrange and contract directly with any
Burial and funeral director for such services, provided, however, that if it is
Funeral arranged for the decedent to be interred, such interment shall not be

Sorvices made in a burial ground owned by the state, county, or municipality,
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or any institution thereof. If the decedent recipient comes within
the class defined in section 6(d) and is, at the discretion of the
institution to which c¢onfined, interred in a burial ground maintained
by such institution, the welfare board shall not assume liability to
reimburse either the institution or the funeral director with whom
the institution may have contracted.

Lefinition 5. (a) For purposes of this Ruling, "total cost of burial and .
of Total funeral' is defined as the sum of all charges, costs, and expendi-
Cost of tures incurred for any and all of the following items, whetner
gurial and claimed by one or more funeral directors or other parties:

“ineral :

(1) complete preparation and preservation of bYody;

(2) casket, including hardles and name plate if any;

(3) outer case, including delivery of samz to cemetery;

(4) funeral car (hearse);

(5) limousines as necessary for immediate family;

(6) wagon or flower car if any;

(7) grave space or right of burial, where purchase is
necessary at time of death;

(3) opening and closing grave ard all other cemetery
charges, or crematory charges:

(9) special vault or grave-liner, if any;

(10) professional supervicsion and services;

(11) transportation of body from place of death to
place of interment or cremation, including all
intermediate transportation;

(12) use of funeral home, if required, and of all
customary facilities and appointments thereof;

(13) procuring certificate of death and burial permit;

(14) religious serviees at heme, church, funeral home,
cemetery or crematory;

(15) all other items which according to irade and
custom are provided by the funeral director as
elemznts of a "complete funeral unit';

(16) floral door badge; gloves; clothing; professional
pall bearers; obituary notices; telephone, tele-
graph and postage; and any and all other charges
claimed by the funeral director as items of cash
expenditure additional to the charge for "complete
funeral unit".

(b) TFor ourposes of this Ruling, "total cost of burial and
funeral" does not include the following items: ’

(1) arrearages on purchase price of jsrave space or right
of burial, where purchased prior to the death of the |
decedent, or arrearages in care and maintenance “ha ges;

(2) flowers other than floral door badge;

(3) extra limousines for persons othsr than the 1mmedlaue
family of the deceased, if paid for bty such other per-
sons;
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(4) any of the items specified in 5(a) above if such
items are donated or made available in kind, with-
out any cash expenditure by or charge upon any
pergon or organization.

6. Claims for the payment of sums necessary for burial and
funeral exopenses may be received and considered by the welfare board
with respect to:

(a) a person who is in active receipt of old age assistance
at the time of his death;

(b) a person for whom an assistance grant is approved prior
to his death but who fails to receive initial payment be-
cause death occurs subsequent to approval of grant but
before delivery of the initial payment;

(¢) a recipient who dies while a patient in a general hos-
pitel or in any private institution to which he has been
admitted for temporary care;

- (d) a recipient who, on or after October 1, 1949, is ad-
mitted or committed to any tax-supoorted institution within
this state other than a penal or correctional institution,
such admission or commitment being the only reason for sus-
pension or temination of the assistance grant, and whose
death occurs while confined to such institution;

(e) any former recipient who does not come within the re-

quirements of 6(a), (b), (c), or (d), but who had, at time

of death, insurance, securities, or other property assignad

to or otherwise within the direct power of the welfare board

to control and disburse; in cases coming within this class

disbursements for burial and funeral expenses are author-

" 4ized to be made only from the proceeds of such insurance,
securities, or other property and shall not be made in whole

or in part frem public funds.

7. (a) 1In cases coming within the "direct contract" provisiors
of section L, the director of welfare or other authorized reprsesenta-
tive cf the welfare board, may arrange and contract directly with thsa .
funeral director into whose custody and charge the tody of the de-
ceased recipient may have come, or, at the discretion of the board's
representative, with any other funeral director available and willing
to receive the body and to contract for approvriate services. The
contract price shall not exceed the fair and reasonable value of the
goods and services ordered, and in any event shall not exceed two
hundred ($200) dollars. Such contract may be concluded orally, but
shall be confirmed in writing, by letter from the director of welfare
to the funeral director concerned, to be sent not later than the next
working day following the day on which the contract is concluded. The
funeral directer shall thereafter file claim for payment under the
contract, stating and submitting such claim on Form 0i-11l as provided
in section 7(c) below. The obligaticn of the welfare toard to make
payment on such claim shall ve absolute, except for fraud, mis-
representation, breach of contract, mistake or other legal defense.

&



You're viewing an archlved copy from the New Jersey State Library.

Conditions

for Ap-
nroval of
Claime

In the absence of any such exception, payment shall be made
promptly, according to the provisions of section 11 below.

8'

(b) In cases not coming within the "direct contract" pro-

visions of section l, the funeral director arranging for
the burial and funeral services of a deceased recipient
of old age assistance, and the party or parties ordering
such services, shall notify and consult with the county
welfare board before interment or cremation takes place,
in any case where either of the contracting parties con-
templates that the welfare board, or the executor or ad-
ministrator of the decedent's estate, will be requested

‘to pay all or any part of the costs. Information rele-

vant to probable allowance or disallowance of the claim
shall be discussed with the funeral director and other
parties in interest at this time. The funeral director
and other parties in interest shall be advised that final
determination of allowance or disallowance can be made
only after completed investigation of all resources and

~ consideration by the welfare board of the claim as for-

mally submitted.

(c) The funeral director shall, if he elects to file
formal claim, be furnished with not more than two covies of
Form 0A-11, with the name of the decedent already entered,
one of which shall be executed by him and submitted to the
welfare board not later than thirty days following date of
interment or cremation.

The county welfare board shall not approve any claim sub-

mitted by a funeral director (other than a claim properly submitted
under a "direct contract! as provided in sections L and 7(a))unless.
all of the following conditions are met, except for such conditions
as are authorized to be waived pursuant to section 9 below:

(a) that the welfare board received notification of the
death and of the nature of the funeral arrangements before
interment or cremation occurred;

(b) that the claim on Form OA-11 was submitted.to the wel-
fare board not later than thirty days follow1ng date of
interment or crematlon,

(¢) that the claim on Form OA-11 has been: completed and
oroperly executed in full detail, without any omission,
evasion, misrepresentation, or discrevancy;

(d) that the deceased was a person w1tn1n one of the classes
defined in section 6;

(e) that the total cost of burial and funeral, as defined in
this rtuling, did not exceed $250;

(f) that the decedent did not leave an estate, subject to
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being probated or administered by a party other than the
welfare board or its designaied representative, with suf-

ficient value to support and allow a claim thereon of
#200 for burial and funeral expenses;

(g) that any and all payments mhich have been received by
or which are due to any person or persons by rezson of the
liability of any insurance or death or funeral btenefit
company, association or society, arising upon the death

of the decedent, or by reason of entitlement to any in-
dustrial or governmental death benefit payment (including
any 0.A.S.I. lump-sum death benefit only if payable to the
widow or widower in that capacity), and which will not be
made available to the welfare board by the rerson who has
received or will receive such payments, have been recognizad
and accounted for in determining the amount to be allowed
on the claim;

(h) that the ability of legally responsible relatives of
the decedent to contribute, out of their personal resources,
in whole or in part to his burial ani fureral expenses, has
been svaluated, recognized, and accounted for in determin-
ing the amcunt to he allowed on the claimp

(i) that ‘he voluntary offers, if any, of persons, organi-
zations and associations not legally responsible for the
decedent, to contribute in whole or in part o his burial
and fneral experses, have been recognized ani accounted
for in determining the amount to be allowed ou the claim;

(i) that compliance with the foregoing cunditions has been
determined after appropriate investigation;

(k) that the amount approved for payment on the claim shall
be determined in acceorcance with section 10 below.

In appropriate cases, ong or more of the conditions speci-

fied irn section 8 for approval of claims may be waivad as follows:

(a) the conditions stated in 8(a) and 8(b) may be waived,

at the discreticn of the welfare board, upon a shovring of

misunderstanding, mistake, or unavoidable delay not preju-
dicial to thae validity of the claim in othsr resnects;

(b) the conditions stazted i2 8(e) and 8(k) may be waived,
at the discretion of {le weifare board, where the welfare
beard has already received, cr has an absolute guarantee
of recelving, full reimbursement for assistance extended to
the decedent, which will not be impaired or prejudiced by
the waiver;

(¢) none othsr of the specified conditiors shall be waived
by the welfare board, but the board may, in any case in
which it determines that any such condition should bhe so
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waived to avoid hardship or inequity, present a recommenda-
tion with supporting reasons to the State Division, for
disposition in the discretion of the Division.

kethod of =~ 10. In the case of any claim approved by the county welfare
Determining  board, (other than claims properly approved under a "direct con-
Amount of tract" as provided in sections 4 and 7(a)), the amount to be al-
Payrent lowed on such c¢laim shall be detemmined as follows:

(a) From the total cost of burial and funeral, if not in ex-
cess of 9250, deduct the following:

(1) the amount of any and all payments which have been
received by or which are due to the decedent's spouse,
children, father or mother, by reason of the liability
of any insurance or death or funeral benefit company,
association or society, arising upon the death of the
decedent, or by reason of entitlement to any industrizl
or governmental death benefit payment {including any

- A 0.4.5.I. lump-sum death benefit only if payable to the .
widow cr widower in that capacity), and which will not
bs made available to the welfare board by the person
who has received or will receive such payments;

(2) the amount of any and all payments of the same
nature which have been received by or are due to any
person other than the decedent's spouse, children,
father or mother, and which will not be made available
to the welfare boari by such person, excepting, how-
ever, such amounts as are lawfully claimed by such
person to be due and owing to him as a bona fide as-+
signee or purchaser for wvalue or as a claimant for
equitable refund of premiums paid;

(3) the amount of any and all sums which have been
paid or promised to be paid by any person, organi-
zation or association not legally resvonsible for
the decedent, as contribution toward his burial and
funeral expenses, except any such amounts which have
been paid or promised to be paid to the welfare
board;

(L) the amount of any ard all sums which have been
paid or promised to be paid by any legally responsible
relative of the decedent, as contribution toward his
burial and funeral expzsnses, except any such a@iounts
which have been paid or promised to be paid to the
welfare board; provided, however, that as a condition
to the allowance of any claim or a part thereof as a
charge upon public funds, the ability of legally re-
sponsible relatives to contribute to the burial and
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funeral expenses shall be deemed to be not less than
the monthly evaluated responsibility amount which each
such relative was chargeable with contributing to the
support of the decedent at the time of his death.

(b) None of the specified deductions shall be waived or
omitted by the welfare hoard, but the board may, in any case
in which it determines that any such deduction should be so
waived or omitted to avoid hardship or inequity, present a
recommendation with supporting reasons to the State Division,
for disposition in the discretion of the Division.

The amount determined to be allowed on any claim, shall be

. paid as promptly as possible after such determination, and in any
event within thirty days thereafter, from the following sources in the
order named:

12.

(a) first, from cash or assets immediately convertible into
cash accountable to the decedent, which by assignment or
otherwise are in the ownership, poesession or coatrol of
the welfare board, are free of obligation or commitment for
medical bills or other teminal debts of the decedent, and
are available for disbursement with respect to burial and
funeral expenses; ;

(b) second, from public funds appropriated for assistance
payments.

Upon the zilowance, rartial allowance, or disallcwancs of

any claim, notification in writing of such action shall be sent to
the claimant funeral director, to the party or parties who con-
tracted with the funeral director for his services, and to any other
parties who were found to have contributed, to have promised to con-

tribute,

or to be okligated to contribute to the burial and funeral

expenses of the dscedent.

13.

dispute or cdisagreement tetlwzen the welfare boar

In the event ol 2njy cizian whicn becomes “he subject of
and the funeral

director, the welfare beard shzll report the matter to the State
Division for review and advice vefore any dislbursezment is made. It
will be the polizy ci the State Jivision to ccucult und advise with

the State Association 7

1.

Turersz) Directors in anprmpriate cases.

A1 zllowancse or poritions of alliowanzes for burial and

funeral expenses distursed from puvnlic funds on or after October 1,
1949, shall be accounted for as chargzable 75% to 3State funds and

25% to county funds.

(The figures 87.5 and 12.5 which currently

appear on Line E of existing supplies of Form OA-LA (9-47) should
be disregarded for this purpose.)
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Tiymerts :
cirem Pube : 1, Any amounts paid by the weifare board froim public funis
lic Funds tor burial- and funeral expenses shall be. deemed a part of the
Deemed Az- azcistance .granted to the décedent for 'the purpose of claims for
sistance -+ re:mburscment and .recovery under sections LL:7-1k, LL:7-15 and
Payments ©ohif:7-19, R..S. : =
: , , - (a) Immediately uoon payment by the welfare board of any
_ Claime for claim fo* burial and funeral expenses with.respect to a person wro
FeAalS.I. died ‘either fully or currently insured under the C.A. S.I. program,
,  iump-sum and who leaves no widow or widower who was living with the insured,
‘Cayments the board ;shall promptly file claim for the lump~sum death benefit
4#nd Other which is payable. If relativ.s of the decedent have, with the
se2funds - "knowledge and assent of the board, participated in paying for ths

burial and funeral expenses, the board shall recognize 2nd respect
their right to file similar claim and to receive their equitable
Droportlon of the 0.A.S5.I. death payment. ‘The board shall not,
directly or .indirectly, lay claim to that proportion of the O.A.S.I.

death payment which is equitably payable “to such other person cor

- persons, unless their.alleged participation in the burial and
funeral expenses was concealed - or. «otherwise inconsistent with the
statement of facts and costs upon which theé ‘board relied in making

‘ payment. In the latter event, the provisions of section 17(b) shail
govern., -

B

PO

st (b)) RIf thé" board shall ‘discover, any other funds or amounts
which were or should have been ava1lable to meet the burial and
. oot funeral expenses of . the decedent, and -which were not deducted from
: © the total cost in determlnlng ‘the amount of the board's contribu-
' '.tlon to..such expenses (as provided ir section 10), the board shall
*mmedlately take all aporopriate stepe to assert and secure its
.:,:lghte to refund. or recovery.

Claims for™ .. 174 (a) Whenever no.claim for burlal and funeral expenses is

v Hurial and filed with the welfare board, or Whenever a claim is filed and die- - -
Funeral Ex- 3;’allcwed, and  the. funeral director or other person shall file a claim -

' renses Aainst for sich exoenses against the executor or administrator of the
state of De- estate of the- decedent, such executor or administrator-is barred by
d,nu and - section 44:7-15, R.S. from allow1ng such claim in an amount exceed—
- Cther Duplicate ing 3200 until the judgment claim of the welfare board for assisiance
.Y or_Incensist— granted the decedent hHas first been satisfied. The welfare board
“. ent Claims shall, 'where necessary, direct the attention of-the executor or ad-

' ' ministrator to this statutory’ provision, and shall take all

appropriate steps ‘40 assert and sécure its rlghts.

(“ u t"'

: (b) Hhenever the welfare ooard ohall have recelved a clain
fer burlal and fuqeral expehses, ‘and the funeral dlrector or other

" person shall also file’'a e¢laim on his own behalf or- participate in
the flllng of a clalm by otners, for such expenses, against the
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executor or administrator of the estate of the decedent, or against
the relatives of the decedent or other parties alleged to be liable,
or with any insurance company, beneficial lodges or societies, or
Bureau of 0ld Age and Survivors Insurance, which claim is in dupli-
cation of or inconsistent with the claim received by the welfare
board, the welfare board shall:

(1) advise the executor or administrator, or other party
or agency against whom the claim has been filed, of the
circumstances, and take all appropriate sters to assert
and secure its rights; and,

(2) report the matterto the State Division for review and
advice; and,

(3) if payment has already been made ca the claim received
by the welfire board, report ths matier in writing to
the County Frosecutor.

General 18. Each county welfare board shall, as promptly as possitle
Notifi- following the issuance of this Ruling, tiensmit a copy thereof to

cation to each person or firm cperating an establishment in such county as a
Funeral funeral director, and shall thereafter transmit a copy promptly to
Directors; any additional person or Ifirm who engages in such profession. The
Record of county welfare board shall main%ein and have availeble in its records
Persons  at all times a list c¢f all persons and fiims so notified and the
Notified dates of notifications

DEPARTMENT INSTITUTIONS AND AGENCIES

Mare P. Dowdall, Director
Division of 0ld Age Assistznce

RULING SERIES
No. 2 - Insert in Handbook under s
Destrcy Ruling No. 2 issve

LRI R "

actlon "Rulings &ro Puilesingh,
1 October 1, 1945,
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Htate of New Jersey

DEPARTMENT OF INSTITUTIONS AND AGENCIES
TRENTON 8

BUREAU OF ASSISTANCE
148 WEST STATE STREET

March 2, 1954

TO COUNTY "'ELFART DIRECTORS

Attached is one copy of Supplement No, 1 tc Ruling No. 2, "Payment of
Terminal Bills for Medical and Nursing Care," revised March 1, 1954,
Additional copies for distribution to staff are being forwarded under
separate cover,

The Bureau of State Use has been requested to submit proofs of form CDA-11A
and the form will be available cn order in the near future. In the
meantime you are requested to continue preparation of the form for your
own use., Please note the revisions to the sample attached to bring it
into conformity with changes in the regulation.

Copies of Supplement No. 1 to Ruling iio., 2 issued December 1, 1953 are
superseded and are to be destroyed.

Very truly yours

DEPARTMENT CF INSTITUTIONS aND AGENCIES

TR f ) 0mcle }

Marc P. Dowdell, Chief
Bureau of Assistance

MPD-MR4

Approved: 3/3/54
Elmer V, Andrews
Director of “elfare
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State of New Jersey
Department of Institutions and Agencies
Division of Velfare~Bureau of issistance

_ v March 1, 1954
SUFPLEMENT NC., 1 TO RULING NO. 2

PAYIENT OF TERMINAL BILLS FCR MEDICAL AND NURSING CARE

0ld Age and Disability Assistance

Citation of Law I. Chapter 213, P,L. 1953 amends Sections 13 and 25, Title 44:7 as

follows: .

Li:7-13. If, on the death of a person receiving old age (or dis-
ability) assistance, it shall appear to the satisfaction of the
county welfare board after investigation that there are insufficient
furds to pay his burial and funeral expenses, and his terminal medi-
cal and nursing expenses, and that there are no relatives or -other
persons responsible to pay such expenses, or other persons willing
to pay them, the county welfare board may order the payment of such
sum as may be necessary, but not exceeding the sum of two hundred
dollars (3200,00), to such person as the county welfare board may
direct for the burial and funeral expenses of the deceased aged

(or disabled) needy person; provided, however, that the total cost
of such burial and funeral expenses does nét exceed two hundred
fifty dollars ($250,00); and the county welfare board may order the
payment of such additional sum as may be necessary to the person or
persons who furnished terminal medical and nursing service and are
entitled to payment therefor; provided, however that only medical
and nursing service furnished within the two calendar months
immediately preceding the month in which the individual died may be
recognized as terminal medical and nursing services.

Any sum so ordered to be paid for or on account of burial and
funeral expenses and terminal medical and nursing services shall be
first paid, so far as possible, from any fund otherwise undistri-
buted received by the county welfare beard from or for the account
of the individual recipient, and may thereafter be paid, so far as
necessary, from funds appropriated for old age (or disability)
assistance payments. Any amounts so paid frem funds appropriated
for old age (or disability) assistance payments shall be deemed a
part of the assistance granted tc the individual recipient for the
purpose of claims for reimbursement and recovery under sections
Llys7-1h, b4y:7-15 and 44:7-19, Revised Statutes, and shall be a
proper charge for division of cost between the State and county as
referred to in section 44:7-25 of this Title.

The county welfare board shall not be liable to pay costs of burial
and funeral and terminal medical and nursing services for a deceased
recipient of old age (or disability) assistance incurred pursuant

to a contract or contracts entered into without the knowledge and
consent of the board, but may, at its discretion, pay such costs, or
a portion thereof, within the limitations of this section,
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General Inter-

pretation of
Statutgrv
Provisions

General
Principles

L4:7-25., The State shall pay to each county welfare board the full
amount of any funds received by the State from the Federal Gevern-
ment as Federal partifipation with respect to expenditures made by
such county welfare board for old age (or disability) assistance,
including burial and funeral expenses and terminal medical and
nursing costs, plus an additional amount equal to seventy-five per
centum (75%) of the balance of such expenditures after deducting
the amount of such Federal participation, except that such addition-
al amount shall be fifty per centum (50%) with respect to expendi-
tures to or on behalf of persons who receive assistance while in-
mates or residents of any public cr private institution licensed or
approved as a hospital, nursing or convalescent hcme, or medical
institution within the, limitations specified in paragraph d, of
section 44:7-5 of this Title.

II., The statutory amendments are interpreted as having the follow-
ing general purposes:

A, To provide for post-mortem payment, of terminal medical and
nursing services received by a recipient of assistance, from
assistance funds when no other source of payment is available;

B, To limit the period considered "terminal" to two calendar
months immediately preceding the month in which the individual
died;

C. To limit the liability of the welfare board, for costs of
teminal medical and nursing services, to these costs incurred
with the knowledge of the welfare board, but permitting payment
for services incurred without the welfare bcard's knowledge if
in the board's judgment the claims are valid;

D. To provide that the cost of any such payments, when dis-
bursed frem assistance funds, shall be appertioned between
state and county funds in the same proportion as would have
applied at the time the services were furnished.

III. The follewing general principles are declared to be in defini-
tion of the intent and purposes of this Ruling and shall themselves
have the force and effect of rule and regulation:

A, Every recipient of old age and disability assistance coming
within one of the classes defined in section IV., below, shall

be entitled to have his terminal medical and nursing care bills
considered for payment at public expense when nc other sources

of payment are available,

B. The next of kin or other persons willing to order and pay
for medical and nursing services have the right to do so at
their own expense, but neither the vendor of the service nor
the parties ordering the service may rely cn the expectation of
payment by the welfare board in the absence of the beard's
pricr knowledge and consent.

C. A claim filed with the ccunty welfare bcard for terminal
medical or nursing expenses, pursuant tc these regulotions, is
not a bill of demand fcr payment owing under a contract, but
merely a request for allowance teo be granted or denied in the
discretion of the welfare board consistent with this Rulire,
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Qléiéié_ei IV. Claims for payment of terminal medical and nursing service may be
Recipients received and considered by the welfare board with respect to:
Eligible

for Payment A, a person who is in active receipt of assistance at the time of
of Terminal his death;
Bills

B. a person for whom an assistance grant is approved prior to his
death but who fails to receive initial payment because death occurs
subsequent to approval of grant but before delivery of the initial

payment ;

C. a recipient whose grant has been suspended or withheld because
of admission to a private general hospital for temporary care and
who dies while still a patient in such hospital;

D. any former recipient who does not come within the requirements
of A, B, or C but who had, at the time of death, insurance, securi-
ties, or other property assigned to or ctherwise within the direct
power of the welfare beard to control and disburse; in cases coming
within this class disbursements for terminal medical and nursing
care bills are authorized to be made only from the proceeds of such
insurance, securities, or other preperty and shall not be made in
whole or in part from public funds,

Allowable V. Fcr purposes of this Ruling payment from assistance funds for termi-
Terminal nal medical and nursing services shall be limited to the following items
Medical according to the living arrangement existing at the time the services

Expenses were rendered.

Allowable Goods or Service for Recipient Living in:
Family *Private Frivate Fublic  Private
Hoeme  Medical Non-Med., Medical General
Insti- Insti- Insti- Hospital
tution tution tution

A, Physicians visits or treatments Yes Yes Yes ilo No
B. FPrescriptions Yes Yes Yes No No
C. Visiting Nurse Service Yes No Yes No No
D. Board which includes nursing care Yes Yes Yes Yes No
E. Practical nurse (unrelated to

client and hired with approval

of welfare board) Yes No No No e
F. Dressings, medical supplies not

in content of "allowable rate"

for nursing care Yes Yes Yes No No
9z, Prosthetic appliances previcusly

autherized and already delivered Yes Yes Yes Yes Yes
*¢H, Dental services previously author-

ized and already provided Yes Yes Yes Yesitt Yes

* This refers to licensed nursing hcmes or approved infirmaries but
does not include private general hospitals.
#° If not included in normal service to institutioen's residents.

#5¢ Payment also allowable when a prosthetic appliance (including
dentures) has been specifically crdered by the welfare toard so
that there is an obligation to pay reasonable value for the amount
of work actually completed, even though the client dies pricr to
receiving the completed appliance,
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Procedures

for Filing
Claim

Conditions fer
Amnroval of
_Q_l 1ims

VI. Procedures for Filing Clain

A. Persons Who May File Claim

A claim may be filed by the original vendor of the service or
by a person or agency who, with the knowledge and consent of
the welfare board, acted on the recipient's behalf in ordering
the service and in paying for it at the time it was provided.

B, Method of Filing

The person claiming payment shall be furnished two copies cf
Form ODA-11A, shall execute one copy and submit to the welfare
board not later than sixty days follow1ng the date of the
recipient 's death.

C. Refunds of Unearned Advance Payment for Care

In respect to a recipient who has paid for monthly maintenance
or nursing care (as in boarding arrangements, prlvate or
public medical institution) and death occurs prlor te the end
of the advance payment pericd, the vendor of service shall re-
fund the "unearned portion" of such advance payment. However,
any obligations for terminal gecods and serviceées which are
claimable by the establishment (within the limitations of

VI, A, above) may be set—off and deducted from the refund due
the welfare board, provided a detailed,itemized account of

the set-off trandaction is submitted, Where there is no
refund against which terminal bills may be set-off, the es-
tablishment will submit claims for terminal medical goods and
services in accordance with the procedures in this regulation.

VII, The county welfare board shall not apprcve any claim for
payment of terminal medical and nursing service from assistance
funds unless all of the following conditions are met, except for
such conditions as are authorized to be waived pursuant to
section VIII, below:

A, That the claim on Form CDA-114 was submitted to the wel-
fare board not later than sixty days following date of
recipient's death;

B. That the claim on Form ODA-114 has been completed and rro-
perly executed in full detail, without any omission, evasion,
misrepresentation, or discrepancy;

C. That the deceased rccipient was a perscn within one of the
classes defined in section IV;

D. That the goods or service for which claim is made is an
allowable item as defined in section V;

E. That the gonds or scrvice was supplied to the recipient
within two calendar months prior to the month in which the
recipient died; and within a month or months during which the
individual was an approved recipient; and within a month or
months occurring after June 30, 1953,
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VIII,

F. That the gonds or service was supplied with the authoriza-
tion of the welfare board ("authorization", for this purpose,
includes general open~end authorizations to physicians and
pharmacists for routine services, where the welfare board has
extended such general authorizations); or, the need for such
gonds and service was of an emergency nature and arose at a
time when it would be unreasonable to expect prior notification
to the welfare board, provided that the welfare board was noti-
fied within seventy-two hours subsequent to supplying the goods
or service, :

G, That the deceased did not leave an estate, subject to being
probated or administered by a party other than the welfare
board or its designated representative, with sufficient value
to support and allow a claim thereon for terminal medical and
nursing care costs;

H., That any and all payments which have been received by or
which are due to any person or persons by reason of the lia-
bility of any insurance or death or fraternal benefit company,
association or society, arising upon the death of the decedent,
or by reason of entitlement to any industrial or governmental
death benefit payment (including any 0.A.S.I. lump-sum death
benefit only if payable to the widow or widower in that capac-
ity), and which will not be made available to the welfare board
by the person who has received or will receive such payments,
have been recognized and accounted for in determining the
amount to be allowed on the claim;

I. That the ability of legally responsible relatives of the
decedent to contribute, out of their personal resources, in
whole or in part to his terminal medical and nursing expenses,
has been evaluated, reccgnized and accounted for in determining
the amount to be allowed on the claim;

J. That the voluntary offers, if any, of persons, organizations
and associations not legally responsible for the decedent, to
centribute in whole or in part to his terminal medical and
nursing expenses, have been recognized and accounted for in
determining the amount to be allowed on the claim;

K, That compliance with the foregoing conditions has been
determined after appropriatc investigation.

In appropriate cases, one or more of the conditions specified

in section VII for approval of claims may be waived as follows:

A. The conditions stated in VII-A and VII-B may be waived

at the discretion of the welfare board, upon a showing of mis-
understanding, mistake, or unavoidable delay not prejudicial
to the validity of the claim in other respects;

B. The conditions stated in VII-F through J, inclusive, may be
waived, at the discretion of the welfare board, where the
welfare board has alrecady received, or has an absolute guaran-
tee of receiving, full reimbursement for assistance extended to
the decedent, which will not be impaired or prejudiced by the
waiver;
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C. None other of the specified conditions shall be waived by
the welfare board, but the board may, in any case in which it
determines that any such condition should be so waived to avoid
hardship or inequity, present a recommendation with suiporting
reasons to the Bureau of Assistance, for disposition in the
discretion of the Bureau.

IX. The amount determined to be allowed on any claim shall be paid
as promptly as possible after such determination, and in any event
within thirty days thereafter, from the following sources in the
order named:

A, First, from cash or assets immediately convertible intc cash
accountable to the decedent, which by assignment or otherwise
are in the ownership, possession or control of the welfare board,
are free of obligation or commitment for burial and funeral ex-
penses of the decedent, and are available for disbursement with
respect to terminal medical and nursing expenses;

B. Second, from public funds appropriated for assistance pay-
ments,

<. Upon the allowance, partial allowance, or disallowance of any
claim, notification in writing of such action shall be sent to the
claimant, and to any other parties who were found to have contri-
buted, to have promised to contribute, or to be obligated to con-
tribute to the terminal medical and nursing expenses of the decedent.

XI. In the event of any claim which becomes the subject of dispute
or disagreement between the welfare board and the claimant, the
welfare board shall report the matter to the Bureau of Assistance
for review and advice before any disbursement is made.

XII, A1l allowances or portions of allowances for terminal medical
and nursing expenses disbursed from assistance funds after July 1,
1953 shall be accounted for as chargeable to State funds and county
funds in the same proportion as would have applied at the time the
services were furnished.

AIII. Any amounts paid by the welfare board from public funds for
the terminal medical and nursing expenses of an individual shall be
deemed a part of the assistance granted to the decedent for the pur-
pose of claims for reimbursement and recovery under section 44:7-14,
15 and 19, R.S.

XIV, If the board shall discover any other funds or amounts which.
were or should have been available to meet the terminal medical and
nursing expenses of the decedent, and which were not accounted for
in determining the amount of the board's payment for such expenses,
the board shall immediately take all appropriate steps to assert and
secure its rights to refund or recovery.
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tecording in XV. Pending issuance of a revised Ruling No. 22, all payments fer
bdinutés terminal medical and nursing bills will be entered in Schedule V
nf the Minutes., The Schedule will now be completed in two parts as
follows:

Part I will include authorization covering burial payments,

Fart II will include authcrization cevering terminal medical and
nursing bills.

Part I will be completed as heretofore.

Fart II, the new section of this Schedule may be completed under one
of two optional methnds:

Method "A"

Under this methcd complete identifying data will be entered in the
Schedule as in the following illustrations:

(In these illustrations, in column 1 the entry "D" followed by a
date, means date of death; the entry "L.P." followed by a date,
means month of last assistance payment; in column 3, "Type of
Service" shall be used only where the name of the vendor in column 2
does not of itself identify the type cf Service.)
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SCHEDULE V
PART II, TERINAL MEDICAL AND NURSING BILLS
(1) (2) (3) (L) (5) (6) Amount Allowed
Case Type of Date of Date Bill 4mt. of (7) (8)
Information Vendor Service Service Received Bill Clearing Assistance
X-609,Brown  Dr.J.Smith 8/30 9/3 3,00)

D.9/12/53  Dr.J.Smith 9/12 g/20 6.00) 9.00
L.P.8/53 R. Rexall 9/12 9/15 11.00) 11,00
X-788,Rice Jane Doe Practical 8/15 tc¢

D.8/27/53 Nurse 8/27 9/12 42,00 42,00
L.P.7/53 Dr.R.Black 8/12,13

14,16,

18,20,

22,23

24,25

26,27 8/9 36.00 36,00
X-3456,Jones Dr.A,Geod 8/31;

D.9/2/53 9/1,2 9/14 9.00 9.00
L.P.8/53 State Rx 6/20 9/21 Disallowed
X-4567,Harris Smith Drugs 9/1 to

D.9/10/53 Nursing 9/10 10/10 4,63 63
L.P.8/53 Home

Dr.B.Hugus 9/6,7,9 9/28 9.00 9.00
X-L6C8,Little temorial Brace 8/5 9/5 35.00 35,00

D.9/2/53 Hospital
L.P.7/53
X-4793 Brink Dr.B.Wright 7/4 10.15 Disallowed

D.7/5/53
L.7.6/53

Method "B!

Under this method the entries in Schedule V Part II will be limited
to columns 1, (eliminating date of death) 2, 6, 7, and 8 provided
duplicate copies of Form CDA~1li are submitted to the Bureau with

the monthly material as fcllows:

a copy of the CDA-11lA received from

each vendor; when there are two or more CDA-~11A's for the same client
they shall e stapled together; all (DA-1lA's submitted for the month
shall be assembled in registration number order,
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Preparation
of Checks -

Fntries on
Form ODA-L

Entries on
Form ODA-8

XVI, Following approval for payment of the terminal medical ard
nursing bills, the assistance checks may be drawn fer the respective
vendors by reference to Part II of Schedule V,

The check will be prepared manually (typed) showing the payee's name
and postal address, The check should be prepared and released by
the welfare board as promptly as possible following the date of the
meeting in which the respective payment is entered in Part II of
Schedule V, It is reccmmended that in any event such ehecks be pre-
pared and released by the 25th of the month in order that they may
be received by the payees before the end of the month, and thereby
reduce to a minimum the incidence of duplicated and repetitive bill-
ing for services or supplies rendered.

The checks may be numbered at the convenience of the welfare board.
The larger counties may wish to issue a new series of checks to be
used for terminal bills. The check numbers on such a new series
could begin with the number "one" to be preceded by the letter T,
indicating terminal payment.

It is recommended that all county welfare boards purchase a small
rubber stamp with the words, "FOR SERVICES CR SUFFLIES RENDERED".
This stamp should be printed on all checks issued to vendors, in-
cluding funeral directors, as an explanation for issuance cf an
assistance check to the individuals concerned.

XVII. Using a work-cepy of Part II of Schedule V, the payments of
terminal bills approved by the welfare board should be classified as
medical institution cases or cther cases. Each such group shall be
listed in the respective sections of the Form CDA-4 on the final
page of these sections of the bill, Fach case will be entered in
the respective section of the bill by use of an entry of two lines
or more. The first line will show the case identificaticn (i.e.,
number and client's name); second line ard additional lines will
indicate the vendor(s) and the amount(s) of the approved payment(s)
together with the check number(s), The amounts of these payments
for each section of the bill will be considered as non-federally
matchable and will te added to the total of the non-matchable
assistance reported in preceding sections of the bill. The grand
total of the payments will be forwarded in the usual marner to

Form CDA-4A.

It is important to maintain a careful review of all btills in order
to avoid duplicate payment., Any credit or refund which is received
by the welfare board with respect to terminal medical and nursing
bills will be entered in the respective sections of Form ODA-4 as a
reduction entry. It is believed that this plan will be workable
since the number of credits ard refunds is not expected to be large.

XVIII. In making the entry cn Form CDA-8 with respect to the
assistance payments to be used in calculating the average grant,
the amounts disbursed for terminal medical and nursing bills should
not be included.
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Entries in XIX, Entries in the cash-journal will be made in the usual manner
Cash-Journal from COA-L, including the amounts disbursed for terminal medical

and nursing bills as well as burial payments, as heretofore, and no
separate entries with respect to the terminal payments will be re-
quired.

DEFARTMENT OF INSTITUTIONS AND AGZINCIES

LT (. ‘)wlr-H
Marc P, Dowdell, Chief
Bureau of A551stance

Approved: 3/3/5.
Elmer V. Andrews

Director of Welfare

Ruling Series,
Supplement No, 1 to Ruling Nc. 2 Insert in Handbock under sectlon ”?ullngs and
: Bulletins", Destroy Supplement o, 1 (Temporary)
to Ruling No. 2 issued 12.1/53,
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State of New Jersey Fcrm ODA-11A
Department of Institutions and Agencies 3/54
Division of Welfare-Bureau of Assistance .
REQWEST FOR PAYMENT OF TERMINAL MEDICAL CR NURSING EXPENSES

(This form must be executed and submitted to the County Welfare Board not later
than sixty days following date of recipient's death.)

Registration No.

Name of Recipient Address

Date of Death

To County Welfare Board
, being sworn according to law, presents this petition to
the County Welfare Board and says that he has full knowledge of

the facts contained herein; that he understands that payment of all or any part of
the sum requested is subject to the approval and authorization of the said Welfare
Board in conformity with the regulations promulgated by the Bureau of Assistance of
the Department of Institutions and Agencies; that the statement below is a just and
true account of goods furnished and/or services rendered; that no claim for payment
of these goods or services, or for any additional amount has been made from any
other person whatsoever; and that upon payment by the Welfare Board of the amount re-

quested no claim for any additional amount will be made from the Welfare Board or
from any other person, . '

Identify Goods or Service Date(s) Rendered Amount Claimed
Total Amount Requested from Welfare Beard @
Sworn to and subscribed to before me this day of 19

(Signature of Claimant )

{Address)
Date 19
Approved fer by County Welfare Bcard to be
Paid from Assistance Account
Paid from Clearing Account v
(Director)

(See reverse side for Allowable Goods and Services)
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IMPCRTANT — READ CAREFULLY BEFCRE SUBHITTING REQUEST Form CEA-}lA
4 3/54

regulations of the Bureau nf Assistance, Department of Institutions and Agencies

provide for the approval of payment for allcwable terminal medical and nursing ex-
penses under the following conditions for which the supplier is responsible:

A, That the claim on Form CDA-11A is submitted to the welfare board not later
than sixty days following date of recipient!s death, and that the claim is com-
pleted and properly executed;

B. That the goods or service was supplied to the recipient within the two
calendar months prior to the month in which the recipient died; and within a
month or months during which the individual was an approved recipient; and
within a month or months occurring after June 30, 1953;

C. That the goods or service was supplied with the knowledge or under general

authorization of the welfare board; or, in an emergency, that the welfare beard
was notified and accepted responsibility within seventy-two hours subsequent to
the supply of goods or service;

L. That the goods or service is an allowable claim as specified below:

Allowable Terminal Medical‘Expenses

Allowable Goods or Service fer Recipient Living in:
Family *Private Private Public  Private
Home  Medical Non-Med, Medical General
Insti- Insti- Insti- Hospital

tution tution tution

=HoOOoOw»

. Physicians visits or treatments Yes Yes Yes No No
. Prescriptions Yes Yes Yes No No
. Visiting Nurse Service Yes No Yes No o
. Board which includes nursing care Yes Yes Yes Yes No

. Practical nurse (unrelated to

client and hired with approval

of welfare board) Yes No No No No
. Dressings, medical supplies not

in content of "allowable rate"

for nursing care Yes Yes Yes No No

#3%G, Prosthetic appliances previously

authoerized and already delivered Yes Yes Yes Yes Yes

#+%H, Dental services previously author-

ized and already provided Yes Yes Yes Yesi Yes

*This refers to licensed nursing homes or approved infirmaries but does not
include private general hospitals.

#%If not included in normal service to institution's residents.

#thhere the manufacture of a special prosthetic appliance (including dentures)

has been specifically ordered by the welfare board so that there is an
obligation to pay reasonable value for the amount cf work actually ccmpleted,
even though the client dies prior to receiving the appliance, the claim will
be given consideration by the welfare board.
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State of New Jersey
Department of Institutions and Agencies
Division of 0ld Age Assistance

May 1, 1950
RULING NO. L

REPORTS ON RECEIPT AND DISPOSITION OF APPLICATIONS

1. Section L4:7-18, R.S. requires that "the county welfare board
shall at once report to the State division its decision 1n each case
together with copies of the application and record of investigation".

2. The cited language is interpreted as requiring the State division
to establish, and the county welfare board to comply with, practical
methods and procedures whereby as needed for the accomplishment of
the supervisory and administrative responsibilities with whlch the
division is charged, the division will

(2) be currently informed concerning the existence and identity
of each application or request for assistance requiring dis-
position by the board or its staff;

(b) be currently informed concerning the initial disposition
and all subsesquent dispositions of each such application or
request for assistance;

(¢) be currently furnished with certain salient facts, developed
and verified by investigation, in support of the dispositions
made;

(d) have ready access to all original forms, records, or other
writings constituting applications, case records, records of
investigation, and documents, memoranda, and other written re-
cords relating thereto, whenever and to whatever extent may be
necessary.,

3. For the accomplishment of the purpases stated in section 2, the
requirements hereafter stated or referred to have been or are hereby
established.

L. The State division will be currently informed of the existence

Applications, and identity of each application in the following manner:

Dailz Subw-
mission of

‘0A-T :Forms

(a) at the close of each day's business beginning May 1, 1950,
the county welfare board will-transmit to the division by mail
--.a copy of Form 0A-7 for each individual

(1) who, being previously unregistered, on that day made

a request for old age assistance or a request for an ap-
plication for old age assistance, whether such request was
made in person, by mail, by telephone, or through an auth-
orized representative, and regardless of whether or not
the execution of Form QA-l has been or will be completed;
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(2) who, being previously registered but not currently
in either "active recipient" or "pending application”
status, on that day made a request (other than a request
for fair hearing) for old age assistance, or for an ap-
plication for old age assistance, or for review, rein-
vestigation, reopening, reapplication, or reinstatement
of his eligibility status for old age assistance, whether
such request was made in person, by mail, ‘by telephone,
or through an authorized representative, and regardless.
of whether or not the execution of Form 0A-1 has been
or will be completed.

Entries on (b) the copy of Form 01-7 for submission to the State D1v131on

QA-7 Forms. will be completed with the following entries:

(1) Name. —- Enter the full name (last name first),-in-
cluding middle names or initials.

(2) Registration Number. -- Enter the registration number
(including identifying county letters) assigned to the case.
If a registration number had been previously assigned to
the person in the same county, use the former number, Fol-
lowing the registration number, enter on each card appro-
priate code letters as follows:

if the registration is a "new application", as defined
in Bulletin No. 1L, Section A, Item 2(a), enter the
code "(NA)";

if the registration is a "reapplication", as defined in
Bulletin No. 1k, Section A, Item 2(b), enter the
che "(RA) 1,

if the registration is a "reopened case", as defined
in Bulletin No, 1k, Section 4, Item 2(c), enter
the code "(RQ)";

if the registration is a "transferred case", as defined
in Bulletin No. 1k, Section 4, Item 2(d), enter the
code "(TR)".

(3) Street address. — Enter the street and house number of
the place where the applicant is living, if known; otherwise
enter mailing address or post—office box number.

(4) City or town. —— Enter the name of the incorporated
municipality in which the applicant is living, if known;
otherwise enter name of locality aporopriate to mailing
address or post-office box number.
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-(5) Date of birth. -- Enter month, day, and year of birth

as declared by the applicant. In those instances where
the date of birth so declared has already been verified,
enter the code "(V)".

(6) Date of application. -- On the right hand portion of
the Tine beginning "City or town", and directly under the
words "Date of birth", enter the date on which the appli=~
cation or request for assistance is currently being
registered, showing month, day, and year in that order by
numerals, e.g. 5/15/50.

(7) Date Assistance began ) -- No entries will be made for
Date of Denial ) these items for submission to
Date of Death ) the State division.

at the start of business on May 1, 1950, the county welfare

board will prepare, and transmit to the Division by mail on that

day, a Form 0A-7, completed in the manner prescribed in (b)
above, for each individual whose application was reported as
Ypending" in Item 7 of Form OA-8 for the month of April, and
for each additional individual whose application was accepted
for registration after the closing of the OA-8 report for the
month of April but before liay 1, 1950. Such additional indi-
viduals, if any, will be included in the count of Item 1,"Pend-
ing from last month" on Form 0.-8 for the month of May, 1950.

(d) at the close of each calendar month, beginning with the
month of May, 1950, the county welfare board will file with
the Division the monthly statistical report, Form QA-8, which
~ghall be prepared and transmitted in the manner specified in
Bulletin No. 1ll, and which shall reflect accurate counts of
transactions through the last calendar day of the month for
which the report is prepared.

The figures reported in Section A of the OA-8, by classifica-
tions, should balance with the accumulated totals of 0A-T7
cards, as coded under section L(b)(2), which will have been
transmitted to the State Division on a daily basis during the
course of the month,

The State division will be currently informed concerning the

injtial disposition and all subsequent dispositions of each apoli-
cation through the reporting method specified in Ruling #22.

6.

The State division will be furnished with certain salient facts,

developed and verified by investigation, in support of the dis-
positions made, by the following methods:

(a) the monthly submission of social data cards (Form OA-1l)
for individuals accepted for old age assistance, as specified
in Bulletin #20;
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(b) the monthly submission of social data cards (Form 0A-13)
" for cases closed, as specified in Bulletin #2l;

{c) the accomplishment of both regular and special case-review
studies, in the local office, to be conducted by state, federal,

or other staff assigned for such purpose.

The State division will have ready access to all original forms,

Aeccess to . T.-
5riginaI ; -yecords, or other writings relevant to appllcatlons and the dis-

‘Records. . p051t10n ‘thereof, as a result of:

(a) the provisions of Ruling #1, which requires the maintenance
and availability of complete original case records in the local

office; and

(b) the provisions of Ruling #20, particularly regulation 3(c),
‘which requires the furnishing of such records to agents and
representatives of the division.

DEPARTVENT INSTITUTIONS AND AGENCIES

Marc P, Dowdell, Director C
Division of 01d Age Assistance c A

Ruling Series.
No. 4« Insert in Handbook under section "Rulings and Bulletins".

Destroy Bulletin #2 issued July 13, 19L5.
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State of New Jersey
Department of Institutions and Agencies
Division of 0ld Age Assistance

August 17, 1945
RULING NO. 5 - :

. INTERPRETATION OF RESIDENCE REQUIREMENTS

The following statement outlines in detail the policy with respect
to residence requirements for o0ld age assistance. It also outlines our policy
concerning clients who remove from New Jersey either temporarily or permanent-
ly. Special arrangements for interchange of clients on a reciprocal basis with
other States are set forth in supplements to this ruling. At this date such
supplements cover special arrangements with Pennsylvania and New York,

Requlrement for Eligibility at Tlme of Application

The re51dence requirement for old age assistance- shall be regarded
as satisfied if the applicant can establish: :

1. That he has been physically present in the State without inter-
ruption for the twelve months immediately preceding date of ap-
plication; or :

2. That he has been a resident of the State for the twelve months
period immediately preceding application and that such residence
shall not have be=n abandoned. Abandonment shall be defined as
absence from the State for a period greater than twelve months
out of the twenty-four months immediately preceding anwvlication,
except :

3. That in any case where. abandonment as above defined works a harde
ship on the applicant the case shall be referred to the State
Division of 0ld Age Assistance which in consultation with the
county welfare board shall proceed to make a determination re-
garding the applicant's intent as to residence within the require-
ments of the statute,

i That he is a recinient of old age assistance from a state which
has entered into a reciprocal agreement with New Jersey for the
immediate transfer of cases, and referral of the case has been
received from the local agency in the area of the recipient's
previous residence because the recipient desires to establish
permanent residence in New Jersey.

Provisions (2) and (3) above are maide as a protection to persons
who may have had a lengthyresidence in the State but who for good cause may
have found it necessary to interrupt the period of twelve months residence
immediately preceding the application by a temporary visit out of State,
Further, at no time shall the fact that the applicant is receiving or has
received public assistance, in whatever form, from an agency within the State
or outside the State be construed, of itself, as an impairment to acquiring
residence for purposes of the 0ld Age \issistance Act. :
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Eligibility of Recipients upon Removal from State

Absence from the State shall not of itself be sufficient cause for
discontinuing old age assistance, However, since it is essential that admin-
istrative safeguards be established to proteot the public interest in every
situation where assistance is continued to a client residing out of State, the
following procedure is set forth:

Whenever & client desires to go out of the State, whether for e
temporary visit of three months or more or with intent to remain permenently
and desires to continue to receive old age assistance, the welfare board
should be apprised of such intention in advence. At that time the client's
proposed arrangements should be reviewed with him from the standpoint of
the suitability of the new living conditions and his finencial needs whilse
residing out of Staete. 1In addition if any health problem is indicated the
client shall be advised of the peculiarity of local residence requirements
affecting medical services, partioularly hospitalizetion, so far as they are
known.

Before the continuation of old ege assistance to a client removing
from New Jersey is authorized by the welfare board, in any case where removal
is for a period of three months or more, contact shall be made with a repre-
sentative public welfare agency in the community to which removal has been
mede or is entieipated for the purposes of inquirirng into the following:

1) willingness of tie out-cf-State friends or relatives to recsive the client;
2) adequacy of aveiliable accomodations out of Stats; 3) need for continued
public assistance and amount of suoch need, if any; 4) wililingness of the oute
of=State agency to make the usual six-months investigation of eligibility and
to give the case such interim supervision as the situetion of the client re-
quires, This procedure is not construed as e limitation upon the residence

of the client but rather as a necessary service to insure adeguate ocare while
he is out of the Ltate.

Then the client has expressed ean intent that his stay will be of
8 temporary nature and he leaves this State with the intention of returing
after ths accomplichrent of the purpose for which the vicit was made and need
has been demonstrated thru out-of-State ocontact as outlined above, assistence
shall be continued for the duration of such visit providing client does not
alter his intention end dacide %o reside permanently outside New Jersey,

Such assistancs, based upon the recommendations of the local agenoy
supervising the area of client's temporary residence, shall include the usual
living expenses, cost of medical ocare as incurred, end the cost of burial if
death should ensue during the visit, Cost of burial would be limited as per
Ruling No. 2.

Vihen the client plans to reside permanently in esnother State, detsr-
mination shall be made of the cther stete’s wiilingness to sceept the stay of
the client within its jurisdiction while receiving assistance from New Jersey
as an accumulative period during which residence may be gained in that State
for purposes of one of the public assistence progrems. 0ld age assistance
shall be continued, provided need is demonstrated as outlined above, until
such residence requirement is fulfilled.
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When the client desires to move permanently to a state which has
entered into a reciprocal agreement with New Jersey for the immediate transfor
of cases, the appropriate local agency shall be notified promptly to enable
it to initiate an investigation. A case summary shall be provided the out~-
of-state agency as soon as change of residence is affected. The client shall
be instructed where to file application for assistance in the state of resi-
dence, and assistance shall be continued by the New Jersey agency until noti-
fication of acceptance has been received from the other state's local agency.
However, assistance shall not be continued for more than two months following
that in which change of residence takes place,

If upon inquiry it appears, however, that residence can never be
gained by the client despite his intention, or if the residence requirement
exceaeds five years the case shall be immediately referred to the State Divi-
sion for a determination concerning the continuance of assistance. Similar
action should be taken where the appropriate out-of-State agency refuses to
make the required investigation.

Sources of Residence Verification

In general, written records supported by testimony of responsible
individuals supply the most adequate verification of the residence require-
ment. Unless contradicted by other evidence or testimony the following re-
cords, when they indicate length of residence, are deemed acceptable:

Rent receipts and utilitiss bills;

Telephone directories;

City directories when it is known that such directories are
maintained on a current basis;

Records of public and private welfare agencies;

Physicians' records supported by the physician's personal
testimony;

Employment records supported by the employer's testimony that
he has had continuous knowledge of the applicant's abode;

Post office records or knowledge of postmaster or carrier,

If none of the above types of evidence are available, if they are
contradlctory, or if the evidence offered by written records is not found
satisfactory, the following sources of evidence may be deemed acceptable,
particularly if two or more pieces of such evidence are corroborative one
of another:

Personal testimony of employers, neighbors, landlords, and
tradesmen where it can be shown that such psrsons are
unbiased and where it is possible to indicate in the record
the manner in which such persons have knowledge of the ap-
plicant's place of residence;

Election records;

Addresses ghown on real property tax records.
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Evidence which is not regarded as acceptable includes the unsup-
portad testimony of the applicant, testimony of his relatives when there is
no corroborative evidence, and recorded statements of the type, "Mr.
has known applicant for years."

The above lists are not intended as exhaustive statements of the
2overal kinds of evidence which may be used for residence verification; they
are presented as suggestions of the kinds of evidence most frequently avail-
able.

DEPARTMENT INSTITUTIONS AND AGENCIES

Marc P. Dowdell, Director
Division of 0ld Age Assistance

Approved August 17, 1945
Sanford Bates, Commissioner

Ruling'Series.
Ne. 5. Insert in Handbook under section "Rulings and Bulletlns"
Destroy Ruling No. S dated May 31, 1943.
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Department of Institutions and Agencies
Division of 0ld Age Assistance

May 1, 1950
SUPPLEMENT NO. 1 TO RULING NO. S

MIGRATION BATWEEN NEW JERSEY AND PENNSYLVANIA

1. Supplement No. 1 to Ruling No. 5, entitled "Transfer of Cases be-
tween New Jersey and Pennsylvania", issued August 17, 1945, is hereby
rescinded. The previously existing understanding which contemplated

a uniform method for "transfer of cases" between the two jurisdictions,
without interruption of assistance payments, is declared abrogated.

2. Recipients of old age assistance from New Jersey who, on May 1,
1950, are already living in Pennsylvania, under arrangements known to
and approved by the county welfare board, may continue to receive as-
sistance, if otherwise eligible, for a period of twelve months from
the month in which the move from New Jersey to Pennsylvania occurred.
Each such recipient shall be notified by letter, within 30 days from

the issue of this Supplement, that his eligibility for assistance from

New Jersey will terminate, if he continues to live in Pennsylvania,
on the date he gains residence eligibility in Pennsylvania, that is,
one year from the date on which he moved into that jurisdiction. It
will be the recinient's personal responsibility to file formal appli-
cation in Pennsylvania, at or before such date.

3. The director of welfare will establish aprropriate administrative
controls covering all recipients referred to in section 2, whereby the
payment to be issued for the month during which the recipient acquires
residence eligibility in Pennsylvania will be the last such payment
issued from New Jersey, and will be accompanied by a letter of trans-
mittal reinforming the recipient of that fact.

L. The continuing eligibility of N. J. recipients who move to Penn-
sylvania on and after ¥ay 1, 1950, will be governed as follows:

Yove to Penn- a. Permanent Move -~ A recipient who leaves New Jersey and goes

sylvania on
and after
May 1, 1950.

to live permanently in Pennsylvania, becomes immediately in-
eligible for further old age assistance from New Jersey. He
will not, however, have eligibility to receive old age as-
sistance from Pennsylvania unless and until he has attained
one year's residence in that state. New Jersey recipients
who are considering permanent moves to Pennsylvania should
be so advised in order that they may plan accordingly.

b. Temporary Move -~ A recipient who leaves New Jersey and goes
to Pennsylvania for a temporary stay only, intending to re-
turn to his established home in New Jersey within a period of
three months, may continue to receive old age assistance from
New Jersey during such temporary stay, if he is otherwise eli-
gible. His intention to return is determined from his own
statement of his plans, so far as these are consistent with
his actions and with other objective evidence. A "temporary
stay" is defined as one which is not an actual and complete
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change of customary place of abode, and which does not exceed
three months, unless the recipient thereafter reports, and it
is verified, that his health or other circumstances beyond his
control prevent his return within the three month period but
that he still intends to return to New Jersey. If, because of
such circumstances, assistance is continued beyond three months,
the total period including the three months may not exceed one
year. Administrative controls shall be set up which will auto-
matically result in the discontinuance of the grant at the end
of three months. If at that time, the director of welfare
finds that eircumstances permit continuing assistance, for -the
reasons stated in this subsecction, new controls shall be-set

up for discontinuance at the appropriate time, but not later
than one year. T

¢. Uncertain Move =~ Where it is not clearly evident, in the first
instance, whether the move is permanent or temporary, it shall
be regarded as temporary for a period not exceeding three months.
If a person goes repeatedly to Psnnsylvania for "temporary
stays" and returns to New Jersey only for brief intervals in
between, it shall be the responsibility of the county welfare
board to determine whether or not an actual removal has taken
place and the recipient has in fact made Pennsylvania his
customary place of abode.

Continuing 5. The State Division understands that Pennsylvania recipients, who
Eligibility moved to New Jersey before November 1, 1949, will continue to receive
of Pennsy-  assistance from Pennsylvania if otherwise eligible, for a period of
lvania Reci~ twelve months from the date of the move. All such recipients have
pients who  been so notified. :

loved to N.J.

before 11/1/4L9.

6. The State Division understands that the eligibility status of
Pennsylvania recipients who moved to New Jersey on and after November
1, 1949, is governed by rules substantially identical with those stated
in section Y4 of this-Supplement. This means that such persons may
Moved to N.J.pecome ineligible for continuing assistance from Pennsylvania even

on & after  pefore comple tion of the one year's residence required for attainment

Status of
Penna.Reci-~
pients Who

11/1/L5. of eligibility in New Jersey.

Status of 7. Persons not already receiﬁing old age assistance who move from
Non-Recipi~ Pennsylvania to New Jersey, or vice versa, are ineligible fn the state
ents. from which they migrated unless. and until they return to live in such

state and are then found otherwise eligible; such persons are also
ineligible in the state to which they migrated unless and until they
have lived in such state for a pericd of one year immediately preceding
application.

'DEPARTMENT. INSTITUTIONS AND AGENCIES
Approved: Elmer V. Andrews '
Deputy Commissioner for Welfare

Marc P. Dowdell, Director
Division of 0ld Age Assistance

Ruling Series., : :
Supplement 1 to Ruling No. 5 - Insert in Handbook under section "Rulir s ard
Bulletins". Destroy Supplement 1 to Ruling 5, lissued dugust 17, .-
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State of New Jersey
Department of Institutions and Agencies
Division of 0l1d Age Assistance
SUPPLEMENT NO, 2 TO RULING NO. 5

TRANSFER OF CASES BETWEEN NEW JERSEY AND NEW YORK

Following is an excerpt from an agreement which shall become ef- °
fective September 15, 1945 between the Department of Social Welfare of the
State of New York, party of the first part, and the Department of Institut-
ions and Agencies of the State of New Jersey, party of the second part:

"NOW, THEREFORE, IT 1S MUTUALLY AGREED by and between the
parties hereto as follows, to Wwit:

(1) That the party of the first part will arrange through
its proper public local administering agencies to receive the ap~-
plications of persons eligible for old age assistance in the State
of New Jersey, who remove to the State of New York with intention
to take up permanent residence therein, and will arrange through
its proper local administering agenciss to provide for their needs,
in accordance with the provisions of the Social Welfare Law of New
York State; and

(2) That the party of the second part through its proper pub-
lic local administering agencies will accept persons eligible for
old age assistance in the State of New York, who remove to the State
of New Jersey with intention to take up permanent residence therein,
and will provide for their needs in accordance with the New Jersey
old age assistance law; and

(3) That in the event of the death of a recipient who has
moved from one to the other of the states under the provisions of
articles (1) and (2) of this agreement, the party and/or its proper
local administering agencies, holding assignment or otherwise con-
trolling any of the personal or real property of the deceased shall,
before considering any claim which the other party might have against
the estate of the deceased, take reimbursement for all public aid
paid by said State and/or its proper local administering agencies;
and that in the event full reimbursement is received by said party,
and/or its proper local administering agencies, and a balance of
funds remains, then said party shall notify the other of this fact;*

The procedure for handling cases under this agreement is out-
lined in Ruling No, 5 revised, copies of which accompany this supplement,

DEPARTMENT INSTITUTIONS AND AGENCIES

Marc P. Dowdell, Director
Division of 0ld Age Assistance
Approved August 17, 1945
Sanford Bates, Commissioner

Ruling Series.
Supplement No, 2 to Ruling No, 5, Insert in Handbook under section
"Rulings and Bulletins",
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State of New Jersey
Department of Institutions and Agencies
Division of 0ld Age Assistance

September 19, 1947
SUPPLEMENT NOs 3 TO RULING NO« B

TRANSFEKk (F CaSkS BET.Ecl ME. JLRSEY aND WISCONSIN

Pursuaent to enabling legislation in both New Jersey and is-
consin, correspondence has been exchanged between the New Jersey Department
of Institutions and Agencies and the ".isconsin Department of Public ..elfare
regarding the transfer of old age assistance cases between the states on a
reciprocal basises This correspondenoce is regarded as having established a
mutual understanding of policies and procedures to apply between the admin=
istrative agencies of the two states.

Qur understanding is that New Jersey will grant old age as-
sistance to any person who moves from Wisconsin to Mew Jersey with the in-
tention of becoming & permenent resident, waiving the requirement for one
year of continuous residence in Wew Jersey immediately preceding date of
aepplication, provided the epplicant is in all other respects eligible for
assistance under New Jersey law; and that Wisconsin will in turn do the same
for persons who move from New Jersey to Wisconsin with the intention of be-
coming permenent residents of liisconsin.

In the case of an active recipient whose case is transfered
from one state to the other according to the principle stated above, the
state which has first acquired a vested interest in any of the clients' as-
sets or resources by assignment, lien, mortgage, or other form of sequestration,
will maintain its preemption as to such assets or resources., The liquidation
and disposition of such assets and resources, at the time of the client's
death or otherwise, will conform to the law and administrative policy of the
state having the preemption. The administrative mgencies in both states,
however, undertake to maintein a policy of prompt notification and full ex-
chenge of informetion with respect to such matters,

It is further understood that when a resident of either State
who is receiving old age assisteance in such State removes to the other State
tor temporary abode only, without intention of becoming a permenent resident,
the agency in the State of origin will continue to extend assistance so long
as the client continues to be otherwise eligible, and will continue to be
responsible for the usual budgeted items of need including mediocal care,
hospitalization, and burial expenses if death occurs, until such time as the
client returns to the State of origin, or forms the intent of becoming a per-
manent resident of the State of temporary abode prior to returning to the
State of origin. GSuch intent to become a permanent resident shall in any
event be presumed when the temporary abode has continued for one year. In
determining the amount of assistance to be extended to a client who is re=-
siding temporarily in the other State, the agency in the State of origin
will consider, as fully as its law and regulations permit, the recommendations
of the agency in the State of temporary abode, based on the assistance stand-
ards prevailing in such State, with respect to the need of such person for
continuing assistance,
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The understanding between the States as outlined above
is effective immediately.

DEPARTMENT INSTITUTIONS AND AGENCIES

Marc P. Dowdell, Director
Division of 0ld Age Assistance

Approved August L, 1947
Sanford Bates, Commissioner

Ruling Series.
Supplement No. 3 to Ruling No. 5. Insert in Handbook under section "Rulings
and Bulletins".
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State of dew Jarsey
Depvartient ol Institutions and Agencies
Division of 0ld Age Assistance

uly 1, 1939
RULING Neo 6

INVESTIGATIONS ON APPLYCATION AMD CONTINUANCE

Statemant of Law

The 1d Age Assistance Law, Title LL, Chaoter 7, Revised Statutoes
of New Jerse€y, provides in Section 17:

"an applicant for old age assistance shsall make his application
thzrefor to the county welfare board for the couwnty in which the
apnlicant resides. The person requesting assistance may apply
in person or ths apvlication may be made by another in his be-
‘half. The avplication shall be made in writing or reduced to
writing, in manner and form prescribed by the state livision.
All statements in the application shall Le verified under oath
by the applicant."

Tt is provided in 3Section 18 that:

"hen the county welfare hoard receives an application for old
age assistance, an investigation and record shall promptly be
made bf the circumstances of the applicant. The object of such
investigation shall be to ascertain the facts suoporting the ap-
plication mate under this chapter and such other information as
may be required by the rules of the state division. Upon the
completion of such investigation the county welfare board shall
decide whether the applicant is =ligible for and should receive
0ld age assistance under this chapter, the amount of assistance,
the manner of paying or providing it, and the date on which the
assistance shall begin." '

Section 22 of Title Lk, Chapter 7, Revised 3tatutes of W.J. provides:

"All old age assistance under this chapter shall be reconsidererd
from time to time as may be provided for by the rules of the

state division. After such further investigation as the county
welfare board may deem necessary or the statle division may. re-
quire, the amount and manner of giving assistance, or the con-
ditions uwpon which it is given, may b2 changed, or the assistance
may be withdrawn if the countly welfare board finds that such
action is warranted by the recipient's circunstinces or for cause."

fonvestigation on Apnlication

Jursuant to tha above statutory provisions the State Uivision
adaots the following regulations:
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1) In each instance of initial application for old age assistance
the county welfare board shall require the filing of a formal application,
Form 0A-1, properly filled in by or in behalf of the applicant and signed by
him in the presence of a person authorized by law to take and certify affi-
davits and acknowledgments.

The same regulation shall aoply to "reapnlications", il.e., to paer-
sons who applied previously for old age assistance and withirew, and to per-
sons who applied previously and were denied by the county welfare board. In
"reopened" cases, instances where the anplicant formerly received old age as-
sistance but was discontinued for cause, the welfare board may in its discretion
require the filing of Form QA-1l, except that if the case has bewn inactive for
a period of twelve months or more formal application for assistance shall be
required,

2) 4ll applications for assistance, whether in "new", "reappli-
cation", or "reopened" cases, chould be assigned to the field for investi-
gaticn as soon after their receipt as is practicable., Urdinarily such assign-
ment will be made during a period not exceeding one week following their re-
ceipt, '

3) Investigation of applications shall be carried on and completed
promotly. It is desirable that investigations be completed within thirty days
after application. No application should be in the field under investigation
for a seriod of more then sixty days except with tne soecific approval of the

director of welfare.

L4) As an aid to the prompt clearance of applications for old age
assistance the county welfare board shall cause to he maintained in the county
a register of applications filed which will show as a minimum

a) Hame of the applicant

b) Tegistration number

c) Date application was received

d) Date application was assigned to the field for
investigation.

This register should be kept current and within easy access of the director
at all times, :

5) Lxcept in most unusual circumstances completed investigations
shall be presented to the welfare board at the next regular meeting of the
beard following their completion. The welfars board shall formally approve,
deny, or hold over for further investigation, each case brought before it.

Investiyation on Continuance

1) The ceunty welfare board shall require each active recipient of
91d a;¢ assgistance to sign a formal application for continuance (reversa side
of “orm Oa=3) and shall cause a comprehensive investigation of each active re-
cipient's circumstances to be made at least once every six months,
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The foregoing is stated as the general rule and is interpreted to
mzan that old age assistance clients shall not be permitted to continue on
the active rolls of the welfare board for a neriod exceeding six months wi th-
out reinvestigation of their social and financial circumstances. The State
division reserves the right to vermit exceptions to the foregoing rule, in its
discretion, where unusual circumstances in specific cases or in groups of cases
are presented by the county welfare board and warrant the exercise of such
discretion. The State Uivision may not apnrove for federal and State mabtch-
ing,_any grant of old a,e assistance which has remained uninvestigated for a
neriod of one year or more.

The State Division will continue periodically to advise the counties
of overdue continuance reports. Such advice from the State Uivision will not
ralieve the county welfars boards, however, of the necessity of maintaining in
the county office adequate records and files from which due detes may be readily
detazrmined.

2) Investigations on continuance shall be acted upon by the vwel-
fare board at the meeting next succeeding their completion.

DEPARTEXT INSTITUTIONS AND AGENCITS

“Jarc P. Dowdell, Director
Bivision of 0Old Age Assistance

Ruling Series.
No. & ~ Insert in Handbook under section "Rulings and Bulletins'.
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State of New Jersey
Department of Institutions and Agencies
Division of 0Old Age Assistance

May 1, 1946 °

RULING NO. 8

TRANSFER OF CASES ON CHANGE CF<COUNTY RESIDENCE

A, Statement of Law

The old age assistance law directs that cases shall be trans-
ferred among the counties as recipients' residences change, except that:

1. A temporary visit shall not be considered a change of resi-
dence, but any visit shall be deemed permanent if continued for more than
three months;

2. Removal from one county to another for the purpose of enter-
ing a public institution or a private custodial or curative establishment,
such as a licensed nursing home, shall not be considered a change of county
residence during the period of confinement in such institution or establish-
ment, regardless of the length of such confinement.

B, Definitions

For the purposcs of this ruling, the following definitions shall
apply:
County of origin - the county from which the client moves or

expects to move during the particular transfer, and not to be confused with
other counties in which the client may have resided on previous occasions,

, Receiving county - the county to which the client moves or ex-—
pects to move during the particular transfer.

C. Statement of Principles

Whenever it is determined that a recipient has moved or is plann-
ing to move from one county to another, it shall be the responsibility of the
directors of welfare of the two counties concerned to effect the prompt and
efficient disposition of the case in accordance with the following principles:

1. The county of origin shall initiate, and the receiving county
shall, on request, immediately cooperate in accomplishing a full investigation
of the circumstances surrounding the move,

2. If the move is permanent and the case warrants continued as-
sistance, transfer of thec case shall be accomplished cxpeditiously by discon-
tinuanece of the grant in the county of origin and award of a grant in the
recelving county, to occur simultaneously in the first month for which the
directors of welfare concerncd can mutually so arrange.
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3. If the case does not warrant continued assistance, regard-
less of the nature of the move, payments to the recipient shall ccase as
promptly as the facts indicating such action are available.

L. The welfare of the client shall not be adversely affected,
and his right to uninterrupted assistance if in need shall not be preju-
diced, by disagreement or other administrative dlfflculty between the
countles

D. Administrative Procedure

In the accomplishment of the foregoing objectives, the directors
of welfare of the counties concerned shall consult together fully and prompt-
. 1y by correspondence, and by telephone with confirmation by letter, and shall
otherwise utilize whatever procedures are most appropriate to the effective
disposition of the particular case. It is contemplated that most cascs will
be satisfactorily handled by mutual cooperatlon in this manner without pres-
cribed procedural formality.

Howevér, in the event of disagrecment or unrcasonable}delay, the
rights of the parties will be determined by the State Division on the basis
of compliance with the following procedural standards:

1. Upon learning that a recipient has moved or is planning to
move to another county, the director of welfare in the county of origin shall
immediately initiate appropriate investigation of the circumstances and shall
immediately notify the receiving county that such removal has occurred or is
to occur,

2. The receiving county shall establish contact with the reci-
pient within five working days of the receipt of such notification or of
the date of move, whichever is later. If it appears that the move is per-
manent, (i.ec., has already continued or is likely to continue for more than
three months) the receiving county shall take an application from the client,
unless at that point sufficient factual data has becn developed to support a
recommendation to the county of origin that the grant be discontinucd for
cause,

3. The receiving county, within five working days after initial
contact with the client, shall report to the county of origin in writing its
finding on the naturc of the move and all other information available at that
point. If the move is pcermanent and discontinuance of the grant is not af-
firmatively indicated, it shall request the county of origin to forward the
case record as indicated in #4 below.

L. The county of origin, upon notification of the permanent
naturc of the move without recommendation for discontinuance, shall within
five working days thereafter forward to the recciving county either the
original case record complete with all forms, correspondence, etc. or copies
of the forms and reports of first and subsequent applications and discharge
reports plus the two most recent continuance reports, eliminating.all interim
reports. If the interim reports, however, cover any unusual situation or in-
formation, a brief summary of the pertinent data should be added to the above
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listed material. If a complete original record is forwarded, the county of
origin shall prcpare a summary of contents decmed adequate to its own pur-~
poscs to be retained in its files. The county of origin will cxercise

care that any records so transmitted to the receiving county are proopIWV
organized and . in good order,

5. Upon receipt of the case record or copy of the above listed
material, the recoiving county shall immediately acknowledge such receipt
by letter and shall, in the same letter, confirm to the county of origin that
responsibility for the case, whother or not assistance is to be granted, will
be assumed g}g_{atar than t +ho first day of the foilowing month, The receiving
county will then proceed with such further : irvestigaticn cf the applicant's
eligibility as may be reauired and will submit the casc for Board action at the
mepting in that month for which it has notificed the county of origin it is
assuming responsibility, or, if necessary, the director 'All autnorize a tem-
porary grant for such mcnth and board action taken at the next mceeting therc-

after,

6. The county of origin shall formally discharge the case at
the next board mecting following reccipt of notification from the receiving
county of their effective date of assumpticn of resps ﬂq5bili;y, but shall,
without waiting for such mecting, promptly confirm to the receiving county
the effective date of such discharge and the month for which the last check
has been or will be issued.

7. Tho county of origin shall, so far as possible, include in
the client'!s last check hudgetcd amounts to me.t all authorized outstanding
obligations of the client for board, medical services and otacr neuds. The
receiving county shall honor, for budgeting purpcses, all such items which
had not been available for consideration at the time the county of origin
¢stimated the client's needs for the last check.

8. Notification of discharge shall be s.nt to the clicnt by
the county of origin, informing him that the receiving county has become
responsible for his case and will in due coursc notify him of its decision
to grant or deny assistance.

9. Any case the disposition of which has not been mutually
agreed upon by the dircctors of welfare concerned within thirty days of the
date of original referral shall be promptly reported by the county of
origin to the State Division by letter sctting forth the pertinent available
facts. This does not mean that thc actual transfer must be completed within
thirty days, but rathor than an unw =s*3nl*ﬂz hpiwobn fnb _directors of wel-

fare shall be concliuded within thuu LnS. In the abscnce of such an under—

standing, the State Division shall be notified by tne county of origin and
may be notified by the receiving county as well.

-
Juli

. Statistical Proccdure

1. (a) The receiving county, upon taking an application as re-
ferred to in D.2 above shall assign a new registration number or rcopened
number as the casc may be and shall enter the case in Item 2(d) on Form OA-8
for the month in which such application is taken,
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(b) If a grant is made, the case shall be recordbd in Item

h and Item 11 of Form OA-8 for the month in which the grant becomes ef-" i
feetive, and shall be recorded inTten L(2) on Form OA-14, N

(¢c) If a grant is denied or the application withdrawn, thc
casc shall be recorded in Item 5 or 6, whichever is appropriate, 3nd in
the appropriate item of section D on Form OA-8.

2.(a) The county of origin, if it discontinucs the grant for
cause as referred to in C.3 above, shall enter the case in Item 29 (b) on
Form OA-8 and in the appropriate classification item on Form OA-13 for the
month of discharge.

(b) If the county of origin discontinues the grant by rcason
of assumption of rusponsibility by the receiving county as referred to in
D.6 above, such discharge shall be counted as a case transferred to another
county, and shall be cntered in Item 29(a) on Form OA-8 and in item E(19) on
Form OA-13 for the month of discharge.,

F. Recording

; In order to lend continuity to the case record a chronological
progress report shall be prepared by both the county of origin and the re-
ceiving county. The entries in these reports will vary as case situations
vary but will in general cover the following:

1. Report for County of Origin

(a) Statement of client's removal or contemplated removal to
another county with details of any interview with client or re¢latives.

(b) Notation of the date, nature and result of all contracts,
by letter, telephone, or otherwise, with the ruceiving county, in furtherancc
of transfer or other disposition.

(¢) Closing statement to covers:

(1) The total number of months and tot.l amount of as-
sistance extended up to the time of transfur, including any
assistance paid by any other county in any prior period.

(2) Summary statement of all financial rcsources includ-

© ing a listing of all insurance policies assigned or held by
other persons and their current status, amount of trust ac-
count, and plan for its disposition, description of real
estatc and status, ctc.

(3) Recommendation for discharge of the casc, due to
transfer to another county or other cause.

(d) - Notification to client by letter advising him of the trans-
fer of his case to the receiving county, or of discharge for other cause.
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(e) Transmittal to receiving county of copy of the closing
report, if the case is transferred.

2. Report of Receiving County

(a) Date and nature of referral from County of origin.

(b) Notation of the date, nature and result of all contracts
by letter, telephone, or otherwise, with the county of origin, in furtherance
of transfer or other disposition.

(¢) Regular and complete investigation report as outlined
in Ruling #1. Receciving county may eliminate early social and work history
if the original record appears adequate, but the caption "Applicant" should
cover the circumstances surrounding the change of residence.

(d) Date county of origin was notified of date of acceptance
of responsibility.

(e) Statement and explanation of final disposition.

DEPARTMENT OF INSTITUTIONS AND AGLENCIES

Marc P, Dowdell, Director
Division of 0ld Age Assistance

Approved: May 1, 1946
Sanford Bates, Commissioner

Ruling Series.,
No., 8 - Insert in handbook under section "Rulings and Bulletins',
Destroy Ruling No. 8 revised September 7, 1945.
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RULLLE N0, 10

FORMS A8 PPOCEDURES FOR CPERATING RELMBURSEMBNT PLAK

In order to pive effect to Title 44, Thanter 7,
i4, 15 and 16, Hevised Statutes, providinug for the execution,
iafection of the Agreoment to Reimburse, the following regulsts

Form CA~10 = Agresnsat to Reimburse

Eveory applisant for old age assistance shall be resuiresl to
azscute Form CA~10, ifgrsement to Reimburse, as a conditior of cligibili:
Exeopt as provided belew, tho epplicant's spousc, where living, shall
spplicent in the Apgrucment to Reimburse relsusing bhis or hor curtesy o
inbereet ce the case may be. Whore the applicant has ao spouss the ag
shall be oxscubod with the individusl apcliecant ignoring the scetion pvevid«

ing for relesse of dower or curtosy. Form 0A-10 as revisod May, 1 :
ba axscuted in pravicusly graniod eases whers real property is jointly owned
v ths reeipiont end spouse on the occasgion of the next ensulng contd els
T

TG

The county welfere tosrds are harsby autherized Lo acczpt the

Agrosment bo Reiwburso with thue signature of tho applicant slonc whore carusful
invgstigation dissloses in the casce of merrisd persons that tho spouse cennot

located and tho spplicant has bo:n separated continuously ifrom sacn spouss
for a period of five years or more. In all such cusee it shell appear thah
setive afforts have been made to leeante the spouse and that the upplwnan+ is
without knowlsdge which will lend te the discavery of the spoussis wheroaboube.
Thoara will be othse cusec whero the spouse, while living and known, is unwill~
ing to join the applicant in excoution of this instrumcent. Whore in such
vnces neod i ubn)nstretod, sasistence may be granted subject Lo the npprovel
of the Statoe Division beofore relouse of the first cheek.

Whoro the cxacution of an Agroerment o Relwmburse is by vecipie
wisb and spouss, both signaturss must be acknowledged. It is not nscasscry,
bowewar, to have a separats ac'mowlodgmsnt Tor saok signeture.

Sty

~

‘
ihroo copiss of this form anall be prepared, the sviginad o
Bz flod Hv the Welflors Bu??d, the 1uWI‘¢1t forverdod to the Division of
r . "

I P e
et

01 Apo sesietonca, and the i rﬂvllnuuc rotarred Lo

-

Form 04A=10A - Curtificats ol Notice of Apgr . .aasot bo Boinburss

ticeo of Agroesont to Relwmburse shall he

Tha Corfiaficaty of Nok
h o the Olerk of the Court of Common Plevs or Reglster of Deods nud

t7
in eovery case immedintely up:a thc grenting of assid

o
Mortgezes is 2GSe - in en
wvhars ren~l proporty ie swnod in o county other then thet i which tha alientk
e reeidsub, this dreumont shovld alss bo doekotoud with the Clerk of the

.1

Surntarw Dourd of Ye
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Thrie eopilos shall be prcrcrn&, the original £ bo pl
the Clurk of the u,urt of Comam or Rugister of
tho duplients rotained by the Board eand tho

to the Divisicn of 01} iAgas Assistonce

Ferrm 0L-10B - Cortificate t» Reimbursa

The Cortificate te Reirburss, Form Qa-10R the besis
for spocific collactione Coplos shall be preperud and iz tho
same nenner 8 Forn 04-1C04e. The form sha ll sct forth the speeific amount
dus end owing ond shall be £ilod with the Cilurk of the Court o»f Common

Ploas or Repistor of Decds ond Hortgages, and ths Clerk of the Suprere Court
of Nuowr Jers"y whors appropriats, upon the doccasys of tha recipisnt, the lis-
continuance of his caan for cthor ceuso, or at any intormodiacts time when it
is Zosircbls to cffust rcimbursomcit.

Forn QL=100 -~ G

Form QL-10C, ‘larrcat to Enter 3ntisfuc
from the racvrfﬂ of the Clerk of the Court of & ]
: ngee elther Forr Gi~10L, (u=-10R or any Lpreerpwnt

Heinhurse which vuJ heve beﬁu filed in the sarly ysurs of the prsgr&m.

c opi of this forn shall be prapared, the crigina
be rile? with the Gl rk the Court of Comnon Pleas or : ¢
the dup li:ntc with the ¥Welfars Board, the
of 014 A s aesistence, wnd the quedrunlicate w

-
A o
= 09

The Telfarc Boards ore authorizel to enbter into tentative
arrangements involving cougromisc of cluims ostablished through the forse-
.ozue reimbursercnt plan. Howevar, in all casas where luss then full reim-

rarsement is effectad tk: matter uHal e reforred to the State Division For
roview ond writbon approval bofore Form 0A-10C, Varrsnt to Bater Satisfac-
pnrticl rolsase of lien is #iled. This procedurc will afford
cpportunity to oxamine the fucte affccting 9woh such cuse bo-

ar the State and Pederal goveranments! intersobo.

o)

There will ususlly bte cnly threc senoral tynos of sibuations

4
which it will be neecessary or :lesirable for the weolfurs bourd to secure

the lssuence of 5 writ of uxeoution f tho juwigment; i.6.

(n) Wwhere the rocivic i

cipiont is acting 1a frP9n cr 18 wnegen:
o tho cstublishmont of n Judgwont reenrd in the Court of
e 1mmc.1ct3 issuunce of exceubion %o by loviod upon the
torofuvsd to assipgn bo the welfare bosrd. If
th.u essut so lovied upen nay bo liquidated ot o judmont scls.

[ e
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(b) Where an asset is discovered after recipient's decease,

proceedings by levy of execution may protect the board against misappro-
priation of such asset,

(¢c) Where real estate of a deceased recipient is being
dissipated by his heirs or by accumulating taxes and a sale is in prospect
a judgment sale would be in order,

DEPARTMENT INSTITUTIONS AND AGENCIES

Mare P, Dowdell, Director
Division of 0ld Age Assistance

Approved May 18, 1945
Resve Schley, Acting Commissioner

Ruling Series No, 10, Insert in Handbook under section "Rulings and
Bulletins," Destroy Ruling No. 10 dated July 9, 1942, Cancel
Bulletin No, 15 issued April 15, 1936,
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July &, 1945

Supplerent t~ Ruling N:oe 10,

In Rul:ent., Noa-10 as rovised May 18, 1945 you - -~

wore adviscd thet Form QA-10 as reviscd Muy, 1945, should be cxecuted
in provicusly gronted cases whore real pr"portv was jointly wwned by

thu reecipient and spouse on the ocho.ﬁn »f tho ncxt cnsuing continucnce.

Tho quo tion has bacn raised by counscl -f
Welfare Boards as to the advisabiljty of having the now forn exccutod
in €11 caoses, and it was printed cht that shwuld the spruse =f o reei-
picnt inherit property, roal or pofsenal, therc would bo an ndvente
t~ the Welfare Boords in having the new form cxccutcd.

it

Wo hove ‘discusscd this with ir. Urbanick and
he agreed thet this advpntoge wwuld acoruce. Therofore we deor it ad-
visable to have the now forn vxfcutod in a2ll casgs whare the clicnt has
e living spousc. i

b\a

£ question has clso beon raised omourning
tho directions f:r docketing ce.scs with the Clork of the Suprerc Court
of New Jorscy. It hos boen pointed out thot the County Clerk would
hove t: issue a statemont for dockoting which would then be sent to the
Supreme Court Clerk. i

VWic undcrstend theat in most o .untiss whore
property has becn hold in a socond )untv it is profersble t- sond
copies of Form 0A=10, A an? B, to thoiClorks ~f the Court of Comvon
Ploas ~r Registor of Doods n‘ Mortgages f the sccond erunty rothor
than undergo the docketing procedure and this would bo satisfoetory
alternative action. :

|
Very truly Qﬁurs,

DEP:£RTUENT fNSTiTUTIONS oD LGENCIES

Mure Pe D-widcll, Director

Division oL wm i S el

~

MPD=MEC

e
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Statzs of New Jerasy
Department of Institutions and Agencies
Divieion of 0ld Age Assistence

N
)

A Jenuary 25, 1943

SUPFLEZENT NOC. ® TO RULING EO. 10

In Ruling No. 10 as revised May 18, 1945 and Supplement detod
July 9, 1945, you wers advissed that Form CA~10 as ravi ¥ 1945 should
be executed in all cases where the elisnt has o liviag :Ge Although
no spueific refercnce wes made to the nced for filing a new certificats
(Form OA-10A &s reviscd iay 1945) in 211 coscs whore o now ugrocment is
teken, it wos assumod thet the advisebility of sueh filing would be rsecog-
nized and tnderstood. It now appoars thuat there has not boen uniform ‘
mwderstindiag on this score and ths muttor is therofors being ealled to
your cttontion. In all eascs thot wero active provious to Hday 1945, whars
a new Form OA-10 bns subsequently boon oxceutsd, o new Form 0i-10i should
be filed.

It is our undsrstanding thet such now certificate can be filad
go s to be tied in with :ny proviously filod coerdificcto, thut is by
hoving the stcme indox numbor uscd. As a matter of fret, it is our under-
stending that this is cetunlly o simplific2tion of thi job thet would
othorwise bo required of tha County Clerk or Registur of Decds and
Hortgnges. Howover, in ordor to wmoke such inbzgroation of indexzing pos-
sitle, it is importent thrt the ncme of the elisnt s written into the
now certificote must be identicul with the name thot appeared in the pra-
viously filod curtificates Core must be exsreiscd thorofore to wntch for
those cusos whore the clisnt moy howve chunged his style of signature dur-
ing tho interveniung poriod. Evin though the cliznt miy now sign his name
difforently, his name should bu typed inte the now certifients in the
axuet form in which it wppooers in the ctrlicr cortificuto.

. DEPARTHENT INSTITUTIONS AND AGENCIES

Harc Pe Duwdell, Dirsctor
Division of 01d Age assistones

Ruling Scrics. ‘
Supplsment Hoe 2 to Ruling Nos 10s Inscort in Hondbook wder soction
"Ruliress and Bullstins®.

o

3
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Stats cof New Jerssey
Department of LLSiwtuflous and Azencies
Divied © 0ld Age Assistance

December 18, 1946

SUPPLEMNENT ¥0. & TO RULING NC. 10

It has come to our attention that the filiag of the 0A4~1C2 m
iscontinusnce of a case frequently results in unnecessary and
confusing <detail end often is no more effective than the raesulis
which are attaiaed by the filing of form QA-~10A at the time of appli-
cetiion.

Consequently, your stten
2y of the reling

i, 2

txon is directed to Page 2
& "Form 0L-10B - uer*l.l
oh sets forth ths recuirensnt that %
e & ori scortinuance of his case for other caus
Lo awold any *o,aLLle pisundarstending, this phrase shell heresafter be
construed to mean that the Tilin;; of the CA-1CB on the discontinuance
of a client's case shkall be permissive with the welfare nhoards. Howsver,
in those situations where assistecnce is withdrawn because of the decasase
of the TCPLFW ent or where tha opportunity arises for effecting re‘*‘“rS@—
bhen the mendatory neture of the requirement Tor filing the 04-108

NATA ra h

Q-

(

rmant
nent, i

svhall conbtinue as herstofore.

There will he instances whken the weliars bhoard will desire %o
ile form Q0A~10% on the discontinuance of & case even thouph this sunpla-
ent eliminates the mandatorv ue ture of sush action. Amo others, resa~
%111 exist for filing the 0a-10R% on J'r ontinuance wher it is deter=~
i that & recirient ie pormeanently committed to an institution or when
the recipient ramoves to snother county or stuts.

g

D aGELCILS

D

AERT BT

135

Mare P.o Dowdsll, Director

Division of 0Old Age Assistance

Aulia; 3100 section "Rulinge
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. . 8.
Depertment of Institutions and Agencies
Division of 0ld Ape Assistance

July 14, 1947

SUPPLEAEST NO. 4 TO RULING NO. 10

: The Committee Substitute for Senate Bill 737 which was adopted
by the Legislature on ulrch 11, 19247, was signed by the Governor July 1, 1947
and hecame effective thet date as Chapter 370 of the Laws of 1947.

The bill, copy of which is attached hereto, amends section
4437-15 R.S. in such a way as to eliminate privately negotiated sales of real
property by the county welfare board and to require all such sales to be ef-
fected by public sale, or sealed-bid sale, after advertising. It is considered
that this procedural limitation will give better assurance that the county wel=-
fare board will receive the meximum price for any real property it might have
acouired and will afford better opportunity for all citizens to bid for the
purchese of such property. :

Your attention is directed to the fact that this requirement
for advertised sales applies only to real property title to which has been ac-
guired by the county welfares board througl exscution salé or VO.LWitary Gonvev-
ancé. it does not therefore impose any new limitation on the power and dis-
oretion of the covnty welfsre boerd, when exercised with the concurring ap-
proval of the Division, in effecting liquidation of personal property or in
negotiating compromises, compositions, settlements, releases, cancellatioms,
etc., of any lien, judgment, cleim, or right of action with respect to real
property title to which has not vested in the county welfare board.

For the purpose of giving uniform effect to this amendment,
the following regulations are established:

l. All contracts for the sale of real property by the county welfare
board which were fully consurmated prior to July 1, 1947, nay be exe=-
cuted, notwithstending thet the date for final closing may be on or
after July 1, 1947.

2s 411 real property now vested in or hereafter acquired by any county
welfere board by execution sale or voluntery convevance may be subse-
quently disposed of by the welfare board only at public sale, or by sale
on sealed bids, in the discretion of the welfare board, provided that
notice of saeid sale shall be advertised at least once & week for two
weeks prior to the sale in a newspeper published in the county in which
the land is situated, and provided further that the coasummation of any
such sale shall be srpressly made conditional on the approval of the
State Division following report to and review by the Division of the
terms, conditions snd comsideration for such sale.

DEPART.ENT INSTITUTICNS AND AGEHCIES

darc P. Dowdell, Director

Approved: July 11, 1947 .+ Division of 01d Age‘Assistance
Sanford Bates, Commissioner

- Ruling Series.
Supplement Noe. 4 to Ruling No. 10. Insert in Handbook under seotion "Rulings
: ' and Bulletins",
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Chapter 370, P.L. 1947
Effective July 1, 1947
(Revised Statutes, section 44:7-15.)

STATE OF NEW JERSEY

Adopted March 11, 1947

AN ACT concerning grants of old age assistance, and amending section
Lh:T7-15 of the Revised Statutes.

BE IT ENACTED by the Senate and General Assembly of the State of
New Jersey:

1, Section 44:7=15 of the Revised Statutes is amended to read as
follows:

L4:7-15, At any time the county welfare board may execute and file
with the clerk of the court of common pleas or register of dseds and
mortgages, a certificate, in form to be prescribed by the State division,
showing the amount of assistance advanced to said person, and when so
filed sach certificate shall be a legal claim against both the recipient
and his spouse with the same force and effect as a judgment at law, with
priority over all unsecured claims except funeral expenses not to exceed
one hundred fifty dollars ($150.00).

Where the above mentioned certificates are filed with the clerk of
the court of common pleas, subsequent proceedings for the collection and
satisfaction of the judgment, including issuance of execution, shall
conform to the practice prevailing in the court. In counties where the
above mentioned certificates are filed with the register of deeds and
mortgages, the register, upon request of the county welfare board, shall
execute and file with the clerk of the court of common pleas certified
copiles of the certificates herein described, which shall be filed in the
judgment records of the court, and shall have the same force and effect
as a judgment at law in that court, and may subsequently be docketed in
the Supreme Court of New Jersey where lands are situate in several
counties.

No levy shall be made upon the real estate while it is occupied by
the widow or widower, as the case may be, If the proceeds of the sale
of any personalty or real estate, uncder the terms of this chapter,
exceed the total amount paid as assistance under this chapter, such
excess shall be returned to said person, and in the event of his death
such excess shall be considered as the property of the deceased for
proper administration proceedings. All funds reclaimed under these
provisions shall be reimbursed to the county, State and Federal
Government, in the same proportion as it was contribated.

The county Welfare board shall be empowered to accept voluntary
conveyance of real or personal property in lieu of issuance of execution.
All real property acquired by execution sale or voluntary conveyance may
bedisposed of at public sale, or by sale on sealed bids in the discretion of



You're viewing an archived copy from the New Jersey State Library.

the county welfare board; after public advertisement at least once a
week for two weeks prior to the sale, in a newspaper published in

the county; provided, however, that the terms, conditions and consi-
deration for such sale shall be first approved by the State Division
of 01d Age Assistance., The county welfare board is hereby authorized
and empowered to execute and deliver any and all documents necessary
to convey title to a purchaser of such real or personal property, in
exactly the same manner as any other corporate entity.

2. This act shall take effect immediately.
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State of New Jersey
Department of Institutions and igencies
Division of lelfare

BURTAU OF ASSISTANCE REGULATION #

TITLE: Persomnel Plan

SUBJECT:

STATUTORY REFERGICE: R.S. 44:7-6

il .

Burean of Assistance

Approved:
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State of New Jersey
Department of Institutions and Agencies
Bureau of Assistance

August 23, 1949

RULINT NO. 11
PERSONNEL PLAN

The attached Regulations entitled "Compensation Plan for
County Welfare Boards" are hereby incorporated as the substance of
this Ruling, These regulations are applicable to all county welfare
boards and are effective immediately,

The "Plan for Personnel Selection, Appointment and Approval
for County Welfare Boards", which was promulgated July 2, 1936, and
the listing of authorized positions for county welfare boards, issued
as of January 1, 1947, continue in full force and effect except as
modified or superseded by the attached regulations and by statutory
changes since that date,

The official Rules of the New Jersey Department of Civil
Service which are applicable to counties and municipalities operating
under the legal jurisdiction of that Department, are hereby adopted
by the State Division as Merit System Rules governing the county wel-
fare boards of the following counties: Cape May, Gloucester, Hunterdon,
Salem, and Somerset,

The following statements are superseded and made obsolete:

"Standard Salary Ranges for County Welfare Boards" and
"Regulations" attached thereto, issued January 6, 1947.

"Supplement to Ruling #11", issued March 2, 1948,

DEFARTMENT INSTITUTIONS AND AGENCIES

...... —_ p ~,
\ﬁ’\ s y v ‘,_‘/' ]u /:y\' e ll

Marc P, Dowdell, Chief
Bureau of Assistance

Ruling Series,

No, 11 -~ Insert in Handbook under section "Rulings and Bulletins".
Destroy Ruling No., 11 issued January 6, 1947, and Supple~
ment dated March 2, 1948,
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COMPENSATION PLAN

FOR COUNTY WELFARE BOARDS

REGULATIONS

1, Each county welfare board shall, in compliance with the con-
ditions hereinafter specified, establish a Compensation Plan covering all
positions concerned in whole or in part with the administration of Old Age
Assistance. Such Compensation Plan shall be established through formal
adoption by the County Welfare Board at any regular or special meeting prior
to November 1, 1949, and shall become effective January 1, 1950, unless the
provisions of Regulation #2 or #3 are applicable,

2, Any county welfare board which adopts a Gompensation Plan pur-
suant to these regulations on or before August 31, 1949, may, in its dis-
cretion, designate such Plan to be -effective as. of July 1, 1949.

3. Any county welfare board which has heretofore, at any time on
or after July 1, 1948, adopted a Compensation Plan, which Plan remains pend-
ing before the State Bureau for review and approval, may, within thirty
days after the issuance of these regulations, amend such Plan in any manner
necessary so as to comply with these regulations. If such amenduents are,
by proper action of the county welfare board, made retroactive either to
July 1, 1948 or to January 1, 1949, the Plan so adopted will stand approved
on the part- of the State Bureau as of the date so designated.

4. The Compensation Plan shall consist of a designation, for
each authorized position, of the salary range which shall apply to such
position. liach such designation shall be at the discretion of the county
welfare board, subj.:ct however to the conditions hereafter stated in degu-
lation #6.

5. The Compensation Plan as established by cach county welfare
board shall be subject to revision or amendment at the discretion of the
board, except that any revision or amendient shall conform to the conditions
stated in Regulation #6 and except further that no revision or amendment,
other than as referred to in Regulation #3, shall hereafter take effect
except on either July 1 or January 1 next following the adoption of the re-
vision or amendment.

6. In establishing a Compensation Plan, the county welfare board
shall observe the following conditions:

(a) The salary range allocated to each position snhall be one of
the thirty-six standardized ranges specified in Regulation #8.

(b) The salary ranges designated for the basic clerical positions
Clerk and Clerk-Typist shall be identical.

(¢) The salary ranges designated for the basic clerical positions
Clerk-Stenographer, Clerk-iBookkeeper and Zdiphone Operator shall be not less
than the range designated for Clerk and Clerk-Typist.

(d) The salary range designated for each clerical position classi-
fied in Senior grade shall be at least five ranges higher tnan the range desig-
nated for the corresponding basic clerical position.
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(e) The salary range designated for each clerical position classi-
fied in Principal grade shall be at least five ranges higher than the range
designated for the corresponding Senior clerical position.

(f) The salary range designated for each clerical position classi-
fied in Head grade shall be at least five ranges higher than the range desig-
nated for the corresponding Principal clerical position.

(g) The salary range designated for the position Case Worker shall
be not less than the highest range designated for any clerical position of
Senior grade.

(h) The salary ranges designated for the positions Supervisor of
Case ““ork, Supervisor of Property and Resources, and Medical-Social Consultant,
shall be identical and shall be at least five ranges higher than the range
designated for Case Worker. ‘ ' :

(i) The salary range designated for the position Administrative
Supervisor shall be at least five ranges higher than the range designated for
Supervisor of Case Work.

(j) The salary range designated for the position Deputy Director
shall be at least five ranges higher than the highest range designated for any
other position in the organization subordinate to the Deputy Director.

(k) The salary range designated for the position Director of %Welfare
shall be at least five ranges higher than the highest range designated for any
cther position in the orgsnization.

7. The classification grades I and II heretofore pertaining to
positions as Supervisor are disestablished within any county welfare board as
of the effective date of a Compensation Plan adopted pursuant to these regu-
lations, and in any event as of January 1, 1950, [ffective such date, all
employees previously rostered under the title Supervisor, Case Work, Grade I
or IT, will be rostered under the title Supervisor of Case VWork and all em-
ployees previously rostered under the title Supervisor, Property and Resources,
Grade I or II, will be rostered under the title Supervisor of Property and Re-
sources, unless otherwise reclassified in individual cases.

8. Upon the adoption by a county welfare board of a Compensalion Plan
pursuant to thase regulations, the authorized salary rates of persons in empley
on the effective date of such Plan shall be affected as follows: eyt

(a) The salsry rate of each perscn, if iess than the minimum rate of’
the range designated for his position, shall be adjusted toc not less than the
minimum.

(b) The salary rate of each person, if in excess of the minimum rate
but not at a standard step, shall be adjusted to not less than the next higher
standard step.

(c) The salary rate of any person, if in excess of the minimum rate
of the range designated for his position, may be continued, at the discretion
of the county welfare board, but that portion of any compensation paid in excess
of the maximum rate shall be disallowed for administrative matching funds, and
no further increments in excess of the maximum rate shall thereafter be granted
to such employee while continuing to occupy the same position.
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Revised 1/1/51

Y -

8+ The following standardized Salary Ranges are hereby established
and shall be applied to all authorized positions with any county welfare board,
which positions are concerned in whole or in part with the administration of
Old Age Assistance, in the manner specified in these regulations:

Minimum
Rate : : Fifth
Salary (Normal ' Step
Range Hiring First Second Third Fourth (Maximum
Number Rate) Step Step * Step Step Rate)
Xe 1,200 1,320 1,440 1,560 1,680 1,800
2\ 1,320 1,440 1,560 1,680 1,800 1,920
3. 1,440 1,560 1,680 1,800 1,920 2,040
L. 1,560 1,680 1,300 1,920 2,040 2,160
5. 1,680 1,800 1,920 2,040 2,160 2,280
6. 1,800 1,520 2,0L0 2,160 2,280 2,L00
Te 1,920 2,040 2,160 2,280 2,400 2,520
8. 2,040 2,160 2,260 - 2,400 2,520 2,640
9. © 2,160 2,280 2,400 2,520 2,60 2,760
10. 2,280 2,400 2,520 2,6l0 2,760 2,880
xdlLl 2,400 2,520 2,60 2,760 2,880 3,000
2, 2,520 2,600 2,760 2,880 3,000 3,120
13, 2,640 2,760 2,880 3,000 3,120 3,240
-1k, 2,760 2,880 3,000 3,120 3,240 3,360
15. 2,880 3,000 3,120 3,240 3,360 3,480
16, 3,000 3,120 3,240 3,360 3,480 3,600
17 3,120 3,300 3,480 3,660 3,840 1,020
18. 3,300 3,480 3,660 3,840 L,020 li, 200
19. 3,480 3,660 3,840 1,020 11,200 L, 380
20, 3,660 3,840 1,020 14,200 1,380 L, 560
21, 3,8L0 L4,020 4,200 L, 380 11,560 L, 7L0
22, - 14,020 li, 200 L, 380 L4,560 L, 7TLO 4,920
23, 14,200 L, 380 4,560 L, 740 4,920 5,100
2L, 1,380 4,560 4,740 14,920 5,100 5,280
25, L4, 500 L, 7L0 1,980 5,220 5,460 5,700
26, L, 74O k4,980 5,220 5,460 5,700 5,940
27 1,980 5,220 5,460 5,700 5,940 6,180
28. 5,220 5,460 5,700 5,940 6,180 6,120
29, 5,460 5,700 5,940 6,180 6,120 6,660
30. 5,700 5,940 6,180 6,420 6,660 6,4900-
1. 6,000 6,300 6,600 6,900 7,200 7,500
32. 6,300 6,600 6,900 7,200 7,500 7,800
33. 6,600 6,900 7,200 7,500 7,800 8,100
3. 6,900 7,200 7,500 7,800 8,100 8,400
35. 7,200 7,500 7,800 8,100 8,400 8,700
37 7,800 8,100 8,400 8,700 9,000 9,300

38. 7,920 8,3k0 8,760 9,180 9,600 10,020
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9. The minimum rate and five increment steps cf each salary range
shall be interpreted zad avplied as follows:

(a) The minimum rate shall normally be the hiring rate for the class
In cgses where it is difficult to secure qualified perscnnel, or if a person
of unusuzal qualifications is engaged, the county'weLfare board may, upon the
showing of such cause in the appointment resolution, hire at the first or
second step.

(b) The first step is a merit increment which may be granted in recog-
nition of satisfactory job performance during the beginning period of employ-
ment. “mployees may be adjusted to the first step as of January 1 or July 1
next following the completion of six months satisfactory service at the minimum
rate, upon recommendation of the Director cf Welfare.

(¢c) The cecond step is a second merit ircrement which may be granted
in recognition of satisfactecry job performsnce Juring a period of at )eas+ one
year of emplovment. nmplorces may be adjusved to the second step as ol Jan
1 or July 1 next fcllowing the completion of six months satisfactory service at

the first step, upon reuommenaatlon of the Directer of Welfare.

(d) The third step represents the rate which a fully qua]‘f*ed ex~—
perienced and ordinarily conscientious employee mey expect to receive for com-
petent service in the posiuion. 4aAn emplioyee mey be advenced to the third step
as of January 1 or July 1 next followiag the completion cl a year of service at
the second step, provided ths advancement is recommended by the Director of
Welfare,

(e) The fourth step is & merit increment which may be granted to
fully qualified experienced employees whose work continues at a consistently
commendable performance level, An employee may be adjusted to the fourth step
as of January 1 or July 1 next following the ccrmpletion of one year of service
at the third step, provided the Director of Welf:re shall specifically report
that the employee's work has been consistently commendable and shall recommend
the advancement for that reason.

(f) The fifth step is the final merit increment which may be granted
for consistent meritorious service. An employee may be advanced to the. fifth
step as of January 1 or July 1 next following the completion of one year of
service at the fourth step, provided the Director of welfsre shall specifically
report that the employes's work has been consistently meritorious and shall
recommend the advancement for that reason. The fifth step is the maximum rate
that may be paid to any employee while occupying the position to which such
maximum rate applies, regardless of the number of years of service.

(g) These regulations shall not be construed as granting any em-
ployees entitlement to automatic increments based solely on the completion of
specified periods of employment.
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10« In any case where by reason of unusual circumstances rigid
adherence to the conditions stated in Regulation #9 relating to time in-
tervals for salary advancement would cause a manifest injustice, the county
welfare board may make such recommendation relating thereto as in its dis-
cretion seems proper and may submit such recommendation to the State Bureau
for consideration and approval,

11, Wherever in Regulation /9 a specific recommendation and re-
port by the Director of Welfare is required as a condition to salary advance=-
ment, such recommendation and report shall be made by the Welfare Board it-
self, rather than by the Director of Welfare, when salary advancement for
the Director of Welfare is concerned.

12,. Notwithstanding the provisions of Regulation #9, an employee
who is promoted or reclassified from one class or title to another having a
higher salary range shall be adjusted to the minimum of the new range or to
the next step above his o0ld rate, whichever is higher; but thereafter shall
be governed by the provisions of Regulation #9.

13. A year of service as referred to in Regulation #9 shall be
interpreted and defined as follows:

(a) Employment during 330 calendar days within a twelve-month

period shall be sufficient to constitute a year of continuous service for

. the purpose of determining whether or not an employee is eligible for ad-
vancement to the next higher salary rate.

(b) Employment shall be deemed to be continuous during any days
or periods of authorized leave of absence with pay, but shall be deemed to
be interrupted by periods of leave of absence without pay exceeding three
consecutive working days in any calendar month.

1. Rates of compensation provided for in these regulations are,
for all positions except that of Counsel, fixed on the basis of full-time
service in full-time positions. If any position is, by action of the county
welfare board, established on a basis of less than full-time service, or if,
with the approval of the county welfare board, the incumbent of any full=-
time position is accepted for employment om a part-time basis only, the rate
of compensation provided for the position shall be proportionately reduced
in computing the rate of compensation payable for the part-time service.

15. ‘ihenever a proportionate reduciion computation, 2s referred
to in Regulation #llL; is required with respe:: to any pociiion, or group
of positions., such computation shall be made according to whichever of the
following methods is found by the State Bureau to be most approprizte:
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(a) by an actual time-study, to be conducted by or under the direction
of the State Bureau; or -

(b) by an acceptable time-estimate, recommended by the county welfare
board and approved by the State Bureau; or

(¢) by deducting, from the established rate for full-time service,
that amount which the incumbent of the position actually receives, in the form
of regular salary on any other public payroll, as compensation for services per-
formed substantially during the same working hours.,

16. The position of Counsel is construedto require an employee who
is engaged in his professional capacity as an attorney-at-law on a call basis or
on a consultant basis to be available and to render service whenever needed. Any
county welfare board may at any time appoint, at a fixed annual couppensation to
be determined with the advice and consent of the State Bureau, any attorney duly
admitted to practice in this state to serve as Counsel. Such apoointee, being ex-
cluded from the competitive class of the classified service under the provisions
of Title 44:7-9, R.S., shall serve at the pleasure of the welfare board. The
County Counsel, or any qualified member of the County Counsel's staff, may be ap-
pointed to this office and may, if desired, be paid compensation by the welfare
board scparate and apart from compensation otherwise paid by the Board of Chosen
Freenolders, such compensation to be at a rate reasonable in relation to the
volume and character of service rendered. Any member of the welfare board staff
serving in a classified position may, if qualified, be appointed to tnis office and
may in that event be paid compensation by the welfare board for services rendered
in such office additional to the compensation otherwise paid by the welfare board
for services rendered in the classified position. :

17. The salary ranges and rates authorized under tunese regulations
shall be interpreted as exclusive of any bonus payments autnorlzed pursuant to
statute.

18. These regulations shall not be construed as requiring any county
welfare board to grant increments to any employee already receiving the minimum
rate established by the board for the position, nor as requiring, if increments
are granted, that they be in the full-step amounts specified in Regulation #8,
provided, however, that

(1) the annual rate of compensation paid to any c¢mployce shall
be at a standard rate; standard rates for any position include the
minimum rate, the maximum rate, and any intermediate rate which is
a multiple of 60 per annum;

(2) in no event shall an increment granted to any employee be
a single unit of only 60 per annum unless it is demonstrated that
the DBoard of Chosen Freeholders has established a general policy
limiting the maximum increment for all other county employeces of
similar grades or positions to that amount, or unloss the single
unit increment brings the employee to the maximum rate for his
position.
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State of New Jersey
Department of Institutions and Agencies

Division of 0ld Age Assistance
April 12, 1943

RULING NO, 12

RECUIREMENTS FOR FISCAL RFCORDS AND ACCOUNTS

t is anticipated that the attached manual which is hereby incor-
porated as the substance of this regulation will be used as a guide to proper
methods and procedures in the establishment and maintenance of financial re-
cords and accounts by the county welfare boards. The county welfare boards
will be rejuired to maintain each of the records prescribed in this manual
in the form presented except that the welfare board may be desirous of en-
larging on one or more of the records and amendments in this regard will
prove acceptable to the State Division. However, no record or rcport herein
required or any part thercof may be eliminated without the express approval
of the State Division in writing.

As further experience in the usc of this manuzl is devcloped, it
is expected that cert2in changes in procedure will be required. As such
changes become necessary revisions in the manual will be madc in order that
fiscal reguirements may bz kept current. It is oxpected further that re-
visions will be made by revising single pages at a time which may be in=-
secrted in their proper place upon promulgation,

The Division will be glad to answer any questions which arise upon
the adoption of this regulation. The Division will-be glad 2lso to be ad-
vised immediately if after proper examination any welfare board is unable to
effect the required test checks, rcconciliations or trial balances.

It is expected that the county welfarc boards will make available
to the fiscal officer of the County Board of Chosen Frecholders copics of
any or all of the reports required herein as requested,

DEPARTMENT INSTITUTIONS AND AGENCIE

Marc P. Dowdcll, Director
Division of 0ld Age Assistance

Ruling Series
No, 12, Insert in Handbook under section "Rulings and Bulletins",

Destroy Ruling No. 12 issued 4/3/36; Ruling No. 13 revised 10/14/36; Ruling
Nos 14 issued 4/7/36; Ruling No. 16 revised 4/26/37; Ruling No. 17 issued
5/5/36; Bulletin No. 16 issued 4/28/36; Bullctin No. 17 revised 12/6/37;
Bulletin No. 18 revised 10/30/37; Bulletin No. 19 revised 4/26/37; Bulletin
No. 22 issued 7/7/36; Bulletin No, 29 issued 9/20/38.
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CH&PTER 1

GEFERAL PROVISIONS OF LAW

Title 44:7 Revised Statutes, contemplates that responsibility
for tre edministration of old age assistance, in its financial aspects as
well as in other aspects, resides with the county welfare hoards. Title
44 :7-€ Revised Statutes, provides for supervision by the State Division
of 0ld ige Assistance and directs the State Division to "prescribe & uni=-
form system of records and accoumts in relation to old age assistanece to
be kept by said county welfare board to the end that there may be throughe-
out the Stete a uniform stendurd of records”, to "prescribe a form of ap=-
rlication, the renner and for:m of 8ll reports and records, and such a2de-
ditional rules and respulations as arc nscessary and proper for carrying
out the provisions of this chapter", and to "prepares and furnish to the
F'edera]l CGovernment or agency thereof such reports and records asg 1.y b
required for sccuring Federal «id®e

It is inberpreted from the provisions of the law haore stated
end particularly from Ssctious 7, 8, 10, 12, 13, 24, 26, and 27 of Tit

is
4437 Rovised Statutes, that responsibility for disbursement of funds is
contralized in the county welfere board end the county welfare board is

be held accounteble for the proper use and wllocation of these funds in
zceordence with the lew snd the regulutions of the Stete Division issued
pursuant theroto.

N
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CHAPTER II

A ey . e e ety

BANK _ACCOUNTS

Each county welfare board shall msintain and account for all cash
received, in its possession, and disbursed, through four distinet and sseparate
mejor "funds" as follows: Assistance Funds, Administration Funds, Clesring
Funds, Trust Fundse

For eech of these major funds a bank ac¢count or accounts shall be
meéintained which shall be distinet and separate from the bank account or ace
counts re¢wreseating esch of the other major funds, so that where transfers
of ce&sh fron one fvnd to eanother are %o be made, such transfer will be ef=-
fested by check drswn on the ome sccount and deposited in the other. Such
bank accourts shall be uniformly titled "Assistance Account", "Administration
Lccount”, "Clearing Account", and "Trust Account", and will be operated as
hereinanftcr Acoscribed.

41} rosh and c¢hecks received by the county welfare board or hy an
rgrmber or ernlove in his capacity as agent for the board, shall he deposited
as rrorntly as possible in the appropriate bank account. No chack or monev
order received by the welfare board, and which is drewn to the order of ths
board, or to the order of any member of ermploye in hies capacity as agent for
the board, shall be negotiated by endorsement over to any other person, but
if rightfully payeble to some other person shall be handled by going through

the proper accounts.

Assistance Account

This bank account was established in all ecounties rursuant to the
instructions of Ruling #13, dated October 14, 1936. Such accoun®t shall be
continued under the title "Assistance Account", and shall be so desirzneted
in the records of the bank or banks of deposit,

Only the following cash receipts shall be deposited directly in
this account in the first instance:

sdvances by the Stete Treasurer, on requisition, for
assistunca veyments;

Advances by the County Treasurer, on requisition, for
assistance psvments;

Collections received from other counties, provided such
receirts represent remittances for ths receiving
rountvts net share of reimbursements effectsd by the
remitting county. If tho remittance is of any other
character, it shall be deposited initially in the
Clearing Account,.

IT -1
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Adiministration account

This bank acecount was establisiied in 2ll counties vursuant to the
instructions of Ruling 314, dated April 7, 1936. Such account shull be con=
tinued under the title "administration Lccount", and shall he 5o desipnated
in the records of the bank or banks »f deposite.

Only the follovring cash receipts shoall be deposited dirsetly in
this account in the first instonce:

Advances by the County Irousurer, on roquisition, for
admninistrotion costsy

Remittoncos by the Stute Ireasurer, on raquisition, for
admia;“+r"t10n su051ay-

vir.et rul,xa; frnoersh o2 by cbfck, by vendors or
SISl vl}(on aad o stradt :

by i rofin.d e such

Clowring Lecount

)

This ceeount oorronronds sobstonticlly with Sho banle cceount estab-
lishicd in 211 eountics pursucnt to thoe imstructisus of Ruliag e 168 dotod
april 26, 1937,

L1l cush ro ' the
clesses dosoribod aboyve g prr”sv or F“
astivt.nos doemnt e tho

Ciz.

nﬂ\.»...l :C ‘ k-fﬂb it? 1
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Cowesot Lo the Pl
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thoir et o
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cz;vw huuurcs+ i vhe accaurt cro nodt chowem

e This shet oeh iadividwid woneficiary

wroeoveresd Yy the Fodernl Jnpaeib Losurcace LOrDOr-
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thevein will eoagist of funds
treasforecd Clor rlrL secount, bolny caounts which, hnviag boeon row
noverod from or oon bl of cuy uLLcnu, the 1l B dirceted by the w.lfrre
byl B2 bo hold in rosarve o the arcdit of tho elint, for she use nnd hmow
fit of thn clions and in =omo irs:rﬂcv" for the uso and bonufit of cortnin dce
pondonts afbor his dacta, dnsterd of being ivmodiately distributcd oz nohk roe
imbursancut or obhurwiso.

. .
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nee mnt mny be o rogulur comacreicel chiseking account, In cortoin
couniy wolfare boord v dusire to ostrblish such trust funds in
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during the periocd that the funds are being held undistributed. Such a plan
presznts certain difficulties in that arrangements would have to be made
whercby intorsst so zarncd could be properly credited, oither by the bank or
by the welfaro board, *o the respective clionts whosce intorests arc r.proe-
scatcde Tt is suggostid that any county woulfarc board desiring to ostablish
the Trust Account as an intcrusteboering account consult with the State
Division bufor:: takins final action.

Il « 3
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CHAPTER III

REQUISITION AND DISBURSEMENT OF FUNDS FOR ASSISTANCE

It is essential that a procedure which shall be uniform throughout the State
be adopted governing the method of requisitioning and disbursing funds covering
approved assistance grants, Further, the Federal Comptroller-General has ruled
that where a payment to an individual is a first payment the Federal Government
may match only that part of a State's expenditure which is for the month in which
the payment is made, except for initial payments which relats to preceding months
in order to correct errors in previous administrative action, Therefore, all
county welfare boards must conform strictly to the plan outlined below,

“.a, All payments to recipients or trustees shall be made monthly by checks érawn
afid issued by the county welfare board, All checks shall contain the regis-
tration number of the recipient and a serial number. They shall be signed
by the Director, who will thereby vouch for their accuracy both as to amounts
and validity of payments; the secretary-treasurer of the welfare board shall
countersign, thereby making the checks negotiable,

bs Assistance checks shall be issued not later than the last day of the month
for which payment is made and shall in every case bear the date of issus,
When it is necessary to delay the payment of an initial check to any reci-
pient beyond the end of the calendar month in which the grant is to begin,
such check shall not be released but shall be credited on Form ODA-~6 and the
grant shall become effective with the first month in which payment can actual-
ly be made on or before the last day thereof; except that where an initial
payment has been properly authorized by the county welfare board, but either
the issue or the release of the check has been delayed for any reason other
than lack of eligibility, the check may be released in a subsequent month
provided that the amount is in accordance with the authorigzation of payment
and provided further that the payment is released within the two succeeding
months following the month in which the payment was properly authorized.
Payment is considered made at such time as the check is delivered to the re-
cipient or deposited in the United States mail,

¢, There may be instances, such as temporary care in a public institution, etc.,
when it will be necessary to withhold client's checks during the period of
treatment or care, Delayed payments shall not cover more than three con-
secutive months, including the month in which the payment is resumed., 1In
other words, this will mean that not more than two months'! checks may be
accumulated as the third will be the regular check issued for the month
in which the accumulated checks are delivered.

d, At a meeting of the Welfare Board in the month preceding any requisition
for State or County funds for assistance, the Director of Welfare shall
submit an estimate of the amount of money required for assistance pay-
ments to be made the following month. The secretary-treasurer of the
welfare board shall be authorized to requisition the County and State

Revised July 1952 IIT -1
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for their respective shares of such estimates and shall prepare and
transmit such requisitions, in the form described belew, not later
than the fifth working day of the month for which the payments are to
be made,

e, The secretary-treasurer shall prepare two separate bllls on the
County's standard form. These bills should show the total estimate
of the amount required for the month, requesting the County to ad-
vance their share of the estimate as follows:

0OAA Requisition

"For estimated County share of 0Old Age Assistance
payments to be made by the
County Welfare Board for the month of

19___ as provided in Title 44, Chapter 7, R,S."

Lesst credits and balance available

NET COUNTY AADVANCE FOR OLD AGE ASSISTANCE

DA Requisition

"For estimated County share of Disability Assistance
payments to be made by the
County Welfare Board for the momth of
19___ as provided in Chapter 139, Laws of 1951,

Less: credits and balance available

NET COUNTY ADVANCE FOR DISABILITY ASSISTANCE

There shall also be attached to such bills a copy of Forms ODA-4,
ODA-~4A, ODA~5, ODA-6, ODA-6A, ODA-12, OA-12, and DA-12, which together
will render an exact accounting for funds received during the preceding
month and will show what adjustment of surplus or deficit is to be made
on the requisition for the current month. The State Bureau does not re-
quire a copy of the County requisitions.

f. At the same time and in the same manner the secretary-treasurer shall re-
quisition the State for the State and Federal shares of the estimated funds
required, preparing separate bills on the State's standard bill (Form 100).

Revised July 1952 ITT - 2
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QAA Requisition

"For estimated State and Federal share of 0ld Age Assistance
payments to be made by the County
Welfare Board for the month of 19 as
provided in Title 44, Chapter 7, R.S."

Less: credits and balance available due the State of New
Jersey in accordance with the detailed statement filed with
the State Bureau of Assistance,

NET AMOUNT OF THIS REQUISITION

DA Requisgition

"For estimated State and Federal share of Disability
Assistance payments to be made by the
County Welfare Board for the month of
15 as provided in Chapter 139, Laws of 1951."

Less: credits and balance available due the State of New
Jersey in accordance with the detailed statement filed
with the Bureau of Assistance,

NET AMOUNT OF THIS REQUISITION

There shall be attached one copy of Forms ODA-4, ODA-LA,
ODA-5, ODA~-6, ODA-6A, ODA-12, OA-12 and DA-12, prepared to
show the necessary adjustment on account of funds received
during the preceding month., It is essential that this account
be submitted to the State Bureau not later than the fifth
working day of the month. The State Bureau requires an onion
gkin copy of each State Form 100.

g. The respective advances from the County and State shall be
deposited to the Assistance Account, against which the in-
dividual assistance checks will be drawn.

INSTRUCTIONS FOR _FORM ODA-4

This form is designed for reporting all assistance and burial expenditures
chargeable to the Welfare Board Assistance Account., The reports should be prepared
and assembled in two major groups as follows:

Group 1 - 0ld Age Assistance Expenditures
Group 2 - Disability Assistance Expenditures

For each major group, covering the respective programs, the réports nust be
assembled in four sections as follows:

Revised dJuly 1952 II1 -~ 3
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Section

A.-'

Bo"'

Column
lo""

2.-

3. ~

Institutional Cases

In this section list all cases receiving assistance while patients

in eligible public or private medical institutions. Cases in this
listing represent direct assistance payments to persons receiving care
in eligible medical institutions.

Each case listed in this section for a client who is a patient in a public
medical institution, shall have an asterisk [#] immediastely following the
name,

Non-institutional Cases

In this section list cases receiving direct assistance who are not residing
in institutions, public or private,

Restricted Payments ,

In this section list cases of persons who are not residing in institutions,
public or private, but who are receiving restricted assistance payments
under Ruling No, 9.

Burial Payments

In this section list all burial payments from public funds under provisions
of Ruling No, 2,

Detailed information to be reported on this form includes the following:

Registration No.

In this column all payments must be identified by the welfare board
registration number, It will not be necessary to include County symbol,

Name of Grantee

In this column the surname of the grantee should be indicated, Entries
may include given names or initials of clisnts but this is not required.
The name must be followed by an asterisk 1f the payee is a patient in
an eligible medical institution, public or private.

Amount of Payment

Entries in this section of the form may be made in the same manner
presently used by the respective welfare boards:

a. For 01d Age Assistance, by reporting the matchable portion and non-match-
able portion of each check, or by reporting the total amount of check and
non-matchable portion of such check.
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b, For Disability Assistance, by reporting the total amount of the
payment and non-matchable portion of such payment.

¢. In all cases of restricted and burial payments, entry should be
made in only the non-matchable column,

d. In each gection of the bill, in both grouns, the columns shall be
sub-totalled and totals carried forward cumulatively to the next
page cf the section.,

Temporary grants for assistance shall be listzd in case number order
in the regular listing of assistance payments. In the event two or more
checks are issued to the client in the sume me:th, such checks shall be
shown one immediately follcwing the other in proper case number sequence,
the case numbers and amounts of checks identified by connecting brackets,
Care should be exercised in distributing the matchable end non-matchable por-
tion of such payments so that the total matchable portion does not exceed
%55.00 for any one month.,

Each section of the form shall be started on a new page of Form ODA-4
or sufficient space should be reserved for totals, Schedule IX entries, or ad-
Justments, Each section of the form and the totals for that part of the
month's assistance payments shall be clearly marked,

Revisions such as marking out certain items, changing the amounts, or
adding new items out of their numerical order, should be avoided so far as
possible,

There are special problems in recording temporary grants (initial pay-
ments), temporary changes in grant, and administrative closings following the
date of preparation of Form ODA-4 and the checks., This date varies, county by
covnty, from three to ten dsys before the end cf the month, These problems
can be minmized by observance of the following schedule which is recormended
procedure for "elfare Boards covering the machine-listing and drawing of checks:

1. Form ODA-L4 and the checks should be prepared not earlier than about
nine days before the end of the month; one copy of Form ODA-4 should
be totalled in such a2 manner that it will report spearate page
totals in pencil; an anciysis or rscapitulation cheet of the page
totals snould he prepared and reconciled to the total of the checks
drawn,

2, Temporary grants (initial payments), changes in grant, or adminis-
trative closings shall be handled as additional entries or deletions,
from the date of the initial rur of the bill and checks until the
morning of the third working dav b:zfore the end of the month, Dur-
ing this period the followinz procedure should be followed:

Revised October 1952 11T - 5
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a, Temporary grants (initial payments) may be entered in proper case
number: order on Form ODA-~4, The total on the recapitulation sheet
should be adjusted to show the adjusted expenditures, It will not
be necessary to correct page by bage totals at this time. Check
numbers may be entered manually.

b. Temporary changes in grant may be accomplished in the same manner,
Additional expenditures or reductions may be made in proper case
number order, checks and check numbers corrected as may be necessary,
and the recapitulation schedule total adjusted.

¢, Administrative closings may be completed and the total expenditure
figure adjusted according to such reduction. Any Form ODA-4 entry
which has not actually been paid and which will not be paid because
of administrative closing should be ruled out, Check numbers ruled
out will be considered voided,

3+ During the third working day prior to the last day of the month one
copy of Form ODA-4 should be totalled, with cumulative totals as required
by Ruling No, 12, Chapter III, The final total should agree with the
adjusted total on the recapitulation sheet, At this time the other copies
of Form ODA-4 should be completed by entering cumulative page totals,

4, During the last thres working days of the month any temporary grants
or changes in grants may be made (if supported by required administra-
tive decisions%, and entered on the final page of the appropriate section
of Form ODA-4, If such case is not in proper numerical order, cross
reference entry should be made on the appropriate page of Form ODA~4 in
case number order, This entry should indicate, "X~2000 Jones", with
memorandum following such entry indicating, "appears on final page".

5. Administrative closings may be made by the Director at any time of
the month but may require special handling to accommodate bookkeeping.
If an individual actually received a payment during the month, such
payment must be listed on Form ODA-4 for that month, If the case,
after receiving payment, is closed by administrative closing in the
game month, such case should appear in Schedule IX with notations,
¥Closed by administrative decision (date), but received payment this
month prior to closing". No amount should be entered in the "Amount
of last billing" column. This case should not be considered as
closed, for accounting purposes, since a payment was made to the
client, In the next month the case must be reported in Schedule II,
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6, In order to avoid accounting and statistical confusion in
the handling of administrative closings, it is recommended
that administrative decisions for closings be deferred dur-
ing the last three working days of the month, or be deferred
if the client received a payment in that month, unless there
are special circumstances which make it necessary to estab-
lish an official record of such closing witnin such three day
period. This suggestion is made in order that control of re-
cipient count may be the same in all counties. This control
is necessary tc obtain the correct count in claiming the ad-
Justment of special federal participation on Form ODA-4A,

The foregoing instructions relate also to Ruling No., 14 and Ruling
No, 22 and office copies of such Rulings should be marked with a pen and ink
cross reference to Chapter III of Ruling No. 12,

INSTRUCTIONS FOR FORM ODA-/AA

This form is designed as a summary report of the Assistance
Account expenditures by type of payment and a summary of the recipient
count for Old Age Assistance and Disability Assistance cases. The form
is designed to allocate the program charges by type of payment to County
State, and Federal funds, The distribution of disbursements as reported
on this form, by program, provides the source for cash-journal entries and
the entries to be forwarded to Form ODA-5,

Section II of the form requires computations covering charges to
County, State, and Federal funds, Such computations may be completed by
the following steps:

1. Forward totals from each section of Form ODA~4 to the related
entry Column IV of Form ODA-4A.

2, Compute the Federal share of assistance payments for both
programs (items A, B, F, and G) as follows:

a, One-half (50%) of matchable assistance

b. Plus the related count for cases eligible for
Federal participation (lines % and 7 of Form
ODA-4A) times $7.50

¢, Federal share of matchable assistance

3. For lines A, F, G, H, and I, compute the County
and State shares of the disbursements as follows:

a, Column IV
b, Minus Column IIT

¢, Remainder

T ——————————
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d, State share 50% of "c"

e, County share 50% of “¢"

4. For lines B, C, and D, compute the County and State
shares of the disbursements as follows:

a. Colum IV

b, Minus Column IIT

¢. Remainder

d. State share 75% of "¢V

e. County share 25% of "c!

Section I and Section III of Form ODA-4A must bs completed. The
information required is a restatement of figures included on the form or
in statistical records of the welfare board,

INSTRUCTIONS FOR FORM ODA-5

This form replaces Form ODA-5 (revised 8-51) and Supplement No, 1
to ODA-5 (effective 1-52), Form ODA-5 is designed to serve a triple pur-
pose:

1, to correlate the various aspects of the Welfare Board's fin-
ancial transactions as summarized on the respective Forms
ODA-4A, ODA-6A, and ODA-12;

2. to render an exact monthly accounting to the County and the
State for assistance funds received from each; and

3. to show the estimate of assistance funds to be requisitioned
for the next succeeding month,

The items required to be stated on Form ODA-5 are for the most
part re-statementa of amounts already computed and shown on other forms.,
Mo attempt should be made to prepare Form ODA- til Fo ODA~-

ODA-6A, and ODA-12 have been completely prepared and checked for absolute
accuracy,

Line A Balance beginning of month, The amounts on this line will be taken from
line O of the preceding month.

Line B Funds received during month. Enter here funds received from the County and
State respectively, on requisition for assistance. This means the full
amount of funds actually received by the Welfare Board and deposited in the
Assistance Account, even though such amount may be in excess of net requi-
sition, or less than net requisition, or in any other way differ from the
amount shown on Line T of the preceding month's report. Where there is
such a difference it should be explained by a brief supplementary state-
ment to be attached,
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Disbursements as per Form ODA-4A attached. The amounts shown on this
line should be copied directly from line M of Form ODA-4A,

Credits as per Form ODA-6A attached, Enter here the totals from line M
of Form ODA-6A,

County Share Recoveries, ODA-12, Enter here tbe total from "this County"
column, to reflect the net County share of reported reimbursements or
recoveries transferred to this account from the Clearing Account,

Received from other counties. Enter here funds received from another
county, This would include remittances for apportioned share of a re-
imbursement recovered by such other county on a case formerly charge-
able to the county reporting, If any amounts are entered on this line,
an explanation should be made on the face of the form or in an attached
statement,

Other. This line is provided to show any necessary adjustment not
previously made, the effect of which is to increass the balance of County
funds or State funds, or both, actually in the accounts as reported up to
this point, For example, if in a previous month the amount of funds
actually received from any source had been understated, the difference
would be added here in the proper columns to adjust the accounts., If

any amounts are entered on this line, an explanation should be made on
the face of the form or in an attached statement.

Specify. This line may be used to report a single entry of deduction
from funds if appropriate explanation is reported. Use the next line
if more than one adjustment is reported.

As per attached statement. This line may be used to report composite
entry of adjustments explained in detail in a separate statement,

Estimated expenditures for Old Age Assistance. This represents an esti-
mate of what is expected to be spent for the following month, In arriv-
ing at the figures for this item, use the respective entries appearing
on line D as the basis. To this amount add probable incresased expendi-
tures for new cases and other cases, less possible decreases., The re-
maining figure should be rounded to the nearest $100. In normal opera-
tions this amount may require adjustment only when the present balance
i3 too high or when the previous estimate proved to be too low,

Estimated Expenditures for Disability Assistance. The entry in the
"total" column represents an estimate of what is expected to be spent
in the following month. Use basis for estimating as described for
line P,

Net Balance at Fnd of Month, The amounts shown on this line should
accurately reflect the actual cash balance in the Assistance Account
at the end of the month. It should be verified by comparison with the
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cash balance shown in the bank statement after reconcilement for out-
standing checks,

Attention is directed to the fact that this form bears certificates to
be signed and sworn to by the Secretary-Treasurer and Director,

INSTRUCTIONS FOR FORM ODA-6

This form is used to report only strict credits for items
previously charged on orm ODA-4 as disbursements. Such credits in-
clude the following with respect to direct assistance payments, re-
stricted assistance payments, and funeral payments for both 0ld Age
Assistance and Disability Assistance:

(a) Checks drawn but not issued;

(b) Checks drawn and issued but returned undelivered and subsequently
cancelled;

(¢) Checks drawn and issued but not cashed;

(d) Checks drawn and issued but not presented for payment after a
reasconable time and which cannot be traced;

(e) Cash restitutions for checks unlawfully issued;
(£) Cash restitutions for checks unlawfully converted;

(g) Partial credits or bookkeeping credits for checks drawn or re-
ported drawn in excess of authorized amounts;

(h) Whole or partial credits of checks drawn and issued, representing
funds not required by client, which can be allocated specifically
to a particular check,

Form ODA-6 is not to be used for reporting cash recoveries from
recipients or on their “behalf which are applicable generally to such
recipient!s entire account, nor for accounting adjustments applicable
to the County, but not the State, or vice versa, The former are reim-
bursements and are to be reported on Forms ODA~12, 0A-12, and DA-12;
the latter are to be reported on Form ODA-5 under "Adjustments',

All items should be listed clearly in the following order on
Form ODA-6.,

First, by month of issus, progressing from the oldest month
to the most recent month, excepting funeral items;

Second, within each monthly group in numerical order (i.e.,
by case registration number).

III - 10
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A column is provided to show the surname of the payee as a means
of identification additional to the case registration number and the warrant
or check number shown in other columns. In the case of funeral items and
credits of assistance payments mziled to trustees, both the name of the
client and of the payee or trustee should be shown,

In cases where the direct assistance grant exceeded $55.00 and in-
cluded non-matchable funds, the credit, whether whole or partial, shall be
applied first against that portion of the payment which exceeded $%55.00,
This will be accomplished by entering in the non-matchable column an amount
equal to the total credit, or that portion of the original check which
represented non-matchable funds, whichever is lesser, before any entry is
made in the matchable column., Payment is understood to mean the total pay-
ment for the month to the recipient regardliess of number of checks issued,

The form should be prepared in two major sections covering the
0.A.A. and D.A. prcgrams respectively, similar to the procedure required
covering Form ODA-4., For each major section separate sub-sections should re-~
port the credits as follows:

A -~ OAA - Institutional payments credited,
B~ " - Non-institutional Payments "
C - " «~ Restricted Payments "
D~ " -~ Burial " "
E - " « Indicate Total "
F - DA - Institutional Payments "

G~ " <« Nea-institutional * "
H- " « Restricted " n
I - " - Burial " "

()

- " = Indicate Total n

In sub-sections A, B, F, and G indicate the figure one (1) in the
final c¢olumn if the credit entered represents a full credit or results in a
complete credit of a total monthly payment. For each sub-section total the
entries in the final column and note such totals in the space indicated for
the respective sub-sections on Form ODA-6A, Tctals should be indiceted in
the money columns for all parts, such totals to be forwarded to the respec-
tive entries column IV Form CDA-6A,

A1l credits should be classified in the respective sub-sectiors of
Form ODA-6 in accordance with the original billing, If the credit is to be
applied to a non-institutional payment or to institutional payments made prior
to July 1, 1952, the credit should be considered and reported in sub-sections
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UB" or HG", Credits for items billed as institutional payments for months
after July 1, 1952 should be reported in sub-sections "A" or "F". The general
rule should be to apply the credit and accomplish application of the oredit

in the same manner as the original billing.,

Instructions for Form ODA-6A

This form replaces Form ODA~(B and Form OA~6B, It is a summary of
Assistance Refunds and Credits reported on Form ODA-6 and allocates the shares
of such credits due the County, State, and Federal accounts in the same pro-
portion as originally charged., The method for computing County, State and
Federal shares is explained in the instructions for Form ODA-gA. Section I,
parts A - E, reports in total for the various classifications the OAA credits
listed on Form ODA-6; Section II, parts F - J, reports in total the various
classifications of DA credits listed on Form ODA-6; Section III summerizes the
totals in Sections I and II, and is the source of the entry to be made on
Form ODA-5, line F. Section IV is for the use of the State Bureau.

Instructions for Form ODA-~12

This form replaces the temporary Form ODA~12 and Form OA-12. The
form is designed as a settlement sheet for Assistance recoveries for the month,
and is prepared in three parts. Part I reports 0ld Age Assistance recoveries,
The entries for each case will be forwarded from Form OA-12 (Previous Form
0A-12A), Part II reports Disability Assistance recoveries. Individual Fomm
DA-12 reports will be required monthly. Part III summarizes the totals of the
two programs and is the source of the County entry in line "G" of Form ODA-5.

Instructions for Form OA-12
[Previously Form OA-12A ]

The form number of Form OA~12A shall be changed to Form OA-12 be-
gimning with the month of July 1952, Existing copies of Form OA-12A may be
used in reporting individual old age asasistance recoveries.

Resulting variations in participation by the three levels of govern-
ment in the old age assistance program, and changes in Federal matching formula
have all addsd to the difficulties involved in the distribution of old age aes-
sistance recoveries. The Bureau has had under study for some time a number of
proposals providing for simplification. ~rending approval of a simplified
formula the welfare boards must continue to report each recovery on an indivi-
dual form,

Form 0A-12 [formerly Form OA-12A] must be submitted for each old age
assistance recovery. The first section of this form reports the assistance
payments by type of charge and source of funds. The second ssction of ths re-
port is used to calculate the distribution percentage. The third section of
the form reports the allocation of the recovery to the State and County Accounts.
The finel section of the form is reserved for use of the State Bureau in cal-
culating the amount of the recovery due the Federal agency.

In order that coyies of Form OA-12A printed prior to 7-51 may be
utilized for the reporting of reimbursements with respect to assistance pay-
ments made after September 30, 1948, the following instructions will apply.
These instructions superseds the "Special Instructions" which apoear in the
lower lefthand corner of the form.
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Special. Instructions Form OA-12A
Report and Allocation of Reimbursements

Line 3 Enter the total of all amounts paid as direct assistance since April 1,
1936, excluding however all portions in excess of 40,00 for any one
month prior to October 1, 1946, portions in excess of 545.00 for any one
month from September 30, 1946 through September 30, 1948, portions in
excess of $50,00 for any one month from September 30, 1948 through
September 30, 1952 and portions in excess of $55,00 for any one month
after September 30, 1952,

Line 4 Multiply %.625 by the number of months from October 1946 through Septem-
ber 1948; multiply $1.,25 by the number of months from October 1948 through
September 1952 and multiply 41,875 by the number of months from October
1952 for which the grantee received a direct assistance payment in any
amount. The computation of the adjustments for special federal partici-
gaiion should be reported in the upper left corner™ of the report as

ollows:

10/46 thru 9/u8 ___ x $ .625

10/48 thru 9/52 x 1,25
10/52 to date x 1.875

Total (to line No. 4)

n
L % T

Line 5 Enter the total of all amounts paid as restricted assistance (in accord-
ance with Ruling No, 9, revised) plus all portions of direct assistance
in excess of ;40,00 for any one month prior to October 1, 1946, portions
in excess of 45,00 for any one month from October 1946 through Septem-
ber 1948; portions in excess of %50.00 for any one month from October
1948 through September 1952, and portions in excess of 455,00 for any one
month after September 1952,

*(Sample entry: For a case in which assistance was paid each month
from September 1948 to October 1952 inclusive).

1 x $.625 = § .62
L8 x 1,25 = 60,00
1l x 1.875 = 1.88

362, 50

Instructions for Supplement 1, Form OA-12

This form must be used in conjunction with Form OA-12 in reporting re-
coverias in which payments made after July 1, 1952 included institutional pay-
ments. The form is designed to include in items 1 thru 5 information usually re-
ported in the related entries on Form 0A-12, formerly Form OA-12A. This form must
be attached to the related Form 0A-12.

Instructions for Form DA-12

This form reports and allocates the individual Disability Assistance re-
coveries. The form is in three sections- the first section reporting the assist-
ance payments and source of funds; the second section allocates the recovery, and
the firal section is a summary and the source for entry forwarded to Form ODA-12,

111 - 13
Revised October 1952



You're viewing an archived copy from the New Jersey State Library.

DRAWING AND ENDORSEMENT OF ASSISTANCE CHECKS

At no time shall any check for assistance be drawn payable to any person
other than the qualified recipient, nor Jointly or in the alternative with any other
person, with the exception of such payments as are made for burial purposes in ac-
cordance with the specific language of Title 44:7-13, Revised Statutes and with the
exception of payments made in accordance with the provisions of Ruling No. 9. Nor
shall any check be drawn to the order of any recipient known to be dead.

In connection with the drawing of checks for assistance it is to be noted
that specific limitations on amounts of grant have been set forth in Ruling No. 3.

Proof that the recipient has received payment authorized by the welfare
board is his signature as endorsement on the check issued in his name., Where his
signature does not appear or where there is doubt as to whether the endorsement
which appears is his, the validity of the payment is not established and the payment
is subject to exception on audit,

In view of the _above, each welfare board shall cause to be maintained a card
file of usual signatures of recipients., This file shall be kept up to date and new
signature cards shall be obtained whenever it appears that the recipient's sigmature
has changed noticeably with increasing age or disability. In connection with the
drawing of checks for assistance it is important that the client's name be written
on the face of the check in conformity with the signature found on the signature
card and in the case record. All checks shall be examined promptly each month after
their return from the bank and endorsements thereon shall be compared with the sig-

natures set up in the sigmature card file to verify the accuracy of endorsements,

In addition to bringing to light unsatisfactory endorsements, routine exam-
ination of checks will frequently indicate from the fact the check has been cashed
in a distant place, that a client has moved, unknown to the welfare board. Some-
times it will be learned that the check was deposited in a bank account of which
the welfare board had no knowledge or that it was paid to a building and loan asso-
ciation or other investment which had not been declared, Habitually tardy cashing
of checks should also be a matter warranting follow-up since presumably every client
is in jmmediate need of the assistance granted him,

It has been found that certain problems arise in the case of those clients
who are unable to write their own names and must use a cross or mark for signature,
Under New Jersey law a mark is a valid signature, provided there is proof that the
mark was actually made by the person whose signature it purports to be, and that
such person intended the mark to be his signature. It is possible for the necessary
proof of these factors to appear on the check itself, if the mark is expressly de-
scribed as the signature of the payee and if there is an identifiable witness to
the making of the mark and to its description, Such a witness is satisfactorily
identified if he makes his own signature, if he describes himself as witness, and
if there appears on the check his address or other data by which he can be located
when and if needed to establish proof of the payment.,

The Attorney-General has ruled that one witness is sufficient for
an endorsement by mark if the foregoing elements are all presemt. In
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order to insure proper endorsements, it will be found helpful to have printed metter
on the back of assistance check as follows:

NOTICE

This check will not be honored unless properly
endorsed, If the payee named on the face of
the check is able to write his own name, it
should be written on the first line below ex~
actly as written on the face of the check.,

If unable to write except by mark [x], the
mark must be made by the payee in the presence
of a person serving as witness who will write -
the payee'!s name opposite the mark and sign
his own name and address in the space provided.

His/Her

Payes

Mark
Witness

Address of Witness:

In order to afford recipients, who make their endorsement by "mark" the
same protection as other clients, it is recommended that effort be made to have
such recipients utilize wherever possible the same witness to their marks each
month, This will cause no undue difficulty in most cases, since it will be pos-
sible to arrange for a person living in the recipient's home to provide this service,

If the signature of such witness is obtained on the recipient's signature
card, this may be compared with the check endorsement upon return of checks from
the bank in the same manner as for recipients who have endorsed their checks by sig~
nature,

Where a client may use more than one witness to his mark over a period of
time, it is suggested that the signatures of more than one witness be obtained on the
signature card, the signatures of any of these witnesses appearing on the checks
being regarded as indicating that payment was properly received by the client.

The county welfare board shall review the circumstances surrounding payment
of any check not bearing the authorized endorsement of the payee. In this connection
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instances will be observed where the endorsement on the check differs substantially
from the endorsement on the signature card by reason of some temporary disability of
the recipient such as acute illness or serious mental strain. Wherever there is
doubt as to the validity of any endorsement personal contact with the recipient shall
be established to verify the validity of endorsement. If it appears that because of
some temporary disability the endorsement on the check differs radically from the
signature card, the welfare board shall obtain affidavit from the recipient in

which the recipient states that such check was received, cashed and used for his own

purposes.

RECORDING IN WELFARE BOARD MINUTES

In order to give validity to authorization of assistance payments by the
welfare board and in order to make proper and adequate audit possible all actions
of the board shall be individually recorded each month in the minutes of the board
meeting, The formal procedure and content of the minutes shall be presented in
accordance with Ruling No., 22,
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CHAPTER IV

REQUISITION AND DISBURSEMENT OF FUNDS FOR ADMINISTRATION

Every quarter the State Division will allot to each county welfare
board its proper proportion of funds received from the Federal Government
for administration, such proportion to be determined as provided in Title
44:7-27. Requisition for such allotment will be made on the State's standard
bill (Form 100) which will be prepared by the State Division and mailed to
the county for signaturc and affidavit.

Title 44:7-24 provides that payments of county funds for administration
"shall be made monthly by the treasurer of the county upon the requisition of
and to the secretary-trcasurer of the county welfare board". It is therefore
suggested that immediately after the first of each month, the director of
welfare shall prepare an estimate of the amount of funds needed for adminis-
trative expenditures accruing and payable during such month.

The secretary-treasurer of the welfare board shall be authorized to
regquisition the Board of Chosen Frccholders for the county's shure of the
estimated amount so required, such authorization being noted in the minutes
a8 in the case of assistance funds. The requisition shall be prepared on the
county's standard form showing the cstimate of the full amount required for
the month, and deducting balances (including the federal subsidy) available
to apply against such estimate. The requisition to the county for the differ-
ence, should be made in the following form:

"For funds required for allocation to administrative expenses of the
County Welfare Board for the month of s 19
as provided in Title 44:7."

The respective advances from the county and state (allotment of
earned federal grant for administration) shall be deposited to the Administra-
tion Account against which checks for administrative expenditures will be
drawn. In making such disbursements the following procedure will be observed:

A. Actual payment for any authorized expenditure shall
be ordered by the county welfare board only on verified voucher
submitted therefore.

B. All expenditures shall be duly authorized by the
county welfare board and noted in the minutes.

C. All disbursements and payments shall be made by
check, signed by the Director and Secretary-Treasurer and drawn
on the Administration Account.

Iv-1
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INSTRUCTIONS FOR FORMS OA-15 and 0A-16

Forms OA-15 and OA-16 together constitute required reporting of administrative
expenditures to the State Bureau, Form OA-15 and Form OA-16 as revised are now both
monthly statements of the administration account and shall be submitted to the State
Bureau not later than the fifth working day of the month following the month for
which they are prepared.

Form OA-~15 is so contructed that it will serve as an accounting statement. The
items to be reported are self-explanatory. The report is made up of four sections,
respectively reporting opening balance, additions, deductions, and closing balance;
and provides three money columns, Total, State and County. The Welfare Board is re-
quired to report information only in the Total column the State and County columns
being for use of the State Bureau only,

Form 0A-16 is so constructed that it can be prepared directly from the cash-
Jjournal "Administration Account Record of Cash Receipts and Disbursements', with
certain additions as follows:

The columns "Date", "Name and Description", "Check Number", "Salaries and Wages,
New Equipment, Insurance and Bonds", "Travel Expense", "Office Expense", with appro-
priate sub-columns for amount and account number, and "Miscellaneous" with appropri-
ate sub-columns for amount and account number which appear on Form 0A-16, correspond
with similarly titled columns in the cash-journal, and the totals of each classifica-
tion should be copied therefrom. It should be noted that Form 0A-16 lists expendi=
tures for salaries and wages, new equipment, insurance and bonds in the same column.
The form as revised will report gross expenditures in all columns, Effective Feb-
ruary, 1947, a copy of each payroll will be forwarded with Form OA-1l6 to the State
Bureau. The gross amount of the payroll forwarded should agree with the amount re-
ported in the appropriate column on Form Q0A-1lé. Any difference between the payroll
total and the amount entered on Form 0A-16 must be explained in a separate statement
to be attached to the payroll.

Cash credits or cash refunds will not be reported on Form 0A-16 since the report
is designed to report gross expenditures. ‘

Expenditures listed on Form 0OA-16 in the "Office Expense" column, Account No,63,
will require the use of the account letter only, since all items listed are Office
Expense classifications, For example: a disbursement to the New Jersey Bell Tele-
phone Company will be listed in the Office Expense column for the amount of the
bill and chargeable to "a", Expenditures under the heading of "Miscellaneous", Ac~
count No, 64, will be listed in the same manner.

Medical fees and expenses necessary to determine eligihi ;ty or continuing eli-
gibility will be matchable and shall be:identified as 64M; “E{1/other expenditures
made by the agency to defray medical expenses and other obligations incurred by or
on behalf of clients will be non-matchable and shall be identified as G64LE-N,

Form OA-15, item "D ~ Refunds" will be itemized in Schedule A of the report,
The following information must be reported in Schedule A for each credit or refund:
the date the refund was received, and month the original disbursement was reported
in the books of account and on Form OA-16, the description, check number, and amount
of the original expenditure on Form OA-l6é, and the amount of the refund deposited
during the current month.
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CHAPTER V
RECEIPTS AND DISBURSEMENTS IN THE CLEARING AND TRUST ACCOUNTS
Clearing Account Receipts and Disbursements

The Clearing Account has been designed and shall be maintained as a control ac-~
count of all funds received for any client's account or to be credited to any client's
account. The primary purpose of this account is described by its name as a record
of funds held temporarily, i.e., pending decision authorizing specific disposition
of each receipt.

Clearing Account receipts are funds received from any source except the follow-
ing items which by their nature are readily identified:

Funds received from the State Treasurer.

Funds received from the County Treasurer.

Reimbursement apportionments received from another county.,

Refunds or rebates of true administrative expenses previously
disbursed from the Administration Account.

Clearing Account disbursements, constituting all payments for the account of
or to any client from a previous receipt, may be made only after approval of the
voucher and authorization for payment has been given by the welfare board and pro=-
perly recorded in the minutes, Disbursement to clients of funds received from rela-
tives after the board meeting may be made on blanket authorization from the Welfare
Board subject to formal approval at a subsequent meeting, All disbursements and
payments shall be made by check, signed by the director and secretary-treasurer, or,
at the option of the welfare board, by the director only. Such option shall be ex-
pressed in a resolution and adopted by the welfare board at the annual re-organizas’
tion meeting and duly recorded in the minutes of the board each year,

Entry for the disbursement of funds reimbursed to the State and County may be
made in a lump sum for the above classification rather than a listing of the individ-
uals comprising the recoveries in which case posting to the individual ledger shall
be made from Form ODA-12.

The Secretary-Treasurer's monthly report to the welfare board, properly noted
in the minutes shall include a summary of the Clearing Account by reporting the
previous balance plus the receipts by source, less the disbursements by object, and
the final balance.

Form OA-3A shall be prepared and filed in the case record immediately upon re-
ceipt of any funds to be deposited in the Clearing Account, This statement shall
show the date, source and amount received, Similar statements on Form OA~3A shall be
prepared also supporting all disbursements from this account and filed in the case
record,

Each month the welfare board shall forward to the State Bureau an accounting of
the Clearing Account on Form 0A-22, This form is prepared directly from the eash~
Journals; the classification of receipts and disbursements called for on the report
correspond with the required columnar headings in the cash-journal. This report shall
be submitted to the State Bureau on or before the fifth working day of the month
following the transactions recorded,

Y

Revised July 1952 V-1



You're viewing an archived copy from the New Jersey State Library.

Trust Account Receipts and Disbursements

The Twust Account shall bec maintained as a control account of funds
transferred from the Clearing Account following duly authorized determination,
The funds to be maintained in this account are funds deposited for thc use of
the client or to be held for the payment of any bills outstanding at the time
of the client's death.

The account is designed primarily to segregate the funds of the client
from which no immediate disbursemcnt is anticipated. Accordingly the account
is to be used only if the client is living, except. in rare instances when prompt
settlement of deceased c¢lient's estate is not possible, In such cases it 1is
recommended that the funds be transferred from the Clearing to the Trust Account
pending final distribution,

The Trust Account disbursements are funds paid to or for the account
of a living client or funds transferred to the Clearing Account for payment of
bills after the client's death, Disbursements shall be made only after ap=
proval of the voucher and authorization for such payment has been given by the
welfare board and properly recorded in the minutes, All disburscments shall
be made by check signed by the director and scerctary=treasurer, or, at the
option of the welfare board, by the director only.s Such option shall be ex=
pressed in a resolution and adopted by the welfare board at the annual re-
organization meeting and duly recorded in the minutes of the board cach year,

The welfare board's minutes shall include 2 summary of Trust Account
activity which will reflect the opening balance, plus the receipts by source,
the disburscments by object, and the final balance,

The welfare board shall report the activity in this account to the
State Division on Form OA-23, This rcport is prepared directly from the cash-
Journal, "Trust Account =~ Record cf Cash Receipts and Disbursemecnts." The
classification of receipts and disbursements called for on the report form
correspond with the columns similarly titled on thc cashe=journal form. This
form shall be prepared at the close of each month and one copy submitted to
the Statc Division on or before the fifteenth day of the month following the
transactions recorded. T

It is suggested that the welfare board conduct the following test
check of items reported on Form 0A=-22 and OA=23 before submittal to the State
Division:

1) The opening balance must be in agrcement with the prior monthts

closing balance, unless the difference is fully explained by
foot note;

2) The entry on Form OA-22, line 11, must agrce with the amount
entercd on Form OA=-23, Linc I;

3) The sum of the entries on Form OA-22, lines 18, 25, 26 and 27
must equal the amount entered on Form 04-23, line B,
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Controls of Client's Subsidiarv Account Balanccs

It is thec prlicy »f the Steto Divisimn to c-userve the assots of
clients and t~ reserve the funds of roeipicnts for any cxponscs that cannot be
met from the rogulir assistoance gronts. However, cxpericnce has shown thet
$300,00 will usunlly carc fer the roeipient's oxtraordinary cxponscs while
living, cxpenscs of the last illness, ond burial costse

In conncetion with this policy it is suggested that the Dircetor »f
Wielfere conduct rogular cxaminotion of tho individucl cleuring end trust cc-
crunts to determinc the ensos that should be brought te the Welfere Bocrdts
atteontion,

As & guylde t» the specific typos of cases the Dirsctor of Welfore
shall have the ¥Welfare Beard roviow, it is suggested that particulnr attention
be dircected to the folleowings

Al]l rcceounts thet have ercdit bulances »f more then &300.00;
All accrunts t~ the credit »f o deescscd reeipicnt;

Accounts in which thoe Welfore Boord hes reported full roime
burscment and tho cliont's crse has beon dischorged from
the assistonce rolls;

Accunts thot ropraoscut roimburscment or collcetion cgoinst
o spoeific assistanee chock.
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CH&PTER VI

OTHER FIK/NCIL..L, RECORDS . ¥D REPORTS

At the closc »f coeh mmth, rec meiliati ns shall be made »f cash
bolrticss in banks os reported bv the stotcments 2f such banke, in relation t- each
»f the four principal accnntss L531st&nce account, Alministration dce unt,
Clearing Accuunt, and Trust Jecrunte The statenents »f such reconeilictinne shell
bs prepared in cl ar and legible forrm ard shall be retained os permenant roecoris
in the ~ffiec L the welfore brored, readily avoilable ot any time In ¢ nnecetim
with any oxaminati-n »r ew’it »f cceruntse. Chesks ~utstonding rioro than three
momthe shisuld be investigated en? aseti-n tokon se warrocntcls Checks ~utstonding
rwore than aix ronths shall have stop payment notics issuo? an? checks crolited,

Trial Bnlane~s

Trial balances ~f all mecrunis shall bo run nmathly, after posting; cnd
in the last woonth »f cach fiseel ouirtor, tw: trinl bolanccs shall bs run, Hne
ofter poeting but brfwre elosure, and mo fc:r closurcs The stiterounts »f such
tricl boleness shell be procored in elon T legibls form end shall be rotoined

porzonent reesrds in ths »fficce f the w,*.dru brard recdily ovaileble at any
tire Jn enaneetion with cay oxainction or cwllt D ceeunts,

Vomehirs

£11 ‘isbursements frow the Administration sceoruwnt shall bs supr-rted
by v-uchers, ~f unlf?rm Aesign within zach crunty as adopbed by the welfars boar?,
e’ 211 vouchors »f m-ro than $5.00 shall bz supported by offidsvit. The vrucher
skn11 be exccuted by the clairmant, except that all salory items, if supported by
o formel pewrsll stetamet vwhich is filod s o permunscnt roenrd, nced not be
further supported by indivi‘ual sworn v oucherse In the lotter cass the vousher
sh11 inclute b-th salory chocks an? chuck wr chueks reprosenting leducti-us wede
for seeh pryroll poriod evvored., In countics not ¢cvered by Civil Servieo, e
vucheor ghnll bs Arown eoch pay peris? listing the inlivizuel, groiss sslory dc-
tueti s, ant not salary and totallsd cceunulatively. Check numbsrs covoring
the n vr'll shall be n-tod theron alsoe

411 ‘isbursonc
~uchors, ~f wnil-

its fr-m the Clearing 4ce~unt shall be supp-ried by

v e dosign within szeh ehunky as adoested by the welfure board
f r use In ennectin with the Lidministrati -n dce~unt. If the disbursemuint is
i

5

any ne f the £:11lowing classcs, nn sworn vouchor is nccessury, but o voucher
hinll be signed by the Direct-r of Welfarc »r cuthorized loputys

Cash paymonts lirecet to tho cliomt hinscelf;#

Burlul ggyrcnts;

Trensfors t~ the f" gt sz unt;g

Trensfors t- the sistanco Aceunts

Tronsfeors t- tho nvr‘n1°trvtiﬂn ace runt;

Rormittoness Y tho State Treusuror;

Romittonecs o the weolfore toards ~f ~ther exwuntbiosg
Disburscrnicnts >f §$5.00 -r less,

N

* 4L nunbor of payrents »f this type may be reported - o single voucher
rrovided the follewing def-rootim is n-ted for cach indivilual peyrcnt;
Cosc nunber, nanc, lsseripti-m ~f disburscment, chock nurmber cnd anmumtb,
Tho voucher in this irnstarce will sheow rore then one nuﬁber.
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A1l other dishursements from the Cleering hccount, without exceptiom, shall be
supported by & sworn voucher, executed by the claimant.

411 dishtursements from ths Trust Lccount shall be supported by voucher
of the samo form zs sbove, subjiect to the samc linitations and exceptions as
described for the Cloaring Accounte That is, disbursoments made to the elient
himself, or transfcrs to the Clearing Account, will be supported by an unsworn
voucher, signed by the Dircctor of %Welferc or his avtherized deputy. 411 other
disburssments of morc then §5.00 shall be supported by a sworn voucher, oxccuted
by the ecloimant.

£11 such vouchers may be numborod in accord with the numbering of the
chocks issucd in paymeut, or, if otherwise numbored, the chock number shall be
cntzrcd thercon. Such vouchers shell be kept filed in numcricel srdor in the
office of the county wolfarc boord os permancat records rouadily availabls 2t any
timc in conncetion with any cxaminotion or oudit of cecounts.

Handling of Potty Cash

Pctty ensh funds shall bz mointcined on the irprﬂst systcme Thorzforo
at any timc after the fund is s2 f up, thi sum 2f the cash ond reecipted bills
(of itoms paid) must sgrse with the originel ancunt of the fund.

+t such timc os it appecrs ncecessary to roplonish tho fund it will be
acessary te drow o cheek on tho sdpinistration sccount for 21l or o portion of
the emount of tho itoms thoet hove boon paid from the funde The proper reeording
~f the cheek noyoblo ccsh fund is furthor seeorplished by actuclly
chirgzing such ceeunts +.tzd by the petty scoesh vouchers or bills.

o

i raccint book systom sholl be minteined by o rosp usible pors-a,
vreferocbly the boskkooper, wh will issuc ar t for =11 ecssots of whe tever
ncturc, including cash, chocks, insurcance poli s, dseds, stoicks, bonds, ete.,
rcececived from cnd for the secoaunt of roeipionts =f 0ld igo Lssistirsicoe

(o

Tvro sots ”f r secipts will b emploved, ths original in oach sct boing
psrf-roted. Tha fir sot will bo 1ssucd ulthcr by tho cose worker ot such

tire os ensh or *thor ros~urcszs right be given to hir cithsr in the field or in
the -ffiec, ~r by on office coplaye, ~thor than the bu~kkesper, who hos beor
dosignited by tho dircct-r as being initi!]lv resphnsible £-r any nsscts ro=-
sc¢ived thr ugh the il -r ~ther s wrces, ~ther then those reecived by the ccse
wrkire This reecipt will be propared in dunlln t2, the ~riginal bcing given to
the elizat -r »th-r pars-n giving the assot ond t“c duplics te bzing retrinsd in
the ~mpl-ve's bonk,

The ene nd s2t, issusd by the b-okkeeper, shell also be in dupliecctoe,
the ~rigincl will be given to the cuplsye, whe will wtteeh this riceoipt to the
¢ py retiinad in his b-nk, -r othor pors n subritiing the assete The dupliciie
¢ py °f this sct rciwins in the boslkkcopor's bok,

411 reeeipts sholl be pree-murboraed, couch sot indopendently, cnd o
rocord kept of the particular bexks given t- casc wrrkers v ~thor onpl iyese
The rcecipt b -ks shall bo wede a part ~f the ~udit oxamincti m.
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The welfare brards shell meintein an inventiry or register of all
liquid or nog~tiable wssets ~f clients coring within thoir control. This ro-
crrd sholl shw &s o rininun the £-1lowing inforections 1) case nurber, 2)
scric.l number -f ossct, 3) type ~f assct, 4) veluc, and 5) incoree The fol-
lowing will serve as o sorple ~f propor ontrics:

S
a8

Cosc
Noe Nurlbor Type Value Inec e Rerarks
3 6432 First Nat'cl Bank $121.00 one
Deferred Lccount
302 91743 % Shores Corgaon Stoek (90,00 5% Por Vrluc
Eastern Utility C-.
1610 82391 B~nd 250400 6% HMaturcs
Public Scrvice 9-1-46
1739 2 Proriss-ry dots %400.,00 X 6% Intsrest
Jnes & C-opaay Poyeble writh
Principel
1741 89121  Savings Jiceunk %128.00 1%
Trust C-opony

1924 21876B  P-stcl Savings Jcct. $18400 2% Book hz1d
. N-t Lssigned
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CHAPTER VII
FORM AND OPERATICN OF CASH-JOURNALS

The accounting system here outlined does not require the maintenance of
a general journal., However, record of cash receipts and disbursements with
respect to the Assistance, Administration, Clearing, and Trust sections of
the ledger accounts will be maintained in cash-journal form for each such
section., The cash-journal forms are intended to establish uniformity in the
recording of receipts and disbursements by all counties and no variation from
the sample forms shall be made without the approval of the State Bureau.

Assistance Section - Cash-Journal

Assistance Account: Record of Cash Receipts and Disbursements

All assistance receipts and disbursements of the county welfare board
are recorded in chronological order on this cash-journal form. The cash
balance, which can be determined currently by subtracting cash disbursements
from cash receipts, represents the amount of unexpended assistance funds
which should be on deposit, This figure shall be reconciled monthly with the
appropriate bank statement.

The record is self-balancing, i,e., the sum of the "Receipts" column, the
"Assistance Disbursements-Control" column, and the "Debit" column of the
"General" section should equal the sum of the "Disbursements" column, the "Ad-
Justments to Assistance Disbursements-Control" column, and the "Credit" column
or the "General" section. This test-check should be made monthly before post-

ing to the General Ledger,

The advances for assistance received each month from the State and
County Treasurers are entered in the '"Cash Receipts” [Dr.] and "General" [Cr.]
columns, and the titles of the ledger accounts to be credited are stated in
the "Account" column with the numbers of such ledger accounts being stated
in the '"Folio" column, after the entry has been posted to the general ledger.
A1l other receipts, except refunds for overpayments or improper payments, and
also cancellations of checks for assistance and burial payments, are entered
in "Cash Receipt'" [Dr.] with the corresponding credit in the "Control-Total"
column under "Adjustments to Assistance Disbursements", and are then dis-
tributed to the respective "State and County participation" columns,

In order that the cash balance may be readily available in the cash~

. journal, the opening entry each month shall be "Balance Forwarded" in the
"Name" column, with such balance entered in the "Cash Receipts" [Dr,] column
and "General" [Cr.] column, The title to be entered in the "Account" column
for this credit is "Cash-Assistance'. This credit in the "General' column
should be posted directly to the General Ledger. Such posting should be made
to account #2 "Cash-Assistance" and should have the effect of closing out this
account, However, formal closure by ruling is not made, All ganeral ledger ac-
counts 1 to 14 and the assistance cash-journal will report individual account-
ing transactions for old age and disability assistance.
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The total of assistance payments, including disbursements for burial
from public funds (Form ODA-AA? are recorded each month in the '"Cash Disburse-
ments" (Cr,) column and in the column "Assistance Disbursements - Control
Total", with distribution to the appropriate columns for State and County
participation,

Transactions which do not involve cash items also are entered in this
journal, primarily utilizing the "General" section. This contemplates such
entries as those recording the amount appropriated by the county, monthly
closing entries, and account closures at the emd of the appropriation period.
Such entries do not preclude the use of columns other than those in the "General
gsection where appropriate, for example, correction of a prior error of entry
or of posting. Errors of entry should not be erased at any time. If not
posted to the General Ledger, they may be llghtly r ruled 1 out_and correctlx en-
tered; but if posted, they should be corrected by journal entzx_ A1l journal
entries, regardless of character, should be fully explained in the "Description”
column,

Daily posting shall be made to the General Ledger of those amounts appearing
in the "General" section of the cash-journal, At the end of each month, the
several columns shall be totalled, The totals appearing in the cash columns
shall be posted directly to the General Ledger Account No, 2, The individual
entries appearing in the assistance disbursement columns and in the adjustments
to the assistance disbursement columns shall be posted to the respective General
Ledger Accounts, In completing these entries the posted amount shall be identi-

. fied by program in the General Ledger Accounts, the posting reference in the
cash-journal should indicate the account number and a check mark, The account
number indicating that the OAA transaction has been posted while the check mark
will indicate that the DA transaction has been posted., The net totals of the
"Receipts" and "Assistance Disbursements” columns are debit entries. The nettotals
of the "Disbursements" and "Adjustments to Disbursements" columns are credit entries,

In order to provide information which will be useful in preparing a state-
ment of charges for each type of expenditure, a summary analysis of gross
assistance disbursements by type of expenditure must be maintained for both 0Old
Age and Disahbility Assistance. The cash-journal form will be used and monthly
totals for disbursements entered under the following column headings: 1) Insti-
tutional Payments, 2) Non~institutional Payments, 3) Restricted Payments, L)
Burial Payments, and 5) Total Expenditures from Assistance. The Swmary
Analysis will also include a section for Allocation of Charge as follows:
Federal, Institutional and Non-Instltutlonal Total State, and Total County
partlclpatlon. ~

The source of the above assistance expenditures and allocation of
charge will be teken from the respective entries appearing on Form ODA-4A,

As stated above, the Summary Analysis will record gross expenditures,
a separate summary to be maintained for each program, It is suggested, how-
ever, that the individual counties will derive additional benefit from the
summaries if they are maintained in three sections, i.e., the first section
to record gross disbursements as above outlined, the second section to re-
cord the credits from Form ODA-6A, and the third section to record the dif-
ference between sections 1 and 2, or the net expenditures.
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Yllustrative Journal Entries

The following are examples of opening, operating, and closing entries,
expressed in journal form, which are made in the "Assistance Account-Record
of Cash Receipts and Disbursements', and which are posted therefrom to the
General Ledger:

Cpening Entry

Non-requisitioned Appropriation - Old Age Assistance
Non-requisitioned Appropriation - Disability Assistance

County Appropriation - Assistance

To record the total appropriation for assistance authorized
by the County Board of Chosen Freeholders for the calendar

year of .

Operating Entries

Cash - Assistance
State of New Jersey ~ Advances for Assistance
To record advances by the State of New Jersey of Federal

and State shares of estimated expenditures for assistance
for the month of s
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Cash -~ Assistance
Non-requisitioned Appropriation - 0ld Age Assistance
Non-requisitioned Appropriation - Disability Assistance

To record funds received from the County Treasurer for |
the payment of the county's share of assistance for the
month of _ .

Assistance Disbursements - Control and Subsidiary Accounts
Cash-Assistance

To record gross expenditures for assistance and burials
for the month of _ .

Cash - Assistance
Adjustments to Assistance Disbursements - Control and Subsidiary Account

To record cancellations and overpayment refunds applicable
to assistance and burial payments,

Cash - Assistance

Transfers from Clearing Account - County Participation Collections
Received from Other Counties - County Participation

To record the county'!s share of collections transferred from
the clearing account and received from other counties.

Monthly Adijusting and Closing Entries

Adjustments to Assistance Disbursements - Control and Subsidiary Accounts

Assistance Disbursements - Control and Subsidiary Accounts

To transfer cancellations and overpayment refunds to
the appropriate assistance account,

State of New Jersey - Advances for Assistance
County Appropriation - Assistance

Assistance Disbursements - Control and Subsidiary Accounts

To close the "State Participation" accounts to the State
of New Jersey advance account and close the "County Parti-
cipation" accounts to the county appropriation account.

Transfers from Cle&ring Account - County Participation
Collections Received from Other Counties - County Participation
County Appropriation - Assistance

To close the county's share of collections into the
county appropriation account.,
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Annual Closing Entries

County Appropriation - Assistance

Non~requisitioned Appropriation - 0ld Age Assistance
Non-requisitioned Appropriation - Disability Assistance

To close accounts reflecting assistance appropriation balances
which revert at the close of the appropriation year.

To be used if County Balance is returned to the County Treasurer.,

Non-requisitioned Appropriation - Assistance
Cash Assistance

To close the county portion of the cash assistance account
reverting to the county's general fund at the close of the
appropriation year.,

Upon completion of the annual closing entries the following accounts may
have remaining balances to be forwarded to the succeeding appropriation
year:

Debit Balances equal to Credit Balance
Cash-Assistance State of New Jersey -~ Advances for Assistance
Non-requisitioned Appropriation-0ld Age Assist-
ance
Non-requisitioned Apvropriation-Disability
Assistance

Administration Section-Cash Journal

Administration Account - Record of Cash Receipts and Disbursements

A1l administrative receipts and disbursements of the county welfare
board are recorded in chronological order on this cash-journal form, The
cash balance, which can be determined currently by subtracting cash disburse-~
ments from cash receipts, represents the amount of unexpended administration
funds which should be on deposit. This figure shall be reconciled monthly
with the appropriate bank statement.

The record is self-balancing, i.e., the sum of the "Receipts" column,
the "Administrative Expenses - Total Control" column, and the "Debit" col-
umn of the "General' section, should equal the sum of the "Disbursements"
column and the "Credit" column of the '"General" section. This test-check
should be made monthly before posting to the General Ledger,

A1l receipts, including refunds of payments and of overpayments are
entered in the "Cash Receipts" (Dr.) and "General" (Cr.) columns, and the
titles of ths ledger accounts to be credited are stated in the "Account"
column with the numbers of such ledger accounts being stated in the "Folio"
column,
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It is to be noted that all cash credits or refunds will be reported directly to
the general ledger account for which the credit was recovered. It will some-
times be necessary to report two or throe credit emtries in the Gencral section
for a single refund item since certain items must be credited to the control
accounts and the individual expense account. The bookkeuper must mark oll
credit entries covering refunds as non-add items, except in the credit item re-
ported in the General scction to bo posted to account number 54, Administration
Expenscs Total Gontrol,

In order that the cash halancc may be rcadily availablce in the
cash-journal, the opening entry each month shall be "Balance Forwarded"
(in "Namc" column), with such balance entered in the "Cagh Receipts" (Dr.)
column and "General" (Cr.) column. The title to be emtered in the "Accounts"
columa for this credit is "Cash~Administration". Thig crcdit in the "General”
column should be posted to the General Ledger. Such posting should be made
to account #51 "Cash-Administration", and should have tho effect of closing
out this account. However, formal closure by ruling is not made.

Disbursements arc entered in this record from the approved vouchers,
showing det:, namec, description of item, voucher and check numbers, in the
respective colums provided, and with entry of the amount in the "Cash Dishursc-
ments" and the "Total Control! columns, together with cntry in the proper
columns for the subsidiary expenditurce accounts to be charged.

Whencver current deductions are made from payrolls for hospitalization
insurance, savings bonds, withholding tax, pension funds, etc., employce checks
~will be drawn for salary legss deductions, with a single additionsl check being
issued wherever practical for wach category of deduction to the order of the
appropriate person or organization.

The withholding tax will bo deducted from cach employece's check and
in counties where the amount withheld during one month amounts to $100.00 or
morc, & check for the current month's taxes shall be issued to the depository
authorized by the Secretary of the Treasury to receive deposits of withheld
taxes, such check being made payable to National Lank, Account
Withheld Taxes. A recoipt will be issucd by the depository for the amount of
cach such payment made. In countivs where the tax withheld for the month does
not total $100.0C, payment to the Collector of Internal Revenuc will be made
on a guarterly basis.

Entries in the cash journal for all deductions mentioned above will be
as follows: Cash credit column will report the net amount of checks paid while
the "Control Total! column and the "Salariecs and Wages" columm will be debited
with the gross amount of salarics and wages earned and reported on the payroll.
In the General section credits wiw. oo ceported for cach of the following .uwums
as may be required:
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a. 70. Reserve for retirement or pension fund deductions.
b. 71. Reserve for nospitalization insurance.

c. 72. Reserve for withholding tax.

d. 73. HReservce for savings bonds.

When the check or checks for payment of the various payroll deductions
are issued, the amount of the check or checks will be credited to Cash Dis-
bursemcnte and debited (in the General scction of the cash-journal) to the
various reserve accounts mentioned above.

If the payment of pension or retirement deductions includes payments
on or for the account of employees on military loave, the payment may be in-
cluded in the check covering the amount reported on the regular payroll pro-
vided an entry has been reported as a debit in the Control Total column and
in the Miscellancous (64M) expensec column, and as a credit to the reserve
for retirement or pension deductions to be reported in the General section of
the cash-journal.

Transactions which do not involve cash items also arce entered in this
Jjournal, primarily utilizing the "Gencral" section. This contemplutes
such e¢ntrics gs those recording the amount appropriated by the county,
monthly closing entries, and account closures at the end of the appropriation
period., Such entries do not preclude the use of columng other than those
in the "General" section where apgsropriate, for example, correction of =
prior error of entry or of posting. BErrors of sntry should not beerased at
any time. If not posted to the general ledger /] be 1i
and correctly entered; but if posted, they should bhe corrected by journal
entry. All journal cntries, regardless of character, should be fully ex~
plained in the "Description" colwm.

Daily posting shall be made to the General Ledger of those amounts
appearing in the "Generel'" scction of the cash-journal, Daily posting should
also be made to the ap,vropriate subsidiary object-classification accounts in
the General Ledger of those amounts appearing in the columms "Office Expense-
Control” or "Migscellansous - Control" under "Administrative Expenses-Debits".
At the end of each month the several columns shall be totalled and pogted
directly to the general ledger and subsidiary accounts as identified by column
titles. The net totals of the "Receipts" and "Administrative Expenscs"
column are debit contries. The net total of the "Disburscments" column is a
creoit entry.

Illustrative Journal Entries
The following are examplis of opezning, operating, and closing centrics,
expressed in journal form, which are made in the "Adidnistration Account-

Record of Cagh Receipts and Disburscments"; and which are posted thercefrom
1o the Gensral Ledger:
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Qponing Entry
Nonrcquisitioncd Appropristion = Administration
County Appropriation - Administration

To rccord tho total appropristion for administration authorizod
by the County Board of Choscn Frccholders for the calondar ycar
of .

Operating Entrios

Cash Administration
Nonrcquisitionod Appropriation = Administretion

To rccord county funds received from the County Troesuror for
tho payment of administrative cxpenses.

Administration Expenscs = Control and Subsidiary Accounts
Cash - Administraetion

To record administrative cxpenditures for tho month of .
Administration Expenses = Control

Salarics and Wages - Subsidiary

Cash = Administration

Resorve for Ponsion or Rotiroment Dcductions

Resorve for (Hospitalization, Savings Bonds, and Othor)

To rocerd Salary and Wegc cxponditures for the first (seccond)half of

Cash -~ Administration
Barncd Federal Grant for Administration

To record the county's sharc of the carncd subsidy rocoived from
the Statc Treasurcor for the quartcer onded .

Monthly Adjusting and Closing Entry
Earncd Grant for Administration
County Appropriation -« Administration

To transfer thc carncd fedoral grant for administration to the
county appropriation account,

County Appropriation - Administration
Ldministrative ecxponses - Control and Subsidiary Accounts

To closc the belances in the county administration cip onsc
accounts to the county appropriation account for administration.

Annual Closing Entries
To boc used if balance is rcturncd to the County Treasurcr,

Nonrcquisitioncd Appropriation - Administration
Cash = Administration

To closc the bzlance of administration funds which revert to the
County's general fund at the closc of thc appropriation yoar,

VII -« 7
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County Appropriation - Administration
Non-requisitioned Appropriation -~ Administration

To close accounts reflecting administration appropriation
balances which revert at the close of the appropriation year,

Upon completion of the ammual closing entries, the following accounts may
have remaining balances to be forwarded to the succeeding appropriation year:

Debit Balances Credit Balance
equal to
Cash - Administration Non-requisitioned Appropriation -
Administration

Clearing Account Section - Cash Journal

The cash-journal for the Clearing Account consists of a "Record of Cash
Receipts" and a "Record of Cash Disbursements'", FEach of such records requires
the double~-spread of a columnar journal, and the respective records are there-
fore maintained in separate sections of the same journal volume,

Clearing Account - Record of Cash Receipts

The purpose of this form is to provide a daily record, in cash journal
form, of collections by source, for posting to the General Ledger and subsid-
iary accounts, and for the monthly preparation of the report "Statement of
Assistance Clearing Account”,

The date, case number, name of client, and description of receipt are
entered for each individual item as received, showing in the proper column
a total of the receipt, and showing in the following columns the distribution
of the source or sources of such receipt. Columns are provided for the vari-
ous recurring types of receipts, and a general column is provided for "Other"
receipts which are to be identified as to source. The master receipt number
m§5t b; entered for all collections in the description column or in a separ-
ate column, ‘

In making distribution of each receipt to sourcze column, the following
interpretations shall be carefully observed: '

Column Interpretation

Fraternal Insurance Includes benefits of any kind, whether for death,

sickness, accident, etc,, and refunds of dues or
assessments, which become available by reason of
client's membership, or the membership of
client's spouse, in a fraternal organization.

The receipt shall be classified in this column
regardless of whether the welfare board makes the
collection direct from the fraternal order, or
from the client, his relatives, or other person.

Revised July 1952
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Other Life Insurance

0l1d Age & Survivor's Insurance

Real Estato

Clicnt's Inhsritance

Cash and Benk Accounts

Securities

Includes payments of any kind, whether for
death, sickness, accident, disability, etc.,
refunds of premiums, dividends, endowments,
surrendsr valuss, etc., paid by an insurance
company in which the client's life is insur=-
ed. Industrial group insurance is included
but not fraternal btenefits. The receipt shall
be classified in this column regerdless of
whether the welfare boerd mmkes the collecte
ion direct from the insurance company, or frc
the client, his relatives, or other person.

Includes peayrents received from the Social
Security Board for roimbursement of public
funds advanced for burial by the Welfare
Board on behalf of clicnts eligiblc for 014
Ago and Survivor's Insurance.

Includes collzctions of rent, proceods of
sale, considerations for recleascs znd quite
claim deeds, or other payments arising out
of any sattlement, compromisc, or other tran:
cetion dirsctly rcleting to roal astate of
wrich the client is owner or in which he has
a dircet intcrest.

Includes any funds which become aveilable to
or ffor the client from the estnte of another
parson who is deccaseds Funds which bzcoms
aveileble to or for the client through his
being boneficiary of insursnce {other then
fretorncl bencfits for a dececascd spousc) on
the life of any person, shzall b included ho

Includes funds which come from any cccount
(other than the welfare board's Trust Accoun
of which tho client wuas ownor or part-ovwnmer,
in any bank, whether open or closed. Includc
also cash owncd by the client which wes not
banked, for example, cash found on the per=~
son or in the homs at time of decth, Any oas’
payment mede te the welfrzre bourd by the
client himself, the immediste source of whic.
is not identifisd, should also be included
horg; but if the source is known, the entry
should be made in the appropriste column or
in the columm "Othor"™ with explanaticn.

Includcs colloctions of principal, interest,
dividends, procceds of sale, ztec., with re=
spect to eny stocks, bonds, mortgages, pro-
missory nntes, end other securities not elsc
vhore classified, cwmed by the clicnte (Pro-
ossds of stock participetion certificates,

stes,in 2 clnsed tank, which roprescent an ac
¢ unt the client formerly had in such bank,

should not be ineluded here, but undor “Casb

and Bank Accounts™.)
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Cash Contributions by Includes any cash poymonts mado bto the
Reletives and Frionds Welfarc Board by rolatives and {riends
during the lifotime of the clicnt, which
peynents are curront contributions to the
cost of tho elient's support and have no
direct comnection with any matter of frae-
ternal benefits, insurance, ranl asshtats,
etce Cnsh payments mnde by relatives and
frionds uftor theo death of the client, and
whnich are not properly chterable in one or
more of the cther columns, should not ho
enterod kore, but in the colurmn “Other",
with cxplenction,

Accident Recoveries Includes recoveries effected by the client
or on his behalf from the party or parties
responsible for an accident in which the
client suffered injury. This does not
ineclude accideut benefits paid by an insurs
ance company or freternul organization in
which the elient himscli has a policy or
mombership entitling him to such bensfit.

Transfers from Trust Account Includes oniy funds transferred to the
"Clearing Actount" from ths "Trust Account"
for purposes af disbursement and distrie
bution.

Other Includes any collection, the source-character
of which doss not come under any of the pre=-
ceding coluums, or anyv part of a collection
which cannot be ostherwise classifiad.

Keceipts are posted currently as credits to the individual=lodger
cliaring account for cach granteo affected, (whan such posting is made, the
cass aurber should be entered in "Folio" column on tho cash=jourasl record
as a cross=chock). The total of the balances appearing in individual clearing
mcrounts should be in agreoment with the balance appcaring in the Gonerel
Isdger account "Collertions for Distribution-Control Account" (3#120), sftor
nosting at the ond of sach month.

At the ond of the month, posting i’ ths "Totel"™ column om bthu coshe
Journal record is made to the @eneral Iedger accounts as follows:

Debit: Clearing hAccount - Cash (#100)
Credit: Collections for Distribution » Contrnal Accomnt (#120)

For the purpose of maintaining a summary anelysis of the receipts
by source which can be roeadily totalled for any givon noriod, this stme ouaghe
journal form will be usod, meintkining a separats sheet theruof to which will
be posted the monthly totals for rcceipts by elassificuiion, ia licu of raine
taining General Ledger accounts for this purpoce.
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Clearing Account = Record of Cash Disbursements

The purpose of this form is to provide a daily record, in cesh-
journal form, of all clearing=-account disbursements, by purpose, for posting
to the Genersl Ledgor and subsidiary accounts, and for the preparetion of
the monthly report "Statemont of 01d Ago Assistance Clearing Account".

All clerring account disburscmonts ere entered on the cush-journal
form, from thc vouchers approved for payment by thoe county wslfare board,
whon such paymonts sre mndos The date, case number, name of cliont, deserip-
tion (name of payec). voucher number and chock numbers arc entcred for ecach
individual item as disbursed, showing in the proper column tho total of such
disburscment by purposc.

Bocouso of tho varilcty of tremsactions which will operatoe through
tho Clouring Account, proper classification of disbursements is of specinl
importence, and the following interprotations must be carsfully obscerved:

&) Doductions for Living Cliccts = inhiludes only amounts paid
out to the clivnt or for the clisnt, if tho clicnv is
living ot the tine paysent 1s mode. If tho client is
living, tho disburscmunt should he ontered in this zroup
rogerdless of whethor the caso is cetive or inective;

b) Doductions for Docowsed Cli-nts - includes only cmounts puid
out when the cliont is docousod at the time povment i
nado, regordless of whether tho obligation is incurred
bofors or wlit:r doothg

o) Refunds to Assistenec Lccount = includes only amounts being
rofunded to the Assistanco fAccount to bo roported as
cdjustmonts on Form Ohe6 or Yorm OA=6A (iscs "cash crodits'),
regurdless of whoether tho client is living or dacemsad,
and the caso active or inactivey

d) Not Reimbursemonts - Distribution - includes only amounts ro=
ported as net reimburscmont on Form 0A-12, rogardless of
whother the elicnt is living or doocucsed, and the case
activo or inacctive.

The interpretutioms of the scveral columns within cach of the obove
m jor classifications arc cs follows:

Column Intorpretution

Deductions for Living Clionts

Cesh to Cliont Inceludes eny cmount paid directly to the
clicnt himsclf,

Medierd Iacludos any disbursemont for professionel
service rondorcd to the cliont by & phvsisrn
4antist, nurso or other licensoed prectitiaer
cdirinistering to heelth nceds; for cost of

VII - 11



You're viewing an archived copy from the New Jersey State Library.

Colum

Other Bills (Client's)

Transfor to Trust Account

Other

Deductions for Docceascd Clicnts

Burial

————————

Medical

Other Bills (Clicnt's)

Cash t» Survivors =

Nnn-Surglus

Cash t~ Survivors =
Surplus

Interpretation

drugs, prescriptions, special foods, eye-
glessos, trusses, and other commodities

and suppliss of a medical or surgieal
cheracter; and for cost of eare or treat-
ment in & nursing homo licensed or approved
under Ruling %18, or in a hospital, clinic
or dispenscry.

Includes cny disbursement to sctisfy bills
other than mcdical for sarvices ond com-
moditics purchased by or for the client,
such s rent, board, utilitics, taxes,
mortgage intercst, property repeirs, or
othor debts owcd by the cliont,

Includos only fumds trunsferrcd from tho
"Clearing Account" to the "Trust Account",
to be hold for the later usz and bensfit
of the clicnt and cthor later disposition.

Includes any disburscment, mede while the
client is living, the purposc of whieh is
nct properly cntsorable in onc of the pro-
ccding colums. Eoch cntry should be cx-
plaincd bricfly in the “Purpssce" colum.
amounts transfeorred to the Assistance Ace-
count for cash credits, or amounts creditec
to nct reimburscement, arc not onterod herc.

Includes cny disburscmonts to o funcral
dircctor, comctery associntimm, cte.,
covering the cost of burizl of the de-
couscd elionte Do not include here dise
burscments for monumonts, dcoeth cortifie
entes, or other itoms not a dircect part of
the totel e st of interment or cremction.

Scme as Miedieal™ abovo.
Samc as "“Othcr Bills (Cliecnt's)"™ above.,

Includes any funds rclcased to & surviving
spousc, child or other relative, when ther
hrs nat beon full reimburscmont on the casc

Includcs any funds rclcased to a surviving
spouse, child, or othor relative, or to
heirs, exccutors, or administrators, when
therc has boon full reimburscment on the

CQ8Q0e
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Column

Transfer to Trust Acccunt
For Survivors =
Non=-Survlus

Trensfer to Trust Account
for Survivors ~ Surplus

Trenster to Trust Account
Other

Other

Rofunds tn Assistoncce Account

Purpasc
Znount

Not Reimbursosrents - Distribution

Remittancecs - State

Romittonces = Othor Chuntics

Tronsfor t3 County Lssiste
ence Cesh

Interpretation

Includes any funds transferred to ths
Trust Account for the use and benefit of
e surviving spouse, child, or other de-
pendent, when thore has not been full
roimburscment on the case.

Includes any funds transferred to the
Trust Account for the usc and berefit
of & surviving spouse, child, or othoer
dependcout, when there has been full ro-
imbursoront on the casce

Includes eny funds of deccasud clicnts
tronsferrcd to the Trust Account for
lator distribution as rcimbursemcnt,ctce
nending settlemont of clicnt's cstate.

Includes any disbursoment, made cfter the
death of the elicnt, the purposo of which
is not preperly cntorable in onc of the
preceding columnse Each cntry should be
oxpleined bricofly in the "purposo" column.
Amounts tronsferrsd to tho Assistance ac-
crunt for cosh credits, or amounts creditec
to nit reimbursconcnt, cre not cntored here.

Includes any amounts boing refunded to the
Asssistunce Lcciunt to offcet Yeash eredit"
f-r disbursements provicusly mode from the
assistonee sncccount, where funds have bee
c-lleeted end arg availoble for such crodit
Ecoh ontry is t- bo oxplained bricfly in
the "purp-sc™ columa.

Includes the total not Stote shorc of ree-
irburscments for thos month, o8 ropitted
by cheek to the State Troasurcr, aand s
rcflocted on Form 04-1l2.

Includes the tatel not shers duc other

cruntics from net reinburscnenss £or the
r-nth, ¢s repittcd t- such sthor crunties
by ckeck, ond s reflcetbed -n Form 0i4=-12,

Includes the reporting e-unty's total not
share »f relvburscrients for the month, as
tronsferrcd by check to the Lssistance
scent for credit to c-unty funds, and
s rofleetad wn Form Qh-12.
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Nishurscurents cro postod currently to the individucl eliont cleoore-
inpece’ . dcbits. VYhon such posting is rmdo, th. cnsc nunber should bo
cutures u ths "Folis" eolumn on the crsn=journcl roesrd os o cross chock.

At tho cnd f #he mmth, tho cnsheiurnel reeord is totulloed end
p~sting ~f tho e:lurm "T~t:1" 18 medc to ths genor-l lodgcr necouats os fol-
1-ws

Dcbits Colluctions for Distribution = Contrsl Lecount (#120)
Crodits  Cloaring Lee-unt = Caso (§7100)

For tho purpnsc »f reinteaining o surumiery cnnlysis »f tho disbursc=-
rnents by purp-~sc which corn bo readily totalled f£or any givon period, this
sere cosh=journcl forn will be used, ruinteining o soparcte sheeot thurcHf €9
which will be pistod the nnthly titels for disbursononts by clessifientions,
in licu of mrintrnining gonernl lodgor ceeounts f£ar this purposoc.

Illustroativo Jmurnal Entrics
Opurcting Entrics

The £011lawing cre oxenplos of oporcting untrics prusentced below in
Joarne.l forre  Thosce cntries :re prdo in the cash~journcl; the doscriptio-n
is-n:t requirced but posting r forquee should bo notod,

Clecring acec unt - Cosh
C-llueti ws £or Distribution « Control cnd Subsidiary fLecrunts

Te rocsrd funds rceeeived fror: clionts or fr the necerunts of
clicnts £ r disburscixnt, distribution, or conversi-n into
trust niceouhts during the nonth of .

C»11luetims f-r Nistribution = Contrel and Subsidicry Locunts
Clenrisg Jecmnt - Cash

T> reeord cleooring cccount fun'ls disburscd, distributod, -r

othorwiss tronsforred during ths rionth of .

Upon e¢rinlstion of the cnnucl closing ontrios tho following neesunts
muy have rolidiniag b luncos to bu forwarded to tho succooding cpproprictisn yoers

Dcbit Brloneco Equal to Crudit Bilonco

Clunring «-ccount = Cash Collaoctions fo> Distribution

Trust .i.cc unt Scetin = Coash=J urnal

Trust ..ecount = Rseord of Cosh Rocolpts ond Disbursoronts
The purpezs o this Porrds t2 provide o A0ily roesrd, in er-h-

Journi.l form, of funds tronsferred fron tho Clerring ccerunt aud dop:ertad in
the Trust sce unt to tho crcdit »f the inlividucl trust cceorunts ~f tho clinmts
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affucted, »f interest, if eny, that mey bo erodited to such trust ccecunt hy
the bonk, ~f Aisbursenonts modo fron tho individucl trust cecunts to or for
the c¢licnts, and »f tronsfors »f funds back 9 the Clesring Ace-unt. This
rooord will be ussd for posting to the individuel trust cecounts rnd to the
goucrnl lodger ceccuntse

Euch iten deposited in tho Trust Jceount is awvescd in this record
sh wing tho dnte, eceo numbor, nono of eliont, deseription, cnd the nnmount
in the ~ppropricte c~lurms, nanely, “Trensfurs from Clearing ..ccount",
"Intorest “n Trust actount®, ond "Totul"s

During the m-nth, tho cmounts cntorced undor "Transfors fron €leare
ing Lice-unt" ond %Intercst on Trust Lecount" cre posted currently t- tho
inlivi‘ucleledger trust nccounts for the roespsctive elionts affoeted, as
crnoditse Whon such prsting is ncde, tho casc number should be entorod in
the "Folio™ c2lurm on the eashejowurnel rocord s o cross-chock,

Lt the cnd »f tho nonth, the totel »f the ¢ lumn "Totel - Dobit
Cash™ is posted to tho Gonorel Lodgor as followss:

Dobits Funis on Trust Dopesit (5150)
Crodits Clicnts! Trust sceounts = C-ntrol wecount (wlOO)

Disbursoricats freom thoe Trust iccount wro nnde t~ r £or the clioat,
or to the Clearing Jceerunt £or »ther distributi 'n, during tho elicnt's lifc-
tino. Howovoié:ﬁftor the elicnt's douth, u» disburser  should be nnde af
funds in the Trust Lec uut, oxcopt by troasior §0 tho wonring Lecounte

5

Each disbursement is recorded, showing the date, case number, name
of client, description (name of payse), voucker number, cheok number, and the
emount which is entered in the appropriate colurns for cash disbursements,
namsly, “iieleased to Client", "ledical', "Other", "Transfers to Ulecaring Ac-
count", and "Total",

In classifving disbursements from the Trust Acrount, tho eolurm
"Rsleased to Client" shall include only such amounts as srg paid out to the
cliont himsclf; tho columm Miedical® shall bo interproi.d in the same nunnor
as definszd for the "Clusring Account” &nd the column "Other™ shall include
a1l other disbursemonts medo for the elient, apsrt from “Micdicul". fTho
coluwn “"Trensfors to Uloaring Account" is sulf-explunatorve.

During tho month, tho amounts cntered undur "Cesi. Uisbursoraonts"
arc poetud currcntlv to the individuilelodgor trust wecaunts for th o
tivis clisnts affuetsd, as dubitse Uhon such posting is made, tho casc
number shovld by sntored in the "Folio" colmrm on the cash-journal as o cross-
chucks

L L0 -

At the and of tho month, the totzl of tho colurmn "Totel = Cr.
Cash™ is posted to ths Goneoral Ledgoer ns followss

Dobit: flicnts! Trust sccounts =~ Control Account (5-160)

Crodits Funds an Trust Duposit (5:150)
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The anelysis of reeceipts ond disburscments s shown in the cash-
journal will be used in tho proparation of tho “Statument of 0ld Age Assis-
tance Trust account™ to he submitted monthlye.

For the purposc of miintuining e summery oanclysis of the receipts
by sourcc cnd the disburscmonts by purrosc, which ecn b3 roudily totulloed
for rmv givon period, this r.mo eashejournal form will bs used, w inteining
© samer~tn sheot thercof to which will be posteod the monthly tou.ls of ro-
coipbs and disburscmonts, in licu of meintnining Gonor-l Lodgor accounts
for this purposc

Opcreting Entrics

Excmples of oporcting cntrics nro presont.d bolow in journal forme
Thus. ontrius rro made dircetly from thy coshejourncl; it is not nccusscry %o
rceord ths description of ths ontry but the notution of the posting rcforcneo
shiould bo nedce.

Funds on Trust Ucposit
Clicnts' Trust Accounts = Control accouut

To ruecord funds doposited in trust cecowmt during tho
month of .

Cliunts! Trust fecounts - Control cccount
Funds on Trust Deposit

To reoecord cmounts disburscd from Cli nts! Trust Lccounts,
including trensfers to the Clo. ring <eccount, during tho

.gmnth of .
)

Upon complction of +h: unnual elonsing oadrics thoe following cccounts

m.7 b~ romuining bulances to br forwardsd t5 the suooocding cporoprition

Dobit Br.loncs coucl to Crodit Bolonce
Funds on Trust bomosit Cli.nts' Trust Accounts
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CHAPTER VIII

INDIVIDJAL LI:DGER ACCOUNTS

The regquircments for iniividual ledger acccwnts will be as

by
(o]
P
-
o]
=
[ #:1

.o

Agelistancs sccount

Individual ledger sccourta or records, in support of assis-
tance disbursements, and which would reflcct cumulatively; or ctherwise
the tot al assistance paid to each clieni, are not requireds Any counly
wellare bourd which presently maintains such individyel iedger recorcs
nay contlnau or discontinue same et itr discretion.

Clearing Acgaunt

Individual-ledger records for :ach client represented by funds in
thc Clearing Account are required. Such record shall be maintained on a
ledger chect.

whg‘ purpose of this foru is t¢ reflect separately for each
client collections by source and 1 b rsements by purpose, the balunce re-
presenting the welfare board's accountebility for collectiong; exclusive

cf Trust accounts,

These individual accounts are posted currently from the cash-
journals "Clearing Account - Record of Cash Receipte" and "Clearing Account-
Record of Cash Disbursements', pusting being nade os follows:

Credits: FPost Clearing Account rauex;ne brigcupes fropnClear—

ing Account - Record 7 Cagh Recelpts",

Debits: Post Clearing saccount d1911r8cments by purncese from
“Clearlng Account - Hscora of Casnh Disbursements”,

4

The aggregate total of the "Indiviidual Clearing Accowst" bal-
ances mugt agree with the balance of "Collectioas for Distribution - Con-
trol Account! (#120),after all postings are cuorpleted at the end of the
nouth,

Trust Account

Individual-ledger records for eac: client represeitec by funds
in the Trust fccount ere required. Such reeocrds shall be neintalred on a
tedger sheet.

The purpose of this form ie to ruflect the Lrust recelipts, dis-
rurseacnts, and balance for each individaul ciicat for whom the covntly
welfare bousrd nainteins a trust account.

Thege indlvidual accoun: s are posted currentily ivon the cash-
Journsl "Trust Accuunt - uorerld of Cagh racelpts and distarsenent, posting
sulng mede ao Followa:
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Credits: From cash receipts colums, "Transfers from
Clearing Account" and “In tercst on Trust
Acco untv"

Debits: From cash disbursshents columns "Heleass€ to
Ciient®, "Medical', ™")thor", and "Transfers
+to Clearlnp Accoun*".

The aggregate total of the "Individual Trust Accounts" balances
mast agrec with the balance of "Clienta?! Trast Accounts - Control Lccount!
(#160), after all postings are completed at the end of each month.

Administration Account

Indivicual ledger recorde for each employee ropresenting salary
earned and listing varicus deductions and the net salary received are re-
quired.
ioual ledger sheet is te have the

v
r enployes end euapioyer tu file returnsg

{
dea gl

The purpose of this ind
necessary inforuation availabie
in connection with income tax.

i
o

-

It is recoumended that a lodger sheet with sulficlcest coluuns
beoased W oshow thwe gross salary, vietory ang withholding tax, war bonds,
pension fund, hospitulization insurance, ctoc., ani the net salary reccived
each puy period. Thisz record will be Acpt current from Jenuwary 1, 1943.
The Internal Revenue "Statement of Income Tax Withheld cn Wages" 1i‘orn
W~2, is compilsd from those individuwal ledger sheets.
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CHAPTER IX

CHART OF LEDGER ACCOUNTS

The chart of general ledger accounts to be used by the county welfare boards
is presented below., The account numbers which are to be uniformly employed for
purposes of reference and posting are indicated, Detailed description and in-
struction with respect to each account will be found in Chapter X.

If in any county there shall appear to be need for additional general
ledger or subsidiary accounts, such accounts shall be installed only after con-
sultation with the State Bureau and agreement upon the numbering, titling, char-
acter and operation. However, any subsidiary records or summaries of a supple-
mentary nature, which do not affect the General Ledger accounts, may be maintained
at the discretion of the county welfare board.

Assistance Section

Fund Accounts - Debits

#1. Non—requisitloned Approprlation -~ 01d Age Assistance
#lA, M - Disability Assistance
#2, Cash - Assistance

Grants and Appropriations -~ Credits

#3. State of New Jersey -~ Advances for Assistance

#L,, County Appropriation - Assistance

#5. Transfers from Clearing Account - County Participation

#6. Collections Rec'd. from Other Counties - County Participation

Operating Accounts

Expenditures -~ Debits

#7. Assistance and Burial Disbursements = Control Account
#8. Assistance and Burials - State Participation (includes Federal)
#9.  Assistance and Burials -~ County Participation

Ad justment Accounts - Credits

#12, Adjustments to Assistance and Burial Disbursements - Control Account

#13. Assistance and Burial Checks Cancelled and Overpayments Refunded -
State Participation (includes Federal)

#1L, Assistance and Burial Checks Cancelled and Overpayments Refunded -
County Participation
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Administration Section
Fund Accounts ~ Debits

#50. Non-requisitioned Appropriation - Administration
#51. Cash - Administration

Grants and Appropriations - Credits

#52. County Appropriation - Acdministration
#53. Earned Subsidy Grant for Administration

Operating Accounts

Expenditures - Debitt

#54. Adninistration Expenses - Total Control
#55. OSalaries and Wages

#56. Traveling Expenses

#57. (See a/c #72)

#58. (Xot assigned)

#59. (Mot assignea)

#60. (Not assigned)

#61. Insurance and Bond Freuiums

#62., New Equipment

#63. "0ffice Expense Group"

#63A. Telephone and Telegraph

#63B. Printing and forms

#63C. Letterheads, Envelopes and Other Office Supplies
#63D. Postage and Expressage

#63E. Rental of Office Equipment

#63F, Repair and Maintenance 0ffice Equipment
#63G. Sundry Office Expense

#64. "Miscellaneous Group"

#64A. Rental - Space

#64B. Heat, Light and Water

#646. Janitor Service

#64D. Txpenses of Board Members

#64¥. Medical Services and Other Services on Behalf of Clients
#64F. Collection Costs and Other Legal Expenses
#64G. Auditing

#04H. Publications and Fevriodicals

#641. liemberships and Subscriptions

#64J. Surplus Commodity Distribution

#64K, Other

#64M. Fensions for Employees On Military Leave
#6/N. Conference Expenses
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70. Reserve for Retirement or Pension Fund Deductions.
71. Reserve for Hospitalization Insurance.

72. Reserve tor Withholding or Victory Tax.

73. Reserve for Savings Bonds.

Clearing Account Section

Clearing Accounts
Debit
#100. Clearing Account - Cash
Gredit
#120. Collections for Distribution - Control Account
NOTE: An individual subsidiary account is
maintained for each client; and a
subgidiary analysis of vreceipts and

disbursenents is maintained in the
cash-journal.

Trugt Account Section

Trust Agcounts

Debit
#150. Funds on Trust Deposit
Credit

#160. Clients' Trust Accounts - Control Account

NOTE: An individual subsidiary account is
maintained for each client and a
subsidiavy analysis of receipts and
digbursements is maintained in the
cash journal.
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CHAPTER X
DESCRIPTION OF LEDGER AND SUBSIDIARY ACCOUNTS

The general ledger and subsidiary accounts as shown in the Chart of Accounts
are described below, stating the purpose of each account, explaining the debit
and credit entries and the contra entries for each debit and credit, indicating
the nature of the balance in the accounts, and describing the disposition of the
balances upon periodic or fiscal closing.

Assistance Section

Fund Accounts -~ Debits

1. Non-requisitioned Appropriation - 0ld Age Assistance

Purpose
The purpose of this debit balance account is to reflect the amount of
County funds sppropriated and available for requisitioning for old age
assistance payments [including burial payments from public funds].

Debits
The account is debited with the amount appropriated by the County Board
of Chosen Freeholders, Unexpended cash balances which revert to the
County general funds at the close of the appropriation period also are
debited to this account when the cash is transferred.

Credits

The account is credited with the amounts of the periodic requisitions
on the County Treasurer for funds as and when the funds are received,

Contra Accounts
The contra account for debits is the appropriation account {#4. County
Appropriation - Assistance.] The contra account for credits is the
cash account [#2. "Cash - Assistance",]

Balances
The balance in the account represents appropriated funds for old age
assistance available for requisitioning. The balance, upon closing
at the end of the appropriation period, is cleared by crediting this
account and debiting the appropriation account. This account is not
involved in monthly closings.

1A._Non-requisitioned Appropriation - Disability Assistance

Purpose
The purpose of this debit balance account is to reflect the amount of
County funds appropriated and available for requisitioning for disability
assistance payments [including burial payments from public funds].
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Debits
The account is debited with the amount appropriated by the County Board
of Chosen Freeholders. Unexpended cash balances which revert to the
County general funds at the close of the appropriation period also are
debited to this account when the cash is transferred.

Credits

The account is credited with the smounts of the periodic requisitions on
the County Treasurer for funds as and when the funds are received.

Contra Accounts

The contra account for debits is the appropriation account [#4. County
Appropriation - Assistance.] The contra account for credits is the cash
account [#2, "Cash = Assistance",]

Balances
The balance in the account represents appropriated funds for disability
assistance available for requisitioning. The balance, upon closing
at the end of the appropriation period, is cleared by crediting this ac-
count and debiting the appropriation account., This account is not in-
volved in monthly closings,

2, Cash - Assistance

Purpose
The purpose of this debit balance account is to reflect the amount of
State and County funds on deposit and available for disbursement for
assistance payments [including burial payments from public funds. ]

Debits
The account is debited with funds advanced by the State for the State and
Federal share of assistance payments, with receipts from the County
Treasurer on requisition, with ad justments resulting from cancelled checks
and refunds of overpayments or improper payments, with amounts transferred
from the Clearing Account, and with the County'!s portion of collections
received from other counties.

Credits
The account is credited with the amounts disbursed for assistance payments
[including burial payments from public funds],

Contra Accounts
The contra accounts for debits are #l. "Non~reguisitioned Appropriation -
0ld Age Assistance", #lA. "Non-requisitioned Appropriation - Disability
Assistance", #3, "State of New Jersey - Advances for Assistance", #5,
"Transfers from Clearing Account - County Participation%, #6. "Collections
Received from Other Counties - County Participation", and #12, "Adjust-
ments to Assistance Disbursements - Control Account”, The contra account
for the credits is #7. "Assistance Disbursements - Control Account”,
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Balances
The balance in this account represents the unexpended amount of State ad-
vances and County funds in the custody of the county welfare board which
is available for disbursement for assistance [including hurial payments
from public funds}. If and when the balance is returned to the State or
County Treasurer, at the close of the appropriation period or at any
other tim2 that might be directed, the account is closed by a credit to
the cash account and a debit to the applicable accounts for State Advances
[#3] and/or Hon-requisitioned County Appropriation [#1], Non-requisitioned
County Appropriation [#1A]. The account is not involved in monthly clos~
ings.

Grants and Appropriations - Credits

3, State of New Jersey -~ Advance for Assistance

Puroosse

The purpose of this credit balance account is to reflect the amount of
funds advanced by the State to the County Welfare Board to provide for
the payment of the Federal and State share of assistance, [including
burial psyments from public funds. ]

Credits

The account is credited, upon receipt, with the amount of funds ad-
vanced by the State to the County.

Debits
The account 1s debited, at the monthly closing, with the net amount of
the State'r share [includes Federal snare] of assistance costs [includ-
ing burial payments from public funds.]

Contra Accounts

The conira account for the credits is #2, "Cash - Assistance", for funds
advanced by the State. The contra account for the debits is #7, "Assist-
ance Disbursements - Control Account'", and the subsidiary "State Partici-
pation" account for assistance and burial costs [#8], after monthly clos-
ing of the "Adjustments to Assistance Disbursements" accounts,

Balancss
The balance in the account, after monthly closing, represents the
amount of State funds in the custody of the County Welfare Board,
acvanced for assistance payments{including burial payments from public
funds]ls The balance in the account"Cash - Assistance", after monthly
closing, should equal or exceed the balance appearing in this "Advance"
account,

4. County Appropriation - Assistance
\
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. Purpose
The purpose of this credit balance account is to reflect the amount ap-
propriated by the County Board of Chosen Freeholders to provide for the
County share of expenditures for assistance [including burial payments
from public funds],

Credits
The account is credited with the amount appropriated by the County Board
of Chosen Freeholders for assistance., At the close of each monthly
accounting period, this account will be credited with the balance appear-
ing in the following accounts: #5 "Transfers from Clearing Account -
County Participation" and #06, "Collections Received from Other Counties -
County Participation®,

Debits
At the close of each monthly accounting period, the net balances appear-
ing in the "County Participation' account for assistance and burial
disbursements [#9], after monthly closing of the "Adjustments to Assist-
ance Disbursements" accounts [#14]) are charged to this appropriation
account.,

Contra Accourts

The contra accounts for the credits are: the "Non-requisitioned Appro-
priation” - 0ld Age Assistance account [#1]; and "Non-requisitioned
Appropriation" - Disability Assistance account [#1A4]; and the two collect-
ion accounts {#5 and #6]. The contra accounts for the debits are the
accounts named above as being involved in the montnly closings, At the
end of the arcropriation period, any balance which reverts to the general
funds cf the County is recorded as a charge tc “his account and as a
credit to the proper "Non-requisitioned Appropriation" account.

Balances v
The balance in this account reflects the unexpended amouht of the original

appropriation for assistance, Any balance remaining at the end of the
calencar year, however, will be closed out in accirdance with the in-

structions in the paragraph above,

5. Transfers from Clearing Account - County Participation

Purpose
The purpose of this credit balance account is to record the amount of

the County's share in net collections made from clients, as and when
this share becomes available for use as County funds.

Credits
The account is credited with amount transferred from the Clearing Account.
The credit is entered only as funds are actually transferred and made
available for purposes of the program. [Such credit correspends with
county share shown on Form ODA-12] .
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The account is debited upon monthly closing by transfer of the balances
to the account "County Appropriation - Assistance', #4.

Contra Accounts

The contra account for the credits is #2. "Cash - Assistance", The
contra account for the debits is #4., “"County Appropriation - Assistance!,

Balances

The balance in this account, prior to monthly closing, is the cumulative
amount of funds transferred from collections during the course of the
current month., No balance should remain in the account after the monthly
closing.

6. Collections Received from Other Counties - County Participation

Purpose
The purpose of this credit balance account is to reflect receipts from
other counties representing the receiving county'!s share of collections
effected by other counties,

Credits

The account is credited with amounts received from other counties as
participating interest in collections effected by such counties.

Debits
The account is debited upon monthly closing by transfer of the balance
to the account "County Appropriation - Assistance®, #4.

Contra Accounts-

The contra account for the credits is #2., "Cash - Assistance".
The contra account for the debits is #4. "County Appropriation -
Assistance',

Balances
The balance in this account, prior to monthly closing in the cumulative
amount of funds received from other counties during the course of the
current month, and represents the receiving county's participating in-
terest in collections made by such other counties. No balance should
remain in this account after monthly closing.

Operating Accounts — Debits

7. &ssistance and Burial Disbursements - Control Account

Purpose
The purpose of this debit balance account, with its related subsidiary ac-

counts [#8 and #9], is to reflect disbursements for assistance burial
payments, and assistance payments made to trustees from public funds,
The su:sidiary account for State participation in assistance including

burials is account #8 and for County participation in assistance including
burials account #9.
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. Debits
The account is debited with disbursements for old age and disability as-
sistance, burials, and restricted payments and with amounts charged to
the subsidiary "County Participation" account [#9) as a result of dis-
allowances made by the State,

Credits
The credits to the account are the credits to the subsidiary "State
Participation" accounts [#8] resulting from disallowances made by the
State; and also the monthly closings: first, of the checks and over-
payments refunded, and, second, by transfer of the net balance to
"County Appropriation - Assistance" for "County Participation" accounts,
and to the State of New Jersey - Advances for Assistance! for "State
Participation" accounts. Any reclaim of amounts previously disallowed
is reflected in both the control and subsidiary accounts by reversal of
the adjusting entries made at the time of disallowance,

Contra Accourts
In the case of disallowances made by the State, and for any subsequent
reclaim of amounts so disallowed, the contra entries for debits or
credits, as the case may be, to the subsidiary "State Participation"
account, are corresponding credits or debits to the subsidiary "County
Participation" account, All entries to the subsidiary accounts also
should be reflected in the control account, The contra account for the
debits arising from 0l1d Age and Disability Assistance and Burial Dis-
bursements is #2, "Cash - Assistance’., The contra accounts for the
monthiy closing credits are those named above as being involved in the
monthly closings,

Balances
The balance in the account, prior to monthly closing, is the cumulative
amount of assistance disbursed during the course of the current month,
No balance should remain in the account after monthly closing. The
total of balanzes in subsidiary accounts [#8 and #9] should equal the
balance in the control account at all times. The balances in the sub-~
sidiary accounts are closed monthly by postings of the amounts used in
closing the control account.

Assistance and Burial Disbursements - Subsidiary Accounts

8, Assistance and Burial Disbursements - State Participation [includes Federall

9. Assistance and Burial Dish ursements - County Participation .
These accounts are merely subsidiary to "Assistance Disbursements-Control
Account', [#7) and reflect the respective State and County shares, appor
tioned to direct assistance or to burial cost as the case may be, of -all
entries in such control account for assistance and burial disbursements
and ad justments and reclaims with respect thereto,

12, Adjustments to Assistance and Burial Disbursements ~ Control Account
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Purpose
The purpese of this credit balance account, with its related sub-
sidiary accounts [#13 and #14), is to accumulate the amount of
ad justments to assistance disbursements resulting from cancellations
of checks and refunds of overpayments and improper payments.,

Credits

The account is credited with assistance checks cancelled and
overpayments and improper payments refunded [i.e., all credits,
including ''cash cradits", on Form ODA-6],

Debits
The debits to the account are the monthly closings, when the balance
in the account is transferred to the credit of "Assistance Disburse-
ments - Control Account", #7, with balances in the subsidiary
accounts transferred to the credit of the related subsidiary dis-
bursement accounts.,

Contra Accounts

The contra account for credits is "Cash - Assistance", #2. The
contra account for debits, on monthly closing, is "Assistance
Dishursements ~ Control Account", #7, with related subsidiary
accounts.

Balances

The balance in the account prior to monthly closing, is the cumu-~
lative amount of credit adjustments, during the course of the
current month, involving assistance disbursement accounts., No
balance should remain in the account after monthly closing. The
total. of kn~lances in subsidiary acncunts [#13 and #14] should
equai the balance in the con’%rol account at all times.

Ad justments to Assistance and Burial Disbursements - Subsidiary Accounts

13, Assistance and Burial -~ Checks Cancelled and Overpaymente Refunded -~

State Participation
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These accounts are merely subsidiary to "Adjustments to Assistance and
Burial Disbursements - Control Account", (#2], and reflect the respective
State and County shares, apportioned to direct assistance or to burial

cost as the case may be, of all entries in such control account for assist-
ance and burial checks cancelled or for overpayments with respect thereto
which are refunded.

Administration Section

Fund Accounts - Debits

50. Non-requisitioﬁed Appropriation - Administration

Purpose

The purpose of this debit balance account is to reflect the amount
of County funds appropriated and available for requisitioning for
administration.

Debits

The account is debited with the amount appropriated by the County
Board of Chosen Freeholders for administration, Unexpended cash
balances which revert to the county general funds at the close of
the appropriation period also are debited to this account when the
cash is transferred.

Credits

The account is credited with the amounts of the periodic requisitions
on the County Treasurer for administration funds as and when the
funds are received.

Contra Accounts

The contra account for debits is the appropriation account [#52,
"County Appropriation - Administration"]., The contra account for
credits is the cash account [#51, "Cash - Administration"].

Balances

The balance in the account represents appropriated funds for
administration available for requisitioning. The balance, upon
closing at the end of the appropriation period, is clsared by
crediting this account and debiting the appropriation account,
This account is not involved in monthly closings.

51, Cash Administration

Purpose

The purpose of this debit balance account is to reflect the amount

of State and County funds on deposit and available for disbursement for
administration and to control funds to be paid as a result of payroll
deductions.
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Bebits

The account is debited with receipts from the County Treasurer om
requisitions and with recelpts from the State for the county's
share of carned administrative subsidy. The account is debited
with all adminisirative veceipts o7 engh r2funde or cash credits.

Credits
Yhe «2cmiat ie credited with the amow s disbur-sd for admini-
strotioe experses, and the amounts charged to the various reserve
accoLATE .

Contra Aggou.*s
The contra accounts for debits are: j#50. "Non-requisitioned Appro-
priation - Auaministration" and #53. "Earred Federal Grant for
Administration®. The contra account “cr "¢ credits arc #54. "Ad-
ministration Expenses - Total Con=io.. Accow:.t" or account 70-73 in
the case of payment resulting from payrnll deductions.

Balance
The balance in this account represcnts the unexpended amount of
County funds, payroll deductions eserved for payment, and the addi-
tional unexpended balance of funds in the custody of the county wel-
fare board which is available for disbursement for adminisiration,
and State advances from the earned administrative subsidy in the
custody of the county welfare board which is available for cdisburse-
ment for administration. JIf and when the balance is returned to_the
County Treasurer, at the cloge cf the appropriation vericd, the

account is ¢ ed a _credit e _ca ace ang a debit to

Non~requisitioned County Appropriation (#50). The account is not

involved in monthly closings.
Grants and Appropriations - Credits
o robriation — inistratio

Purpose
The purpose of this credit balunce account is to reflect the umount
appropriated by the County Board of Chosen Frecholders to provide

for the county share of expenditures for administration.

Credits
The account is credited with the amount appropristed by the County

Board of Chosen Fresholders for administration. At the close of
each month, this account will be credited with the balapce appearing
in account #53., "Earned Federal Grant for Administrstion®.

At the close of each month, the net balance appearing in account
#54+ "Administwction Expenses - Total Control Account” is
charged to this appropriation account.
X-8
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Gontra Acgounts

The contra accounts for the credits are: the "Non-requisitioned
Appropriation" account (#50) and the account "Earned Federal Grant
for Administrat.on" (#53). The contra account for the debits is
the account “Administration Expenscs - Total Control Account®
naimed sbove as being involved in montllv closing. At the end of
the sppiosriation period, any balance which roveris Lo the general
fuety of the County is recorded as a chargs to this account and as
a chedit 5o the "Non-requisitioned Appropriation" account.,

Balancg
The batance in this account reflects the unexpended amount of the
original County appropriation for administration. Any bolance
remaining at the wnd of the calendar year, however, will be closed
out in accordance with the instructions in the paragreph above.

53. Earned Federal Grant for Administration
Purpose

The purpose of this credit balance account is to record the amount
of the carncd subsidy for administration, as and when recvived from
the State.

Credits
The account is credited with the amount of the subsidy for adminis-

tration allotted by the State Division and recvived by the county
welfare board.

The account is debited upon wonthly closing by transferring ithe
balance to the account “County Appropristion - Administration®
(#52). (The appropriation made for administration by the County
Board of Freeholders is calculated on a basis which anticipates
rocaipt of subsidy by the county welfare board and which contem=
plates that such subsidy shall be used curvently as an addition
to county funds appropriated.)

Gontra Accounts
The contra account for credits is "Cash - Administration* (#51).
The contra account for debits is ®County Aporopriation - Administrs-

tion (#52).

The balance in this account, prior to monthly closing, is the
oumulative amount of the earned subsidy for administration received
during the course of the puvrent month, No balance should ramain
in the account after the monthly closing.

-9
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Opgrating Accounts-Debits
ve E - 1l Control Account

Burpoge
The purpose of this debit balance account, with ite related sub-
sidiacy accounts (all accounts numbered 55 through 69 inclusive
as may now be or may hereafter be assigned), is to reflect the
total expenditures for administrative expenses.

Debits
The account is debited with disbursements for administration.

Credits
The credits to the account are amounts resulting from cancelled
checks or overpayments refunded, which are credited direct as and
when they occur in certain instances. (See explanation "Adminis-
tration Section - Cash Journal®.) At the close of the monthly
accounting period, the balances in the control and subsidiary
accounts are ciosed out.

Contra Accounts
The contra account for debits is "Cash - Administration” (51).

The contra accounts for the credits are "Cash - Administration”
(#51) for expenditure adjustments resulting from cancelled checks,
etc,; and, upon monthly closing, "County Apy.ropriation ~ Admin-
istration* (#52).

The balan¢e in the account, prior to monthly closing is the
cumulative amount of net administrative costs during the course of
the current month., No balance should remain in the account

after monthly closing. The balances in the subsidiary accounts are
closed monthly by postings of the amounts used in closing the con-~
trol account.

O - 8i
These subsidiary accounts will be kept in ovder to provide a re-
cord of administrative expenditure by schedule classifications of
the annual budget, and by subsidiary object-classifications of ex-
panditures within each such schedule., Since it is not practical to
maintain in the cash-journal form a sufficient number of columnar
headings to cover all desired object-classifications, some postings

will be made direct to the subsidiary ledger ac¢counts a8 and when the

expenditures occur, while others will be accumulated in the cagh~
journal during the month and only the monthly total will be posted
to the ledger account. Instructions in this connection are here-
after indie:tcd.
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55. Salaries and Wages

This account will be debited monthly by the cumulative totsl for
this classification shown in the cash-~jourmcl. Any sums paid to
the Board's legal counsel on the basis of an annual salary or
retainer should be chargeu to this account rather than O64F -
Collection Costs and Other Legual Expensec. Any allowance made

to the Bouard's legal counsel as compensation for the services anc
expenses of his personal cffice and staff should be charged to
account &3G. - Sundry Office Expense.

56, Traveling Expenceg

This account will be debited monthly by the cumulative total for
this classification shown in the cash-journal. Charges shall in-
clude: mileage for privately owned cars, bus and car fare, gasoline
and c¢il, repairs and maintenance to Welfare Board cars.

57. (See 72 Reserve for Withholding Tax)

58.

(Number not presently assigned)

59. (Humber not presently assigned)

60.

(Number not presently assigned)

61. Insurance and Bond Fremiums

This account includes expencitures for insurance on automobiles,
compensation insurance, surety bond premiums, etc., but should hot
include any insurance premiums pald on account of a c¢lient, Insur-
ance expenditures for clients should be charged to 64F ~ Collec~
tions Cost and Other Legal Expenses.

62. New Equipment

This account will be debited with the purchase of new automobiles,
as well as new office equipment whenever such expenditures occur.

63. Qffice Expenses - Control (Subsidiary Control Account)

This subsidiary gontrol account will be debited monthly by the
cumilative total for the column "Office Expense Control” in the cash
journal. The total of the balances in subsidiary accounts 63a to
63g inclusive should equal the balance in this account.

63a.Telephone and Telegraph

63b.Printing and Forms

63c.Letterheads, Envelopes, and Other Office Supplies
63d.Fostage and Expressage

63e.Rental of Office Equipment

63f.Repair and Maintenance - Office Equipment
63g.Sundry Office Expense

X -1

(Revised August, 1947)



You're viewing an archived copy from the New Jersey State Library.

64. 1la ses — Control (Subsidiary Control Ace

This subsidiary control account will be cebited monthly by the
cumulative total for the column "iiscellanecous Control" in the
cash journal. The total of the bculances in subsidiary accounts
64a to 64n inclusive should equal the balance in this account.

64a. Rental - Space

64b, Heat, Light, and Water

64c. Janitor Service

64d. Expenses of Board Members

bLe. Medical Sbrvn.ceu and Otnbr Services on Behalf of Clients.

medical supplies, nur board home carb and o) r
Felated oxpenses pai

decgased.,
64f. Collection Costs and Other Legal Expenses

This subsidiary account ghould be charged with all expendi-

tures on behalf of g¢lie ¢} eir estates incident to
preservation and recovery of agsets. Charges shall include:
legal counsel and court fees, sheriff and surrogate fees,
insurance premiums, taxes, real estate repairs, etc. When
legal counsel is paid an annual salary ovr retainer, such ex-
penditures should be charged to Account 55 — Salaries and rages
and not to 64F. When legal counsel so paid is aleo given an
allowance as compensation for the services and expenses of his
person:l office and staff, such allowance should be charged to
account 63G. - Sundry Office Expense, and not to 6&4F or 55.

64g. Auditing

64h. PubMications and Periodicals

64i. Mcmberships and Subscriptions

64j. Surplus Commodity Distribution

64k. Other

64m. Pensions for Employees on Military Leave

64n. Conference Expenses

7. R ¢ for Retirement or Pensio d Deductio
71. Regerve for Hospi izatio T .
72, Rege for Withholdij Tax
73. Rese for Savi Bond
The purpose of the above crudit balance accounts is to

reflect various deductions made from payrolls, to be held or dis-
bursed on or for the account of Welfavre Board employeces.
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Credits
The accounts will be credited with the amount of decductions
made from gross salary on or for the account of employees.
The zntry will agree with reluted columnar heading on rejular
semi-monthly payrolls. '

Debits
The account will be cebited with the msount of npayment on or
for the account of employees.

Contra Accounts
The contra account for credits is Auministrative Expence-
Total Control Account (54) (Salaries and Wages Account (55)).
The contra account for debits is Cash-Administration (52)

Balance
The balance in this account will report the amount of Fayroll
deductions collected but held undigtributed.

Cleuring Accounty Section

Clearine dccount - Cash

Furpose

The purpose of this debit balance account is to reflect the total
smounts of funGs collected from client; or for the account of clients;
and the cleaving of such funds through: (1) disbursement to or fov
the account of the affected client; (2) transfer to a trust account
establiche! for the client; (3) uisburseuent, in the event of the
death of thc client; for expenges incident to the last illncess,
burial, :nd for the use of surviving dependents otv other proper
beneficiaries; (4) <isbursement for cirect coste incurred in effect~
ing collection; (5) disbursement Tor obligations agrecd to be satis-
fied as a condition of collection; (6) net reimburccment to the

State and to participating Countics for assistance previously granted;
(7) cistribution of resicuary balance to the client's adwinistrator,
executors, heirs, or other lavful beneficiarics and distributecs;

(8) such other Aisburschments as may bs lawful and DToper.

Thig account '1ill be debited with the amounts currently received
from cliente, or for the account of clients. This will include
anounts intended for transfer to individual trust accounts, and
amounts transferred from indivicdual trust accounte to thig sccount
for disbursement and/otr <istribution. At no time will this account
reflect bank balances of individual clients in so-called Yjoint
accounts" and "joint and surviving accounts” unless anc until such
time as the fundcs shall actually come into the custoly and poswsession
of the county welfare beard. An analysis of the receipts in this
account by source will be maintained in the cash-journal "Clearing
Account - Record of Cash Receipts". (See instructions covering
that form.)

X-13
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Credits

This account is credited with amounts disbursed for the account of
or to clients, transferred to indivicual trust accounts, paid to
surviving dependents, distribut4d as net reimbursements to State
and Counties, residuary surpluses distributed to heirs, ctcs 4An
analysis of the disbursements and distributions by purpose will be
maintained in the cash-journal "Clearing Account - Record of Cash
Disbursements". (See instructions covering that form.)

Contra Accounts

The contra accounts for the debits and credits are "Collections for
Distribution - Gontrol Account" (#120), and the appropriate sub-
sidiary individual-ledger accounts for each client affected. Trans-
fers between the Clearing Account and the individual trust accounts
are e§plained in the Trust Section (See accounts #150 and #160
below) .

Balance

The balance in this account represents the amount of funds, ex-

clugive of established individual trust accounts, held in trust by
the county welfare board pending disbursement, transfer, or final
distribution. The balance is forwarded in the account upon fiscal

closing.
120. Collections for Distribution - Control Account
Purpoge |

The purpose of this credit balance account is to reflcct the tdel
liability for the amount of undistributed collections, exclusive of
established individual trust accounts, in the custody of the county
welfare board; and to serve as a control of the subsidiary individual-
ledger accounts for the individuwsl clients involved,

b

The account is contra to "Clearing Account - Cash"(#100), and will
be credited with all items for which that account is debited. The
subsidiary individual-ledger accounts will be credited with the ap-
propriate amounts applicable to the respective clients.

Debits
The account will be debited with the disburscments from "Clearing
Account - Cash" and the appropriate subsidiary individual-ledger
accounts will bo debited with the spiropriate amounts applicable
to the respective c¢lients.

Contra Accounts

The contra account for the credits and debits is "Clearing Account-
Cash" (#100).

X -14
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c
The balance in this account represcnts the amount of undistributed
collections, exclusive of established individual trust accounts, in
the custody of the county welfare board, and will be forwarded in
the account upon fiscal closing. The balance in the control account
will agrec with the balance in "Clearing Account - Cash", The total
of the balances ap-earing in the individual-ledger client accounts
should be in uagreement with the balance appearing in the control
account after posting at the end of each month.

Irust Account Seotion

‘Funds on Trugst Deposit

Purpose
The purpose of this debit balance account is to reflect the total

amount of funds on deposit by the county welfare board in individual
trust accounts for clients, from whom or for whom funds have been
collected, which funds it is determined are to be held for purposes
not contemplating any vreasonable immediate distribution. Such in-

divid st _account abl ed o b ¢ tre er of fund
from "Clearipg Account - Cagh'.
Debits

The account will be debited with the amounts currently deposited by
the transfer of funds from "Clearing Account - Cash", and with the
amount of intersst, if any, credited by the bank in which such account
is maintained. An analysis of the deposits by source will be main-
tained in the cash-journal "Trust Account - Record of Cash Receipts
and Disbursements". (Sec instructions covering that form.)

Credits
This account is credited with the amounts disbursed to or for the
clients and with the amounts transferred by check to "Clearing
Account - Cagh", for final distribution. 4n analysis of the dis~
bursements and transfers by purpose will be maintained in the
cash=journal "Trust Account - Record of Cash Receipts and Disburse-
ments". (See instructions covering that form.)

Contra Accounts

The contra accounts for the debits and credits are "Clients' Trust
Accounts - Control Account" (#160), and the subsidiary individual-
lodger accounts for each client affected.

The balance in this account represents the amount of funds deposited
by the county welfare board to be held in trust for individual
clients. The balance is forwarded in the account upon fiscal closing.

X - 15
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Clients! Trust Accounts - Control Account

Purpose

The purpose of this credit balance account is to reflect the total
accountability for funds deposited by the county welfare board to
be-held in trust for individual clients,

Credits

Debits

Contra

The account is contra to "Funds on Trust Deposit" and will be
credited with all items for which that account is debited, The
subsidiary individual-ledger accounts will be credited with the
appropriate amounts applicable to the respective clients,

The account will be debited with the amounts for which the account
"Funds on Trust Deposit" has been credited, and the appropriate
subsidiary individual-ledger accounts will be debited with the
amounts applicable to the respective clients,

Accounts

The contra account for the credits and debits is "Funds on Trust
Deposit", [#150].

Balances

The balance in this account represents the amount of funds on deposit,
which the county welfare board is holding in trust to the credit

of individual clients and not in comtemplation of any reasonably
immediate disbursement or distribution., The balance will be forward-
ed in the acecougt upon fiscal closing., The balance in the control
account.will agree with the balance in the account "Funds on Trust
Dep051t" The total of the balances appearing in the individual
client acnounts should be in agreement with the balance appearing in
the control account after posting at the end of sach month, Also,
the balances appearing in the individual client accounts should be

in agreement with the balances appearing in the related bank pass-
books, if the funds are on deposit in a "savings" or "interest"
account.

Recipient Ledgers

All county welfare boards must maintain a recipient!s ledger covering
the monthly payments advanced in each case of disability assistance,
It is recommended that a recipient's ledger be maintained alsc cover-
ing the monthly payments advanced for old age assistance,

Revised July 1952 X - 16
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July 24, 1944
RULING NO. 1Z

CONTACTS WITH RELATIVES

Requirements for the budgeting of relatives of old 4ge afsistancé

ciients and for determining ability to support on the part of legally re-

§ 0N °1bla relatives are ssgt forth in Ruling No. 3, Determination of Need and
Budgeting Procodura. The nature of information on relatives which should ba
made & matter of record is indicatsd in Ruling Y¥o. 1, Case Recording. This
liseussion of reletives will therefore be limited to a consideration of the
neturs and frequsncy of contacts with relatives.

Roasons for Contsct of Relatives

The primery purpeoss in. ssteblishing contuet with relatives-is-to-
sscure support or contributions o the person meking applicestion for pub;xc
aid, since the law itself dirscts the county welfares board te verify wced on
the pert of the applicant and to determine the sbility end willingness of
relatives and others to aid ip his support. But other reasons eppssr why
it is necsssary thot sffective contacts with relatives should be ostablished
if Mussistunce adequete to provide for the reasonsble maintensnce and well-
being® of clients i1s tec he made available.

Relntives are often 2ble to be helpful in formulsting end carry-
ing through & plan for the general welfare of the clisnt. Relatives should
be given the opportunity te essume &ll or & share of such responsibility,
the welfaru board worker tcting as adviser. Helstives should slso be en-
couraged to provide the many smel) services for clients which the welfaro
board eannot readily supply, 2.5 weshing and mending clothes, housecleaning,
murketing, halp with business and propsrty metters, preovision of reading
material, reorzation, friendly visits, transportation %5 church, to clindes,
physicians, and othbr places, BEven relatives who live at a distance can
shar- in thz wellebsing of thoir aged relative by writing to him regularly,
remembaring birthdayes, smniversariss, ate.

Particular considerstion to the service nseds f clients should
bs given by the worker when clients live as lone persons, or are housebound
because of physical or mentel condition. OSueh srell serviees on the porg
2f reletives tend €3 hold femily releti.nships intoct wnd encourzge 2 sauss
~f eontinuing responsibility by ths relastives sven fh *ugh i% has been noces-
sary thet a pukllc agency assume some measw s of flpencial reeponsibility.

Legally Responsible Relatives Living ia the State

It 18 expsectsd that & home visit shall be made and all legaily
r-~"*nd1flu reletives in the State will be interviewed personally on all
initiel spplicstiomns for »l4 age assistance. The same proesedure shall be

fﬁllﬁwed sn oell r reapplications i.e. cuses in which pravious applicetinns
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were withdrawnm or denied by the county welfere brard and in &11 renpened
ceses where s pariod ~f more than six months has elupsed from the previous
application »r osss closing. In cases where the reapplication »r case
rsepening occurs within six mounths of the pravinus denisl or casc closin
thz perscnal interviow of legally responsibls rolatives mey be omitted =t

discretisn »f the welfure board provided edsquate up~to-dete informetion
m the circumstences of such relatives is slready 2 matter of recnrd with
the crunty welfers bourd.

In investipnti-ms for continuance it is sxpocted thet all lsgally
responeibles reletives in the State shall be interviewed pearson2lly by the
appropriate e~unty welfere bourd at intervals not exceeding twelve mmths,
with the following excsptions:

1) latives who ars ¢ wmtributing t> the support of the client
ose economic status uppesrs to be subiect to materisl change
11l ba interviewsed at esch sixe-month interval and more fro-
ﬂt;v in &1l instrnces where circumstancss indicete the de-
31r;bllity of additinnal eountacts;

Re
W'ln

4

2) Vhere the county welfare bosrd has dafinite informetion eonecsra-
ing the cntinued inability »f a legally responsibls relative 3
esntribute, the annual personal contact may be ~mitted. Such
cases should probably be limited, however, to instences whers
verification shows that roeletives are raceiving support from
public or private relief, where the relastives are dependent on
>ther reletives for support, »r where unz2mploysd daughters are
ﬁerﬂwuenb “n their bhusbands end the houschold ineome continues
t» be marginal. In no event however, shall any legally rssponsi-
ble relative repain unvisited £or a psriod of more than two yesrs,

‘Legally Regponsible Relatives Outside the State

_A11 legelly responsible relatives living in other states shall be
contucted on all new appliccetions, reapplicati-ms and cases rcﬂpened. In-
itially this contact shall ©e by correspondence, except in those stances
where there are spscial probleoms such as strained family relutlonships, heelth
prublems, problems of hiovsing or rescurces which require perscnel interview.
In these latter instancss the spscinl prablem involvad shell be outlined to
the eppropricte sut of state agsncy which shall be requested to make personal

contacts Where correspondence fuils to develop adequate dats, 2 loeal social
egzney shall also ba requested $- meke personcl contoct.

Contocts with legnlly responsible relatives out of state at the
time of invast1g&t1¢n for cmtinuunce shall be mede with the same frequency
as provided for legally responsible relstives living in New Jerseyv. Howwver,

21l sueh cuntacts shall be hundled by correspindsnce unless, as indicated
ab we, soveeial problems sro invelved or the informaii-m receivad through cor-
resp.udonce is not sdsountes In such instances reguests to sut-osfestats
ggensias for personal intsrview shall be mads.

The ebve statement of policy is sssenticlly in aceord with sug-

pustions received from othar shates regarding -ut-of-state investigations.
%t is believed thot striet adherence to the proecedurs sutlined will sne~urage
fav wreble working rslatismshivs with out-~feste te ugencics.
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Mon-Legally Responsible Relatives

Carsful consideration must also be given to the advisability of
ssiabliching contect with non-legally rasponsible relatives, sspecially
brothers, sisters snd grendchildren, since these relatives freguently will
be both able and willing to essist with cash contributions, goods and ser-
vices for the clisnt.

In general, it is expscted thst non-legally responsible relatives
who have rendered finencial &id or other ssrvice or have indiceted intersst
in the applicant and 211 adult prendchildren shall be contacted on all new
spplications and on all reapplications and cases reopened after a lapse of
mors than six months from the previous denisl or closing. The special cir-
cumstences oxisting in vech casc will determine the frecusncy of contuct with

such reletives after the initiel contect on application, respplicetion or re-
opening.

Contacts with non-legally responsible reletives should he mads
parsonally within the county, by interview or correspondencs cut of county
as circumstznces indicate, and by correspondence cut of state unless special
problems call for o requast to sn sgency for personal intervisw,

App srouch to Relstivess Personz] Intorview

In meking invaestigations to determine nzed for publie mid, the
social worker must approach many varying types of personalitics, frequently
secking informeti-n »n the most intimete deteils of family life. Thess
factore maks the neture ~f the approach %o both clients and relatives of

prime imporitsnce if good working reletienships are to be sstablishade.

: A clear ond puatient interpretation 2f the praovisions for old age
assistance, nf the services aveilable and the limitations »f the program
should be plven ulmo 3t invarisbly et an initial intervicw. This provides

& fmectval basis for discussisn of the rslotive's circumstances and his
ebility and willingness to contribute te the client in casgh, kind or services.

Relativaes should be consulted sabsut tho clientis individual problems
such ns his medicsl nceds, = chsnge in housing or blerding arrangement, his
Qﬁrﬂ“dmlLtV d)fflcultle fr thv lQCk ?f & I :ereatisnsl outlet. This type of

and st the same time demonstre tae
r2 boerd and the worksr in the

,lo,¢va\ the sineers ih..
Ble gonsrs T owelfors.

At subssnusnt contacts sny misunderatanding of regulstions or of the

letives' responsibilitiss should be c]&rxflwu. Any chonges in the client'e
tuatisn should boe discussed corcefully in deteil and, of course, the raloe
ves! current circumstances should be reviewed. Intervicws Cquld not bs eon-

durod fubile becsuse no vromiseo of sid is scoured. Laech eontaet should bs
sgarded &5 on oppartunity to gain knowledge of the elient and his fumily, to
L;,,;rraf the sims »f the program, aad t2 encourage closer family ties

].‘7 .
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approsch to Relatives: Direct Correspondonce

L&)

 Poesonclly dietated letters to relativos heve been found to produce
botter results than form letters or claborste questisanairos. It is thoroe

izrs suggestod thot individual letturs be prepored wheacver it is determinced
Ly eontect rolatives dircetly by corrcspoandonccs

Letters to reletives should crdincrily be eapresscd in simplo lung-
wige which scts forth briefly the situction affeeting the applicant cud ro-
guests in spocifiec torms the data neocessuary to e mplote a rocommend-tion cone
cerning =zcti-n to be tuken. In the drafting of lotters te relatives it shouwld
bo horne in mind thet the welfarc brard ls ast only scoking cuontributions %=
the elieat's support, but alsn endervoring t~ onlist the, 0‘”“dlﬂtiﬂn ~1 the
reintive io plarning £or the client's wolfars and in meutlnr his totnl nesds.
It gecs without saying thet letters t9 relatives should refleet the gonvine
interest ~f the agency in the client as an individual.

Iucuirics to Other Agencies
q & :

In meking inquirics »f cgonecies in other counties and other stutes
far pursonel visits &> relatives, it is suggestad thet individually propares
lattors in dupliesto be used which include as a minimum 1) sceurste, curren
and complete anmos and addrCQS”S of persons to bo interviewed, and where necug-
sary diractions for roaching pivon addresses; 2) o briof but pertincut summery
°f the eliont's situstion and ;ny significant date o family relationships rwd
probloms prosentad by the eliont; and 2 ) a dofinitc roguest for eny porticulas:
infermation dosirsd, cego, in<uranoc do b, vorificatin doda, inf rmetionn
property or indebtedness, willingriess of o rolative t3 provide o h-ne for
cliont, atc.

This tvpc »f letter will onsble the nthor apgenoy's workor tn approceh
tho rolative with an intelligent grosp »f the problewms involved ond with dofine
ite knowlsdge »f tha seope »f the interview requeostsd.

When writing tn ~ut-cf-stato cgencios recgnitisn should be ?ivnn 5 v
the feet that the cgoney in thoe other state will probably not be familiar with
the doteiled provisiwms of the New Jerscy program. Sufficiont cxplonation
shruld be made to cnablo the agency €2 make proper interpretetisn during the
intsrview with the reletive, and t» guide tho agency in tha type »f report
desirod by tho county wolferc board. The necd for budgut date, ussip ﬂn@n* af
insurance, signature of sp-use on the Aprocement to Reinburse cre exumples of
the tvpe of requost which w-ould call for additional oxplannti-m. An OA-9 un-
clyscd with such o lotter may ~ften help the e~oporating workor.

Roplics to Inguirics

The prompt preparation °f completo rop rts in answer t: inguir
srodmportent ageney function which ulroctly af’feets reletionships batwoe RlE.
civ= and, indircetly the quality of sorvice rendercd to elicnts ~f the szenciss

nv - lved
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The cotent of reports Hn relatives should eonfsrm to the require-
its of Ruling Noe. 1, Case Reoording, cnd Ruling Noe 3, Budget Manunl.
Speoific attontion is drawn t2 tho nsed for verificd ine-mu and expenditures
tnd the proparation of a swwery budsct when reoguiroed by Ruling Noe 5, Fart
I3, Soction 14, Contributions from Legelly Responsible Relatives.

In ardor €~ cssure conpetent hand

1ling ~f inquirics cortain adrio-
itetretive proesdurcs should be observed os fo

llows e

1. ¥Meintononco ~f & simple filing system which will expodite
cloarance of all inguiries and routing »f previsus material
with the curront imquiry t- the case workoer.

™0
°

A dofinitie plan far proopt cesipgnrent of ingquiries to cese
warksrs, for 311mw-up eoantral »f ~utsteading reports, and
for reviow »~f comploted roports te assure adequacy of eontont.
3+ Insistence ~n o-plotim ~f reports within davy In those
rars instunces whors this is found %o be imp-osible, the ia-
quiring agancy sh~uld bu notified »f the cause of the dclay.

DEPARTWMENT INSTITUTIONS AND AGENCIES

Mare Pe Dwilell, Dirccet-r
Divisi n »f 01d age iAsslstunca

rroved Moy 18, 1948
Resve Sehley, Leting Commissi-nor

Ruling Serios.
: 13 = Imsert in Handbosk wdor sccti-n “Hulin
Nos streoy pega 4 ~f Ruliag Wo. 13, rovis

& and Rulletins¥.

T
ad July 24, 1844,
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August 8, 1949

SUPPLEMENT NO. 1 TO RULING WO. 13

Seotion 44:7-19, R.S., places upon the Director of Welfare the
responsibility for obtaining and campelling support by "relatives end
other persons chargeable by law for the support of" an applicant for 0ld
Age Assistance, with the added proviso that ".....where it shall appear
that the child or children of an applicant for old age assistance was
abandoned and deserted and said epplicant failed to support and maintain
said child or children during its or their minority, the court of common
pleas may revoke the order of the director of welfare or reduce the
amount of said order against such child or children, in proportion to the
actuel support and maintenance rendered by said epplicant to the child or
children sought to be heldessoa"

It is to be noted that the statute provides for ameliorating or
excusing the obligation of a child (but not of a spouse), but it places
the responsibility for making such determination in the court itself
rather than in the director of welfare or in the welfare board. 4An admin-
istrative officer or agency cannot usurp this function and should not as=-
sume to do so.

In any situation where it has been formally determined by judicial
process that a spouse or child of an applicant or recipient of old age as-
sistance is legally excused and relieved of the obligation to support by
reason of abandonment, desertion and non-support on the part of such sppli=-
cant or recipient, such spouse or child shall thereafter bte viewed and con=-
sidered as a non-legally responsible relative, rather then a legally respon-
sible relative, with respect to other administrative requirements of the
program, such as visitation and reinvestigation procedures. At the same
time it must be remembered that certain property rights arising out of a
hushand-wife or parent-child relationship, such as rights of inheritance,
dower, curtesy, and survivorship, continus in full legal force and effect.
The existence of such rights and their effect on the present or fubture econ-
omic situation of the client must be fully examined and propsrly accounted
for at all times.

" DEPART{ENT INSTITUTIONS AND AGENCIES

Marc P, Dowdell, Director
Division of 0ld Age Lssistance

Ruling Series.
. Supplement No. 1 tc Ruling No. 13. Insert in Handbook under section
"Rulings and Bulletins".
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State of New Jarsey
Department Institutions and Agencles
Division of Welfare - Bureau of Assistance

RULING NO. 14 Revised June 20, 1951
TEMPORARY GRANTS .

1, Title 44, Section 7-12, R.S., provides as follows;

", sesothe director of welfare shall be empowered to make
temporary grants of old age (or dlsabillxy) assistance as hereinafter prc

~ vided subject to revision, cortinuance or discontinuance by the welfare

board at its next subsequent meeting".
Title 44, Section 7-18, R.S., further provides that:

"When immediate need is apparent and the evidence of eligibilit)
immediately available is satisfactory to the director of welfare, he may

- issue a temporary grant of old age (or disability) assistance pending

INTERPRE~
TATION

PURPOSE
OF TEMPO~
RARY GRANT
PROCEDURE

completion of such investigation".

2. The cited sections of the law are hereby interpreted as giving
the director of welfare authority, where there is clear evidence of
initial or continuing eligibility, to issue a grant to meet the client's
needs prior to formal board action. The statute does not confer au-
thority on the director to disburse assistance funds to a any individual
whose eligibility has not been established by competent evidence. The
temporary grant is a substitute for a regular grant of assistance only
to the extent that it is issued to meet need when eligibility has been
established but payment would otherwise be delayed pending formal board
action.

All grants, whether temporary or regular, require establishment
of eligibility in all respects. Therefore, before a temporary grant is
made, supportive evidence of an acceptable character must be available
with respect to all statutory requirements of eligibility.

Once having assumed responsibility for issuing a temporary
grant, the director of welfare thereby assumes.a special responsibility
to expedite further investigation, if any is required., At the same time
he assumes the statutory obligation to have the formal record of the casc
completed, and to present such record of the case to the welfare board at
its next subsequent meeting so that the board may take formal action witl
respect to the application,

3. The purpose of the temporary grant procedure is to facilitate
and expedite initial payments of assistance to eligible applicants, and
to make additional payments available to recipients, under certain
speclal circumstances herein defined, when such payments are necessary
in advance of formal board action, It is the intent of this ruling that
the director of welfare shall exercise his authority to the fullest ex-
tent in makling prompt initial payments to eligible applicants through
the temporary grant procedure,

In éxerc151ng his authority to issue temporary grants, the
director of welfare shall observe the principles and regulations
presented below,
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RULING NO. 14 : Revised June 20, 1951
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NEW OR L. An applicant shall be considered eligible for an initial payment
REOPENED  through the temporary grant procedure as soon as the direekor can secure
CASES ~and evaluate evidence that 55 Ly SiAm e e

(a) the applicaﬁt meets the age requirement according to
~ instructions in-Ruling No, 17;

(b) the applicénﬁ meets the residence requirement accord- -. . ::
ing to instructions in Ruling No. 5; Ty

(¢) the applicant is in need.as defined 4n Ruling No, 3,
Budget Manual, Such determination 'of'need includes
determination of the evaluated responsibility of -all
legally responsible relatives, except that if

(1) any responsible relative lives more than ten
miles beyond county limits, and

(2) active measures have been initiated to secure
information about the ability of such relative
to 'support, and

(3) nowledge of the ability of such relative to
support cgnnot be secured immediately by direct
contact, and

(L) there is affirmetive evidence that such relative,
although known to be or believed to be able to
contribute, is not in fact contributing,

. .then the lack of a completed evaluation for such relative
shall not be a bar to the issuance of g temporary grant to
an applicant who is found eligible in all other respects.

(d) the applicant for old age assistance has accepted the
reimbursement provision of the:statute by exsecution of the
Agreement to Reimburse. ‘Joinder by a spouse is alse
‘necessary 8s required in Ruling 10 except that if

- (1) the .spouss}ives-out of «the state and there is ne
evidence of owhership of ‘real estate by client or
spouse,.and a report of ‘the spouse's willingness to
sign the Agreement. té: Reimburse has not been re-
ceived within-28 days from date of applitatior, or

(é)v'the spouse!s whereabouts are’ unknown to the applicant~
and cannot be ascertained by the applicamt or the
egency within 28 daye from date of applisation,

~ then the lack of his or her signature shall not be a bar % |
the issuance of a temporary.grant to an applicant who is
found eligible in all other respects., When a temporary
grant is issued under either of the above exceptions full
compliance with regulations in Ruling No. 10 must be met
at the time of formal board action, either by presentation
of evidence that the spouse has signed the Agreement to
Reimburse, or by recommendation to the board for a waiver
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L. (a) (cont'd.)

of the spouse's signature based on specific evidence
that waiver is in order.

5« All basic and necessary special circumstance requirements to-
gether with available resources shall be considered and accounted for
in compiling the budget in accordance with Ruling No. 3, Budget Manual, -

6, Prior to authorization of any temporary grant payment the
director shall require that a case record be prepared including the ap-
propriate case record forms in accordance with Ruling No, 1. If the full
summary report camnot be completed, a statement 1ncorporating the evi~-
dence of eligibility on which authorization for payment is based shall be
prepared,

A temporary grant shall be authorized as of the earliest date
that eligibility can be established in accordance with section 4 of this .
Ru.ling .

When the temporary grant is issued prior to the board meeting in
that month, the grant shall be prorated to cover the period between the
date of issue and the end of the month, The formula for proration shall
be the number of days remaining in that month (including the day of
issue) divided by 30. The case shall then be presented to the board for
formal action in the same month,

When the temporary grant is issued subsequent to the board meet-
ing in that month, the grant shall be prorated in an amount to meet re-
quirements from the date of issue to the end of the following month.

The authorization shall direct the manner of payment as follows:

(a) when the period to be covered is less than 5 weeks the
payment shall be made by issuance " of a single check;

(b) when the period to be covered is 5 weeks or more, payment
shall be made in two installments, the first installment
in the amount needed to meet requirements for the balance
of the current month to be issued immediately, and the
second installment of the remainder of the amount au-
thorized to be issued at the end of the current month.

Authorigation shall be made by the personal signature of the
director or deputy director in the appropriaste section of Form PA=3C.

The case shall then be presented to the board for formal action
at the next regular or special meeting of the board.

Refer to Ruling No., 22, Welfare Board Minutes, and Ruling No, 12,
Accounting Manual, for procedures in presenting temporary grant cases for
board action.
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REPORT-‘:f 7. Reporting of temporary grant cases (new and reopened) is ac-- ﬂf
ING TO ' complished by procedures under Ruling No. 4, Report on Receipt and

STATE' Disposition of Applications,

BUREAU ny

Form OA~l4, Soecial Data Card, shall be forwarded to the Bursau
at the end of the month in whieh the temporary grant is made,
CONDITIONS 8. State and federal matching will be available for any temporary }

OF STATE jrant issued in compliance with the regulations of this Ruling. . -
AND, FEDER= :

AL MATCH=G

ING

TEMPO~- 9. (a) A temporary grant for an active case is defined as an extr
RARY or additional amount which the director of welfare shall authorize to be
GRANTS - paid to an approved recipient within a given month, where the authori-
ACTIVE zation occurs after the last regular or special board meeting in such
CASES month,

(b) Where the payment of an extra or additional amount to an
approved recipient within a given month occurs before the last regular
or special board meeting in such month, the amount so paid will be
directed to the board!s attention for action at such meeting. It thereb,
becomes merely a factor in change of grant for such month duly authorize
by regular board action., Such an adjustment is therefore not within the
definition of a "temporary grant" for purposes of this regulation, and
should not he considered as such in any statistical or accounting re-
porting, :

(¢) - A temporary grant for an active case as defined above, sha’
be issued only to a recipient who meets any of the following criteria:

(l) is in need of additional funds immediately because
" an unforeseen change in shelter arrangements makes
it necessary to pay for nursing care, board, house
or room rent, or moving expenses, in advance.
(2) has inadequate funds to meet expenses for the
balance of the current month because
(a) & ‘person or persons with whom expensés have been
shared has removed Irom the client!s home, or
(b) client is a victim of catastrophic event such as
fire, flood, accident or robbery, or
(¢) there has been a sudden loss of income from othe:
_ sources., : ;
EFFECTIVE These regulatlons ahll be effective July 1, 1951.
DATE

DEPARTMENT INSTITUTIONS AND AGENCIES

Marc P, Dowdell, Director
Bureau of Assistance
Approved: June 20, 1951
Elmer V. Andrews, Deputy Commissioner, Director Division of Welfare

Ruling Series.
No, 14 Insert in Handbook under section "Rulings and Bulletins",
Destroy Ruling No, 14 dated May 18, 1945.
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State of New Jersey
Uepartment of Institutions and Agencies
Division of *.elfare - Bureau of Assistance

Novemter 1, 165€
RULING NO. 16

PERSONS RELEASED FRO« INSTITUTIONS FOR TH: wcNTALLY ILL, THE
SENTALLY DEFIC IENT, AND THE SPILEFTIC

1. Purpose of Regulations.

The purpose of these regulations is

(a)  to clarify the status, with respect to eligibility for Ola
Age Assistance, of persons who heve been confined to insti-
tutions for the mentally ill, the mentally deficient, and
the epileptic; and

(b) to establish special procedures governing patients in state
institutions for the mentally ill, the mentally deficient,
and the epileptic, fer whom it is desired to initiate an ap-
plication for 0ld Age Assistance prior to discharge from the
institution.

2. (Classification of persons released from .ental Institutions.

Different institutions may employ different classifications and dif-
ferent terminology in relation to patients released or otherwise per-
mitted to reside, whether for a limited or indeterminate period, out-
side the physical confines of the institutions. However, the classi-
fications and definitions which are directly relevant to a determina-
tion of eligibility for Old Age Assistance are as follows:

(a) Persons Discharged. A person discharged from a mental insti-
tution is one whose release is absolute, characterized by a
severance of legal relationship between the patient and the
institution. A discharged patient is not necessarily '"cured".
Conversely the discharge of a cured patient must sometimes be
delayed pending arrangements for a suitable social and
economic situation in which he can be released.

(b) Persons Released without Discharge.  Patients not formally
discharged may sometimes be released from a mental institu-
tion for limited or indefinite periods or for special pur-
poses, and permitted to reside outside the physical confines
of the institution. Such arrangements vary as to purpose,
legal basis, characteristics, and degree of continuing control
and supervision on the part of the institution. Such arrange-
ments may be referred to as "parole'", tvisit", "furlough",
"leave of absence", ‘'release", "conditional release',
"holiday", "family care", "boarding care", "convalescent care",

]
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and similar descriptive phrases. All such arrangements are,
however, to be distinguished from discharge by the fact that
the patient still retains a legal relationship to the in-
stitution. '

3. Factors Relating to #ligibility for 0ld Age Assistance.

(a)

(b)

Persons Discharged. TFPersons discharged from mental institu-
tions are to be considered as resuming their former status in
the community. If such persons are in need at the time of
their discharge from the institution, or become needy follow-
ing such discharge, they are fully entitled to apply for old
age assistance in exactly the same manner and at the same
place as other needy aged persons in the community, and they
should be found eligible or ineligible on the same basis as
other needy persons who apply for old age assistance.

Persons Released without Discharge. Persons released from
mental institutions without formal discharge, and who r etain
a legal relationship to the institution in that they are sub-
ject to readmission without a new order of commitment, are
not eligible for old age assistance.

L. Purpose of Special Referral FProcedure.

The purpose of the special referral procedure established in sections
S through 10 of this Ruling is to provide an orderly method whereby
the social service staffs of the state mental hospitals can work co-
operatively with the staffs of the county welfare boards to

(a)

(b)

(c)

expedite the applications for old age assistance of persons
ready for discharge from such hospitals;

facilitate the movement of such persons from the institution
to the community;

assure that public funds for current support will be promptly
available to such persons if needed.

The establishment of this special procedure shall not be interpreted
as relieving persons formerly patients in state mental hospitals from
fulfilling any of the conditions of eligibility required of appli-
cants who were not patients, nor as imposing on such persons any con-
ditions of eligibility additional to or different from those required
of applicants who were not patients.

5. Selection of Persons for Referral.

The medical directors of the State Hospitals shall select for referral
only those patients who meet all of the following requirements:

(a) the person is eligible for discharge from the hospital;
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(b) the person is deemed able to adjust satisfactorily to com-
munity living without close professional supervision or
treatment related to his mental condition;

(c) the person is 65 years of age or over;

(d) the person has voluntarily agreed to take 8p residence in a
home selected and approved by the social service staff of
the Hospital as suitable for his satisfactory adjustment;

(e) the hospital, through consultation with the patient and
members of his family and collateral investigation by its
social service staff, has made all reasonable efforts to
accomplish the patient's return to the community, but has
found that this cannot be done because the patient has in=-
sufficient resources available to him to meet his living
costs as a member of the community;

(f) legal discharge of the patient and actual placement in the
home agreed upon has been delayed only because of the reason
stated in subsection (e) above, and the patient is therefore
believed to be eligible for public assistance.

6. ‘lethod of Referral.

The Hospital will prepare Form 0A-28, Referral Sheet, in duplicate,
retaining one for its files and forwarding one to the county welfare
board of the county in which the referred patient would, in the ab-
sence of such referral, be entitled to apply for old age assistance at
the time of his discharge. Such county of entitlement shall be the
county in which the hosvital social service staff has arranged for the
referred patient, with his consent, to take up residence upon dis-
charge; except that if such arrangement has been made in a licensed
nursing home or other institution, establishment, or home purporting
to furnish nursing care, it shall be the county in which the patient
has legal settlement or, if county of le gal settlement is lacking, the
county in which the patient last resided at time of last commitment to
the Hospital. '

It is understood, as a basic principal of operation, that each hospital
will, so far as possible consistently with the environmmental require-
ments of the patient and the patient's own desires, endeavor to reestab-
lish the patient in or near the community in which he was settled at the
time of commitment, and that patients for whom this is not possible or
practical will be encouraged and assisted to locate in appropriate set-
tings throughout the State. It will be a specific policy on the part

of the hospital's social service staffs to avoid concentrations of dis-
charged patients in the county in which the institution is located or

in any other single county area.
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7. Registration of Appnlication.

Upon receipt of the referral Forn OA-28, the receiving county welfare
board shall immediately register an application for old age assistance
with respect to the individual referred.

8. Investigation and Processing of Application.

The application so registered shall be promptly assigned for investi-
gation and other processing in the same manner as any other applica-
tion, but such processing sihall include arrangements between the case
worker of the welfare board and the case worker of the Hospital social
service staff for a joint discussion with the patient. The discussion
may be arranged at the Hospital, at the welfare board office, at the
prospective home for the patient, or at any other suitable place as

the case workers shall jointly determine. The case workers will joint-
ly interpret to the patient the requirements, facilities and limitations
of the old age assistance program, the nature and suitability of the
proposed home, and the nature and significance of other public and pri-
vate resources and welfare services that will be available to the
patient as a member of the community. In the light of such interpreta-
tion, they will consult with the patient concerning his desire to pro-
ceed with his application for old age assistance. If it is determined
that he wishes to proceed, they will assist him in preparing a formal
written record of his application on Form OA-l, and in executing all
other written records or documents that may be necessary, except any
documents which affect directly the real or personal property rights of
the patient. The welfare board case worker shall thereafter be respons-—
ible for the prompt processing of such application, to result in a final
determination of eligibility or ineligibility by the county welfare board,
as in the case of any other application.

9. Disposition of Application.

(a) If it is determined at the time of the joint interview referred
to in section 8, or at any subsequent time prior to a final
determination of eligibility or ineligibility, that the patient
does not wish to proceed with his aoplication, the application
shall be reported as voluntarily withdrawn.

(b) If it is determined, at any time subsequent to the initial
registration of the application, but before any final deter-
mination of eligibility or ineligibility or any voluntary
withdrawal, that the applicant has died, or that the Hospital
has decided that the patient will not be discharged, or that
the plan for community placement has been shifted to another
county, the application shall be reported as dismissed,
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(¢) If it is determined, in the absence of a voluntary withdrawal
or authorized dismissal of the application, that the applicant
is ineligible, the apolication shall be denied. A written
notice of denial, explaining the reason or reasons for ineli-
gibility, shall be sent to the applicant as in all other cases,
and a second copy of such notice shall be sent to the Hospital,
attention social service staff.

(d) If it is determined that the applicant is eligible for old age
assistance; the application shall te approved. A written notice
of approval shall be sent to the applicant as in all other cases,
and a second copy of such notice shall be sent to the Hospital,
attention social service staff. The notice shall state the
amount of the regular monthly grant that will be allowable if
and when the clientis discharged from the institution and takes
up residence in the place agreed upon, but shall explain further
that the actual amount of the initial payment will be adjusted
in such manner as to enable the client to meet his budgeted
monthly expenses in advance, beginning as of the date of his
discharge from the instituticne

10. Further Processing of Approved Applications.

Immediately following the approval of an application, as referred to
in section 9, the welfare board case worker shall consult with the
Hospital case worker to ascertain and arrange all final details for
the client's discharge from the institution; for completing, immediate-
ly following such discharge, the client's execution of the agreement
to reimburse and any other necessary documents relating to real and
personal property rights; and for making the initial assistance pay-
ment available to him at that time. Thereafter the relationships
between the client and the welfare board will be conducted as in all
other cases without being condltloned on any further routine service
by the Hospital.

11. Continuing Service by Hospital Staff.

The social service staff of the Hospital may continue to visit with
and consult with the former patient from time to time, as may be ar-
ranged between the client and the Hospital case worker. Such service
will be focused on the client's mental health and will have no con-
cern with his management of his affairs or his utilization of his old
age assistance grant., If any question of mental health or adjustment
should arise, the Hospital staff will report its findings in writing
to the county welfare board and the case workers of the two agencies
will jointly consult and formulate plans and recommendations for ap-
propriate action.
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12. Applicability of Procedure to Institutions Other than State Hospitals,.

The procedure described in sections 5 through 10 is established
specifically to govern relationships between the county welfare boards
and the State Mental Hospitals. It does not apply directly to re-
lationships with local mental hospitals and other institutions. There
will be no objection to the use of Form 0A-28 or adaptation thereof,

as a referral form to expedite relationships between the county wel-
fare board and such other institutions. However, all principles in-
cluded in this Ruling will have to be observed in working out relation-
ships with other mental institutions and in developing plans for
specific cases referred from such institutions,

DEPARTMENT INSTITUTIONS AND AGENCIES

Yarc P, Dowdell, Director
Bureau of Assistance

Approved: October 25, 1950
Elmer V. Andrews, Deputy Commissioner
Director Division of Welfare

Ruling Series.
No. 16 = Insert in Handbook under section "Rulings and Bulletins".
Destroy Ruling #16 issued under date of August 28, 1947.



State of Nem Jersey

DEPARTMENT OF INSTITUTIONS AND AGENCIES
TRENTON 8

BUREAU OF ASSISTANCE
148 WEST STATE STREET

February 6, 1953

It has come to the attention of the Bureau of Assistance that
questions have arisen regarding procedures for referral to the Disability
Assistance program of persons ready for discharge from State institutions,

At the direction of the Commissioner, the Bureau is presently
engaged in restudying Ruling No, 16, Persons Released from Institutions for
the Mentally Ill, The Mentally Deficient, and the Epileptic and plans to
hold discussion meetings with the superintendents and social service staffs
of the several institutions in connection with any new policy statement
that may be developed,

This is to advise you that for the present Ruling No., 16 is
to be followed for persons referred for Disability Assistance as well as
for 0ld Age Assistance,

As an aid to the social service staffs of the institutions it
is recommended that the following information be added to institutional
copies of Ruling No, 16, in section 5, Selection of Persons for Referral:

"(¢) the person is 65 years of age or over if applying for
0ld Age Assistance; or

"the person is at least 18 years of age and less than 65, and
appears to meet the following definition of a disabled person:
'A permanently and totally disabled person shall mean a needy person
who, by reason of a permanent physical or mental defect, disease or
impairment other than blindness, is disabled to the degree that pre-
vents him from performing the essential elements of a useful occupa-
tion existent in the community and within his competence.,! In
addition, the person must not be in need of care in an institution
for the mentally ill, mentally deficient or the tubercular,"
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All other instructions regarding referral procedure, responsi-
bility of the social service department of the institution for selsction of
the home for the person being discharged, and the cooperative working ar-
rangement between the institution and the county welfare board, shall apply
in relation to both the 0ld Age and Disability Assistance programs,

Very truly yours,
DEPARTMENT INSTITUTIONS AND AGENCIES

N C A |
Marc P, Dowdell, Director
Bureau of Assistance

MPD/MCR/d

Approved: 2/2/53

Sanford Bates, Commissioner
Department Institutions & Agencies
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State of New Jeraey

DEPARTMENT OF INSTITUTIONS AND AGENCIES
] ) TRENTON 8
BUREAU OF ASSISTANCE
148 WEST. STATE STREET

Peoruery 6, 1953

Attached hereto for your information is a
copy uf a letter issued by the Bureau of Assistance clarifying certain
questions of procedure in connection with institutional patients who are
ready for discharge, and for whom the social service staff of the insti~
tution seeks to establish eligibility for public assistance as a source
of maintenance for the individual when reestablished in the community.

Primarily, your attention is called to the
fact that the detailed procedure heretofore established in the Bureau'!s
Ruling No, 16, relating to the Old Age Assistance program, is applicable
also to the Disability Assistance program. Thus, patients under 65 years
of age who are ready for discharge (including patients previously released
on parole or on the "family care" plan who are deemed to be sufficiently
adjusted or stabilized so that they may be officially discharged) may, if
they are considered permanently and totally disabled, be referred for
Disability Assistance in the same manner as patients 65 years of age and
over have heretofore been referred for 01d Age Assistance,

It is the purpose of the Department that
every opportunity shall be utilized consistent with good social practice
and the physical and mental well-being of the patient, to release from
institutions persons for whom the intensive treatment or protective environ-
ment of the institution is no longer essential, The institutions are urged
to utilize in this connection the opportunities afforded by the 0ld Age
and Disability Assistance programs in providing maintenance for carefully
selected individuals, and incidentally reduce overcrowding in our insti-
tutions, :

Very truly yours,
DEPARTMENT IMSTITUTIONS AND AGENCIES

i i : /’\3 1
COXEA b el | S aX \5_,,/:;-,

Sanford Bates, Commipsioner
SB:h
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State nf New Fersey
DEPARTMENT OF INSTITUTIONS AND AGENCIES

TRENTON 8
BUREAU OF ASSISTANCE
148 WEST STATE STREET

February 3, 1955

TO: COUNTY WELFARE DIRECTORS

RE: Referral of Patients from State Mental Hospitals
(Ruling No. 16)

This is to advise you that consultations have been in progress between
the Division of Welfare and the Division of Mental Hygiene and Hospitals,
to clarify policy and to consider a broader policy in relation to the
eligibility for assistance of certain persons released from State mental
hospitals., The form of revised policy which is contemplated is still in
the stage of discussion and negotiation, and this Bureau does not expect
that any change of policy which would materially affect the obligations
and procedures of the County Welfare Boards, will become official until
there has been adequate opportunity, as is customary, for review and
comment on draft material.

In the meantime the current policy and procedure provided in Ruling
No. 16, Persons Released from Institutions for the Mentally Ill, The
Mentally Dcficient, and The Epileptic, continues in full force and
effect in all respects,

If through misunderstanding you receive referrals from a State hospital
for persons whose institutional status appears to be other than that
authorized by Ruling No. 16 (i.e. patient ready for official discharge),
it will be appropriate for you to inform the State hospital of your in-
ability to accept such a referral, and to interpret the reasons therefor.

We are scheduling this matter for discussion with you at the next
regular meeting of county welfare directors on Friday, February 25, 1955.

Very truly yours,
DEPARTMNT OF IigfiFUTIONS AND AGENCIES
c ¢uéz¢4¢¢L, :
Ierﬂérgﬁégf% , Chief
IE/MCRd Bureau of Assistance
Approved: 2/4/55

Flmer V. Andrews
Director of Welfare
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State of New Jersey
Department of Institutions and Agencies
: Division of Welfare

BURTAU OF ASSISTANCE REGULATION #
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Bureau of Assistance
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State of New Jersey

Department of Institutions and Agencies
Division of "felfare-Bureau of Assistance
March 24, 1954
RULIKG MNC. 17

ASSISTANCE TO RESIDENTS OF NON-PROFIT OR CHARITABLE HOMES

1. This Ruling is issued pursuant to Title 44:7, Re-
viesed Statutes of New Jersey, as avended, and relates to eligibility
for 0ld Age and Disability Assistance on the part of persons who
voluntarily choose to reside in certain private institutions herein
referred to as non-profit or charitable homes.

2. The amendments to R.3. 44:7 which were accomplished
by Chapter 212 of the Laws of 1953, when coupled with Article VIII,
Section III, paragraph 3 of the lew Jersey Constitution,® are inter-
preted as having the following general purposes:

(a) to remove the statutory disqualification which hereto-
fore excluded from eligibility for 0ld Age and Disability
Assistance nersons who resided in private institutions not
classified as medical institutions;

(b) to impose a statutory disqualification which hereafter
excludes from eligibility for Cld Age and Disability As-
sistance persons who reside in non-medical private institu-
tions which are not approved and certified pursuant to
chanter 212 of the Laws of 1953;

(c) to express a legislative intent that assistance payments
may be made to persons who voluntarily choose to reside in
certified private institutions, only to the extent that such
persons are determined to be needy persons and otlierwise eli-
gible according to the same standards, criteria, limitations
and obligations as are anplicable to other persons;

(d) to preclude the county welfare board from any obligation,
or from assuming any obligation, to disburse public funds,
directly or indirectly, to or for the use of any nrivate non-
medical institution (as distinguished from disbursements of
assistance funds to needy eligible persons, in amounts which
may or may not cnable such persons to purchase the services
of private non-medical institutions).

3. The phrase "non-profit or charitable homes" is de-

Non~-"rofit or

fined to include all establishments, by whatever name known, which

Charitable
Homes

(a) are not licensed or subject to license as hospitals; and

* "No donation of land or appropriation of money shall be made

by the .tate or any county or municipal corporation to or for
the use of any society, association or corporation whatever.®
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(b) provide board and lodging to four or more persons
unrelated to the operator or operating authority; and

(c) are operated by a person, corporation, association or
fraternal organization not for profit, within the meaning
of chapters 1, 2 and 14 of Title 15, R.S., or by a religious
corporation or association within the meaning of Title 16
R.S.

Such establishments are hereafter referred to in this
Ruling as the '"Home" or "Homes'.

General L., The following general principles are declared to be
Principies in definition of the intent and purposes of this Ruling and shall

themselves have the force and effect of rule and regulation:

(a) iny individual who believes himself to be eligible for
assistance is afforded full opportunity to apply for such
assistance, Even if he is clearly ineligible, he has the
right, if he chooses, to have his anplication ofiicially
received and officially reviewed by the public assistance
agency.

(b) The right and opportunity to apply for assistance is
afforded to the individual who telieves himself to be eli-
gible; it dces not include a right of vendors to or creditors
of such individual to apply for themselves or on his behalf.

(¢) Fo individual is eligible for public assistance unless

he is officially determined to be & '"needy person', according
to the official standards of the resnonsible public agency.
"Veed" is not synonymous with "abeence of income". Any indi-
vidual, who is in fact orovided with all goods and services
necessary for a minimum subsistence compatible with decency
and health, is nct in need of public assistance unless it can
be de onstrated that he has an obligation, enforceable at law
or in equity at the instance of the provider, to pay for all
or some portion of the gocds and services so provided, and
that he lacks the resources to make such payment,

(d) There are detailed provisions of statute law and official
regulaticns, other than the "need" recuirement, which govern
and limit eligibility for public assistance, such as provi-
sions relating to residence, reimbursement requirements, bud-
get and allowance limitations, etc., which affect all persons
applying for or receiving public assistance, and which may
rencer them ineligible to receive such assistance or may limit
the amount or kind of assistance they may receive., All such
provisions anply to nersons residsnt in Homes in the same way
they appiy to persons not resident in Homes,
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(e) &any vrivate institution has the right to determine and
maintain its own rules, standards, fees, etc., governing
the ad ission to and continued residence of persons in its
establishment, and no interference with such right is in-
tended by these regulations.

(f) Any nrivate institution, and any individual seeking the
services of such institution or persons acting on the indi-
vidualts behalf in seeking such services, have the right
freely to arrange and agree with cne another, wiiether by
written contract or otherwise, and no such arrangement or
agree ent is or shall be impaired or controlled by these
regulations so long as the arrangement or agreeaent does not
conteiplate or result in the filing of an application for
public assistance.

(g) The public assistance agency is not responsible and does
not assume responsibility for obligations incurred by an ap-
plicant for or recipient of nublic assistance, However, be-
ginning at the time an individual is officially determined
to be eligible for »nublic assistance, the agency takes his
current obligations into consideration in determining the
amount of assistance h¢ may receive.

(h)The public assistance agency is not responsible and does
not assume responsibility to compensate, directly or in-
directly, any person or agency for the value of goods and
services voluntarily furnished or donated to an applicant
for or recipient of public assistance.

5. LEffective immediately, the county welfare boards
shall receive and register applications for 0ld Age and Disability
Assistance from any person claiming to be eligible who

(a) is already resident in a Home; but the processing of
such anplication shall be governed by section 17 below;

(b) is planning to enter a Home; but the processing of
such application shall be governed by section 18 below;

6. Lkffective immediately, the county welfare boards
shall proi..otly consider the eligibility for continued assistance of
a recipient who hereafter enters or plans to enter a Home; but the
deternination of eligibility for continued assistance shall be
governed by section 19 below,

7. Yo person who has entered or is about to enter a
Home will be considered a "needy person' eligible for assistance,
unless he has entered or is about to enter such Home pursuant to an
anproved 'pay-as-you-go" agreement as defined below., If an indivi-
dual has ertered or is about to enter a Home under any arrangement
other than an approved "pay-as-you-go'" agreement, it will be pre-
sumed that pursuant to such arrangement (whatever its terms and
whether or not reduced to writing) the Home will continue to provide
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for tihe individual's care and maintenance so long as the individual
in fact re ains in the Home, and such individual is therefore not
a "needy nerson" eli.ible for public assistance.

8. A '""pay-as-you-go" agzreenent means an agreement

go" Agreement between the Home and the individual having the following elements:

Defined

(a) the agree.ent is stated in writing and was reduced to
writing within the following tine limits:

(1) in the case of an individual admitted to the Home
prior to July 1, 1953, at or about the date of
admission;

(2) in the case of an individual admitted to the Home
on and after July 1, 1953, but before April 1, 1954,
within 30 days following April 1, 195k;

(3) in the case of an individual admitted to the Home
on and after April 1, 1954, within 30 days follow-
ing such admission.

(b) the agreesent obligates the individual to pay a stipulated
amount of money per diem, per week or per month on a continu-
ing basis, in return for board, lodging and care to be fur-
nished by the Home;

(¢) the periodic amount so stipulated may be subject to change
from time to ti.ve, but only in accordance with general rules
applicable to all other "pay-as-you-go" residents in the Home;

(d) the amount so stipulated may be greater or less than the
autliorized :.aximum public assistance allowance for such ser-
vice, but it shall be understood that in the event it becomes
necessary for the resident to apply for nublic assistance,
the public assistance agency will not thereafter take into
consideration any obligation greater than the authorized maxi-
mum public assistance allowance for such service;

(e) neither the resident nor other person on his behalf has
contributed, naid or donated any luup sum amount of money or
property additional to the periodic amount, and no one is
obligated to make or procure any such contribution, payment
or donation, except for specified extra services, unless the
payment represents merely a convenience deposit to be held
in trust by the Home for the resident's use and the unused
pertion of which is owned by and returnable to the resident
at any ti.e on his request;

(f) eny 2greesment by the resident to make a testamentary dis-
position in favor of the Home shall not pe construed to be in
violation of element (e);
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(g) if the Home, under its own rules and practices, affords
"life-care contracts' to scne admittees; it must be demon-
strated that the individual (if he anplies for public as-
sistance) was unwilling, unable, or ineligible to. purchase
a "life~care contract";

(h) if the Home, under its own rules and practices, affords
"free" care to some admittees, it must be demonstrated that
the individual (if he applies for public assistance) was not
within the class or classes eligible for "free'" care,

(i) ‘the agree ent is authorized by and consistent with the
charter, by-laws, and nublished rules of admission of the

Home.
Authorized 9. (a) A needy individual otherwise eligible for public assistance
Allowances who resides in a Home under an approved '"pay-as-you-go' arrangement

will be afforded the following maximum budgetary allowances relat-
ing to payments by him to the Home:

(1) for board and lodging, without identified personal ser-
vices: the same maximum as applies in the case of commercial
boarding homes (currently $65 per month);

() for board and lodging, plus identified personal services:
the sa'.e maximum as applies in the case of commercial board-
ing homes offering personal services (currently $80 per month);

(3) for board and lodging, plus rrofessionally supervised
nursing care in a licensed infirmary section: the same maxi-
mum as applies in the case of proprietary licensed nursing
homes (currently $150 per month).

[lMursing care in a licensed infirmary section is authorized
and will be recognized only when the individual is suffering
from an illness or ohysical condition necessitating such care
and has been certified by competent medical authority as a
patient reocuiring such care. All procedures relating to
"patient care", which are set forth in other Bureau regula-
tions, shall apply.]

(b) Budgetary allowances for clothing, personal incidentals, and
for special circumstance requirements will be allowed for residents
of Home to the same extent and according to the same rules as apnoly
in the cases of residents of commercial boarding homes or of pro-
prietary licensed nursing homes, whichever is appropriate.

Uetermina- 10. A Ypay-as-you-go" resident of a Home will be recog-
tion of nized as a needy person eligible for public assistance when his total
Amount of income and resources, from all sources, is insufficient to enable him
Need to meet whichever of the following obligations is lesser:

(a) his continuing obligation to the Home under the ex-
isting contract with the Home, plus additional allowances
pernitted by 9(b) above;
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(b) the amount of obligation to the Home allowable under
the budgetary limitations referred to in 9(a) above, plus
additional allowances permitted by 9(b) above.

11. In the case of a iome which offers life-care con-
tracts to some residents (in addition to "pay-as-you-go" contracts
to other residents), a resident who has been granted public assistance
will cease to be eligible for such assistance when the total of all
payments made to the Home by him or on his behalf shall ecual the
total of the minimum fee for a life-care contract which was in ef-
fect at the time of admission to the Home. This rule shall not be
interpreted to render ireligible, nor to limit the period of eligi-
bility, of any person who resides in the Home under an auproved
"pay-as-you-go" arrangement, merely because some residents are af-
forded "free" care for life, if the verson anplying for or receiving
nublic assistance is not within the class or classes eligible for
"free" care.

12. GStatutory provisions and official regulations re-
lating to assignment of property and the execution of an agreement
to reimburse, which affect applicants for public assistance generally,
shall equally affect residents of Homes wihio apply for public as-
sistance.

13. Statutory provisions and official regulations re-
lating to burial and funeral arrangements and cost limitations, which
affect recipients of public assistance generally, shall equally af-
fect residents of Homes who receive public assistance.

14, “tatutory provisions and official regulations re-
lating to "residence" eligibility of applicants for nublic as-
sistance generally, shall equally affect residents of lHomes who
aoply for public assistance, Specifically:

(a) Applicants who lacked one year of continuous residence
in New Jersey immediately prior to admission to the Home
will be ineligible for Cld age Assistance and Disability As-
sistance, unless they shall have lived in the Fome for one
full year at their own or family exnense in which event they
will be the r¢sponsibility of the county in which the Home
is located.

(b) Applicants for 0ld Age Assistance and Disability As-
sistance will be the resmonsibility of the county in which
they were resident at the time of aduission to the Home,
unless they shall have lived in the Home for one full year
at their own or family expense in which event they will be
the resvonsibility of the county in which the Home is lo-
cated,
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15, An individual residing in a [ome, even though eli-
gible in all other respects ( including the require ents of sections
7 and 8 of this Ruling) is ineligible to receive assistance payments
unless the Houae has been anproved and certified by the Department
pursuant to chapter 212 of the lLaws of 1953. Lvidence of Depart..ent
certification shall be deteriined by

(a)  inspection of an official certificate of approval wiich
should be available at the Home; or

(b)  clearance by telephone or letter with the Bureau if the
Home does not awpear on any regularly published list of ap~
proved homes and cannot show the evidence referred to in (a).

16, All Homes are being requested to file with the
Bureau copies of charters, by-laws and rules governing admissions,
specimens of all forms of contract offered to admittees, and other
pertinent inforiation. The Bureau will, as soon as practical, pub-
lish to the county welfare boards a swmmary list which will permit
ready identification of Homes which are offering admissions on an
anproved ''pay-as-you-go" basis., Fending such publication, the county
welfare boards will clear with the Bureau by letter or telephone con~
cerning any ome whose status is unknown,

17, (a) hen an anplication for assistance is made by a perscn
already resident in a Home, investigation of eligibility
shall rroceed in the same manner and to the same extent as
in all other cases, but specifically including investiga-
tion of compliance with sections 7 through 16 of this Ruling.

(b) If it is found that the applicant is a resident of the
Home pursuant to an approved "pay-as-you-go' agree ent, a
copy of such agreerent shall be secured and retained as part
of the case record,

(¢) If it is found that the applicant is a resident of the
Home under some arrangement other than an approved "pay-as-
you-go'" agree :ent, the application shall be denied. The
stated cause for denial in such cases shall be classified as
"Other iesources of Applicant" (item 13 on Forms 0A-8 and
DA-8), unless the application is denied, dismissed or with-
drawn for some other cause.

(d) 1If the applicant is found eligible for assistance, the
assistaince payment shall reflect budgetary recognition of
his obligation to the Home from the date on which he is of-
ficially determined to be eligible.

18, (a) “hen an application for assistance is made by a person

who is seeking assistance for thes purpose of enabling him

to enter a Home, investigation of eligibility shall proceed
in the same manner and to the same extent as in all other
cases, but specifically including investigation of compliance
with sections 7 through 16 of this fuling.
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(b) If it is found that the applicant is about to become

a resident of the Home pursuant to an approved 'pay-as—
you-go' agreement, a copy of such agreement shall be
secured and retained as mart of the case record, and regu-
lation 17(d) shall apply.

(e) If it is found that the applicant is alwout to become
a resident of the Home under some arrangement other than
an approved "pay-as-you-go" agreenent, regulation 17(c)
shall anply, unless the applicant's plan for entering the
Home is abandoned or deferred. In that event, the appli-
cant's current eligibility (related to his living arrange-
ment, outside the Home) shall be determined, and the appli-
cation granted or denied accordingly.

(d) 1If the applicant is granted assistance related to a
living arrangenent outside the Home, and thereafter enters
the Home, all of section 19 below shall apply.

Processing 194 (a) ‘Whenever hereafter a person already receiving assistance
Requests by enters a Home or plans to enter a Home, and requests contin-—
Hecipients uance of assistance, immediate reinvestigation of eligibility
for Continued shall proceed in the same manner and to the same extent as
Assistance in all other cases, but specifically including investigation
Unon Admission of compliance with sections 7 through 16 of this Ruling.

to Home

(b) If it is found that the recipient has become or will
become a resident of the Home pursuant to an approved '"pay-
as-you-go" agreement,a copy of such agreement shall be
secured and retained as part of the case record.

(¢) If it is found that the recinient has become or will
become a resident of the Home under some arrangeent other
than an approved "pay-as-you-go" agreement, the assistance
grant shall be terminated and the case closed. The stated
cause for closing in such cases shall be classified as
"Admitted to voluntary (private) institution" (Item Ok on
Form 0A-13), unless the case is closed for some other cause.

(d) 1If the recipient is found eligible for continued as-
sistance, the assistance payment shall reflect budgetary
recognition of his obligation to the Home from the date of
his admission thereto.

General , 20. The Bureau is transmitting a copy of this Ruling
Notification to each establishment presently known to or believed by the Bureau
to Homes to be operating as a non-profit or charitable Home. Additional copies

to such establishments, or to other establishments not presently
known to the Bureau, will be furnished at any time on request.
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Prior 21. The provisions of this Huling are intended to
Regulations supersede and rullify any provisions of earlier Bureau regulations
Superseded which declare or imply that persons residing in private non-medical

institutions are ineligible for assistance solely by reason of such
residence,

DEPARTMENT INS?ITUTICNS AND AGENCIES
\ ™ 5 -

.-u;:““j:__ | !) O b i[

Marc P, Dowdell, Chief
Bureau of Assistance

MPD:IEC

Approved: 3/2L/54
Elmer V. Andrews
Director of ‘iel fare

Ruling Series No. 17. Insert in Handbook under section "Rulings
and Bulletins'.
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State of New Jersey
Department Institutions and Agencies
Division of 0ld Age Assistance
July 1, 1941
RULING NO, 20

CONFIDENTIAL NATURE OF RECORDS

Citation of Federal Law and Regulation

The Federal Social Security Act as amended requires that approved
State plans for public assistance must "prov1de safeguards which restrict
the use or disclosure of information concerning applicants and recipients
to purposes directly connected with the administration of" Q0ld Age Assist~
ance, Aid to the Blind, and Aid to Dependent Children, (Social Security
Act, Section 2(a) (8), 204 (a) (8), and 1002 (a) (9). Pursuant to this
requirement, the Social Security Board has promulgated a statement of
policy and standards dated May 7, 1941,

Resolution by State Board of Control

Pursuant to the Federal requirements above-cited, the State Board
of Control of Institutions and Agencies, on July 1, 1941 adopted a Resolu-
tion as follows:

"Whereas, the requirement of the Federal Social Security Act

and the policy and standards promulgated by the Social Security
Board with respect to the use and disclosure of confidential
information are in accord with established and existing admin-
istrative practice in New Jersey and are necessary for the
proper and efficient administration of assistance and welfare
programs, be it

Resolved that the Commissioner of Institutions and Agencies
shall make and publish such rules and regulations as appear
necessary and proper to provide safeguards which restrict the
use or disclosure of information concerning applicants, reci-
pients, and other persons applying for or receiving services
and benefits coming under the jurisdiction of the Department
and of the county welfare boards, and, through the executive
and administrative authority vested by law in the Commissioner
‘and in the executive heads of the Division of 0ld Age Assist-
ance, the State Board of Children's Guardians, the Commission
for the Blind, and the county welfare boards, to maintain and

- enforce such rules and regulations and to take advisable and
necessary action with respect to any violation."

Citation of State Law

Section 44:7-6, Revised Statutes of New Jersey, provides as
follows:

"Said division(State Division of Cld Age Assistance) shall
prescribe, subject to the approval of the commissioner .....
the manner and form of all reports and records, and such
additional rules and regulations as are necessary and proper
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for carrying out the provisions of this chapter .....,. All
rules and regulations made by the State division under this
chapter shall be binding upon the county welfare boards, as
county bureaus:of old age assistance."

Section 44:7-33, Revised Statutes, provides as follows:

"Any person who knowingly violates any provision of this chapter
for which no penalty is specifically provided shall be guilty
of a misdemeanor and shall be punished by a fine of not more

"~ than one thousand dollars, or imprisonment for not more than
one year, or by both such fine and imprisonment,"

Regulations

Pursuant to the cited requirements and authority, and in contem~
plation of the penalties provided, the following regulations are adopted:

1, No officer or employee of the State Division and no member,
officer, or employee of any county welfare board, except as authorized
by these regulations, shall produce or disclose to any unauthorized
person any confidential information as herein defined.

-2+ The information which is to be regarded as confidential and
protected from disclosure shall include (a) names and addresses, includ-
ing lists thereof; (b) information contained in applications, reports of
investigation, reports of medical examinations, correspondence, and other
records concerning the condition or circumstances of any person from whom,
or about whom information is obtained, and including all such information
whether or not it is recorded; and (¢) records of evaluations of such
information,

3. Disclosure of such records or information is hereby authorized,
within the discretion of the Director of ilelfare and in such manner as he
may prescribe, in the following cases, provided that no such disclosure
shall be made, directly or indirectly, other than in the course of admin-
istration of the lawful duties of the Board:

(a) Relevant and necessary information may be disclosed in con-
nection with the clearance of appllcatlons and cases with
social service agencies, banks, insurance companies, other
financial institutions, bureaus of vital statistics, other
public and private institutions, and otherwise as may be
required in the process of determining age, residence,
citizenship, resources, economic and social history and
need of the client, etc, Disclosure of such records and
information, when restricted to that which is essential for
such investigation and clearance, is directly authorized
by the applicant in filing application.
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(b) Information necessary to procure or promote some service or
other benefit for the client may be made available as re-
quireg to agencies, whether public or private, institutions
or other persons from whom or through whom such service or
benefit is sought to be made available.

(¢) All records, of whatever character, shall be available at all
times to the auditors or other fiscal officers charged with
auditing or examining the accounts of the Welfare Board on
behalf of the County or State, as reasonably required for the
purposes of such audit or examination, to the representatives
of the State Division and the Department of Institutions and
Agencies, and to the auditors or other qualified persons
representing the Secial Security Board.

4. The furnishing of any list of names or addresses or both, for
purposes not directly involved in the administration of the lawful duties
of the Welfare Board, directly or indirectly, is specifically prohibited;
but this shall not preclude furnishing information, by list or otherwise,
to overseers of the poor, municipal departments of public welfare, or
other municipal, State or Federal agencies lawfully charged with the admin-
istration of public welfare functions or services; for the purposes of
such administration only, and therefore restricted to the area or class
served by such agency.

5. The protection of confidence and privilege runs to the client
or other person from whom or concerning whom the information was acquired.
Therefore, whenever the privilege is waived by the client or other person,
such information may be disclosed to the extent authorized by the waiver.

6. If any confidential information or records available to the
Welfare Board, or testimony as to confidential matters by any member of
the staff, shall be requested or shall be sought to be required in any
proceeding, including any judicial proceeding, not expressly authorized
in this Ruling, the matter shall be immediately referred to the State
Division for determination and advice,

7. Nothing herein shall be construed to preclude the necessary
and proper disclosure of records or information in the course of any fair
hearing or in the course of any other formal proceeding provided for in
Titles 30 and 44 of the Revised Statutes and in the Federal Social
Security Act; nor shall anything herein be construed to prohibit the
publication of any statistical data or other information not relating
to or not identified with any particular person.

8. The Director of Welfare in each county will be responsible for
the strict observance of these regulations by all members of his staff,
and will be responsible to assure himself, in whatever manner the circum-
stances may require in particular situations, that any cooperating agency
or person to whom information is made available as authorized herein, will
preserve the confidential character of the information and will restrict
its use to the legitimate purposes for which it is made available,
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9. 1In order that there may be due notice of these regulations to
those public authorities and agencies which routinely have custody of or
access to confidential records or lists of persons applying for or receiv-
ing public assistance and welfare services, copies thereof are being trans-
mitted to the executive head of each appropriate agency, division and
bureau within the Department of Institutions and Agencies; to the members
of each county welfare board and the Director of each such board; to the
Director and Secretary of each County Board of Chosen Fresholders; and to
the County Treasurer, County Clerk, and Register of Deeds and Mortgages,
if any, of each county.

DEPARTMANT INSTITUTIONS AND AGANCIES

Marc P, Dowdell, Director
Division of 0ld Age Assistance

Approved July 1, 1941
William J, Ellis, Commissioner

Ruling Series ;
No, 20 Insert in Handbook under section "Rulings and Bulletins".,
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State of New Jersey

DEPARTMENT OF INSTITUTIONS AND AGENCIES
TRENTON 8

Januery Jv, 1801

Vie attach hereto & copy of Supplement No. 1
to Ruling 20, which has been issued as of January 10, 1951 and
is now effective. Additional copies are being forwarded under
-;eparate cover for appropriate distribution to staff members.

The issuance of this regulation was made
necessary by a direct Federal requirement, in order to secure
the receipt of Federal matching funds for the current quarter
for all categorical programs. An identical statement has been
issued by the Board of Child ilelfare und the Commission for the
Elind.

Very truly yours,

DBEARTMERT 1x8TITUTICNS aML rGENCIES

sare r. Lowdell, Directer
Purssu of sssistance

sl i B
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State of New Jersey
Department of Institutions and Aguncics
Division of Welfare - Bureau of Assistance
January 10, 1951

SUPPLEENT NO. 1 TO RULING NO. 20

JUDICTAL SUBPOENA OF TESTIMONY AND RECORDS

The following rasgulations are issued in supplementation of Ruling
No. 20, and particularly to clarify Section 6 thereof:

1. Vhenever the county welfare board or any officer or employee
thereof is called upon to appear as a witness, to produce records of the
agency as evidence, or both, in any judicial or quasi judicial proceeding
where the purposes are not directly connected with the administration of
old age assistance, the following procedure shall be strictly observed:

(a) The person or records, or both, shall not appear or be pro-
duced except in response to a subpoena legally issued.

(b) No records shall be produced unless specifically called for
by the subpoena, and no records shall be produced beyond the
terms of the subpoena.

(¢) 1Immediately upon the receipt of any such subpoena, notifi-
cation shall be given to the Bureau.

(d) Upon being called upon to testify or produce agency records
before a judicial officer or other officer under whose auth-
ority the subpoena has been issued, the officer or employee
of the Welfare Board, pnersonally or through counsel as pro-
vided, shall make a statement substantially as follows:

"Under the terms of the Federal Social Seeurity Act, in-
fermation concerning applicants and recipients of as-
sistance must be restricted to purposes directly connected
with the administration of assistance. The authorities of
the Federal Government have advised that this includes a
requirement of non-disclosure of such information in re-
sponse to subpoena. If a disclosure is made of this in-~
formation, either by personal testimony or by production
of records, this is considered non-conformance with Federal
requirements and may subject the State to loss of Federal
financial participation in the assistance program."

2, In no instance is it intended that any officer or employee of the
county welfare board shall place himself in contemot of court through refusal
to follow the orders of a court. However, the above action shall be taken in
all instances, and a revort of the results thereof shall be entsred in the case
record and forwarded immediately to the Bureau.

DEPARTMENT INSTITUTIONS AND AGENCIES

Approved: January 10, 1951
Elmer V. Andrews, Deputy Camissiorer Marc P. Dowdell, Director
Director Division of Welfare Bureau of Assistance

Huling Series.

Supplement #1 to Ruling #20. Insert in Handbook under section "Rulings and
Bulletins",
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State of New Jersey
Department of Institutions and Agencies
Division of Welfare - Bureau of Assistance

December 10, 1951
SUPPLEMENT NO. 2 TO RULING NO. 20

AMENDMENT OF FEDERAL LAV GOVERNING CONFIDENTTIALITY OF RECORDS

There has been considerable interest and concern about the
precise nature and effect of the so-called "Jenner amendment" to the
Revenue Act of 1951, which limits the authority of the Federal Security
Agency to withhold matching funds because of violation of the Agency's
requirements relating to "confidentiality" of records.

For your information, the Revenue Act of 1951 (Public Law
183, 82d Congress), approved on October 20, 1951, contains the following
provisions affecting titles I, IV, X, and XIV of the Social Security Act.

Sec, 618, Prohibition Upon Denial of Social Security Act
Funds.~- No State or any agency or political subdivision thereof
shall be deprived of any grant-in-aid or other payment to which it
otherwise is or has become entitled pursuant to title I, IV, X,
or XIV of the Social Security Act, as amended, by reason of the
enactment or enforcement by such State of any I gislation prescrib-
ing any conditions under which public access may be had to records
of the disbursement of any such funds or payments within such State,
if such legislatilon prohibits the use of any list or names obtained
through such access to such records for commercial or political pur-
poses.

You will recognize that the amendment does not affect or impair
in any way this Bureau's existing requirements concerning confidentiality
of records as set forth in Ruling No. 20 and Supplement No, 1. Such Ruling
and Supplement are accordingly hereby declared to continue in full force and
effect.

DEPARTMENT INSTITUTIONS AND AGENCIES

Marc P. Dowdell, Director
Bureau of Assistance

Approved: December 7, 1951
Elmer V. andrews, Deputy Commissioner
Director, Division of Welfare

Ruling Series,
Supplement No. 2 to Ruling No. 20. Insert in Handbook under section "Rulings
and Bulletins",
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April <9, 1949
RULING NO. 21

HATCHING OF AD:IINISTRATIVE EXPENDITURES

Under New Jersey law, administrative expenditures incurred by the
county welfare board are financed from county funds, as made available by the
Board of Chosen Freeholders, except for subsidies which beccme available out
of "any funds received by the state from the federal government for adminise
trative costs of old age assistance." The statute directs that any federal
funds so received "shall be ratably shared by the State division and the
sgveral county welfare boards in proportion to their respectlve annual ap-
proved expenditures for administration of old ege assistance."

Yatching funds to any county welfare board for claimed adminis-
trative expenditures are therefore available only if the expenditure, with
respect to which matching is cleimed, is:

(a) permissible and validly authorized and disbursed under State
law, and

(b) approved by the State division, and

(¢) of & neture which the federal agency recognizes as “essential
to the efficient administration of the particular program;
reasonably related to the provision of financial assistance
in the particular category; for purposes other than assistance;
and not chargeable to another program."

In general, matching will be available for all expenditures made by
the county welfare bcards which fall within the object-classification appropri-
ations designated as administrative-matchable in the annual County Welfare Board
Budget as approved, provided the broad principles stated above are met. In the
case of scme kinds of administrative expenditures, however, these basic prin-
ciples need to be implemented by more detailed conditions governing State and
federal approval for matching.

As the need for such implementation arises, regulations will be
issved as a series of supplements to this Ruling. BEach of such supplements
will consist of the particular conditious, procedures, or other limitations
governing the availability of metching for e specified class or kind of ad-
ministrative expenditure.

Supplements 1 and 2, are attached hereto and are hereby promulgated.

DEPARTIENT INSTITUTIONS AND AGENCIES

Marc P. Dowdell, Director
Approved: .arch 24, 1949 Division of 0ld ige Assistance
Sanford Betes, Commissioner

Ruling Series.
No. 21 - Insert in Handbook under section "Rulings and Bulletins".



State of New Jersey

DEPARTMENT OF INSTITUTIONS AND AGENCIES
TRENTON 8

BUREAU OF ASSISTANCE
148 WEST STATE STREET

bay 29, 5]

The Department of Civil Service aas

rocontliy revised 1ts policy concerning leava of abisence foy
nilitary training and extended active Juty with the srmed
forces for State ewployees.

In this connection, the provisicns of

Supplement 1 of Auling Mo. 21 dated April 1, 19L9 are
hereby revised and amended in accordance with the Civil
3ervice Circular .18 dated April 11, 1951, copy of which
is attached. To the extent that the provisions of the
attached circular are in conflict with and supplementary
to the provisions of Supplement #1 dated Aoril 1, 1949,
tne provisions of Civil Service Circular .s18 as revised
will gcvern.

Thiz eircular is tn bg attached to
fuiyng #21 aw an amendment to Suopplement 1, Ruling %21.

Very truly yours,

DECLRT oNT DNSTITITIOHS WND - Gal w3

Marc P. Dowdell, Director
<2 aC Rureau of Assistance

1951

Jeouty Commizsicnar

Aanroied:
solmer YV,

i reeor

~
o
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RULING NO. 21

SUPPLEMENT NO. 1

SALARIES AND WAGES: TIME AND LEAVE REGULATIONS

1. Employees of county welfare boards are entitled to leaves of absence
and other time-off, without loss of pay, to the extent speclfled in Regulation
#4 of this Supplement.

2 Expenditures for salaries and wages to employees, with raspect to
periods of leave of absence and other time-off that cume within the' limitations
of Regulation 34 of this Supplement, will be approved for admlnlstratlve match-
ing, if the emounts of such payments and the employees to whom paid are other-
wise in conformity with the requirements of Ruling No. 1l. _
3. Expenditures for salaries and wages to employees, with respect to
absences or time=-off without leave, or with respect to leaves of sbsence and
other time=-off in excess of the limitations of Regulation #4 of this Supple-
ment, or in amounts or to persons not authorized under Ruling No. 11, will be
disallowed for administrative matching.

4, (a) Sick Leave with Pay

(1) Definition. - Sick leaves means the absence of an employee
Trom duty because of illness, accident, maternity leave
during the period of actual incapacitation as shown by a
physician's certificate, exposure to contagious disease,
necessary attendance upon a member of the immediate family
seriously ill, or death in the immediate family.

(2) Amount. - One day per month during the remainder of the
first calendar year of employment and fifteen days annual-
ly thereafter. The unused portion of sick leave is ac-
cumulative, without limit as to permanent employees, but
with a limit of fifteen days to be taken in any one
calendar year by temporary employees. Seasonal or part-
time employees, whether permanent or temporary, shall
receive sick leave on a pro-rated basis.

(3) Computation. = hocumulated sick leave shall be o emputed
on the basis of the number of days actually earned.

(4) Proof. - The county welfare board may, in its discretion,
require such reasonable proof as it deems necessary.

(b) Vacation Leave

(1) Coverage. = annual vacation leave shall be allowed to per=-
manent employees, whether full-time, part-time or seasonsal,
and mey be allowed, at the discretion of the welfare board
to temporary employees ona uniform basis, tc the extent
hereafter specified.
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(2) Duration. - Not less than one working day per month of
service during the balance of the first calendar year of
employment; not less than twelve working days annually
thereafter; and not less than sixteen working days annuelly
after twenty years of service. liorking days, as used here-~
in in relation to vacation leave, refers to days of the
week excluding Saturday, ®unday, and holidays.

4t the discretion of the county welfare board, administra-
tive personnel of the grades Administrative Supervisor,
Deputy Director, and Director, may, by resolution, be
granted leave up to one calendar month for vacation.
Seasonal or part-time employees, whether pommarent or tem-
porary, may be granted vacation leave, at the discretion of
the county welfare board, pro-rated on the basis for full- °
tine employees.,

Annual vacation leave in excess of the minimums heretofore
stated, but not in excess of 16 working days for employees
of less than 20 years service, and one calendar month for
employees of more than 20 years service, may be allowed at
the discretion of the county welfare board by resolution

so authorizing, provided, however, thet such vacation al-
lowance in excess of the required minimums shall not be in
excess of vacation allowances granted by the Board of Chosen
Freeholders of such county to cther county employees of
similar grades and positions.

(3) When to be taken. = Vacation lesve must be taken during the
current caelendar year except that, at the discretion of the
welfare board but with the consent of the employee, it may
be accumulated and carried forward into the following
calendar year and no longer.

(4) Vacation for veterans. - A returning veteran shall be
entitled to full vacation time for the calendar year of
return and for the year preceding, provid: ' the latter can
be taken during the year of return.

(5) Computation. - Accumulated vacation leave shall be computed
on the basis of the number of days actually earned.

(¢) Lzave Without Pay

(1) Ressons for granting. - Leave without pay mey be granted,
at the discretion of the welfare board, to a permenent
employee for any reason considered gocd by the board, and
to a temporary employee for reasons of personal hardship
and marriage only. In all cases a letter of request from
the employee setting forth the reasons why leave is de-
sired and the dates for the commencing and terminating of
the leave, shall be submitted to the county welfare board.
No leave of absence without pay shall become effective
without prior approval of the county welfare board cr of
the county director of welfare.
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Length ol _save. - The maximun time limit for a peviod or

~authorized leave of absence without pay, or {o» the total

of successively authorized periods of leave of absence with-
out pay, is one year, for permanent employees. The maximum
time limit for any one period of authorized leave of absence
without pay for a temporary employee is fifteen days, and
such leave may not be consecutively renewed or extended.

Military leave Without Pay. - Any permenent employee who
enters the military or naval service in time of war, in-
cluding service in the United States llerchant Marine,
WellsCo, Women's Reserve of the Naval Reserve, or similar
organization, shall, upon his request, be granted leave

of absence for the period of such service and three months
thereafter. In case of service connected illness or wound,
the employee is allowed three months after rscovery to re-
turn to his position, up toamaximum of two years after
discharge. All rights, privileges, and benefits formerly
enjoyed and accrued during service are retained, except
compensation.

(d) Leave Without Pay for Educational Purposes

(1)

(2)

(3)

Leave of absence without pey shall be granted to permanent
employees who are veterans desiring to further their edu-
cation under the G I Bill of Rights or other Federal auth-
orizetion providing educational opportunities for veterans.
A veteran employee desiring leave for educational purposes
shall request such leave in advance, specifying the in-
stitution which he is tec atterd, the date of matriculation,
the courss or courses to be teken, and the probable length
of attendance. .

Leaves of absence to veterans for educational purposes as
above shall be approved for the period of training up to
one school year and such leaves shall be renewed on request
until the veteran employes has completed his educational
work under the G I Bill of Rights or other Federal authori=-
zation. If any veteran employee on leave hereunder is re-
leased from the institution whichhe is attending or dis-
continues such attendarice for any reason, his authorized
leave of absence will terminate automatically and he must
return to duty within thirty days of such release there-
from or discontinuance of his educational work. Failure

‘to return within such period will result in the loss of

status and separation from the service.

Leaves of absence for non-veterans for further educational
training mey be granted, at the discretion of the county
welfare board, on the merits of the individual case in the
same manner as any other leave of absence without pay, ex-
cept that the limitation of one year otherwise applicable
to leaves of absence without pay shall not apply to leaves
of absence without pay for educational purposes.
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(e) Leave With Fey as Resalt of I'isrbiliby

(1)

(2)

(2)

(4)

Definition. = Leave with pay as result of disability refers
to leave granted, with full pay or with part pay, to an em~
ployee who is disabled by injury incurred in the performance
of his duty or by illness as a direct result of or arising
out of his employment. Such leave is separate from and in
addition to normal sick leave, and any leave with pay grant-
ed as a result of disability as thus defined shall not be
charged against the employee's normel sick leave.

Extent and Duration. - Leave of absence as a result of dis-
ability mey be granted with full pay, with reduced pay, or
with full pay for a certain period end reduced pay there=
after, but such leave is limited to a meaximum of one year
unless similar disability or injury in private industry
would entitle the employee to compensation for & longer
period under the Viorkmen's Compensation lews, in which case
payments as provided under such laws may be paid.,

Fiscael Limitations. = All disability leave with pay or part
pay granted under this section shall be contingent upon the
availability of sufficient funds appropriated to the county
welfare board which are legally useable for this purpose.
lihere disability leave with pay or with part pay is granted
to an employee with respect tc a certain period of absence,
and the employee subsequently recovers an award under the
Worlments Compensation laws which inecludes pay or part pey
with respect to the same pericd, restitution shall be re-
gquired of the employee to the extent necessary to avoid
duplization or augmentation of pay for the same period.

Proof. = The county welfare board must satisfy itself by
reasonable proof that the disability exists and must be
prepared to furnish to the State division or to the De-
partment of Civil Service such medical or other proof as
they may require. .edical proof will be required in all
cases of claims arising out of illness alleged to be a
direct result ofor arising out cf the employment.

(£) Special Leave liith or Without Fay

(1)

kilitary Conventions. - iccredited represeatatives of or-
ganizatio.is iisted below shall be given leaves of absence
with pay te attend New Jarsey State or National conventions
of such organizations, including reasonable allowance for
travel time:

United States Spanish American Tar Veterans

Disabled American Veterans of the World Var

Veterans of Foreign Wars

Indian war Vetverans

American Legion

Jewich Viar Veterans of the Unitsd States

Catholic War Veterans of the United States

Viomens Overseas Service League

29th Division Association

Reserve Officers Association of the United States

american Veterans of lorld War II
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(2) Iraining Paye. = Leaves of absence with pay, in addition Lo
reguler vacation allowances, shall be granted to employees
who are members of the National Guard, Naval Militia, or
New Jersey Guard, while on field training or other duty
ordered by the Governor. Employees who are members of the
organized reserve of the Army of the United States, United
States Naval Reserve, or Marine Corp Reserve, or affili-
ated orgenizations, shall be entitled to full pay while
engaged in field training for a period of two weeks. At=
.tendance at a service school, as part of the training pro-
gram, will constitute field trainlng. Whenever field train-
ing or attendance at a service school requires the partici-
pant to remain for a period longer than two weeks, he shall
receive the difference between his county salary and his
Federal base pay for a period of thirty days after the
first two weeks' tour of duty. Whenever an employee is
called to extended active duty, nc additional leave with
pay or part pay shall be granted except only the vacation
leave to.which he is normally entitled.

(3) official Conventions, Conferences, etc. = Time, including
reasonable travel time, required for attendance at con-
ferences, conventions, meetings, training institutes, etc.,
officially arranged or sponsored by the Department of
Institutions and Agencies, the Division of 0ld Age Assis-
tance, or the county welfare boards, shall be considered as
time on duty and no employee whose attendance is required
or authorized shall suffer any loss of pay by reason of
such attendance nor shall the time, including reasonable
travel time, required for such attendance be counted as a

.period of absence.

(4) Other Conferences, Conventions, etc. = In the case of State,
regional, or national conferences, convéentions, or committee
meetings ~of the.organizations listed below, or similar pro-
fessional organizetions, leave of absence without pay shall
be granted to any employee desiring to attend at his own
expense, and leave of absence with pay may be granted, at
the discretion of the Welfare Board, to all employees di-
‘rected or authorized by the Board to attends Period of
authorized leave of absence with pay for such purpose shall
in any event be not greater than the period of actual at=
tendance plus reasonable travel time.

fumerican Public Vielfare Association

National Conference of Social Viork

New Jersey Welfare Council

New Jersey Association of County Welfare Directors

(g) Holidays and Overtime

(1) Definitione. = Holidays as referred to in this section in=-
clude legal holidays as fixed by statutes, these being
January 1, February 12, Februery 22, Good Friday, May 30,
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July 4, Labor Day, October 12, General Election Day, Movember 11,
Thanksgiving Day, Christmas Day, and wherever eany such day falls
on a Sunday, the following day; religious holidays; additional
holidays as established from time to time by gubernatorial
proclamations; additional days which may be established from time
to time by rule, proclamation, or order in a given loocality eas
holidays for public employees in that locality.

(2) Effect. = No employee shall suffer any loss of pay by reason of
absence from duty on any holiday as above defined.

(3) Overtime. = Overtime as referred to in this section means the
officially required performance, by any permanent or temporary
employee, of extra services entirely outside of the regularly
prescribed hours of duty, and which services are independent of
the regular routine duties of the employee so assigned,

(4) Compensatory Time Off. - When by reason of official business an
employee is required to work on & holiday as above defined, or
to work overtime as above defined, he is entitled to compensatory
time off.

(5) Overtime Pay. - Vihenever the allowance of compensatory time off
is not possible or practicable by reason of shortage of available
personnel or other operating conditions, then overtime pay in
lieu thereof may be allowed, on the specific recommendation of the
director of welfare and specific approval thereof by the Welfare
Board, duly entered in its Minutes, provided that such overtime
pey shall be at an hourly rate which shall not exceed one and
one-half times the rate determined by dividing the employee's
regular semi-monthly compensation by 87.

(h) Records

(1) Each county welfare board shall maintain, for each employee, an
individual leave record showing all sick, vacation, military and
other leaves of absence, with and without pay, accumulated by and

granted to such employee, and all absences without leave taken by
such employee.

(2) Such records