July 5, 2011
To: All CLC Pooled Trust Beneficiaries
Policies and Procedures
Brokerage Account Statements: 
Are mailed to the individual designated in the Joinder Agreement in the middle of each month (15th).  The statements reflect every addition and withdrawal from your trust (payments that the trustee, beneficiary, guardian or designated advocate request).   Brokerage Account Statements also highlight any interest/dividends/deposits and withdrawals that were credited to or debited from your account.  Since Brokerage Account Statements are sent to you directly, we do not provide copies.  It is the responsibility of the beneficiary to keep their Brokerage Account Statements.  If copies are needed, there is a charge of $1.00 for each statement page provided.
Disbursements: 
(clothes, furniture, toiletries, etc.)

Requests take 7 – 10 business days.  Please plan ahead when requesting funds from your trust.  We are a small, not for profit Foundation, with a part-time staff.  

· All requests for disbursements must be in writing; via regular mail, e-mail (trustrequest@clcpooledtrust.org) or by court order.  In case of an emergency, or special circumstances, we can take requests via telephone.

· If a request is made by telephone, the Trustee will request documentation pertaining to the disbursement. If you pay for a service or item with your credit card, the final decision about using your trust funds for that expenditure is made by the Trustee.

· Should an expense be made that is not allowed by credit card the beneficiary must pay for that expense from their own sources, i.e. SSI, SS or SSDI, personal cash, etc.

TRUST DEPOSITS:

· All checks must be made payable to CLC P/T 1 FBO (your name) if you belong to PT1

· All checks must be made payable to CLC P/T 2 FBO (your name) if you belong to PT2
Example: CLC P/T 2 FBO Jane Doe

Please call or write us a letter should you ever have any questions regarding your Trust account, we will promptly respond.  Should you have questions about expenditures in your Trust account, we can provide you a list of the disbursements we made from your Trust.  No fee will be charged.  
If a beneficiary, guardian or designated advocate requests a full  accounting (or the equivalent thereof) a $350 fee is charged.  A complete accounting requires detailed reporting for a specific period of time, usually a calendar year.  If an annual accounting is Court Ordered, this will be outsourced to an attorney who will charge fees approved by the court.
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Additional Important Information
A list of distributions and deposits:  Upon request, and without a fee, will be provided to: 

· The Department of Social services.
· The Social Security Agency associated with your SSI or SSDI.
· To you, your Advocates or Guardians, if requested. (Once a year).

Financial information for Medicaid and Recertification:

· The recertification process is the responsibility of the beneficiary or guardian. Should you need assistance, we can provide you with a list of professionals who can assist you on a retained basis. 
Notices concerning the opening and closing of your trust account with a copy of the Joinder agreement will be sent to:
· Your local Social Security office.
· The Department of Social Services.

Additional DSS notices provided without a fee:

· Request permission for making very large purchases.
· Monthly Deposits for Surplus Income Trusts.

Burial Arrangements:

· The CLC Pooled Trust is authorized to prepay for any funeral related expense during the lifetime of the Trust beneficiary.  However, once a beneficiary dies, we cannot use trust funds to pay any funeral expense.  All beneficiaries should consider a prepaid funeral plan, unless they have a family member or advocate to assume this responsibility.

Credit Card Rules:

· If approved for credit, your monthly credit limit will be determined by the Trustee.
· All credit card expenses must be in compliance with the rules as provided by NYS
        For example: 
		1. Credit Cards cannot be used to obtain cash.
       		2. Credit Cards cannot be used to pay for groceries or rent if you receive SSI. 
          	3. Credit Cards cannot be used to pay for the expenses of others.  Trust funds
                          are designated for the sole benefit of the beneficiary.
		4. Credit Card purchases over $250 must be approved in advance by Trustee.
· Credit Card expenses not authorized will not be paid for by the Trustee.
If the expense is not authorized by the Trustee, you will be required to pay for it immediately from your SSI or SSDI payments or from your personal savings.
· If a beneficiary cannot comply with these rules, the credit card will be cancelled.
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Taxes:
· Tax returns for individuals: We do not prepare Federal or State Income Tax Returns for beneficiaries.  We do provide the beneficiary or advocate with required K-1 and/or 1099 information.
· If you need assistance with your taxes, we can help you find a tax preparer.

These and other rules and procedures are listed and updated periodically on our web site, www.clcpooledtrust.org.  In addition, should you have any questions concerning your trust, please feel free to contact us Monday thru Friday (10am to 3pm).  The Trustee is available Tuesday, Wednesday and Thursday’s via phone, (914-241-2076) or email (jjsignorelli@optonline.net).   
Sincerely,


John J. Signorelli
Administrative Trustee
CLC Pooled Trust

/es

I have read the CLC Foundation Policies and Procedures with reference to pooled trust accounts.  I am also aware that these procedures are updated periodically on the trust website (www.clcpooled trust.org). If you wish to set up a pooled trust account with us, you must first read and sign this agreement and return it to us with the Joinder Agreement.
 

Name _____________________________   Date __________________________
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