65 AND OVER PAYMENT

GUIDELINES




General Guidelines

Upon issuance of payments, all recipients should have a valid ID; Social Security,
Drivers License or Passport.

All payments to be received by other individuals on behalf of beneficiaries, should
be accompanied with a written order from the beneficiary indicating “Please pay to
___________ ” or “Please deliver to _______ ” Ensure that all orders have a $0.25

stamp affixed to the letter. Quote ID particulars of cheque recipient on the order.
Please note: that all written orders should be renewed every six (6) months.

A collector’s name should only be written on a cheque with a written order from the
beneficiary indicating “Please pay to

When an individual collects payment on behalf of a beneficiary the narrative should
read “(Insert Collector’s name) for (Insert Beneficiary’s name)”. E.g. “John Doe for
Mark Brown”.

All uncollected monies for a given month should be returned to the Treasury
Department within 15 days of receipt.

All monies which remain uncollected at the end of the financial year must be paid
into the Treasury by June 30th.



Additional General Guidelines

Names of beneficiaries with account numbers should be submitted along with a
copy of the passbook page which clearly states the beneficiary’s name and
account number.

Life certificate should be submitted to the Treasury department periodically
(every 3 months); Copies will be provided to the Council.

All queries regarding “refunds of payments not collected” should go through the
Clerk and email notification sent informing the reason why the funds were not
collected and recommendation for refund during the next pay period.

Beneficiaries who are out of state should be discontinued immediately and re-
instated upon return. No monies should be paid out to third parties when
beneficiaries are out of state irrespective of the reasons for travel.

Information relating to refunds paid to the Treasury should be input on the Village
Council Accounting Software (VCAS) and a copy of the receipt uploaded.



Clerk Guidelines

Ensure that both the register and (VCAS) has a signature by the name of the
person collecting payments.

When a beneficiary inserts an “X” in receipt of payment; the clerk should include
the narrative “this is a true mark of bearer.”

Ensure that the cheque details are entered on VCAS for every disbursement
processed.

Uncollected cheques should be cancelled with the signatory’s signature affixed on
the cheques.

All cancelled cheques should have two diagonal lines and the word
“cancelled” inserted in the middle. All cancelled cheques should have the
signatures of signatories. The reason for cancellation should be affixed on the
cheque counterfoil.

Review pending recipients on VCAS periodically during disbursement. The clerk
should then create a table with the relevant recipients information and have this
sent to treasury. In the absence of an immediate resolution to the signature issue
on VCAS, the clerk may

introduce a cheque book register.

Application(s) for the “Over 65 pension assistance” should only be submitted by



Additional Clerk Guidelines

Ensure that the clerk informs the Treasury of beneficiaries who have accounts at
financial institutions. This would facilitate depositing their pensions directly to
their bank accounts.

Ensure that cheque books are securely stored and locked away.

Clerk should only utilize present month’s listing when writing cheques for
disbursement. This will eliminate cancellations due to change in pension payment
monthly listing.

All cancelled cheques should have two diagonal lines and the word “cancelled”
inserted in the middle. All cancelled cheques should have the signatures of
signatories. The reason for cancellation should be affixed on the cheque
counterfoil.

Print out from VCAS should be filed in chronological order by month. All print outs
should be secured in a file with Treasury Tags to prevent getting lost or misplaced.

A Justice of Peace should be allowed to sign orders and authorize in order to allow
disbursement on behalf of bedridden and/or illiterate persons.



Additional Clerk Guidelines

In keeping with the objective of the Prime Minister in his 2014/2015 the pension
grant is awarded to persons with no known source of income or whose income is
less than $200.00 month. Therefore persons in receipt of other sources of income
should be discontinued with immediate effect.

The broadcasting of availability of pension payments via social media (whatsapp)
should be discontinued with immediate effect. The likelihood of a burglary or
theft could arise as a result of this practice

Cheque book numbers should be written on cheque book cover and used in
sequence. This will aid during research purposes by stakeholders.

The refunds book should be reconciled against VCAS to ensure that records are up
to date.



Tips for filling out the 65 and over application

form

GOVERNMENT OF THE COMMONWE

AvLTH oF DosiNica

APPLICATION FOR NON-CONTRIBUTORY SOCIAL PENSION ASSISTANCE
FOR NATIONALS SIXTY FIVE (65) YEARS AND OVER

For Official Use e he F 1 S h
/ ics nsure the First name is place ere
Applicat Ensure the Surname is placed here (Block Letters) L
(Block Letters)

Part A Z Z
M s viessmsssci o =
Surname in block capirals First/Middle Names in block capirals

e DD/ MM/YYYY

Dare of Birth

Name of Financial Insritution

Social Security No

fccowunr No

ADDRESS Sex
Male | ] Female | ]
..................... I'el. No
Usual plats: of RESIASNOE: v aavsidtasimsusasisnaas sRsnsridsasmmsssarirassoanss
Marital Status
Single | ] Married | 1 I MIarried, NNRNE OL SIIORBRES . . - <ot maverysnmen s as vasoisnasass s o arsshanens s ¥ srinosre s rrsaaass
Widow | ] Widower | ) I Other PICASC STRlEE ..viicsvansnsonaass
In support of my application. I attach herecto:
(i) an original of my Birth Certificate as proof of age (or suitable evidence) and a picture 1D.

This can be a passport, Driver’s license, Social Security or
some form of national ID.




Tips for filling out the 65 and over application
form

(/2) If you were engaged as an employed person, in Dominica, state the name and address of your last employer.

Last Employer _f‘e,_&z- = el e —=C -
& 7 5

Address

First and last date of employment: 1 1 1 | L i i ]
Firse Dare Lasr Dare

Part

DECILARATION

The Accountfant General
Treasury Department

Dear SirrMadam,

I declare that the information given above is true and correct 1o the best of my knowledge and belief and I hereby
make application for the Non-Contributory = - =

Ensure the assisted person’s

Sigrnatire (or mark) signature is placed here. e
Signature of Claimmant or Authorized Agcnt:

Irr: case of Adark = —’)
- T T L T e R R A R R R e R e e e e e e e R e A e R e e A s B e e s S xR O

If yvou are unable to sign this claim yourself, it may be signed on your behalf by somocone clse who should state that
he or she has done so.

Ensure the assisting officer places their signature
here

Sigrnatuwre of Interviewing Officer: ..

......... e

2/, 02 s QoI <@

\;[ is included near the assisting

officer's signature.|

1
1}




Life Certificate Form Example

LIFE CERTIFICATE

I hereby certify that _— = = il e
( Narre of Ponsioner)
. - By ~ — 7 yJ 4 - ®
i 20 e T € ety of il o £ . <
(Adddress)
- - - - = - <7 Pl - g - S
whose signature is affixed below, is living, has been scen by me on & —— = and
(Fare)

S
to my knowledge and belicef] is the person entitled to the payment.
Signature of Pensioner: ______~ «

Dated the _ day of 8 20

Signed — B . FOESE

Name = e NG & W 3

Designation Ln ¢ § 2 C =X

Address — e = & ‘ C -
Aldl pensioners residing out of Dominica must have forms notarized before returning to the Trea-
sury Department.

Pensioners living in Dominica must have someone of the following designation to endorse the
form before returning to the Treasury Deparunent.

Medical Doctor District Nurse Pastor/Priest Minister of Parliament
School Principal Senior Public Officer Attorney Police Officer
Justice of the Peace

Forms should be submitted before twice per year — (before June 30 and December 31).



