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INTRODUCTION' AND WELCOME: 
1. Welcome to the Social Welfare Department. 
You are now the member of a large team which is 
concerned with the well being of people. 
Benefits work may be demanding at times but it is 
hoped that you will also find it satisfying and 
rewarding. 

Your work plays a vital role in the organisation 
as many peoples livelihood depend on the benefits 

you administer. It is therefore important that deadlines are met, work 
is completed quickly and correctly, and that you have the right 
attitude. THIS HANDBOOK sets out to.help you achieve these requirements, 
and it is also intended as: 

2. NOTE 

A. A how to do it guide for use 
by basic and junior graded 
staff. 

B. An aid to staff training. 

IT IS NOT A REPLACEMENT FOR EXISTING'MANUALS AND TO GAIN FULL 
ADVANTAGE IT SHOULD BE READ IN CONJUNCTION WITH THOSE MANUALS. 

If changes occur replacement pages will 
be issued and these amendments must be 
recorded on the previous page. 

The addition of pages must be restricted to those issued by Head Office. 

Issues of the handbook are on a position rather than a personal basis. 

Copies are not to be defaced or written on 

4. 



WHAT'IS·THE WIDOWS:::BENEFIT? 
,. '.', 

The name is probably self" However it is money paid to widows with, and in some circumstances without dependent children. Income of the widow in excess of $2,600.00 p.a. (without children) or $3,120.00 p.a. (with children) reduces the amount of benefit payable. 

Males with dependent children who have been widowed are provided for by way of' domestic purposes benefit. 

WHERE IS OUR AUTHORITY TO PAY THE BENEFIT? 

It is contained in Section 21 of the Social Security Act 1964. 

PLEASE READ THIS SECTION 

HOW DO WE KNOW WHAT RATE OF BENEFIT TO PAY? 

Again the Social Security Act 1964 is the authority. The third schedule at the end of the act sets out the maximum amount of widows. benefit payable. ! 

The rates are usually increased at six monthly intervals. 

5. 

, 



GB'l.'TING THE MONEY TO THE WIDOW: 

The benefit is paid two weekly by direct credit 
to a tradinq or savinqs bank account, the United Buildinq Society, or 
the Public Service Investment Society. 

Crediting the Money 

In a way similar to the public 
service pay system the computer automatically 
credits the benefit to the account selected by 
the beneficiary. 

For detailed explanation see Page 107. 

+he 'money . to 

QQ 
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WHO QUALIFIES FOR :A WIDOWS BENEFIT? 
To fully understand the 
qualific'aions you' must 
do what was suggested on 
page 6 - Read section 21 
of the Social Security 
Act. Widows Benefit 
Manual Part A.2. 

The following set out in non legal style is a summary of section 21. 
(These are the widows who qualify) 

NOTE: There are three categories: 
1. Widows with a dependent child 

or children. 
2 • Widows who have never had a 

child. 
3. Widows whose child is no 

, longer a dependent. 
The latter two categories are designed for older widows who possibly have 
reduced employment prospects. 

1. WIDOWS WITH DEPENDENT CHILDREN' 
A. A9:tl 

No requirement as to age. 
B. Residence: 

(i) Dependent child born in New Zealand 
No qualifying period of 

residence required - (Same applies if child born during 
temporary absence from New Zealand) 

(ii) If no children born in New Zealand 
Three optional residental gualificatiOns: 
(a) Both widow and husband had resided in 

N.Z. for 3 years immediately prior to 
his death. 

or 
(b) Either widow or husband being 

ordinarily resident' in N.Z. at time of 
death, has resided here continuously 
for 5 years at any time. 

or 
(c) Widow ordinarily resident in New 

Zealand on date of application and has 
resided here for not less than 10 years 
at anytime before husbands death. 

C. Marriage: 

DON'T 
OVERLOOK 

No qualification if marriage dissolved (divorced). 
Marriage separations even if long term do not affect 
qualification. 
If defacto husband dies - refer to a Senior Officer. 
Possible entitlement to Emergency Widows 

7. 



2. WIDOWS WHO HAVE NEYER HAD A CHILD: 

A. Age and duration of Marriage: 

Two options: 

(i) Married at least 5 years and widowed after attaining 50 years. 

OR 

(ii) Fulfil of the following: 

(a) At least 50 years of age. 
(b) Widowed after age 40 
(c) Married for at least 10 years. 
(d) At least 15 years since married. 

B. Residence: - Again options 

(i) Widow and husband must have resided in New Zealand for the 3 
years immediately before his death. 

or 
(ii) Either widow or husband being ordinarily resident in N.Z. at 

time of death had resided here continuously for 5 years at any 
time. 

3. WIDOW WHOSE CHILD IS NO LONGER DEPENDENT 

A. Age and Duration of Marriage 

3 Options 

( (i) Married at least 15 years, 
( or 
( (1i) Aggregate Period of Marriage and later care and control of one 
( under 16 child not less than 15 years. 

or 
(iii) Fulfil conditions of widow who has never had a child (See above) 

B. Residence; As for widows who have never had a child - (See above) 

run:I: If married more than once the aggregate periods of any marriage 
may be taken into account in computing periods of marriage for 
qualification purposes. 

Also see next page. 

8. 
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Qualification for Widows Benefits (continued) 

1. ORDINARILY RESIDENT 

IMPORTANT Also in order to qualify 
all widows and any 
dependent children must 
be ordinarily resident 
in New Zealand. 

NOTE: 

2. OVERSEAS RESIDENCE 

(in all cases) 

(a) If residing PERMANENTLY in New Zealand 
previous residence in United Kingdom 
and Australia counts as New Zealand 
residence. See page 86. 

2. AGED 60 YEARS 

NOTE: 

Widows without dependent children would 
be better off financially receiving 
National Superannuation. 

If there is no other income and 
children are still dependent widows 
benefit would be more advantageous. 

9. 

For summary of qualifications 
See next page. 
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BRIEF SUMMARY OF WIDOWS BENEFIT OUALIFICATIONS 

1. widows with dependent children: 
.( a) 
(b) 

'Any 
If child not born in N.Z. 
(i) Widow and Husband: 

Either party in N.Z. for 
3 years immediately 
before death 

or 
Either party in N.Z. 
when husband died, has 5 
years continuous 
residence any time. 

or 
(ii) 10 years residence any time 

before husbands death. 
(c) Marriage dissolyed. No 

qualification ,but in order if only 
separated. 

2. Widows who have neyer had a child 
(a) 5 years marriage, widowed after age 50 

years. 
or 

at least 50 
Widowed after 40 
Married 10 years 
at least 15 years since 
married. 

AND 
(b) Widow and husband 

Either party in N.Z. 3 
years before death 

or 
* Either party in N.Z. 

when husband died, and 
has 5 years continuous 
residence any time. 

3. If residing permanently in NZ, previous residence in the UK or 
Australia or birth of a child in those countries is treated as if it 
occurred in NZ. 

4. Widow whose child is no longer dependent: 
*(a) Residence as in 2 and 3 above. 

(b) Age and Marriage as above 

5. ALL CASES: 

or 
(i) Married at least 15 years. 

or 
(ii) Marriage and care of child for 15 years (total) 

Widow, and any dependent children must be ordinarily 
resident in New Zealand. 

Definitions - see next page. 

10. 



DEFINITIONS FOR QUALIFICATION 

NOl'E 

" , 

PURPOSES· 

A woman who has survived a man to 
whom she was legally married at 
the time of his death. Divorced 
(new term = marriage dissolved) 
persons do not qualify. 

CHILD 
To qualify under section 21(1) (a) 
the widow IlUlSt be the mother of a 
dependent child. A dependent child 
is regarded as one the beneficiary 
is maintaining. 

STEPCHILDREN and those ADOPTED may 
be accepted as a dependent child 
(paragraph D9 four weekly manual 
refers). 

Olildren OORN OUT OF NEW ZEALAND 
(some exceptions) do not meet the 
·child· qualification for Widows 
Benefit. (paragraph 1>, - see 
above. ) 

see section 2l(1)9a) and 21(2) 
of the SOCial Security Act 
1964. 

lJ. 



Qualifications for widows benefit (continued) 

WHAT DO YOU DO IF A PERSON WANTING A WIDOWS BENEFIT 
DOES NOT SEEM TO MEET ANY OF THE QUALIFICATIONS UNDER 
SECTION 21 OF THE ACT 

The golden rule is that if in doubt take an application (see below.) 

Also 

If there is clearly no qualification don't turn the person away but 
discuss with a senior officer as there may be entitlement to some 
other benefit like an emergency one or a domestic purposes benefit. 

HOW DO WE DECIDE IF THE WIDOW MEETS ALL THOSE 
OUALIFICATIONS FOR A WIDOWS BENEFIT 

First an application for widows benefit must be completed:- Form 
W.B. 1. 

Procedures as to the completion of this form are detailed from 
page 25. 

REFUSING APPLICATIONS 

We cannot refuse to accept an application. 

Even if the applicant is clearly ineligible, but insists on applying you 
must take the application. 

Nou-tlN. 
'(ol/! 

"BE FAIR - Consider other entitlements." 

12. 



T" "IS" MEANT BY FOUR .WEEKL 
1. 

Widows, invalids, orphans, and miners benefits are at times referred 
to as four weekly benefits. The term is confusinq as although the 
benefits were once paid each four weeks they are now paid two weekly. 

However what has been retained is a 
four weekly pay period 

2. What is this pay period? 

3. 

4. 

Essentially to ease renewal of benefits 
the department breaks 52 weeks in to 13 
periods. These periods which of course 
= 4 weeks are termed pay periods and 
also are the basis of renewal codes. 
They are numbered 1-13. The particular 
renewal code allocated depends on the 
date from which the benefit is granted. 

The Social Security Act frequently mentions pay period, and the 
beginning of the period is used in some instances as the starting 
date for grants of benefit or for the commencement of a review of 
benefit. 

Each Pay period has 2 pay days or due 
dates for example: 

16.9.** - 13.10.** = one pay period 
22.9.** and 6.10.** are the benefit pay 
days. 

5. The term "Four Weekly" and the Public 

When communicating with the public especially 
when answering the phone dont mention terms like "four weekly section" as 
to outsiders it will be absolutely meaningless. 

6. Social Security 

Sometimes the benefits mentioned above (W.B., 
I.B., M.B. and O.B.) are referred to as Social Security Benefits. 

" _ 4 WE£KL Y .... " To prevent confusion with outsiders 
avoid this term for cateqorising such 
benefits as any benefit paid under the 
Social Security Act such as family, 
D.P.B. and unemployment are in ·fact 
Social Security benefits 

13. 





DEALING WITH: THE PUBLIC 

.1. Introduction 

2. Privacy· 

3. Ibw to say no 

4. Is our service up to standard? 

5. I:bn • t urx1er estimate your own influence 

6. Final corrmant 

14. 



1. INtRODUCTION 

Our aim is friendly, helpful and courteous service. 

HQn: 

The public will include 
people enquiring about, 
applying for or receiving a 
widows benefit. 

It requires no elaboration as to the effect a close relatives 
death may have on a person. Understandably, widows may be in a 
state where they will find the requirements of official 
organisations like Government Departments very demanding. 

Extra sensitivity on your part is called for. 

When dealing with the public it is necessary in every case to be 

Tactful 

Patient 

Understanding 

Don't rush interviews 
- create a relaxed atmosphere. 

Be pleasant and respond POSITIVELY to any needs indicated by applicants 
or beneficiaries. 

Be sure the information you give is correct •. Don't guess. If you are 
not sure of your facts excuse yourself from the interview and find out. 

People are sometimes referred to as: 

Applicant - Person who has applied for a benefit. 

Beneficiary - Person who receives a benefit. 

Client - Any person who has dealings with the Department. 

The need for privacy next page. 

15. 



Remenber: 

2. PRIVACY 

Be Sensitive 

... 
Many of our interviews' require very 
personal questions to be asked. In 
sone instances the questions may be of 
an intimate nature or }?Otentlally 
enba.rrassing. " 

Ensure Confidentiality is preserved AT ALL TIMES, and 
interview roans, when available, should be used. whether 
requested or not. 
As a mininum, use screened partitions for interviews. 

16. 



3. HOW TO SAY NO 

On occasions it may be necessary in the office or over the phone to 
convey unfavourable explanations to beneficiaries or applicants. 

i.e. You may have to explain that benefit cannot be 
* paid above a certain rate or there is no 

. entitlement at all. 

It is difficult to say no and still have a 
satisfied customer. 

It is therefore important that 
unfavourable decisions are 
communicated fully in a pleasant ....... . 
If you are not or are 
unsure of all the facts have a 
senior officer do the explaining. 

It is our responsibility to ensure bene-
ficiaries or applicants depart satisfied, 
that they have been treated fairly and have 
received an adequate explanation. 

REMEMBER: 

1.* Any file decisions affecting payment must be conveyed in writing and 
review provisions included - (See page 218). 

2. If a benefit is granted at a reduced rate the beneficiary must be 
informed of how the reduced rate has been assessed. 

3. Also if beneficiary or applicant verbally expresses dissatisfaction 
as to some decision this constitutes an application for review of 
decisioIl-. 

17. 

in such instances an 
application for r'eview 
must be invited. This 
application is to be 
entered in the appropriate 
register. 

Procedures in Part Y, Four 
Weekly Manual then follows. 
See page 232. 

continued. 
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4. IS OUR SERVICE UP TO STANDARD? 

A. Using the approach suggested in the last few pages will go a long way 
in ensuring a satisfactory service to the public. 

Consider the following: 

What was your reaction when you experienced poor service at a 
shop, office, garage, or other Government Department. 

Do you treat people the way you would like to be treated? 
, , 

Our service is a unique one - our customers have not got 
competitors they can go to! 

Your way of dress (See page 244) and manner - is it acceptable 
within an office setting? 

,B. Also don't neglect the Public 

The Department primarily exists to serve 
the Public. Your actual job may not be 
directly involved with this service 
aspect. 

But 

does the client or beneficiary realise 
.'t' this when waiting for service and is 

ignored by you walking past or standing 
around. 
HELP ALL YOU CAN WHEN YOU CAN 

C. APPLY YOUR COMMON SENSE 

18. 

At least go up and ask the person 
if you can help. You may have to 
direct them to the proper source 
but you may be able to solve the 
query on the spot. 

We are not a railway yard. Don't 
shunt the beneficiary from person 
to person or from section to 
section. 

XQy find out what is required or 
if you don't know ensure 
beneficiary is referred to a 
person who does. 

continued. 



5. DON I T UNDERESTIMATE YOUR OWN INFLUENCE 

If you attend to people in a 
confident, positive and 
pleasant way they will most 
likely respond the same way. 

TRY IT OUT 

But if you display an overbearing or arrogant manner the 
reaction from beneficiaries may understandably be negative 
or unreasonable. 

Take a break and reflect: 

How do you react when in making a 
query to some service organisation 
like ours and the person behind 
the counter tries "to put you ? 
down" by being overbearing, 
arrogant or showing disinterest.-

·r THIN/<.. ITs ABovr 
TIME TO ARRANGE A 

COvp! 

19. 
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REMEMBER: 

6. FINALLY 

A. Disputes 

You may encounter unreasonable persons. 

Nothing will be achieved by trying to match their argument or 
adopting an aggressive manner. 

Politely excuse yourself. Hand the matter to a more senior 
officer who will be experienced in dealing with such persons. 

B. Your Speech 

(i) One of the most fundamental aspects of public relations. 

BUT 

Also one of the most common causes of complaint. 

(ii) The following is obvious but it is easy to offend if you 
don't apply it: 

AT ALL TIMES SPEAK: 

- Clearly 

- Pleasantly 

- In a simple language. 

(iii) Like your letter writing 

REMEMBER: 

Don't use jargon or big 
"impressive" words. 

The words please and thank you still form the 
basis of human politeness. 

The Departments aim is to provide friendly, helpful, 
courteous service. 

You as employees of the Department are obliged 
fulfilled 

20. 



SELF-TEST OUESTIONS 

Do not write on this page 

If you are not sure of the answer to any .question read the 
Section again. You will find the answer there. 

1. Where is our authority to make payment of Widows benefit? 

2. Does the fact that applicant was separated from her husband affect 
qualification for widows benefit? 

3. If applicant does not appear to meet the qualifications for widows 
benefit under Section 21 should you still take an application? 

4. When dealing with the public you must be 1 

2 

3 

5. Where should you interview or discuss matters with an applicant or 
beneficiary? 



ANSWERS 

1. Section 21 of the Social Security Act 1964. 

2. No. However there is no entitlement where.the marriage has been 
dissolved. (Divorced) 

3. Yes. If in doubt an application should always be taken. If there is 
clearly no qualification entitlement to another benefit type should 
be looked at. 

4. 1. Tactful. 

2. Patient. 

3. Understanding. 

5. In an interview room or if not available a private situation. 

22. 



APPLICATION PROCEDURES 



'INVITING' APPLICATIONS -. . 
SERVICE TOt WIDOWS 

IMPORTANt 

Reference: Part B 
Widows Benefit Manual 

The Department has a responsibility to identify women 
recently widowed and invite an application for widows 
benefit. 

Local procedures apply but the usual system is for records 
staff to scan the death notice in the local newspaper. 

- Following on from this 

1. Death Notice pasted onto S.W. 242. 
2. Indexed. 
3. Referred to widows section. 
4. Place on file if application already received. 
5. If no application send this letter. 

"Dear Mrs 

I have learned with regret that your husband has recently passed 
away and I am writing this letter to let you know that my 
Deparment can assist you by way of a benefit under the Social 
Security Amendment Act if you are in need of immediate 
assistance. To enable the Social Security Commission to give 
urgent consideration to your case, I suggest that: 

"(1) you complete the enclosed form of application and return it to 
me as soon as possible. The question of granting you some 
immediate help will be considered and later your eligibility for 
a widows benefit under the Social Security Act will be decided. 

(2) Even if you do not require immediate you should 
enquire at the nearest Social Welfare office concerning payment 
of the lump sum payment after the death of your husband. 
However, if your husband died as a result of injuries sustained 
in an accident the lump sum payment would be made by the 
Accident Compensation Corporation and in this event your inquiry 
should be made to the State Insurance Office. 
If there is any further information you would like, please let 
me know and I shall be happy to assist you. 
Yours faithfully, 
Director/District Agent 
(1) Enclosed Forms W.B. 1 - Application for Widows Benefit 

S.W. 231 Application for lump sum 
payment after death. 

6. File as miscellaneous correspondence. 

23. 



APPLICA TIONS:·· , 
. ":' :" 

INTRODUCTION Reference: Part Weekly 
Manual... -

... 1.""'. 

To receive the widows benefit the step is to complete form W.B. 1 -
(application for.,.."idows benefit). 

_r_.-::..:-== __ 
....... 1:·----N 

Set out on the next few 

---------- pages are the steps to ...-....... ............. •• 

... _----
+- t 

be followed from the 

time the beneficiary 

calls at the office to 

apply for widows benefit 

to actual payment of 

benefit • 

The steps are broken into three main stages: 

1. Lodgement of application and interview procedures. 

2. Pre-grant verification including inquiry.form issue. 

3. The grant action including arranging payment. 
(also called assessment). 

An application example page 26 is based on a 
straightforward situation. widow in employment 
with dependent children. Husband recently died 
of natural causes. 

Complications that may arise from aspects such as overseas residence and 
accident compensation etc are covered on subsequent pages. 

Also our responsibility in inviting applications from women recently 
widowed is explained on page 23. 

24. 



STAGE ONE ... 
·LODGEMENT OF' APPLICATION AND 
INTERVIEW' PROCEDURES 
Remember on 'page 12 we said that in order to sort out if a person 
qualifies for widows benefit an application - Form W.B. 1 must be 
completed. 

The majority of these widows benefit 
applications are lodged personally at 
the office. 

Also 
Most applications are from widows with 
dependent children born in New Zealand, 
and personal income is usually below 
the exemption of $3,120.00 (exemption 

'with children) per annum. 

When the widow does come to the office to apply your INITIAL APPROACH is 
very important. 

It is essential that you: 

1. Greet callers by their name in a pleasant manner. 

2. Dont forget in most cases the applicants husband has just died. 

3. Avoid: bureaucratic atmosphere, office jargon, adopting a superior 
attitude 

4. A smile costs nothing. 

5. Dont smoke or chew. 

6. Create a relaxed atmosphere and deal personally with each applicant. 

7. IMAGINE 

Form W.B. 1 

(a) How would you feel 
if you were in the 
widows place. 

(b) How would you like 
to be dealt with 

On the next page is an example of a typical widows 
benefit application. 

The next page also explains what is required in the 
completion of such applications 

25. 
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APPLICATION EXAMPLE. 

(SOMETIMES THE APPLICATION IS REFERRED TO AS A CLAIM). 

APPLICATION FOR WIDOW,'S BENEFIT WB 
(Under the SocIal Security Act. 196-1) __ H'''''''''''''''_' 

Index: ___ ........... _ •.. H 
F.P._.... _ .. _ ................ _ .. 

All que.dGM on lhit ronn .... be hlwcrcd. dtc word ...,.,IL" or a .rotC' ........ "ail·· 
-. i-'<d a._ cacb ___ when: applicable. -. ... _ be aa:opoed. 

To 1M Dir«tor. I. I 
lNptlrrmrnr 0/ $«illl ••...•. H_ ... .. H .. H. __ ._H_H .. 

I. the undersigned. hereby apply for a widow's benefit. 
My fuJI name is (Please Prinl) · ... _ ............ ::JJ:!.f.:f..EJ. ______ . ..... _ .. _H .. _ ... _ .............. H .. _. 1_' (C __ or tlnc_, 
My former name ::c __ ... Telephone No. (if any)8s"o.!.J5 
My (uJl address is ..... ... H-H .. ... ------.......... --
I was bom at ._ ... GOBG.:..... on the __ day of ..... .... 19.$.) 

(TOWII 0< porisb) IC.....,.) <s-- bini! _ if .. -

My parents names $trt,nl.{Qr.,- Mother: .QEiL'Ct..W,OIir._5:mr:r.tt .Ia&. .. 
I first arriYcd in New Zealand on the_H_.H.!J'1..--,-. _______ H_ day of __ o./I'L ___ .19_. 

at the Port of._ ...... _ .. JY/.t9:._H_ .... ___ on the sbip/airline __ . ....: ___ __ H"' __ 
-Were you or your husband absent (rom New ZeaI.and duriD& the 3 years immediately prcccdina his death? __ 
I f so. supply details of absences: ' 

. Have you made any previous application ( Class of pension or benefil:H ... f'l9.m.t:lw1_ 
for a penslon or benefit in -.H.··-·1·Ei."'-·_H If so. state . L t tJ '" 
New Zealand or overseas. Where appJicatloas made: ......... Q .. 

I was marrlcd at _H_H,..l..tE.!::.!'!!.N.'2.B.!!f!.. .... H .. H._ .. _._. on the .. _H ... __ .. _ day of ... ....... _ .... 19'$..$ 
Full name of husband:. __ -moac 
Date of death of husband: "_'H.Q..7 .. ::_QL::. .. B. .. 7. __ . ___ Place of death: __ 1t:>.y.u3A_HJ.nI:. ........ _._H_ 

Was your husbands death the result of an accident? (YES or NO) 
If YES you appllcd for Accident Compensation? (YES or NO) c:B:QJ 
Were you and your husband HYing together at the date of his death? 
If "NO". have you commenced any proceedings in divorce? 

(YES or NO) 
(YES or NO) c::::E:QJ 

Dale and place decree nisi or absolute granted: _H .t:!../-tt. ____________ H_ 
Name and address of the administralor of your husband's estate and brief partic:ulars of the assets !jncluding Ufe insuranc • 

. .. W4.rQ.t:" 
W1s'yournusll"aitCl a contnbutor to any Superannuation FUnd. National Provident }!"una. or similar Fund? Ifso. supply particular 
.. _. H ... HNQ ... : .......... _ ................... H .... _ .. H .......... _ .... H._ 
Particulars of my children under 16 years of age and o( those over 16 still at school: 

.. -H-... HH ............... -.-... f. .. SJ.t.to.:,_ ........... H ... __ .... H._H ..... H_ ... rNT..:_ ... . .... ....... ... _H .. _ ..... H .. _ .. &.I·H .... L_7.J.. .!f.C ...... ... ... .. U;· .. - ... T. ... I.':l._.T.CC' ... .:.. ... H . 
• H •• Dfhr.l;.V ............... H •••• _ •••••••• _ ••••••••• • 5.;::.Q:i: .. : .. tC..Y... ............ ,C . .<..7.:.f..r.O.N .. ........ . 
Particulars of olher Children bom 10 me lin childrtn siner 

·1 HEREBY . 
(a) aUlhorise the Department of SocIal Welfare to pay all instalments due: to me to my bank ICCOWIt. 
(b) direer the bank manaaer to accept from you as mv amt any amount that may b«ome due in termS of this authoritv. 

"DETAILS OF ACCOUNT 
Please pay all instalments of benefit due to me to the acdIt of my account with: 
_ .. &.r._.Q.f£.r.{,;. ........ ....... .• _.::z:l2H.HB.:@;L .. _ .. H __ .H .. HHHH ... _. __ ......... H_H .... H .. . 

l_ofOrpnisacioll) I ........ 0fIIcr) The ac:cOUIII is in the name of: ..... :J.ef.!l.t-l.;r.G: .......... .. __ HH.H ...... H 
and is numbered !fEEl I, t:tr£\t I 10 I 31:rqUG: I t II I = 

Please presenl your book for noting. ........... HH ••... for Direetor/Manag" 

c ......... ' 

Reverse of form next page. 
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REVERSE OF W.B. 1 APPLICATION 

WBI 

My Income During the 12 Months Prec:edlng This Date 
hem Ponlculan 

SaWy. _ or ocher .....-. -p' . .... .. 
Ctou _ f, __ • far ... sale 0( prod_ .............. cu:. (If .. _ -. ioocurrcd .. IlIc produaion 

of .... _ a profit and ..... aoooual or __ of ""_I ...... Cl.I.l. ............ .. 
. 3 .-.- _ f.- boarden inc:ludinl child .... ..- 16 ,.or. ...... . .I.. ........... . 

t .................... boardcn al .............................. pc.- _.1 "'-ben of f-,. YESINO. 
t ...... _ ............ boardcn al .............................. pc.- _.1 McIIIb<n of f-,. YESINO. 
"1Iowaoces f,om rdari ... or ochers. Includinc IlIc value of _ aed ...... _ f, .. or for servIca r<adcrcd 
Ctou ..... from -"Y (1oIcIud'" ,_ lal ... 

,- arc Ia pIaac _: . I 
Ekbcr - TOIaI _kly ..... poW by ,.,.. (pn>ducc ..... bookl ... S. __ ... .... _ ... _ 

• ....... 'C> . .J ........... .. 
.... _ .. CI.i . .!. ........ .. 

Or - by or ,":,' ... s ... _ .. n!l_ .. 
c-"'"' or -... reed""" •• .. ....... 0.· .. 1... ...... .. 

pcmioa or _lit (No ...... _ ....... __ ... _._1 ... _ ...... t\ •. 1 .......... .. 
01_ from ...... or ......... from __ • boeds or Sloctr. ... 
I ....... on _len!, ia P.O.s.B •• in NadoaaI aD)' 0Ibcr but or _ ... 

10 Money reed¥cd f..- ...,. 01"" SOU"'" 1_ .. Hf. _, Iodt<. "".1 '00. 
- .... -- of cmplol'<' or 01"" _ from ---- "'9Ir>< -= r-:. /J ("I 
hem: ....... \ ........... : ...... ... = .. ... :k.ir.aw.:. .. _ .. .. l:Qi.r..I..a.d,. ...... . .:;.9.{ . .J:t.c:.e. .... uO .. 
h ... : ....... g .. --.: .. -.. J?.:.o. .. :s..:.n.·:... ... 7 .. .. ---.. ··· .. ···· .... · .. _·· ...... · .... ·-.. ··_·D ..... · ..... ::;·::· ... · ... ·• .... .1 .. • .. ·: ...... ·•• 
I ..... : ....... L.O .... ..: ... .. .. ... .. E".H.I4r.e ........ ... 
II .... : .................... :................. ....... o..,;a._"lQI.I.c....h;r."'.r . .l .. 6a.I.. .. ::::\ .. t ... .. ) ................................ . 
Do you expect 10 receive any income during the next twelve months? If so. give details: .......... B?5.$.:l. .. ........ . ..." .. 
...... ........... . ...... ........ a.T .. ............... ___ ... ___ ....................... _ .................... .. 

.................•.. -........................................ _ ....... _ ........................ -.-_.-......... -....... __ .............. _-_ ........•. --...................... _ .... _ .......................................... . 
Property Owned in New Zealand or Elsewhere by Me 

h .... Poniculan "moun! 
S 

Lr: = .... .. 
P.O.s.B. Ale c;l:.1).\ .. ..... __ .Q ....... .................................. (produce bookl .. c;..O 
NodouI Savinp Ale No ............................................................. (prod_ bootl ......... r:o.l.......... . 
\t0llCJ ia ... , 01 ..... bank Iprod ... bant book. « IIaI< w ...... _, keptl 

(bankl: ...................................................................... 'Alc No.1: ........... _ .. _ ....... _ ... _ ... __ .................... . ......... o.i .. I ........... . 
P.O.s.B. Thrift Club ......... _ ............................... (Ale No.I: ....... _ ........ _ ................ (Oubl: ..... _ ..... _ ................ _ ............. "' .•. t. ...... . 

_ in bank or i ..... cd: ........................................................... _ ............. _ .................................. _ ................................. \.0 .. 9. ... : .. ° '! 
Money Icm 10. 0< in hands of. a.,. 1'<'_ (aj ......... and addressl: ...... _ .......................................... _._ ......................... .. 

......... >:l.d ......... .. 
Li .... ock IIi .. panicvtanl:................................................................................................................................................... .. ...... 0. •• 1 ........... . 
Planl and machincr)" 11M poIlculanl: .................................................................................................................................... ........ 1:' ••• 1 ....... .. .. 

10 QovernlltC'ftt stock. shares. debentures. or bonds In any company or soc:idy {Jive paniadan): .............................................. . 
.......... 0 .. · .. 1... ... . 
.......... fUJ ....... . 

II Interest in business. Rock In trade. or YC1IIcure or any kind (Jive ptlnicuLan): ....................................................................... .. 

Any other property or USC1S noc spcdned aboYC, iadudina intcresc ill any cswc (&iw parnc:Wars): .......... _ ........................... .. 
v',\ 

A..,.. property Ihem ................ 1 i. monpicd or OIhcrwi .. 1CCWcd 10 ( ....... ,: .............. .. IB.:., ............................................................................ .,r 

.. ::::::::::: .. :: .. ::::::::::::::::::: .. : .. :::::::::: .... ::: .... :: .. : .. :::::::::::::: .. :: .. .. .. .. .= .. ... 
The name and address of a person (not a relative) who can confirm my residence in New Zealand: 

....... ... 
1_ in fuln IPI_ of abodc:l I 

.............. jC) CAe rLe: (J .................................................................................................... solemnly and sincerely dcdare I tOccupadonl 

thaI the contents of this application are true and correct and thaI no particular which WOUIJd

i 
affect the amount of benefit granted 

has betn omitted • 

......... / ....... ..1.......... Signature of applicant: .... -;;/j 'r' .. 
,...",. ylt (/ ( 

Completion details next·page. 

REMEMBER::Widows Benefit is now taxed'and Familly Support paid. 
when taking an application you require and I.R.D. Number. 

Also 
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APPLICATION FORM COMPLEtION 

If applicant calls at the office and has not filled out the W.B. 1. 

Your job is to: 

1. Provide the form and suitable place to write. 

2. Request widow to complete the fOrm herself, but if she has difficulty 
provide assistance. 

With all applications ensure: 

3. ALL OUESTIONS FULLY ANSWERED in ink, not pencil or eraaeable ball 
point. 

4. Check Again: 

Surname 
Full residential address. 
Telephone number. 

5. Don't forget the DATE STAMP. (not in top left hand corner, file pin 
may obliterate necessary details). 

DI!PAR1PIER'f OF 
WI!I,.FARI 

112DCT'98f 11-----"--
WELLINGTON 

'!he date 
.7ntill1 as: (a) 

(b) 

It may have bearing on the 
entitlement date. 
Prevents dispute as to what date 
application received. 

6. Full details of where any income declared ) 
is derived i.e. source and nature, names ) 
and address. ) 

Verification forms may 
have to be issued. 

7. Details of birth, marriage and husband's 
death clear 

) 
) 
) 

8. Dependent children details fully set out - can widow remember family 
benefit number. 

9. Inland Revenue Department number obtained. 

10. Finally - Has the application been SIGNED - We can't process it until 
the widow signs it. 

11. REMEMBER 
(a) Although there does not appear to be qualification for 

widows benefit don't turn applicant away - perhaps 
entitlement to DPB or an emergency benefit •. 

(b) If it is apparent applicant does not qualify but 
insists on applying an application must be taken. 

Interview details next page. 
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THE APPLICATION INTERVIEW 

With the application form fully completed the next step is to interview 
the applicant: 

Maintaining that pleasant attitude you also must: 

(Remember pages 15-21) 

(i) Even if busy do not give impression that the interview is 
being hurried. 

(ii) Don't forget use that interview room. 

(iii) If privacy not possible take extreme care to preserve 
applicants confidentiality. 

(Also if applicant is aware 
other people can hear 
relevant points may be witheld.) 

(iv) Are you properly attired. 

Previous Papers 

If the application form indicated previous papers. Get out 
the old file. It may assist the interview, or there may be 
something that was not cleared up at the time of 
cancellation. 

29. 

The interview is carried out 
by completing an interview 
sheet -- see next page. 



THE INTERVIEW SHEET 

Should be completed 
for every application Serves as a reminder that 

important points have been 
Covered. 

There is not a standard interview sheet - The example below is a 

suggested format only, and the answers to the questions are based on our 
application example page 26. 

" ... weat --
• ,., If em..... :r.:-........ 

./ 
p. Nm !W

'n.!'1!, ........ .-...... ............ eeu.. --.... -
./ ... ,y" ••• A'u!'B........................ /' 

r' .......... ..a ....................... 

• Mf· 1WI"'!tt-....................... . 

• ••• nn - ''!';!.. ......... ...................... ...-l, .. .......... 

•. ....... ..... N • ./ .- ,. 
".,., . 

• , -...sa. -&._ ... __ a ......... ," -Ir_ .. ___ . ... .... 
.. ___ 

1ft.' ..... ,! _ .... ' ,/Y'.' 
IT· .. s.m .......... . -....•. 
'" .... t! "em" "Ut 

",,.,,. .. .l. • 

elf --1'7 _ ............. _ .... '" ....... 

.. . JIa&IIa. P.(;l. ¥; J ... 
,..·IIJII , •• " • "" 9 4 / 
!1'" .......................... , ... . 

30. 
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obtain -- see next page. 
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•• 

SOME OF THE POINTS TO BE COVERED ON THE INTERVIEW SHEET: 
A. Birth and Marriage details· 

NOTE: 

Obviously to decide on entitlement these have to 
be verified. 
There are four ways this can be carried out. 

(i) If certificates provided at interview, arrange photocopy 
and hand originals back to applicant. Attach copies to 
interview sheet. The photocopy must be certified that it 
,is a copy of the original • 

. (ii) If there are no photocopy facilities - Extract the details 
on form S.W. 2A & S.W. 2B - Have a graded officer check. 

(iii) If applicant didn't bring her certificates ask her to post 
them or bring them to the office. Any delay could hold up 
the application. - Note the interview sheet of the 
arrangements. 
Ensure: Applicant also sends a covering note with any 
certificates. Why? A birth certificate in her maiden name 
may.be impossible to match up with a widows application·in 
her married name. 
Any Certificates received via the mail must be copied 
without delay and returned by registered mail (local 
procedures apply). 

(iv) If applicant doesn't possess the Certificates, we will have 
to arrange verification. Full details required e.g. where 
born, married exact dates. Parents full names etc See 
page 88. 

WE MUST SEE THE ORIGINAL CERTIFICATE - NEVER ACCEPT A PHOTOCOPY DIRECT 
FROM APPLICANT 

B. Income and Assets 
(i) Income over $2,600.00 p.a. ($50.00 p.w.) reduces the 

benefit payable to applicants without dependent children 
and income over $3,120.00 p.a. or ($60.00 p.w.) reduces the 
benefit payable to applicants with dependent children. 

(ii) we are only interested in the income or possible income 
from ASSETS. See page lIS 

(iii) Income only requires verification if the declared income is 
$2,548.00 p.a. and over for applicants without dependent 
children, and $3,068.00 p.a. and over for applicants with 
dependent children. 

(iv) If ,income is over the above limits ensure· sufficient 
details (full name and addresses) etc recorded for ease of 
verification. 

(v) Can applicant help by producing bank pass books, share 
Certificates etc. Extract details on S.W. 265 or on minute 
sheet: - Name of branch of organisation e.g. POSB, MARAC. 

- Amount of investment e.g. balance of bank account. 
- Interest rate 
- Account Nos. etc. 
- Unusual features. 

(vi) Dont waste your time verifying details if income is under 
the above limits. 

(vii) If husband was employed by local body or Government 
Department --- was he a contributor to the Superannuation 
Fund? 

787F/81P 
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INTERVIEWING (continued) 
Obtaining those details mentioned on the previous page completes the bulk 
of the interview but the following points also have to be covered: 

1. EARNINGS 

2. 

These come under the heading of 
income but special provisions apply. 
See page 130. 

HUSBANDS ESTATE 
Unless widow can provide 
only requirement at this 
name, firm, and address. 

further details 
stage is to obtain Solicitors 
See page 73. 

3. PAYMENT TO BANK ACCOUNT. UNITED BUILDING SOCIETY. OR PUBLIC 
SERVICE INVESTMENT SOCIETY 

If this has been requested on 
application form. Form S.W. 96 must be completed. See example 
next page. 

(i) If widow has bank book with her: - check account 
name and number - have graded officer sign bottom 
of form. 

(ii) If bank book etc not produced - widow must take 
the S.W. 96 to the bank for verification or bring 
the bank book into the office later. 

4. FROM OVERSEAS 
(especially Australia or United Kingdom.) 

Special provisions apply. See page 95. 

5. NOT NATURAL MOTHER OF DEPENDENT CHILDREN 

6. TELEPHONE - Take concession application if appropriate. See 
page 218. 

7. ACCIDENT COMPENSATION 
If husbands death was as a result of an 

accident. There may be entitlement to accident compensation. 
Procedures page 84 apply. 

8. BENEFITS ON DEATH 
If husbands death was not an accident and 

the net value of his estate was less than $10,000, Lump Sum 
Payment after Death application should be taken - See page 76. 

9. ACCOMMOPATION DETAILS 
- Entitlement to Accommodation Benefit. 

See page 141. 

10. ADDITIONAL NOTES 
If necessary record neatly and clearly on a 

minute sheet. Sign and date. Never write in obscure places 
like the side of the application form you may inya1idate it. 

DO TAKE NOTES - MOST MEMORIES ARE NOT RELIABLE 
Think of others who may 
have to give a decision on 
the file without your presence. 
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Example of Form S.W. 96 
(payment to Bank Account) 

S.W.96 

OF AUTHORITY FOR PA'IiV1ENT TO A BAr' ... U< ACCOUm 
It Is Importlllt thlt you reed the Instructions on the .......... before compl.tlng this luthorlty. 

NAME: .. '!..t;!.r:!..f.'.?. __ .••. _ •....•. __ ...... _ •••..• __ .• __ •. __ :...;. •• ___ ._ .• __ • __ .. 
IPrint _ .n lulU . 

ADDRESS: 

..................................... _ .•..•.•. !Y/.d ..••..•.•............. __ ........ _ .. __ ...• _ .... _ .......... _ ............................ . IP ...... __ ) 

I hereby authorise the Department of Social Welfare to pay all instalments due to me to the 
credit of my account with the: 

.p.!?t?r .•... O'F.:f.:I.t;.fi; .•. .................. at •••• ......................... _ ............ . 
INomo of Bonk) IBr._ OHIco) 

The account is in the nome of: •••••••• .r..e.N.!'!.!.€-. •.••. ............................................. _ ......... . 

The account 
number is: 

IPt_prind 

Signlture: .-• ..... --...... -.. -.. 
Date: •• J:l.. .... .I .•• I.fl .••• I .•••. SL. •. 

PLEASE HAVE YOUR ACCOUNT NUMBER VERIFIED BY YOUR BANK IN THE PANEL 
BELOW OR PRODUCE YOUR BANK BOOK FOR NOTING. 

OFFICIAL USE ONLY 

Department of Social Welfare 

.... .. _ ..... . 
Account details shown aboYe correct (as amended) 

.•. .. J .... !9. ... .1 ... 8.l .... 

r 
DATE 

STAMP 

OFFice USE ONLY 

Information Code1: 
07-Fcr Niltlonal Superennuetlon 
l.3-For Othet' Benef.ts/P .... "ons 
lcom."... If CI1."90 of 0«1,_ to 
be ,ecordedl 

Date Transfer effective 

. .......... .1 .•..••.••.. ./ ...••••...•• 

Init: ....................................... _ •..••• 

Ac"tlon Complete 

What to do after' the interview 
next page. 
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AFTER INTERVIEW 

Explain broadly 

A. Possible amount of benefit payable, and approximate commencement 
date. 

B. Income exemption. position re earnings or other income. See 
pages 118 and 130. 

C. How payment will be made - Bank, Building Society or P.S.I.S. 
Credit System. 

D. Renewal required after 12 months. 

E. The time being taken to finalise applications - be realistic -
but ensure this is not interpreted as a promise. 

Your Knowledge 

Is it sufficient to supply all this information? 

It takes time to learn it all. 

Inexperience: 

Do not Guess - Check Up 

APPLICANT MUST LEAVE HAVING RECEIVED 
ACCURATE INFORMATION AND ALSO WITH 
THE IMPRESSION THAT A SYMPATHETIC 
HEARING WAS RECEIVED, AND THAT ACTION 
ON THE APPLICATION WILL BE PROMPT AND JUST. 

If inexperienced in taking applications - have a 
senior officer check the application prior to 
applicant's depature. 
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Finally 

ASK: (i) Applicant if there is any thing she would like to know 
regarding the benefit or other services offered by the 
Department. 

(ii) Phone Number: If not provided on the application form 
obtain contact phone number. 

35. 

Perhaps URGENT PAYMENT is required 
see next page. 



Attitude: URGENT PAYMENTS; .. . 

If urgent assistance is requested"or appears necessary, as well as 
discussing with a senior officer the case must be considered with: 

Tact and 
sympathy. 

Who may need an urgent 

WhAt do you do? 

Possibly widows with dependent children 
who have been left without ready cash 
resources. 

Do not commit yourself as regards any type of payment until 
matter discussed with a senior officer as this person must 
give the decision. 

How do we mAke the payment? 

Three options. 
1. Grant of Emergency Unemployment benefit. 
2. Special needs grant (SNG). 
3. GrAnt the widows benefit. 

1. Emergency Unemployment Benefit 
Can be arranged on 
day assistance is 
requested 

2. 

A temporary benefit paid weekly pending grant 
of the widows benefit. For procedure see 
Part B Widows Benefit Manual. 
S.N.G. 

Single payment made by cheque (handed to the 
applicant in the office) or daily direct 
credit. 

Both the above payments are recovered from the subsequent widows benefit 
grant. 

3. 

Ask applicant if 
she has approached 
her late husbands 
employer. There could 
be some outstanding 
pay waiting to be 
collected or ready 
to be sent to her. 

Grant the widows benefit: Do this providing 
you have the necessary verifications. The 
first payment could be handed personally to 
applicant. 

The actual widows benefit grant is 
the preferred option as applicant 
receives her full entitlement 
quiCkly. Prevented is the double 
action of recovering the service 
to widows or S.N.G. payments from 
future benefit grant. . 

Inviting applications see nezt page. 
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THE FINAL STEP 

Immediately after writing up your notes: 

1. Pin all application papers together. 

2. Refer to your local index. 

The index section will 

IMPORTANT 

(i) Make an Alpha Common Index Inquiry to check 
if there is' a Common Index master record for 
the applicant. 

(ii) Return the papers to you - now made into a 
file. 

Ayoid delays NOTE: 

The application must go to index 
without delay. Write up notes 
quickly. Don't leave the 
application lying around for 
notes that you may get around 

Local procedures apply. 
In some offices you 
may make up the file 

to writing up tomorrow. 

FINAL MESSAGE: 

CARE MUST BE TAKEN THAT ALL APPLICATION 
AND INTERVIEW FORM QUESTIONS ARE ANSWERED 
AND THAT NO POINT IS LEFT UNRESOLVED PRIOR 
TO APPLICANTS DEPARTURE FROM THE OFFICE. 

IMPORTANT: 

HAVING TO CONTACT APPLICANT AGAIN UNNECESSARILY ANNOYS 
HER, WASTES YOUR TIME AND CREATES DELAYS IN DISPOSAL OF 
APPLICATIONS. 

Before we go on to pre-grant verification and inquiry forms - the next 
page deals with what to do if an application is received via the mail. 
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MAIL: APPLICATIONS· 
The application should arrive on your desk 
via records with the Alpha Common Index 
already checked. 

Requirements as for applications lodged in the office apply e.g. 
application form must be fully filled out etc. 

EXCEPT: 

1. An interview may not be necessary - sufficient details may 
have accompanied the application. 

If additional details are required use the phone or write a letter. 

BE CONSIDERATE 

only in exceptional circumstances should 
applicant be requested to call at the office. 

Remember: 

If necessary we can calIon applicant. 

2. These applications must be acknowledged by the issue of 
form S.W. 34C. 

If application transferred from another district - issue form S.W. 747 to 
amend the district on the master record. Do not prepare this form until 
you are ready to grant the benefit. 

One problem with mail applications 

The application form may not be fully 
completed - If so. Send a duplicate 
(typed copy of original) for applicant 
to complete and - Ensure -
endorsed duplicate. 
If omissions minor - just clear up by 
letter. 

Example of letter to accompany such an application: 

"Your application for widows benefit 
was not fully completed. 
Enclosed is a duplicate of your 
application. Please complete the 
unanswered questions on this 
duplicate, sign the form, and return 
it to me in the stamped addressed 
envelope provided." 

any other 
details should 
also be 
requested in 
this letter. 

If application NOT SIGNED - it can't be registered etc and must 
be returned - see para L.26(a) four weekly manual. 

38. 



WIDOWS BENEFITS 
Refer to 
Index 

APPLICATION PROCEDURE: SUMMARY 

Forms Required: 

- Application Form - WEI 
- Interview Sheet 
- Bank Authority - SW96 

If payment to be credited 
to bank account 

Consider 
Entitlerrent 

Unclear 
Issues 

9 

For ccr.m.on 
10 index che.ck -

dOn'-\' delay 

Resolve prior 
to departure 

- Accx:mrodation Benefit 
- S'IW, SNG Accident 

CooqJensation 8 - Prone concession 
- Disability allowance 

Lurrp Sum 
Paynent 
After Death 

7 - If death accident, to apply 

Marriage 
Birth 
Certificate 

Husbands 
Estate 

4 

Incorre 

5 

6 - Death not an accident 

$?600.00(no children) 
- Watch if or 

$3120.00(children) p.a. or 
more. 

-Close to or over income exemption-
future intentions? 

- Name of Solicitor etc 

Interviewing 
Sheet 3 - Photcx:::opy or ) 

Extract SW 2a ) Certify 
SW 2b ) 

Application 
Fonn 2 - No use unless all 

p::>ints covered 

- Fully carpleted? 
1 - Signed. Date si:anP 

- Full Address. Phone No. 

Renenber: OUr aim is: 

39 

Friendly 
Helpful 
Courteous 

Service 



APPLICATIONS 

A Final Reminder 

1. Did you ensure ALL questions 
on the application form were 
answered? 

2. What about the interview 
sheet ALL sections 
corrpleted? 

3. were ALL queries resolved prior to 
beneficiary's or applicant's 
departure from the office? 

4. Did you attend prorrptly to cases 
of urgent need? 

5. I hope you did not unnecessarily 
delay any of the 
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SELF TEST'QUESTIONS 

Do not write on this page 

If you are not sure of the answer to any question read the Section 
again. You will find the answer there. 

1. What are probably the two most important features when having the 
application form (N.B. 1) completed? 

2. Should you refuse to accept an application where there is clearly no 
entitlement but the person insists on applying? 

3. After having checked the application for completeness and signature 
what else should be done? 

4. If the declared income is $1,100.00 p.a. and applicant produces her 
bank passbook should you record details of the account? 

5. If photocopying birth or marriage certificates, what must you 
remember to do? 

6. At the time of a widows benefit application there are three other 
aspects that must be considered for which applications should be 
invited, if appropriate. What are they? 
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ANSWERS 

"1. A. That questions be answered. 

B. That the application form is signed. 

2. No. If the applicant insists on applyinq we must accept the 
application despite the circumstances. " 

3. Ensure the application form is date stamped. 

4. No don't waste your time. Perhaps just qlance at the book. Income 
only requires verification if amounts of $2548.00 and over are 
declaredfor applicants with no dependent children and $3068.00 and 
over are declared for applicants with dependent children. 

5. Certify the photocopy that it is a photocopy of the oriqinal. 

6. A. Lump Sum Payment on Death or Accident Compensation. 

B. Accommodation Benefit. 

C. Telephone rental concession. 
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STAGE'TWO ... 
PRE-GRANT. VERIFICATION' , INCL.UDING 

INQUIRY FORM ISSUE 
Following on from the final step (page 37). You will now have the widows 
benefit file. (At this stage referred to as a claim.) 

Inquiry forms must be issued without· delay. 

preferably on the same day the 
application is received. 

Purpose of forms: To check certain details to enable application 
assessment and thus payment to applicant. 

The issue of inquiries are 
recorded on this form (S.W. 42) 

.. 1._""'_10'0_ ........... '-.---.. ____ .. _ ..... _ •• _.--._ '---"-"--,,,- . .. ",.. __ ;:;"..".r _______ _ 
__ 

• ............ 11,0. 
J' /-.. . .,·_11 ---.! ......... .,., , 

I 
.,.:- "'P'/;f 
:c1 .. 'r..:--: I 
.. I... .! I 
'1----, ; 

, .. 
.. 

I i 

I 

.... 
" ---
IC ==== "' . .0. ___ • . , , , . I ! 

i" i I • .. I '0:' ____ • ' 

; .. ! ............... ; 
· ... , .... , . /-,. 

I , -
" ....-

Completion is based on the application example 
(page 27). 
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Date of despatch of 
forms and initials 
must always be 
shown. 

Any reminders issued 
should also be recorded 
on this form - Again 
dont forget date and 
initials. 



.' > .. 
., 

WHAT INQUIRIES AND FORMS AlE REQUIRED: 
.' J. . 

This depends on the amount of declared income and what was verified at 
time of. application interview.' ..... 

Based on the application example page 26 this is what would be required. 

1. Notification to Common Index and Allocation of Benefit Number 

1. After the application form is returned from local index prepare form 
SW 746 (Certificate of Registration of Social Security, War Pension, War 
Veterans Allowance or Overseas Pension application) in duplicate. This 
is an input form and must be signed by two officers unless your office 
has a system of responsibility position work allowinq for one signature. 

2. The oriqinal form SW 746 is referred to Pay Section for keyinq 
details of the application to the widows benefit master records and to 
the Widows Benefit master records and to the Common Index at the Data 
Processing Centre (see Paqe 107). The DPC will allocate the benefit 
number. The application and the duplicate SW 746 is retained on the 
division. 

3. A new application list is received daily from the DPC. This lists 
all cases for which form SW 746 were keyed by Pay Section the previous 
day. The benefit number allocated for each application should then be 
entered on the application form. 

HQn: If the check of the Alpha Common Index shows there is already a 
master record reference (e.q. FIB) the same number is issued for 
the Widows Benefit application. Form SW 746 is still prepared 
and keyed but the number is shown on the form. 
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2. Birth and Marriage Certificates 

If copies were taken at the interview. 
No verification forms required. See page 31. 

If applicant unable to produce certificates, of birth or 
marriage in New Zealand. 

Issue these forms to the Registrar 
of Births, Deaths and Marriages. 

In some case may 
be on previous 
files. 

Birth - Form S.W. 2A - To place where 
birth registered. 

Marriage - Form S.W. 2B - To Registrar-
General. 

THIS VERIFICATION IS REQUIRED BEFORE GRANT 

For problems in this area especially where applicant does not have a copy 
of the certificate see page 88. 

3. Verification of death 

Benefit may be granted on secondary evidence 
like the newspaper notice, and actual 
verification followed up. 

If applicant hasn't a death certificate -
issue form S.W. 2C to the of 
Deaths etc in the district in which 
beneficiary's husband died. 

Examples of how to prepare the forms: 

S.W. 2A S.W. 2B S.W. 2C 
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. 
'. Exanples of how to prepare the forms: 

s.w. 2A. s.w. 2B 
, . ...... ......-ror.cw. ...... .....10 
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Application Inquiries (Continued) 

4. Verification of income 

IMPORTANT 

In our example the declared income was 
over $3,068.00 p.a. and verification is 
therefore required. 

DONT WASTE (FORMS OR) YOUR OR 
RECIPIENTS TIME BY VERIFYING INCOME 
WHERE THE TOTAL DECLARED IS 
$3,068.00 PER ANNUM. 

If in doubt as to the accuracy of declared income - discuss with a senior 
Officer. 

Back to our example: 
(i) The bank account was verified when the 

application was taken by completing SW 265 and 
having it checked. 

NOTES: 

(ii) 

(iii) 

Confirmation of the annuity was recorded on a 
minute sheet and checked. (Papers from the 
Solicitor were produced.) 

Form S.W.8 is required to check the earnings. 
There is an example of form SW 8 on page 49. 

Also use S.W. 8 to check cessation 
date of earnings finishing just before 
benefit application or grant. 

5. OTHER VERIFICATION REOUIRED: 

Did you work out that in our example - The only form we have to wait 
for return of is the S.W. 8 - When returned the application is ready 
for the next stage termed Assessment See Page 52. 

However there are two other 
points that must be checked 
before assessment: 

(i) CHILDRENS DETAILS: 
Confirmation required of: 
- Childs date of birth 
- Parentage 

Record on the widows 
file. 

Local arrangements apply in carrying out the 
check. VDU facilities may assist, but ensure 
parentage confirmed. If the VDU family fenefit 
printout does not confirm parentage the permanent 
batch papers will do so. 

(ii) HUSBANDS ESTATE: 
Initial inquiry only required. 
See page 73 for full 
explanation. 

Summary of verification next page. 
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SUMMARY: 
Remember the 'extent of 
verification depends on 
the particular case. 
Check this list. will 
any of the forms etc be 
required? 

-.. 
At the time of pregrant verification 

FORM OR 

S.W.34c (Acknowledgement of 
receipt of application) 

S.W.2A Verification of Birth 
S.W.2B Verification of Marriage 
S.W.2C Verification of Death 

Income inquiry forms: 

S.W.s Particular of account 
(to check on bank accounts) 

S.W.8 Verification of earnings 
S.W.8A Sale of produce S.W.8B 
S.W. 8B Verification of Shares 
S.W.8C Verification of rent 

NOTES 

Only issue if application 
received via the mail or 
from another office. 

Issue if certificates 
not sighted at a office 
and can't be produced. 

These forms only required 
if declared income 
$3,068.00 p.a. or more, 
(For our example) (Don't 
overlook form S.W. 205). 
and 

S.W.8D Verification of superannuation 

verification has not been 
obtained at interview. 
Grant or assessment 
cannot proceed until 
forms returned. 

S.W.9 Verification of 
S.W.222 Verification of 

S.W. 10 Transfer of Papers 

Family Benefit details -
- local form? 

Husbands estate 

Mortgage 
Maori rents S.W.125 Form Statement -

should never be used 
Full accounts prepared by 
accountant must be 
produced in every case. 
(See revised Pt.M I & P 
Manual. 

To request file (except 
F.B.) domiciled in 
another district. 

From Family Benefit. 
paramount batch. VDU 
facilities may assist. 

But 
Don't overlook check on 
parentage. 

Special letter required. 

On all forms ensure "Applic". shown by the widows number. 
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With the return of the necessary 
inquiry forms the application is 
now ready for assessment or 
sometimes called the grant action. 
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.... 

EXAMPLE OF FORM S.W. 8 

DEPARTMENT OF SOCIAL WELFARE 

DISTRICT OFFICE: ...................... .......................................... . 
•. 

/'$.",.,1" 

........ _ .................... .. ... . .{ 

..... ...... ... (;,,,./,: 

....... L1',.,x./.'. ..... E.",ff.. ... &?F!t:#.?' 

If telephoning or calling 
about this form please ask 
for " • 
. d.! ... ..... 

Full Name Present Address 

Applicant's husband (wife) 

VERIFICATION OF EARNINGS 

Dear Sir (or Madam), 
As the above-mentioned person has made application {: (or is in receipt of) a benefit, I should be obliged if you 

would supply particulars of earnings received by Mr (Mrs) ........... ...... ......................................................................... . 

Prompt return of this form is requested as any delay m cause inconvenience to the applicant. Addressed reply envelope 

is enclosed 
Yours faithfully, 

If working for a large organisation - show these details on the S.W. 8: 

- Actual occupation 
- Department or section employed in 

Period employed 
- Other details that may assist in 

identification. 
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Pre-grant verification (continued) 

_____ ------I .. 
ALL INQUIRY 
ISSUED PROMPTLY THE . 

RECEIVED. 

ON ALL FORMS HANDWRITING SEND TO 
MUST BE LEGIBLE. IS RETURN 
CORRECT ADDRESS. WELL AS 
ADDRESS W'ITH 
PERSONS NlU" 
THE APPLICATION? .. , 

Outstanding applications must be checked at least weekly to ensure there 
is no delay in the return of inquiry forms. 

Important message next page. 
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.... 

FILING····OF·· APPLICATIONS 
APPLICATIONS THAT ARE NOT BEING WORKED ON 
SHOULD PREFERABLY BE STORED AWAY FROM THE 
DESKS AT A CENTRAL POINT IN ALPHABETICAL ORDER. 
THIS FACILITATES LOCATION OF FILES WHEN 
QUERIES ARE RECEIVED. 

LOOSE PAPERS MUST BE MATCHED TO THE RELEVANT 
APPLICATION WITHOUT DELAY. 

NOW WHERE-S LOOSE PAPERS ON HAND IN EXCESS OF ONE WEEK 

Tt-I AT .DARNEl) MUST BE REFERRED TO A SENIOR OFFICER. 

F ? 

The outstanding applications must be checked weekly to ensure there is no 
delay in both the return of forms or replies to other After 
two weeks consider reminders, and note the S.W. 42 if they are issued. , 
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STAGE;' ·T.HREE ... ," 
THE:"GRANT' ACTION'--INCLUDING' 

ARRANGING "'PA YMENT 
1. ASSESSMENT 

This is working out of the 
date to start the benefit 
from and how much to pay. 

(Granting the benefit) 

Following on from page 48 the assessment can be carried out after 
necessary enquiries have been made, and forms returned. 

How to do the assessment 

You fill out form W.B. 2 - Certificate of disposal of 
application (see next page) 

But first ensure all papers are in this order on the 
file:-

File order: (from the back) 

Former papers if any 
W.B. 1 application form 
Interview sheet 
Death Certificate copy or newspaper notice etc. 
Birth Certificate copy or extract. 
Marriage Certificate copy or extract. 
Family benefit verification record. 

(Not just a print out) 
Income verification forms 
Copies of any letters sent. 
Replies to letters. 
S.W. 42 Action Sheet. 

52. 

Example of of 
W.B. 2 next page. 



Completing the certificate of disposal form: 

The W.B. 2 below has 
been divided into 
sections: 

Having regard to the application example page 27 we are going to on the 

next few pages discuss how to complete each section, and thus finish uP. 

by knowing: " . 

(i) What amount of widows benefit to pay. 

(ii) When to pay' the widows benefit from. 

DrB/I81WB2 

CER'nRCATE OF DISPOSAL OF APPUCATION 

Def ..... I·._: __ ..ttJ:!.1""'iG-_________ _ 

Dole aacI pIoco of ..... : 

-'«OURI Ntlll'lbcr •••••.•••.••.••••••••••..• _ •• _ •• __ ••••• _._. ____ .. _ F.1Iow up ....... . 

,- . ... J . . . . .... __ I " 
• _1 .... .:. • ..!. -.! I 

........................•..• _ .................... . 

-- r .. ::·:.::.::.:::::::: .... :I 
___ ' __ ' ___ I ______ __ .•• ____ ______ .. Before YOU.comp1ete the form 

W.B. 2 arm yourself with the 
following: 

1. S.W. 396 - Pay Period 
chart. 

2. S. W. 313 - Input form 
code chart. 

3. S.W. 40 - Income 

53. 
exemption assessment 
table. 

4. A calendar. 
5. An electronic calculator. 



" 

CERnFICATE OF DISPOSAL OF APPUCAnON 
Application receiwd: .\.'-:: .• I.Q.L/ .. 

...................... . .? ................ Benefit 

Full name ....... .. :., .. c:: ........ .. e..f ..................................................................... -,::r ......... I1111111----.1 
. 'f2- ........ .................. .,. 

ENSURE: 

Show full name 
Distinguish surname 

. Address: Full address to 
which mail to be sent. 

If changed before grant 
up date panel. 

54. 

This is the benefit code 
for the computer 
purposes • 

Important: 
Show correct number obtain 
from new applications list 
produced by DPC. 

This is worked out after 
completing the decision panel 
(Section 12) 



Age ••••••• ...... _ .... years by .•• : ... Date of 8irth1.&l!:"./.J.9../.?'.3. 
Residence ... •• ::-•• .. ... hy ....... ......... . 
Husband/W'lfe ••••••••• •••••• ;;[Q .. ........................ _ ...................... . 
Address ••••.••...••..••••.•. N.\.a. ................................................................................ . 

.. Q-I .. /.Q.l.../.:J.1 Death/Sep./IMeHe .QJ../.Q .. L/.?.-:1. 
Benefit No .........•....•........ A:....................... Rate $ ........ 0. ta ..................... . 
These details: Copy from the certificate extracts. 

Residence: 

Benefit No: 

Only an issue if needed to 
determine entitlement see page 9. 

not applicable to widows benefit. 

Dependent Date of Liable Puent's 
Children Birth Name 

... ......... nltJ ......... . 
· .. .l..g.::Qk?: ........... ..... . 
.. . .:Qc-.................... ..... . 
.J)(jQ.k.Q... ............... r..+\1 ...... . 

Copy details from the 
verification you have on 
the file - checkout any 
discrepancies from the 
application form. 

This section does not apply to widows benefit. 

Maintenance 
I>ef'enda,t's name: ...•........•.....• ..................................................... ............ . 
Date and place of order: ......................................................................... !. ........... . 
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Non-chameable Income Assets 

..... ........ ............................... Q:.Q .. .. .. ........... ............ ...... @ ............................................... _ ............................ : ................................................................................................................. . ,; ... ; .. ; .. ; .. ; .. ; ... ; .. .. .. ... -.. -.. -.. -.. -... -.. -.. -... -.. -.. -.. -.. -... -.. -.. -... -.. -.. -.. -... -.. .. -.. ........................................................................................................................ 
1 

Record here non-chargeable 
income. Family benefit is the 
most common. Other income 
of this type may include 
handicapped childs allowance, 
War disability pension etc. If 
in doubt check with the income 
and property manual. 

Chargeable Income Appt. Spouse 

.eQ§. .. G ... ........ .... . 
......... :ll?<t.Q.:QQ . ....... a.}f.) .... . 

.... . .. ...l9k?:QO .. ........ o..\t.t. 

......................................... ...................... .................... . 

.......................................... ...................... .................... . 

......................................... . ......................................... .. 
@ .......................... .. 36·0: -
Convert income to the prospective annual 
rate and enter here. 

Enter here details 
of any cash assets 
or other assets that 
produce income. 

With the exception of these 
income types mentioned above 
any income applicant has is 
required to be charged 
against the benefit. If the 
annual income exceeds 
$3,120.00 the benefit is paid 
at a reduced rate • 

At grant prospective income 
is charged. This is the 
income applicant is expected 
to receive in the next 12 
months. For full explanation 
see page 127. 

dont charge income 
that is to cease before grant. 

Having regard to the application example page 27can you understand the 
income assessment principle so far. The same principles apply to any 
other types of chargeable income declared. 
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This is the total figure from section 6 
previous page. 

Rarely applies to widows benefit. Some 
sick benefit payments attract an 
additional $104.00 p.a. exemption. 

Income Assessment Part W·Weekly Manual has details. 
GrOSI clw'geable 

income .• - does the widow have 
dependent children. The income 
exemption will be $2,600.00 p.a. (no 
children) or $3,120.00 p.a. (with 
dependent children). Deduct from the 
chargeable income. If answer = NIL 
full benefit is payable. 

Section 66 
exemption 

Charge&ble 
income .. 

Exemption .. 

Excess income 

Income deQuctlon 
Obtain this figure by using income 
deduction chart page 131. The chart is 
simple to use. 

Working out the amount payable 

(C2 J Computation 

Assess amount payable taking into 
account whether there are dependent 
children and adding Family Support 
after. 

-...-
Benefit rate •. 
Less income, . 

dedUGtion 

Plus earnings 
subsidy (18) 

Plus W.s.D. 

. .. !).6 -
-.0 ........................... . --

The last figure in section 7 above. 

Subtract 

... 

and this is the amount benefit 
payable. 

tt] 2:..'OQ 
Prepared by ....................................... . 
Check bv ............................... . 

Your signature. 

The person that checks your work signs 
here. 

@>verlaPPing ............................ benefit at $ ............................. p.w. from ......... / ......... / ......... to 

........ ./ ........ ./ ......... Amount $ ........................ plus outstanding debt (if any) $ ........................ . 

Enter here in red ink any amounts such as service to 
widows, or special needs grant payments etc . 
that are required to be recovered. Recovery 
is usually from the first instalment. 

(i) If late husband's National Superannuation included 
payment in respect of ·the widow - take caution. Her 
overlapping element of the National Superannuation may 
require deduction. However, any adjustment is usually 
made with· the final payment of National Superannuation 
in terms of section 61DB of Social Security Act 1964. 

(ii) See also Paragraph D.83B, four weekly manual, where 
widow was included in husbands benefit. 
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Any arrears due to the beneficiary i.e. payment from the date of grant 
until the first credit can be made to a bank account should be paid by 
daily direct credit (SW 55) - See page 63. 

You must show how you arrive at the 
amount of the first payment. Set out 
the assessment on the reverse of the W.B. 2. 

Arrears 07.01.87 to 13.01.87 
Due date 20.01.87 
Total DD 20.01.87 

7/14 $300.08 = $150.04 
$300.08 

$450.12 

This assessment should be self-explanatory. 
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This is where you use: 

the S.W. 396 pay period chart. 

a calendar. 

and useful for accuracy and 
saving time is an electronic 
calculator. 



GRANT DATE 



.... 

THE GRANT DATE 

Account Number 

:0 

Decision 
Benefit ............................ . 

.1.3..9..:!::.: ... 9.0. ... p.:.f?t.: 
.. c;;QJe.: .... ..... .. 
Ih: . V. 

............ .......... ..................... . 

.. .. € ....... .. .. 

... :.C:1.: .... .. p .. .. 
......................................................................... 
......................................................................... 
..... ,' .................................................................. . 

................. ,' ................. .... · .. · .... · ...... ·· 
....... .. 

The Senior Officer who authorises 
the grant will sign here. 

As payment is to be credited to a 
bank account complete this section 
of the form by entering the bank 
account number. 

See section 8 enter 'the benefit 
payable here 

and also 
the date benefit to be granted 
from. 

and also 
the date on which the current 
grant expires • 

WHAT IS THE GRANT DATE? 

If application lodged within 6 
months after date of husband's 
death - grant benefit from THE DAY 
FOLLOWING THE DATE OF HUSBAND'S 
DEATH. Applications lodged after 
6 months - section 80(3) applies • 

*WATCH: 
Don't grant before expiry of 
wages, holiday pay etc. 

The Rate of Benefit:- See page 57. This is 
self-explanatory. 
Beneficiary will receive 
the widows benefit each two 
weeks via the computer. 
This fortnightly rate is 
worked out a certain way. 
It is also termed the 

(The additional 
amount for the 
dependent children 
is termed child 
supplement.) 

CHECK RATE for computer 
purposes. See next page 
for explanation. 

Renewal Code <See page 54, Section 1) 

This indicates the pay period in which the benefit falls due for renewal 
- remember the explanation on pay periods, page 13. Refer to S.W. 396 
(Pay Period Chart). The renewal code to be allocated is the one above 
the pay period in which the application was received. 

e.g. - Application received 12.01.87 - code 12 renewal pay period. 
- Therefore, renewal code is 11. 
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1. ASSESSING THE FORTNIGHTLY RATE: 

THE CHECK RATE 
This is the fortnightly rate and must be shown on most input forms. 

But to be acceptable to the computer it has to be assess this way: 

Divide annual rate of benefit by 52. 
Round off to cent above and double. 

One Exception: 

Where the third decimal place in the cents = 0 just double the first 
two figures. 

Annual rate: 

$3735-46 

$3871-44 

; 52 = 71.83 \ 5769 = 
- 52 = 74.45 \ 0769 = 

$143-68. 

$148-90. 

Include - Accommodation Benefit 

Exclude - F.O.P. amounts. 

Final completion W.B. 2 next page. 
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Continuing Payment I 0 1 I tJ2/8, -0 0 ' Bank credit. .:> .0 f 

This is the fortnightly 
rate determined by the 
principles outlined on 
the previous page. 

-20,OOO/1/MMK 

Check list 
SW310 
ew-5+ ...................... .. 

After completing the input form and 
notification - initial here. 

See pages 63 and 65. 

(Application register no longer 
maintained) • 

SW 6S .... = ........ :'!!! ....... !P' • .... __ ..::::::::::::. 
Does not apply to widows benefits 

Defendant 
advised ..... :-:::: ........... .. 

Follow up action 

. E.$.flA'lE. ... 8.r. ...... : 

· ........ 4 .. ·11 ...... · .... .. 
........... I ... .... .. 

FILE "&,-:/i'; 

IMPORTANT; 1. 

Any follow up required record here in 
our example the estate has not yet been 
finalised - This will be checked out at 
first renewal • 

Once all actions are complete a Senior 
Officer will initial here, and the file 
can then be put away in the current 
series. 

No file is to be placed in the current series unless 
the top paper shows "FILE" and there is also an 
initial. 

2. WATCH 

Don't overlook miscellaneous appplications like phone 
concessions, accommodation benefit etc. These are 
explained later. 

Test yourself - see next page. 
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FORM W.B. 2 continued 

Below is the W.B.2 from the previous 
page-completed and in intact form. 

Can you remember and understand how and why each section was completed? 

If not go back and read'pages 52-61 again. 

bn/1IIIWI2 

cSmRCATE 'OF DISPOSAL OF APPUCA110N 
AppIIcIIdooI NCIIIwoI: ..i:t.J.ew..t.:! 

11..& rg: l<nol 

I'EJ :::J'icft!'1: ;[of'lfS 1'tIII_ 
N 

Md-= 9lo ""f'M. --(" H(ttqC _of 
l"? DoIe", .. - -• \<C\':S'Ti.e iot-<ll.. .H L--foM - f'ol'2.. - e«f(cl R i. ITI'I'tv:< ItO·Of.-lI N. "" .:J:'attt:l .::ra t::!4,s, 

MO""""AtI Iot·Of·"" .... 104 
AoId.- t!la I'DA(');D 19Q..o".i'l I.J IA 
NonW ..au.a.w.::!J.. 

',J,ltI a.... . t!lA' -- . " ---.atND. 
III • .......... - .... -'--'"-''' 

Dote ....... '" CMOIor: 
, ......... - "-:!l' , . _t{. Arrl'>l .f-

....... s.-o 
.... LJ" Iliv'J:j,.()() riA -"----..... ---..EA..f.tirNCl !1.w.I'I.ll!: -- '--Iq\...Q'] -" --- - "'h! '-------- ... -=-- --- ..... .s.D. - -""IA· --- .!)C T_ =., . btMIIt III S p.w. f_ -1-1_10 0-10 .... 

plus .... 1It.IIOd1llc dd>t (II .. ,,) s s 
....... Pa--OftIor 00d0I00I Ooodtu. 

s .... JIG ..J A_ A .... -- D.r ... U __ ._.K 
I I s 
I I s AfpIo .... -L-_ 
I ! s ... £ ..... ·f /. -_. __ ._-.• 

$. •. 65 .. : Pa,... 
.c-t:_,,_,, ____ AddIas: ___ 
_om-:.. ____ -- -- - -- -" ... ,,_._----

Soriol No. I .. _._---......... --..... _" ........... _-
"-N ..... ._----- -... -: I : , . . : , . . . . .. !.LL ...................... _----_.- _ ....... " . ... -... . . . . . . .. . 

... ---c ............. ,--. 
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Keeping in mind our application example page 27, there are four more 
things to do before the grant action is complete. 

(i) Get the money to beneficiary - involves input form completion 
(next page). 

(ii) Tell of the grant - by letter (page 65). 

(iii) Attach certificate of entitlement (page 66). 

(iv) Tell family section of the grant if child supplement payable 
(local procedures apply). 

152. continued. 
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INPUT FORM COMPLETION 

-Before you go any further - read pages 107-109. 

Now after reading that section on input forms you should be able to 
understand the completion of these input form which are related to Our 
application example page 27 and the W.B. 2 that has just been completed. 

SW55 

DIRECT CREDIT - PAYMENT REQUEST 
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-NOTICE TO ESTABUSH 
SOCIAL SECURITY MASTER RECORD 
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POINTS TO NOTE: 

Remember 

1. If first payment to be made via the computer Show 
e.g.: "H01/20.01.87/$450.l2" 

2. TAKE CARE IN FILLING OUT INPUT FORMS. YOUR ERRORS 
WILL CAUSE THE FORM TO REJECT. YOU WILL THEN HAVE TO 
DO IT AGAIN. 
- Why let your workload double like that? 

3. The check rate is important. Remember what was said 
on page 60. 

4. Complete the form in duplicate. Original to pay 
section for keying. Duplicate is filed on the file 
under the form W.B. 2'. 
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TELLING BENEFICIARY THE BENEFIT BAS BEEN GRANTED 

(Sending the notification or letter) 

The letter writing principles set out on page 110 also apply here. 

1. Bepefit granted at FULL RATE 

Iss'ue letter based on form S.N. 3A. THE GRANT'. LETTER. 
2. Benefit granted at REDUCED RATE 

The letter must show the benefit assessment. A suggested format is 
on the next page: 

81P/810F 

If not already attended to: 

If apparent entitlement, attach Accommodation Benefit and Phone. 
Concession applications. 
Note SK 42 of issue - no need to follow up. 

Benefit declined - See page 68. 
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Mrs Jennie Jones 
920 The Terrace 
Wellington 

Dear Mrs Jones 

WIDOWS BENEFIT 428962178 

You have been granted a Widows Benefit 'of per annum ($300.08 
fortnightly) from 07.01.87. 

The assessment of your benefit is as follows: 

P 0 S B Interest $2000.00 Maximum Benefit $9287.20 PA 
Your Earningsd $3640.00 Less deduction 

(converted to annual on account of 
rate) excess income 

Annuity , 196.00 
Total $5836.00 Benefi t payable 00 
Less Income Exemption = $ 300.08 
Excess $2716.00 (fortnightly) 
Deducton on account 
of excess income $1485.20 

Payment for the period 07.01.87 to 27.01.87 amounting to $450.12 will be 
credited to your POSB account on 20.01.87. 

From due date 03.02.87 and each two weeks thereafter payments of $300.08 
will be credited to your account. 

Please let this office know should you or your children: 
- move from the above address 
- commence employment 
- receive any further income 
- be admitted to hospital 
- leave New Zealand for more than 26 weeks 
- leave school 
- enter into a relationship like a marriage 

change your material or financial circumstances in any other way. 

Your benefit is required to be reviewed each year and forms for this 
purpose will be dispatched in sufficient time to avoid interruption in 
payment. 

If you are dissatisfied with the decision above you are entitled to have 
the decision reviewed by the Social Security Commission. If you wish to 
have the decision reviewed you should apply in writing within three 
months, setting out briefly the grounds on which you object to the 
decision. A form for this purpose is from any office of this 
Department. (SW 143 - Application for Review of Decision.) 

Also, this office will be happy to assist with any queries you have. 

Yours faithfully, 

for Director 
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/ CERTIFICATES' ··OF; ... ·ENTITLEMENT 
Reference: CM 1981/67 

CM 1986/194 
CM 1985/68 

1. These must be issued with every new grant. 

2. Attach to the grant letter. 

3. The certificate is in card form and is numbered S.W. 376. (local 
issue) or SW377 when issued. by DPC. 

4. The certificate entitles beneficiaries to: 

Reduced Doctors fees (at the 
discretion of the Doctor) 

(termed higher rate of medical benefit). 

And also exemption from the charge on prescriptions. 

5. Show expiry date. Certificates are issued for 12 months and expire 
on the 30th September each year. 

6. The S.W. 376 is a dual purpose form - For widows benefit the front of 
the certificate must say: 

7. NOTE: 

"THE HIGHER RATE OF MEDICAL BENEFIT. AND IS 
EXEMPTED FROM THE CHARGE FOR PRESCRIPTIONS." 

If payment is made to an agent the certificate must be 
issued direct to beneficiary. 

* * * * * * * * * * 
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DECLINED APPLICATION 



DECLINED. 
1. Most widows benefit applications are qranted - i.e.: meet the 

qualifications 
and are, thus, 
paid the benefit. 

2. So an application is declined where one or more of the statutory 
qualifications (see paqe 8) are not fulfilled or if applicants income 
does not even permit payment of a reduced benefit. 

This latter situation is the most common reason for refusinq or 
declininq the application. 

3. The decision to decline will be qiven by a Senior Officer. Your job 
will then be to: 

A. Complete W.B. 2 - show reason for decline. 
B. Complete input form - S.W. 273 (Tick 105). 
C. Notification - see next paqe. 

POINTS· TO NOTE 

Income: 

1. If benefit declined on account of income - that income 
taken into account must be verified, and the assessment 
shown to beneficiary in writinq. 

2. Decline letters always to include: 

- Reason for decline - quote 
relevant section of Act. 

- Review riqhts. 

See EXample Next Page 

3. Reason - If you can't find the statutory authority 
for the refusal of payment - reconsider the 
decision to decline. 

Withdrawal: 

4. If applicant wishes to withdraw her application - this 
should be obtained in writinq. 

68. 



Mrs Agatha Dunit, 
209 Trendy Place, 
WANAn· 

Dear Mrs Dunit, 

DECLINE LETTER 

Widows Benefit Application 378921265 

Your application for widows benefit has been carefully considered. 

Section 24 of the Social Security Act 1964 states that the rate of widows 
benefit shall be that as prescribed by the third schedule of the Act. 

The schedule provides that a widows benefit of $6820.32 p.a. may be paid 
to a person without dependent children. However this amount is diminished 
by 30 cents for every complete $1.00 of the total annual income of the 
widow in excess of $2,600.00 a year, and by 70 cents for every complete 
$1.00 of her total annual income in excess of $4,160.00 p.a. 

In taking into account your income and applying the above abatement 
provision it has been necessary to assess your benefit as follows: 

Income 

Earnings 
Bank interest 
Total chargeable income 
Less exemption 
Excess 

Deduction on account 
excess income 

$13525.00 
$ 24.80 
$13549.00 
$ 2600.00 
$10949.00 

$ 7040.30 

Benefit 

Maximum benefit 

Less deduction 
on account of 
excess income 

Benefit payable = 

$6820.32 

$7040.30 

NIL 

As you can see it is not possible to pay you a widows benefit, and thus 
your application has been declined. 

If you are dissatisfied with the decision above, you are entitled to have ' 
the decision reviewed by the Social Security Commission. 

If you wish to have the decision reviewed, you should "apply in writing, 
within three months, setting out briefly the grounds on which you object 
to the decision. A form for this purpose is available from any office of 
this department (S.W. 143 - Application for Review of Decision). 

Yours faithfully, 

lron.: The above letter although lengthy has been written with the 
intention of supplying the "applicant with all the information 
relevant to her application being declined. This should save the 
applicant from having to make further enquiries to the office. 
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APPLICATION FOR WIIXMS BENEFIT RECEIVED IN THE OFFICE 

Application received in office 1 
fully completed 

Entitlement - ACC or Lump 3 
sum Payment 
on Death 

- Accommodation Benefit 
- Phone concession 

A. Issue Inquiry forms 
(Income verification if 
necessary) 

B. Birth, Marriage, Death 
checked. 

Return of Inquiry forms 

Assessment (Form WB2) 
- Rate and Date payable 

CR 

5 

7 

- Decline-- 9 

Prepare Input forms (SW55 & SW310) 
- includes payment details 11 

Computer produces payment for 
Beneficiary each two weeks -
credited to Bank Account, 
United Building Society, or 
P.S.I.S. 

13 

Some inquiries etc may require 15 
follow up 

SUllIIlary of steps that must 
be covered 

2 Complete Interview Sheet and SW 
96 (Authority for bank payment) 

4 Registration, Numbering, 
Indexing 

6 Urgent payment? 

8 Estate Letter to Solicitor 

10 Informed in writing of decision 
- SW3 style 
- Letter if reduced amount or 

decline 

12 Details from input keyed 
locally to Upper Hutt computer 

14 File, then put away in filing 
system (termed filing) 
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SELF-TEST QUESTIONS 

Do not write on this page 

If you are not sure of the answer to any question read the 
Section aqain. You will find the answer there. 

1. What additional details may have to be shown on form S.W. 8? 

2. What is the ideal way to file applications awaitinq return of inquiry 
forms? 

3. What is the amount of income that may affect the amount of widows 
benefit payable? 

4. Give three examples of non-charqeable income? 

5. What date do you qrant widows benefit from? 

6. What information must be shown in a letter for a declined application? 
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ANSWERS 

1. Applicants or beneficiary's actual occupation, and section working in 
when employed by a large organisation. 

2. Away from the desks in alphabetical order. 

3. $2,600 or $3,120 per annum. 

4. A. Family Benefit. 

B. Handicapped Childs Allowance. 

C. War,Disabi1ity Pension. 

etc. (see page 120). 

5. The day following the date of the husbands death. Providing 
application lodged within six months after the date of death. 

6. (a) A clear explanation of why the application has been declined 
including the section of the act used as the authority. 

(b) Review provisions explained. 
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HUSBANDS ATE 

WHAT IS AN ESTATE? 

Reference: Part L Income 
& Property 
Manual 

It is the cash and other assets such as shares bank 
accounts, life assurance proceeds etc belonging to 
beneficiaries late husband. 

In most instances all these assets pass on to beneficiary, but before they 
do any liabilities (funeral expenses, outstanding accounts) of the husband 
need to be deducted. 

Following the husbands death the Public Trust Office or a Solicitor will 
arrange for the estate assets to be transferred to beneficiary. This 
legal activity can take any time from 6 to 12 months to finalise. 

WHAT EFFECT DOES THE ESTATE HAVE ON WIDOWS BENEFIT? 

Distribution to beneficiary of the assets of the estate is a capital 
payment. 

- prospective proceeds from any investment of these assets is 
chargeable as income against the benefit (see income section 
page 118). 

In most instances such income does not even with beneficiary's other 
income reach the income exemption - so little action is required. 

WATCH - 1. Occasionally an interim distribution (payment) from the 
estate may constitute income - this must be treated as 
chargeable income. 

2. Look at charging prospectively income which is ascertainable 
with a degree of certainty (discuss with senior officer) 

WHAT DATE TO BRING THE ESTATE PROCEEDS OR INCOME TO CHARGE 

No hard and fast rule can be laid down. - A senior officer must decide. 
It depends on the nature of the estate the extent or type of assets etc) 
and the method of distribution. 

- Generally benefit would be reviewed if necessary 
from the 1st available date following 
distribution to beneficiary. 

PROCEDURE 

1. At time of application obtain name of solicitor and name and address 
of his firm handling the estate. 

2. At time of application inquiry issue letter to solicitor - See 
suggested format next page. - Form S.W. 13 is not to be issued. 

3. Beneficiary to be asked in writing (combine with grant letter) to 
inform office if any distribution of estate made prior to renewal. 

4. No need for bring up etc. 

See next page 
for follow up procedure. 
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Suggested letter to be 
sent to Solicitor or Public 
Trust Office prior to benefit 
grant. 

IS'V.D or ................... . 

..... lIa. lodpd. &II .ppliculoo tor riel .... 
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So l: U7 ele1:.rooia. lIr. .01:Ul_U tor 
riel ..... ..... ttl ple ... 101: "" taow 1:ll0 tollowiac: 

I.. De1:ail. ot elle •• 1:01: ...... u 1ac1ac1.101' (It Po .. 1ble) (m 
(111) 

Sa1:Ur. aDel. _at ot oy 1n .. _a1:, 
_ .oel addr... ot oqaa1aa1:1oD 1I01cl.1ac 

laTe_a.at. 
_ ia"lr ... or eliY1ellacl.o lee ... las poU 
oa each In-ea-=ea-:. 

B. 'rU .ac .... liabil1tlo •• 

C. 'rU .xt.... ot ..... 0.. Ile.. ell1lc1.roo·. 
iatlere." 1a .he ..... ,.. U 1. DOt: 
tile oole beootie1...,. ple ... :orwo.rcl. • copy ot til. 
will. 

D. U •• rocliYee!. aD:!, po:r-ae. tro. 
th. ..tat. _hat did. th.,. repr ••• at. aDd tU d.a'Ca aDd __ ot po"..a1:. 

E. !)e1:ail. ot aa;r ooo1:1o..ial po,...o1: •• 
.,. 'lUa b ella 1000a::o .xp ... 1:ee!. 1:0 be tiD&lloee!.. 

::;1;1:. a:o..u 
"0 ap_bcee!.. 
Pl .... alao lot IU :co ....... 0 tioal cI.1.1r1bo1:1oo ct _ 
•• taCe 1. aad..e. 

tor Diroclor. 

FOLLOWING UP FINALISAIION OF THE ESTATE: 

1. Unless contact made by solicitor or beneficiary advises of 
distribution THERE IS TO BE NO ACTION UNTIL FIRST RENEWAL. 
most estates are finalised by this time. 

some 
However 

2. If estate not finalised at 1st renewal write to Solicitor to determine 
progress and ask when distribution may be expected. 

Remember: 

Also check ---
Has there been an interim 
distribution. 

Before bringing any estate proceeds to charge distinguish between 
income and capital payments and watch prospective income from the 
cash assets. 
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LUMP SUM PAYMENT 



· . 

LUMP SUM PAYMENT AFTER DEATH 
References: 

Section 610 Social 
Security Act 
Part B Miscellaneous 
Provisions Manual 

NOTE: This section is not a detailed 
outline of Lump Sum Payment 
After Death provisions. 
Qualifications and 

1. 

procedures etc covered are only 
those relevant to widows benefit 
applications. 

When to take an Application: (Relation to widows 
benefit) 

If applicant's husband dies leaving a spouse and/or children and 
death was not the result of an accident and the net value of assets 
of the spouse and/or children's share in the deceased's estate is 
less than $10,000 the following provisions apply: 

(a) If the widow has no dependent children and her annual income is 
such that it would not prevent payment of a widows benefit, she 
could be paid a lump sum of up to $1,200. 

(b) If the widow has dependent children, provided she qualifies as 
in (a) the children would for $600 each. 

(c) If the husband was in receipt of a benefit or national 
superannuation and a lump sum payment of this benefit has been 
made UQder Section 61DB of the Act this sum is deducted from the 
$1,200 mentioned in (a). 

2. The application form (S.W. 231) should be filled in at the time the 
widows benefit application is taken. 

3. If husbands death was as a result of an accident the equivalent lump 
sum is available via Accident Compensation. Refer applicant to the 
State Insurance or Accident Compensation Office. 

How is it Paid 

A cheque via the Treasury payment system is posted to beneficiary. This 
includes payment for herself and her child/children if appropriate. 

continued next page 
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APPLICAtION AND GRANT PROCEDURE 

'1. Take application in conjunction with widows benefit application. 

2. The necessity to have a sympathetic and tactful approach as mentioned 
on page 16 apply. 

3. Application form is SW231 & SW4 
answered etc. 

Ensure all questions are 

4. ADDITIONAL NOTES: Record on Minute Sheet if necessary. 

5. At application set: 

A. Death Certificiate*. 
B. Marriage Certificate. 
C. Applicants birth certificate. 

6. The above or evidence of the events have probably been obtained for 
the widows benefit application - take copies and attach to form SW 
231. • 

7. Application must be separate from the widows benefit file. File in 
deceased persons name or on any of his former papers. 

8. Application to be indexed, entered in register and numbered. 

9. Issue S.W. 6. 

S.W. 6 must be returned 10. Before grant 
* Verification of cause of death. If accident - ACC 

11. Income will have been verified on the widows benefit application. 
Verify assets only where it is stated that they exceed $8000.00. See 
paragraph B5.21 Miscellaneous Provisions Manual for details. 

12. ALSO - birth and parentage of children to be established - get-
details from family benefit records. Put copies of certificates or 
certified extract of details on the benefit on death file. 

13. To Grant - complete form S.W. 232 - See example page 78. 

14. Issue letters A. 
B. 

To applicant ) 
To Public Trust if children) see page 79. 

15. Refer file to Accounts Section (by hand preferably). They arrange 
Treasury voucher preparation. Treasury then send a cheque. Usually 
takes two weeks from date accounts section prepares the Voucher. 

16. Accounts note and sign the S.W. 232 that the voucher has been 
prepared. 

17. File then returned for filing. 
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LUMP SUM PAYMENT AFTER DEATH 

POINTS TO NOTE 

1. DEPENDENCY 

This is one of the qualifications. However it is presumed that 
wife is dependent on husband if living together at the time of 
death. 

2. ASSETS AND INCOME 

3. BE OUICK 

The net value.of assets in the deceased's estate must not exceed 
$10,000. "Assets" does not include the family home and 
chattels, household tools, car, pets or undivided beneficial 
freehold interest in Maori freehold land. 

The income of the applicant must be such that she would still 
qualify for a widow's benefit. 

Action Lump Sum Payment After 
Death applications WITHOUT 
DELAY. The receipt of the 
lump sum can be of great 
assistance to the widow by 
helping relieve financial 
worry at a time of grief. 

4. SUMMARy OF PROCEDURE 

A. Application S.W. 231 
B. Birth, death Mar;riage Certs. 
C. Register etc & S.W. 6. 
D. Childrens details 
E. Action sheet S.W. 232. 
F. Letters 
G. Treasury voucher 
H.. Separate file 
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EXAMPLE OF ACTION SHEET 

5" 23: 

Certificate of Disposal of Application for lump Sum Payment After Death 
(Sectioa 610C SocIal Security Act) • 

N..ae of Deoeased:.............................................................................................................. Number: .................................................................. . 

Date Application Received:................................... Dale of Birth of DeI.-eased:................................... Date of Dealh: .................................. . 

I. Name of Applicanl: ...... _ .................................................................................................................................... - ............................ . 

2. Address:_ ......................................... _ ............ ·· ....... · ... · ..... · ....................................................................... _-_ ................. _ .......... . 
B 3. Relationship of applicanl to deceaaed: .......................................................................................................... _ .. _ ........................... . 
L o 4. Was the spouse IIv1na with the deceased at the date of death? YES/NO 
C ,. If the applicant II not the Iqal spouse do the provisions of Section 63(b) of 
I: the Social Security Act apply? • YESlNO 

YESlNO 6. Not entitled to Ac:dcIcnt CompcllAdon? 
o 7. Chl1drea: 
N <a) Name (d) Date of Birth (c) Uvial with dec:ased at 0.0.0. 

E YESlNO 
YESlNO 
YESlNO 
YESlNO 

BLOCK TWO blcome of Applicant BLOCIt nota AIIeIs of AppUcaat 

I. Limit of balefit and IDcome 5 
2. Income of applicant and/or children 5 
3. Income of applicant and/or children II 

less !han the limit of income and benefit? YES/NO 

1. AIIeIs IiaIIt 510.000 
2. Net VIIae of I!)OUIe ud c:biIdnD', share 

of .... III decased" eIIatc (eIdudIDs 
_ IIsIeci III SectIoa 610(2) of the 
SocIal SecurIty Act). 5 

3. Net value of _Is lea thaD S10,OOOt YESlNO 

Hole I: It IIoe _ to.., 0( IIoe I. bIocb _ two or w. II NO Ihorc Is DO to a I_p _ uadcr Secdou 61 DC. 
Hole l: WheN tbere II a ....tYIDa .,... aad IIoe _ to q ...... 4 aDd , Ia block .- .... 3 I. bIockItwo .... w. Is YES there 

Is IIIIidaDent to: 
(a' SI,lOO Ia reIIPOI't of tbe spooIIC '-.., ,..,... ....... uadcr oecdoo 610B; .... 
(b) S600 ill reIIPOI't 0( _ cbIId wIlD _ JMaa willa IIoe -.-. 

Hole 3: WheN IIoe decouid _ a oaIo aad IIoe _ to __ 318 bIocb two .... w. II YES there II to: 
(a) SI,lOO ,-.., ....... __ oecdoo 610B; _ (b) S600 Ia _ of _ cbIId __ 1Mq willa Ibe .-.....L 

Recommendation and Dec:islons. 
I. Payment of a lump sum of 5 ..................... 11 approved ia terms of Section 61DC. (Sec rcvenc for_II 

Payee: ................................................................................................................................................................................................. . 

Address: .................................................................. A.................................................................... ........................... ....... ........... .... .. 
2. Pay 5 ............................................. 10 the .......................................................................... .. .............................................. in trust fer.' 

the foUowlna dependent children and in the foUowln, amoWlU: 
ChIld o.ae of 8Inh Ooaardiul '-'-t 

3. Application reflllCd bec:ause:................................................................ ................................. .... .................................................. . 

Letter Issued sellinl out income aueument and reasons 

(or Director 

Vouc:bers passed Cor I and 2 above·Sc:hedule No .................... .. .......... · .. · ....... .. .............................. .. 
Application replier noted .......................................................... . File:........... ............. .... .......... . ..... ...... .... .. .. . 

See next page for example of letters 
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1. LETTER TO APPLICANT WITH DEPENDENT CHILDREN 

"Your application for a lump sum payment arising from the death 
of has been considered 8:D-d a grant of 
$ approved. 

The provisions of the Social Security Act relating to lump sum payments, 
require that the sum available be reduced by the amount of any benefit 
continued in respect of the deceased, beyond the date of death. 

The payment approved in your case is assessed as follows:-

Payment in respect of yourself 
Less Benefit Continued Beyond Date of Death 
Balance Payable 
Plus Payment for the Child 

" " " " " 
" " " " " 
" " " " " 
" " " " " 

TOTAL PAYABLE 

$ 

1,200 

Payment in respect of the child/children is paid to you in trust for the 
children. 

Arrangements are being made to pay the amount assessed, and you should 
receive a cheque through the mail in due course. 

If you are dissatisfied with the decision above, you are entitled to have 
the decision reviewed by the Social Security Commission. 

If you wish to have the decision reviewed, you should apply in writing, 
within 3 months, setting out briefly the grounds on which you object to 
the decision. A form for this purpose is available from any office of 
this Department (SW 143 - Application for Review of Decision)." 
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2. LETTER TO APPLICANT WITH NO SURVIVING CHILDREN 

"Your application for a lump sum payment arising from the death 
of has been considered, and a grant of $ __________ _ 
approved. 

, The provisions of the Social Security Act 1964, relating to lump sum 
payments, require that the sum available be reduced by the amount of any 
benefit continued in respect of the deceased, beyond the date of death. 

The payment approved in your case is assessed as follows:-' 

Payment in respect of yourself 
Less benefit continued beyond date of death 

Balance Payable 

$1,000 

Arrangements are now being made to pay the amount assessed, and you 
should receive a cheque through the mail in due course. 

If you are dissatisfied with the decision above, you are entitled to have 
the decision reviewed by the Social Security Commission. 

If you wish to have the decision reviewed, you should apply in writing, 
within 3 months, setting out briefly the grounds on which you object to 
the decision •. A form for this purpose is available from any office of 
this Department (SW 143 - Application for Review of Decision)." 
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... 

3. LEtTER TO NON-BENEFICIARY WITH DEPENDENT CHILDREN 

"Your application for a lump sum pa:yment arising from the death 
of has been considered and a grant of 
$ approved. 

Of this amount, $ ______________ __ is in respect of the child/children 

(show children's names) 

and is paid to you in trust for the child/children. 

Arrangements are now being made to pay the amount due and you should receive a 
cheque in due course. 

If you are dissatisfied with the' decision above, you are entitled to have the 
decision reviewed by the Social Security Commission. 

If you wish to have the decision reviewed, you should apply in writing, within 
3 months, setting out briefly the grounds on which you object to the 
decision. A form for this purpose is available from any office of this 
Department (SK 143 - Application for Review of Decision). 

NOTE: If no children second paragraph should be omitted." 
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ACCIDENT COMPENSATION 

INTRODUCTION: 

References: Section 71A Social 
Security Act 

V68 Income and 
Property Manual 

If beneficiary's husband's death is a result of an accident she 
will most likely be entitled to accident compensation payments. 

KHAT IS ACCIDENT COMPENSATION? 

It is government assistance (cash payments) 
available to accident victims or their 
dependents. 

WHO PAYS IT? 

Payments are authorised by an organisation 
similar to a Government Department -- The 
Accident Compensation Corporation. In some 
districts the corporation engages the State 
Insurance Office to handle claims and pay 
the compensation. 

TYPES OF ACCIDENT COMPENSATION AND THEIR EFFECT ON WIDOWS BENEFIT 

1. Earnings Related 

2. Lump sum 

- (Assessment on basis of late husbands wage) 

The net amount is a DIRECT 
DEDUCTION from Widows Benefit. 

See next page for procedure 

$1000.00 payable to widow following husbands fatal accident and 
in addition up to $1,500 paid in respect of dependent children. 

Regarded as capital payments - any proceeds from 
investment of the money is treated as chargeable 
income. 

3. .As a result of accident to beneficiary herself 

Not a direct deduction. 
Charge as income in the same way as earnings. Lump sums are regarded as 
capital payments. Again any proceeds from the investment of the money is 
treated as chargeable income. 

Procedure (Nol) next page 
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Entitlement to late husbands earnings related compensation ---

PROCEDURE 

1. Must apply 

If Widows benefit application lodged and there appears to be 
entitlement (husband met death by accident) to accident compensation* 
- beneficiary must lodge an application for compensation. 

(* Possible entitlement to 80' of late husbands 
wage by way of compensation) 

2. Local arrangements apply 

In some districts accident compensation as 
above is paid without delay. If the rate exceeds the widows benefit 
rate (remember it operates as a direct deduction) don't grant the 
widows benefit. Check on the accident compensation amount and 
consider for decline. 

IF THERE IS ANY DELAY IN PAYING ACCIDENT COMPENSATION WE 
MUST PAY THE WIDOWS BENEFIT AND DEDUCT THE COMPENSATION 
LATER ----

PROCEDURE HERE IS: 

1. After grant of widows benefit send this letter to the local State 
Insurance office (or ACC office). 

"The abovenamed has been granted widows benefit of $357.20 per 2 weeks 
from 16.10.** and has stated she has applied for accident compensation 
in respect of her late husband. 

Please note that if earnings related compensation is granted epe 
Department in accordance with sub section 134(3) of the Accident 
Compensation Act 1972 will require a refund from the compensation of 
all or part of the widows benefit paid. 

Please let this office know of any compensation grant prior to its 
payment, to Mrs Yaled. 

Yours faithfully," 

2. File in bring up or computer expiry for 8 weeks. 

83. 

Procedure following State 
Insurance reply next page. 



.... 

Procedures continued 

4. State Insurance will reply to letter on previous page stating 
accident compensation granted-at so many dollars per week and 
before its release want to know amount of widows benefit to be 
recovered. 

5. Re-assess Widows Benefit on form SW 23 
from date compensation granted. 

The net amount is 
directly deducted 
from benefit due 

e.g. if compensation 
deducted from grant 
W.B. 2 would look 
like this •• ' ______ 

Reduction date shown on S.W. 23 is that 
from which compensation granted. 

6. Action S.W. 272 
B62 - Non standard rate 

,Computation 

income 
deduction -

C,"I'",Uhlllf 
Plus earnings • 

subsidy (IB) •• • ••••••••••••••••••••• 
PlusW.S.D. 

allowance •. 

.' '00 
Prepared ... 
Checkb 

- show new annual rate 

7. Overpayment 

- amend check rate , 

- is simple to assess 
set out on a minute sheet. 

e.g. $262.32 = (pf) 
* $222.72 = deduct 

$ 39.60 = Benefit due 

The amount of the direct 
deduction is the overpayment for each 
due date. 
The period of overpayment is from date 
of desired reduction (above) until day 
before S.W. 74-"7 effects actual reduction. 
If a deduction results in no W.B. payment 
watch any ACCOMMODATION BENEFIT paid -
This also form part-of the 
overpayment. 

8. Debt records to be set up in normal 
(Page 

;101 
9. Send letter urgently to State Insurance 

pointing out amount of widows benefit 
overpaid after taking into account 
earnings related compensation. 
Request cash refund. 

10. Letter to beneficiary: 
- Reason for benefit reduction 

Set out assessment 
Mention Review rights. 

11. Debt section follow up ACC refund. 
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DONT DELAY 
This part of the 
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ACCIDENT COMPENSATION 

SUMMARy 

1. Grant Widows Benefit (full rate). 

2. Letter to State Insurance or ACC. 

3. Compensation approved. 

4. Assess overpayment SW 23. 

5. SW 747. 

6. Set up debt. 

7. Letter for refund. 

8. Letter to beneficiary re reduction etc. 
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PROBLEMS IN VERIFYING BIRTH and MARRIAGE 

Reference: Part 0 Four Weekly 
Manual 
CM 1986/219 

Introduction 

1. Marriage must be verified prior to widows benefit grant. 

2. Birth must also be verified prior to grant if it is a factor in 
qualification (i.e. no dependent children cases). 

3. Birth verification in other cases is required to link the names with 
the marriage certificate. In some instances this may be followed up 
after grant. 

If grant of benefit is delayed 
on account of the above verification 
"Service to Widows" payment must be 
considered. 

4. Verification Procedure 
A. Ask beneficiary to produce certificates (she must make all 

possible efforts to do so). 

*Photocopy or extract details on S.W. 2A or S.W. 2B (graded 
officer to check). 

*Certify - copy of original. 

B. If does not have certificates and born or married in N.Z. issue: 

- Form S.W. 2A (Birth») 

- S.W. 2B (Marriage) ) 

In singular, note file 

of date of issue. See page 45. 

L----*o local registrar of births where born. S.W. 2B goes direct to 
Registrar General. 

6. If local Registrar of births has no trace he will issue the form to 
the Registrar General of Births. 

7. If the Registrar General has no trace of the birth then we have to 
rely on verification by secondary evidence. 

see next page 
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WHAT IS THIS SECONDARY EVIDENCE OF BIRTH? 

It is other documentation or evidence 
that may be able to show the date of beneficiary's birth. 

See list page 88 and paragraph 011 four 
weekly manual. 

When verifying birth from secondary evidence 
as many sources as possible must be 
used to establish the event. 

ALSO NOTE 

A Senior Officer's approval is required 
for the acceptability of this evidence. 

Marriage cannot be proved by secondary evidence see para 050 four 
weekly manual - But if Maori custom marriage para. 051 refers. 

NOTE: .In the case of defacto marriages or Maori custom marriage 
refer to your Senior Officer to consider a grant as Emergency 
Widows benefit. 

Name discrepancies - Birth or marriage certificate details or names on 
application forms - if identity obvious don't 
worry, but watch for any definite a1iases'-

MAORI BIRTHS: 

these must be recorded on index. (S.W. 81 if 
necessary) 

Some prior to 1935 are not registered. If Maori 
applicant cannot produce birth certificate HAVE FORM S.W. 225 
COMPLETED AT THE INTERVIEW - Should normal verification fail this 
saves time in the long run. (Paras 031 - 36 4 Wkly Manual refer.) 

continued next page. 

87. 



SOURCES OF SECONDARY BIRTH EVIDENCE 
1. Baptisma1 Certificate or Confirmation Certificate. 

2. Fami1y Bible. 

3. Family Tree or Pedigree chart. 

4. Pukapuka Whakapapa (Maori family tree). 

5. Marriage certificate. 

6. Spouses death certificate. 

7. Registration of child's birth. 

8. School Records. Ask for years attended, headmaster's name or 
prominent teacher's name. Send enquiry to Education Board not the 
Education Department. Enquiries for Maori school records prior to 
February 1969 shou1d go to Regional Superintendent, Department of 
Education, Private Bag, Newmarket, Auckland. 

9. Passport. 

10. Travel Documents - often issued to refugees. 

11. Naturalisation Papers. 

12. Seaman's discharge certificate. 

13. Passenger tickets. 

14. keepsakes e.g. Newspaper clippings, Birthday book etc. 

15. War Service Records - Army, Navy, Air Force. 

16. Lodge Records. 

17. Life Insurance - obtain Policy number if possible. 

18. Employers - Apprenticeship Records. 

19. Union Records. 

20. Hospital Records - age of admission. 

21. As a last resort, appearance. In this case applicant is to be seen by 
a senior officer. 
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INCOME FROM FARMS,BUSINESS ETC. 
Reference: 
Part M. Income and Property Manual. 
Section 3 Social Security Act 

1. ' WHAT EFFECT DOES IT HAVE ON WIDOWS BENEFIT? 

It is added to other income that is chargeable when assessing the 
rate of benefit. 

Before reading this section YOU MUST UNDERSTAND the definition of 
income and the principles set out in Section 3 of the Social Security 
Act and on pages 116-119 of this handbook. 

2. TYPES OF INCOME 

There is generally no problem' in recoqD1s1ng and verifying income 
from usual sources such as earnings, salary, dividends, interest, 
rent and the like. The income of self-employed persons can present 
problems when it is necessary to interpret business accounts. 

A person who is self employed usually has a Profit and Loss statement 
prepared by an Accountant each year. 

A copy of this statement is produced to the Inland Revenue Department 
for tax assessment purposes. 

Make sure these accounts are certified as correct by an Accountant. 

there may be people who do not have a profit or loss statement 
prepared (e.g. people who for some reason have not filed a tax 
return) • 

It will be necessary for these people to produce some confirmation of 
their income. You should see your senior officer to discuss which 
would be the most satisfactory method of obtaining the necessary 
verification in this type of case. 

Your senior officer will refer to Part M of the Income and Property 
Manual in deciding the chargeable income in these cases. 

The principle is to establish the "real" income of the applicant i.e. 
exactly what money the applicant gets from a business to provide for 
the needs of herself and her family. 
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FARMS BUSINESSES' - POINTS TO NOTE 

1. Flexibility 

2. 

With the varying types of businesses in existence there must be 
a flexible approach as to what amounts are chargeable as income 
for benefit purposes. 

If you have any doubts you should refer to a Senior Officer. 

WATCH Drawings or directors fees etc 

Circulars 1984/182 and 1985/29 cover the above matters which you 
must have regard to when assessing income from a business 
venture. 

Basically the income of a self-employed person can be defined as: 

(1) . the gross turnover of the business less only the business 
expenses incurred in producing that turnover; 

(2) the drawings from the business; 

whichever is the greater amount 

Directors fees are regarded as income for social security 
purposes. 

3. Extraordinary Expenditure Items: 

Always examine the accounts. Certain items may require 
discussion with a senior officer and later clarification with 
beneficiary or her accountant. 

4. Wages 

Watch!! - are there staff employed? If wages are paid to 
beneficiary or her dependent children they may be chargeable as 
income. 
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SELF-TEST QUESTIONS 

Do not write on this page 

If you are not sure of the answer to any questions read the 
Section again. You will find the answer there. 

1. When do you follow up reply to the first estate letter? 

2. In what instance is there no qualification to Payment After Death? 

3. If beneficiary 1nJures herself and receives an accident compensation 
payment in what way does the amount effect the widows benefit? 

4. If verifying birth from secondary evidence how many sources should be 
used to establish the event? 
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ANSWERS 

1. Not earlier than first renewal. 

2. Where death was the result of an accident. 

3. If a lump sum, it is a capital payment and any proceeds from investment 
of the amount is treated as other income. Not like compensation payable 
as a result of her husbands death which must operate as a direct 
deduction from benefit payments. 

4. As many as possible. 
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OVERSEAS ARRIVALS 



·' APPL'ICANTS:·ARRIVING FROM OVERSEAS 
1. Reciprocal Agreement 

. (Australia, United Kingdom). 

2. Receiving an overseas pension of a like nature. 

3. Other Applicants. 

1. RECIPROCAL AGREEMENT: 
Reference: 
Reciprocity Manual 
Parts B&D 
(In process of update). 
Social Security (Reciprocity 
with the United Kingdom) Act 
1983. 
Social Security (Reciprocity 
with Australia) Act 1948. 

Section 21(2) of the Social Security Act 
sets out the residential qualifications for 
widows benefit. 

However 
Applicants from AUSTRALIA and the 

UNITED KINGDOM can get around these residential 
qualification because of the reciprocal agreement we 
have with these two countries. 

What is the Reciprocal Agreement? 

93. 

As far as overseas widow benefit 
applicants are concerned it means---

(A) Residence in Australia, 

or 

(B) Residence in the United Kingdom or 
a period for which United Kingdom 
contributions have been paid 

May be regarded as 
residence in New Zealand. 

Birth in either country 
may be regarded as birth 
in New Zealand. 

See next page for 
application procedure. 



r WIDOWS. ARRIVING; FROM AUSTRALIA OR 
UNITED KINGDOM .' 

or . 
APPLICANTS FROM AUSTRALIA OR UNITED KINGDOM 
ALREADY IN NEW ZEALAND WHO DO NOT MEET 
THE N.Z. RESIDENTIAL QUALIFICATIONS ---

The reciprocal Agreement 
mentioned on the previous 
page 'applies. 

To qualify under the reciprocal provisions 
applicant must intend to reside in New 
Zealand permanently. 

Normal application interview procedures. 
Pages 29-34 apply -

Additional Application Requirements 

"J 

Senior Officer 
to check 

1. 

2. 

If your office has a special interview sheet 
use it. AT INTERVIEW get these details 
A. Date left Australia or U.K. 
B. Period residence in Aust. or U.K. 
C. Two referees who could confirm residence in 

Australia or U.K. 
D. Details of all overseas pensions previously 

or now payable. 
- Type and reference number 
- Where paid from 
- Last paid 

What rate. 
E. Previous address in U.K. or Australia. 
Also at the interview obtain 

prior to 
applicants 
departure 
from the 
office. 

.. A. Documentary evidence of arrival 
e.g. sight and record or photocopy airline 
tickets, passport. 

3. Have this declaration completed as to permanent 
residence ---

"I hereby declare that I intend to remain in 
New Zealand •••••••••••• (state number of 
months or years or state "permanently" if it 
is intended to remain in New Zealand 
permanently) • 
I understand that I am not entitled to a 
widows benefit under the Social Security Act 
1964 for the first six months from the date 
of arrival unless it is my intention to 
remain in New Zealand permanently." 

Note: Australians who have been resident here for more than six months 
do not have to complete this declaration. 

94. 

For after interview action see 
next page. 

... 



ACTION AFTER THE INTERVIEW: 

Interview sheet completed, tickets passport etc sighted 
permanent residence declaration completed ---
Proceed: (Now with the papers on the file) 

See page 95. 

1. Athough applicant may fit into the reciprocal 
provisions - check does she meet all the other widows 
benefit qualifications. 

2. A. Australia 
If form Recip A not received from 

Australia via Head Office -- Issue one to 
the appropriate Australia state. (See para 
B66 Recip Manual). 

B. United Kingdom 
If form N.Z. 11 not received from 

U.K. via H.O. (after 4 weeks of arrival) 
issue N.Z. 6 in duplicate to Dept Health and 
Social Security ----

The purpose of the above forms is to verify the o'seas residence. 
The forms should 
be typed, signed 
by a senior officer 
and despatched AIRMAIL. 

3. Assess Benefit 

WATCH is there an Overseas 
Pension to deduct 
See page 98. 

Above forms may be followed up after 
grant 

- Normal grant procedures page 50 
apply. 
In decision on W.B. 2 show "Recip 
Widows benefit", and date entitled 
to "straightout" widows benefit. 

"straightout" means ---
qualifies without recourse to 
the reciprocal agreement. 

4. S.W. 310 (Input Form) --- ensure Entitlement code 
(A41) entered with the 
correct reciprocal digit. 

5. Letter - mention granted under reciprocal provisions. 

6. Remember: A. That form Recip A or N.Z. 6 may require 
follow up. 

B. British pension claim follow up? 
See next page. 
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3. OTHER OVERSEAS APPLICANTS 
(Not from Australia or U.K.l 

A. If in doubt as to residential qualification TAKE AN 
APPLICATION. See pages 9-11. 

B. If applicant glearly does not qualify for widows benefit on 
residential grounds do not turn her away - there may be 
qualification for 

- Emergency maintenance allowance 

- Unemployment or Emergency Unemployment 
benefit 

Emergency Sickness benefi"t 

Discuss with a Senior Officer 

POINTS TO NOTE 

\ 1. NOT RECEIVING U.K. PENSION 

If beneficiary has made contributions to the U.K. National Insurance 
Scheme she be asked to test her eligibility for a British Widows 
Pension. 

(D.9l reciprocity manual applies) - Give her form B.W. 1 
to complete. 

Also see Part 3 of the Payment in New Zealand of United Kingdom 
Retirement and Widows Pension Manual. 

• Follow up decision on the pension, --
and see page 98 for the assessment. 

If notification not received 
re pension after 8 weeks 
write to beneficiary and ask 
if she has been told of any 
decision. 

2. PREVIOUSLY IN RECEIpt OF AUSTRALIAN PENSION 

Watch commencement date 
of N.Z. benefit - see para B52 reciprocity manual. 

3. UNITED KINGDOM 

4. WATCH 

Includes: England, Scotland, Wales, Northern Ireland 
and Isle Qf Man 
Not the Channel Islands. 

If spent more than normal travelling time in countries en 
route to New Zealand discuss with Senior Officer. 
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AN' OVERSEAS PENSION 
OF A LIKE, NATURE 

References: 

A. What has to be done 

Section 70 of Social Security 
Act. Part 0 Income and 
Property Manual 
4.182 DP Manual 

Section 70 of the Social Security Act requires that a pension or 

allowance paid by an overseas country be DIRECTLY DEDUCTED from the 

rate of the New Zealand benefit, providing that the overs,eas pension 

is payable for a similar contingency as the New Zealand one. 

The main reason for Section 70 is to place beneficiaries from 

overseas in no better position than New Zealand beneficiaries. 

NOTE: Two different systems operate depending on whether the 
pension is paid from Australia or United Kingdom. 

1. An Australian Widows Pension would be deducted from the New Zealand 

Widows Benefit. However a widow cannot qualify for New Zealand 

benefit having recourse to the Reciprocal Agreement with Australia if 

she receives an Australian widows pension here. 

2. If a beneficiary has entitlement to a British Retirement or Widows 

Pension this Department retains the United Kingdom pension and pays 

the New Zealand Benefit in full. 

3. Payments like a War Disability Pension from an overseas country would 

not operate as a direct deduction from the New Zealand Widows Benefit. 

B. How are the Overseas Pensions Paid 
• 

Most are paid direct to beneficiary by the particular overseas authority. 

e.g. the United Kingdom Department of Health and Social Security each 4 

weeks either posts a cheque or credits the amount of the pension to a 

bank account, unless a New Zealand Benefit is payable when the pension is 

paid direct to Head Office. 

The exceptions are the Australian Pensions. These are paid to the 

pensioners by direct credit to their bank accounts and these payments are 

arranged by·the District Offices. 
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NEW APPLICATIONS - NEW ZEALAND BENEFIT - UNITED KINGDOM RETIREMENT 
OR WIDOWS PENSION PAYABLE 

A. Process the application for New Zealand benefit in the normal 
way. 

B. Determine the amount of United Kingdom pension payable from 
documentary evidence. 

C. Convert the United Kingdom pension pound sterling rate to 
New Zealand currency at the current rate of exchange. 

D. This exchange rate is supplied each fortnight by the Accounts 
Division Head Office e.g. UK 4.33 pw @ NZ$2.3250 = $10.06 per 
week. 

E. Providing the United Kingdom pension is less than the 
New Zealand Benefit, arrange the grant of the New Zealand 
Benefit. 

F. Record the United Kingdom Pension Reference number and weekly 
pension rate on the New Zealand Benefit master record in 
accordance with instructions in the appropriate Data Processing 
Centre Manual. 

G. Forward form SW 329 to the Data Processing Centre. 

H. Should the United Kingdom pension exceed the New Zealand benefit 
rate decline the application. Ensure the decline letter clearly 
explains the statutory provisions of article 15. 

NEW ZEALAND BENEFIT ALREADY PAYABLE - NOTIFICATION OF GRANT OF UNITED 
KINGDOM PENSION 

A. The United Kingdom authorities will advise of their authority to 
pay new pensions by way of: 

(i) Forms NZ lO(BRP) or NZ 11 (WP) forwarded to districts via 
Head Office. 

and 

(ii) Magnetic tape direct to the Data Processing Centre. The 
'Data Processing Centre will forward form SW 327 to District 
Offices. (Form SW 327 notifies any new pensions included 
on the tape). 
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I , 

B. District Office Procedure: 

(i) Check via the file or by way of on line enquiry if the United 
Kingdom pension'details have already been added to the master 
record. 

(ii) Compare dates of grant of the New Zealand benefit and the 
British pension. 

(iii) If date of grant of the British pension is the same or later 
than the grant of the New Zealand benefit prepare input form to 
add the United Kingdom pension reference and weekly rate (pound 
sterling) to the master record. Remove any expiry date recorded 
initially to check as to United Kingdom pension entitlement. 

(iv) Forward SW 329 to the Data Processing Centre. 

NOTE: Overpayments should not arise as the overseas pension already 
·received will have been retained via the Data Processing Centre. 

(v) If the date of grant of the United Kingdom pension is earlier 
than the date of grant of the New Zealand benefit request the 
Data Processing by memorandum to pay to beneficiary the amount 
of the pension which should not have been retained. This 
request should be addressed to the Executive Officer Pay 
Control, and must include the actual amount of New Zealand 
dollars to be paid and the beneficiaries current bank account 
number. 
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SECTION B 

NEW APPLICATIONS - NEW ZEALAND BENEFIT - AUSTRALIAN WIDOWS BENEFIT PAYABLE 

So long as there is eligibility for statutory (straight out) widows 
benefit -

A. Process the application for New Zealand benefit in the normal 
way. 

B. Determine the rate of Australian Pension payable from 
documentary evidence. 

C. Convert the Australian pension rate to New Zealand currency at 
current rate of exchange. 

D. This exchange rate issupplied each fortnight by Head Office. 

E. Providing the Australian pension is less than the New Zealand 
benefit arrange the grant of the New Zealand benefit treating 
the' Australian pension as a direct deduction from the 
New Zealand benefit. 

F. Prepare SW 310 - Add B62 annual non standard rate. 

G. Advise beneficiary of grant of benefit and explain reason for 
direct deduction and show assessment. 

NEW ZEALAND BENEFIT ALREADY PAYABLE - NOTIFICATION OF GRANT OF AUSTRALIAN 
WIDOWS PENSION 

A. The principles as for new applications apply except that form SW 
23 is used to review and reduce the benefit. 

B. It will be necessary to establish an overpayment - Procedures 
Page 209 apply. 

POINTS TO NOTE WITH OVERSEAS PENSIONS 

Reyiews 

When doing a retrospective review of deducting the overseas pension 
from the New Zealand benefit paid THE EXCHANGE RATE 

Review from date of 
recelpt of the overseas 
pension 

Principles page 97 
apply 

100. 

TO BE APPLIED IS 
THE ONE IN THE 
PERIODS COVERED BY 
THE OVERPAYMENT 
WHICH IS MOST 
ADVANTAGEOUS TO THE 
BENEFICIARY 



... 

POINTS TO NOTE WITH OVERSEAS PENSIONS 

Reyiews 

1. When doing a restrospectiye review of deducting the overseas 
pension from the New Zealand benefit paid --- THE EXCHANGE RATE 

TO BE APPLIED IS 
Review from date of 
receipt of the overseas Principles Page 9S 

apply 

THE ONE IN THE 
PERIODS COVERED BY 
THE OVERPAYMENT pension 

Agent 

WHICH IS MOST 
ADVANTAGEOUS TO THE 
BENEFICIARY 

2. With United Kingdom pensions this Department is only responsible 
for operating the payment system; and not for ensuring correct 
payment. 

Beneficiaries should now be encouraged to contact the U.K. 
direct regarding any U.K. pension queries. 

However do assist where beneficiary has problems 
in coping with any communication • 

NOT A DIRECT DEDUCTION 

4. If the overseas pension is not directly deducted it must be 
included as chargeable income. 

5. MANUAL 

45P/S95F 

You should familiarise yourself with this Manual: 

- "PSU'JlIent in New Zealand of United Kingdom Retirement 
and Widows Pensions" 

101. 

Addresses and what forms to 
issue next page. 



OVERSEAS DEPARTM"ENTAL" ADDRESSES 
SEND YOUR LETTERS AND FORMS TO THE CORRECT ADDRESS 

1. UNITED KINGDOM " 

2 • AUSTRALIA 

England, Scotland 
and Wales 

Northern Ireland 

Isle of Man 

The Director, 

Department of Health and 
Social Security, 

Overseas Group, 
Newcastle Upon Tyne, 
ENGLAND HE 98 1YX. 
Ministry of Health and 

Social Services, 
Castle Buildings, 
Stormont, 
Belfast, BT4, 3HH, 
NORTHERN IRELAND. 
The Isle of Man Board of 

Social Services, 
Hill Street, 
Douglas, 
ISLE OF MAN. 

Regional Director, 
Department of Social Security, 
Box 4158X, 

Department of Social Security, 
P.O. Box 2346, 

SYDNEY, 
NEW SOUTH WALES 2001 
The Director, 
Department of Social Security, 
G.P.O. Box 51A, 
MELBOURNE, 
VICTORIA 3001. 
The Director, 
Department of Social Security, 
G.P.O. Box 1088, 
BRISBANE, 
QUEENSLAND 4001. 
The Di"rector, 
Department of Social Security, 
G.P.O. Box 481, 
ADELAIDE, 
SOUTH AUSTRALIA 5001. 

Director, 
Department of Social Security, 
G.P.O. Box Pl187, 
PERTH, 
WESTERN AUSTRALIA 6001. 
The Director, 
Department of Social Security, 
Box 356D G.P.O., 
HOBART, 
TASMANIA 7001. 
The Registrar, 
Department of Social Security, 
Box 120, 
CANBERRA, 
A.C.T., AUSTRALIA. 

102. 

DARWIN N.T. 5794, 
AUSTRALIA. 

liQ.U. 
ADD TO SPACE ABOVE NAME 
PANEL ON F0"jl RECIP B, 

SYDNEY - For attention 
Position A24 

BRISBANE - For attention 
E133. 

Forms to use see next page 



LIST OF OVERSEAS FORMS 
ISSUE THE CORRECT FORM 

1. UNITED KINGDOM 

N.Z. 2 

N.Z. 4 

N.Z. 5 

N.Z. 6 

N.Z. 9 

N.Z. 11 

2. AUSTRALIA 

Form sent by N.Z. to U.K. when a 
person receiving widows benefit leaves 
N.Z. for the U.K. Delete question 4(d). 

Form to be sent by U.K. to N.Z. when a 
widow makes application in the U.K. for a 
widow's pension by virtue of residence in N.Z. 

Form sent to N.Z. by U.K. giving details of 
National Insurance Pension paid to a N.Z. 
beneficiary during a period of temporary 
absence in U.K. 

Form to be sent by N.Z. to U.K. when a widow 
claims widow's benefit in N.Z. by virtue of 
residence in U.K. 

Form sent by N.Z. to U.K. where a beneficiary 
received a U.K. pension during a temporary 
absence in U.K. 

Notification sent to N.Z. from U.K. 
(when a widow leaves U.K.) showing 
confirmed periods of widow's and late husband's 
U.K. residence also date of marriage and date of 
husband's death, etc. 

Recip. Form A Notification of permanent transfer. 

Recip. Form B Authority for payment on an agency basis. 

Recip. Form C Advice of payments on an agency basis. 

103. 



FAMILY SUPPORT 



FAMILY supPORT 

Reference: 

Family support became effective from 1/10/86. 

Eligibility Criteria: 

Family Support Tax 
Credit Policy 
Manual - Part C 
CM 86/179 

To receive Family Support a prerequisite is that the applicant is 
receiving family benefit. 

Rate of Payment: 

The maximum rate of Family Support is $36.00 p.w. for the first child and 
$16.00 p.w. in respect of the second and each subsequent child. 

Commencement and Duration of Grant: 

Where the applicant for a benefit is in receipt of family benefit for a 
child or children, Family Support for that child or children is to be 
granted concurrently with the grant of parent benefit and from the same 
date. 

Family Support will continue for the duration of the parent benefit 
provided family benefit in respect of the dependent child or children 
does not cease. 

Part C of the Family Support Tax Credit Policy Manual covers, in greater 
depth, the criteria and requirements for on-going Family Support 
payments. The Family Support Procedures Handbook (for beneficiaries), 
will guide you in completing assessments and reviews of entitlement. 
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INPUT FORMS 
('lhe COmplter System) . J 

. 

-Rt1 
It was mentioned 
previously that payment 
of widows benefit by 
bank credit is arranged 
via the Data Processing 
Centre. 

The Data Processing Centre (D.P.C.) is another name for the part of the 
Department where the Computer is housed and operated. The centre located at 
Upper Hutt also has functions other than benefit payment but space does not 
permit mention here. 
The Data Processing Centre can only issue the first benefit payment following 
advice from a District Office. 

- How is this advice transmitted? 

THE SYSTEM WORKS LIKE THIS: 

1. Clerks at the District Office (i.e. the office you work in) put 
details on forms called INPUT FORMS. 

2. The original forms are then forwarded to the district office pay 
section where details are keyed (button pressing) into a machine. 
This machine relays the information to the Upper Hutt computer. 

3. The Computer processes the information and eventually produced at 
the desired amount is: 

A. Payment order (posted from the D.P.C. direct to 
beneficiary) • 

or 
B. Details on a tape (like a tape recorder one) and relayed to 

banks for crediting to beneficiary's bank account. 

4. Payments are then issued automatically each two weeks, unless a 
change is notified via another input form. However when there is a 
general increase in benefit rates the computer automatically up 
dates the payment and issues arrears in most cases. 

5. The computer stores information from the input form and later if 
desired this information can be used for statistics or telling 
districts that some action on the benefit is required - an example 
here is the production of expiry lists. 

6. The collection of information stored on each benefit is termed a 
MASTER RECORD. 

continued next page 
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TYPES OF INPUT FORMS 

1. To register a new application S.W. 746 
2. To establish a Master Record (at grant) S.W. 310 S.W. 271. 
3. Notify changes to the Master Record - S.W. 747. 
4. To close a Master Record (cancellation) S.W. 273. 
5. To arrange a Daily Direct Credit. S.W. 55. 

WHAT INFORMATION IS REQUIRED ON THE MASTER RECORD? 

The information is conveyed by codes. 
See chart S.W. 313. 
For example: 

(i) At grant (S.W. 310) if in addition to details 
required to be entered on the top half of' the 
form. e.g. Additional benefit was granted you 
would show A60 and the weekly rate. 

(ii) 

(iii) 

For any addition after grant (S.W. 272) prefix 
the information codes with B. Look up the 
information code on chart S.W. 313 and add what 
details are required. 
If something has to be deleted. Prefix the code 
with D. e.g. to remove a bring up date - show 
D96. 

IF REVIEWING A BENEFIT - check chart S.W. 313 ---
- Do details need adding or deleting. 

Remember: 
The information added to the master record at 
grant must be amended on the master record if 
changes take place. e.g. change of address 

change of name etc. 
Examples of completed forms 
are shown throughout this 
handbook but also see below. 

COMPLETION OF THE FORMS 

JOHN McKENZIE 
B.qIAlf PETER STARAN 
PETER VAN BRTlNNICK 
lEVIN HARDING-JONES 
WI TAORBEI PURU 
WILLIAll TE RA.INGA 
CHm LUI 
)(ARy o'conoa 
JANE D'ARTH 
JOHll DE LA COOR 
BRIAN ST JOHN 

Deadlines 
(i) 

(ii) 

This is detailed from paragraph 2.53 in the data 
Processing Manual - but 
remember - (i) USE BLOCK LETTERS. 

CHECK INITIALS 
Jl4 

(ii) Separate amounts with a - dash 
and precede with the dollar sign 
e.g. - $002-00 .as 

PV Ka 
i¥P 
Yf.'l' 
ex: 
MO 
JD 

B" 

(iii) Working out check initials - follow 
these principles 

(iv) The CHECK RATE - see page 60. 
(v) Separate dates with dashes 

e.g. 13-01-87. 
(vi) Only show coded information - other 

comments will be ignored. 

If payment is to be adjusted before a certain due date make 
sure the input is keyed before the "last keying date" shown 
on the (S.W. 396) pay period chart. 
Watch - don't send the input off too early for keying and 

then have it actioned before the desired due date. 
- These forms in the interim are usually held on a 

clip on the division. 
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REJECTION OF FORMS: The Computer is programmed to 
check certain details both 
entered on the form or with 
information it already holds. 
Example: If the check 
initials don't agree with the 
name the form will reject 
i.e. will not be actioned by 
the computer. 
Also if things like 
chargeable income details 
don't tie in with the check 
rate the form will be 
rejected. 

are many other instances (too numerous to list) where forms can be 
rejected. 
WHAT HAPPENS IF THE FORM REJECTS: 

WHAT ARE THE CONSEQUENCES? 
1. 

causes her problems and will 
2. 
3. 

HOW TO AVOID REJECTIONS: 

It is returned to you to do again. 

Payment to beneficiary may be delayed - This 
result in phone calls etc. 
An overpayment may arise. 
You START TO DOUBLE YOUR WORKLOAD!!! 

You must read the Social Security Benefits Data 
Processing Manual. 

NOTE: Be efficient 

Get a copy of it to keep on your desk and don't forget 
USE IT 

The manual has a good index at the front. When doing 
an action you are not sure of - look up the 
appropriate section in the manual. 

1. Most input rejections are the result of carelessness and involve 
minor things like incorrect check initials and check rates -
Double check these. Your own carelessness results in more work 
for others as well as yourself. 

Signatures: 
2. These input forms must have two signatures, except where 

responsibility position work applies. 
- S.W. 310 (Establish Master Record) 
- S.W. 273 (Closing Master Record) 
- S.W. 747 when (i) resuming payment 

(ii) change in rate of 
payment 

All other inputs may be signed by one person. 
3. Number of Forms: 

If more than one input form (for same 
benefit) sent for keying on same day· both 
will reject. 
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LETTER WRITING 



LETTER ···WRITING 
A HIGH STANDARD OF LE'.l"l'ER WRITING IS ESSENTIAL AS THIS FORM OF PUBLIC 
CONTACT IS OUR MOST FREOUENT 

THE FORMAT OF YOUR LETTER 

. 
DEPARTMENT OF SOCIAL WELFARE 

OISTJIItCT O'fElCE. ' .. WA TI TI .1110 ,-SLLlr.G'T'0:4' 
"'OOIlUS. tel !llAHHlfltSSTRE!T. MlLUNGro.\I 

I T_15O ,» 

I !Soo.ll ....... : IS7 -T __ • 
, .............. 01" ...... f::., .... · .. mr.:-

Never delay replies - if unable to 
reply in full issue an interim reply. 

All letters must be answered in interim 
form or fully within two weeks of their 
receipt. 

1. Typed form •• hand written 
letters only acceptable in 
exceptional circumstances. 

2. 

3. 

The writers name must be 
typed under the signature. 

Always show the contact 
person in the top right hand 
corner. 

I--""c.....-
" .......... :Wi.d0w8 --.tic 

4178Hl 4. Departmental letter heads 
must always be used. ---Tn hEel.&! .. 

1Io1l.1.a9=o. 

18.11.81 

__ ,.,.. tore __ tAaC yaQ bn-a ...... _c1.r. 

rOGE' II1c5ow8 .... baa DOW bMD to cbe tall n.h $6079.14 
po< ___ tz.. 17.10..81. >nun t« tAo __ 17.10.11 .., 1.1.2.81 vUl 
.. __ ill _ "",,.., toe _ dace 1.1.2.11 _ vUl .... SZM.I4. 
FlItaK. vU.l t. a& SUl.14 ....:Il CWO ....... 

u yaa G:'8 cU.asaUU'ied witll t!M &boN, fOIl An _utlAd, to loa"" _ dcia1Ga • __ '" _ IccJ.&l _it!' 

It yaa 1d.sb to ban die r.n...w.l. ,. aboa.ld apply 14 wrl.t;.1aq .. 
v1t:11J.a tbne -.th8. MC't.t.D9 ClQt tba a. .u:b. yoa object: 
to tM d.eoJ.aJ.oa... A. lot: tbJ.a paE"pOR 1a ero. aar of:tlce of 
tIWI ___ t ( •••• 103 - far: __ of lIOCUioal. 

5. 

6. 

7. 

Never quote Manual references 
these are meaningless to the 
public but if declining a 
benefit or refusing other 
provisions, always quote the 
relevant statutory authority 
(Section of the Act) and 
explain it if necessary. 

Always show the benefit 
reference. 

Some letters require 
inclusion of REVIEW 
PROVISIONS - see page 229. 

8. A COPY OF ALL LETTERS MUST BE 
PLACED ON THE FILE. 

NOTE: (i) Letters OVERSEAS must be sent airmail. 

(ii) ALL letters must be signed by persons graded 007.102 or 
above. 

(iii) The date on the letter must be the day of posting. 

More techniques next page 
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HOW TO WRITE A GOOD LETTER 

1. ALWAYS be POLITE - even if you are answering a discourteous letter. 

2. The OPENING REMARKS should indicate you are writing the letter. 

3. Keep it - but ensure you will be understood. 

4. Set it out in LOGICAL SEQUENCE - long poorly set out letters will 
possibly be ignored. 

5. Use PLAIN LANGUAGE 
better education. 

It is a mistake to think that big words show a 

WHY SAY THIS: WHEN YOU COULD HAVE SAID THIS: 

"1 am indebted for your communication 
in which you advised me of your 
contemplation to be engaged in 
remunerative employment ••• " 

"Thank you for letting me know 
that you are starting work ••• " 

ONE TEST IS: 

WOULD YOU LIKE TO RECEIVE THE LETTER YOU HAVE WRITTEN? 

THESE WILL ASSIST IN IMPROVING YOUR LETTER WRITING SKILLS: 

1. LETTER EXAMPLES in this handbook indicate the general style to be 
followed - There is an index on page 252. 

2. Books available from your library at Head Office: (Just send a note to 
the library to make your request): 

A. 

B. 

The books in order of usefulness are: 

Classification No. 
BETTER BUSINESS LETTERS 
2nd edition Reid & Silleck 

A GUIDE TO THE WRITING OF BUSINESS 
LETTERS. Bacie 

658.435 

651. 75BRI 

3. State Services training publications on correspondence. 

What to avoid - see next page. 
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WATCH THE LANGUAGE YOU USE 

1. ARE YOU BEING UNDERSTQQD? 

Avoid 1ln 

approximately about 
frequently often 
sufficient enough 
peruse read 
communicate write 
residence house, 
therefore advise 
this office let me 

2. AVOID STOCK PHRASES: 

in the near future 
at the present time 
give your consideration to 
please do not hesitate to 
costs the sum of 
until such time as 
at your early convenience 
at this moment in time 
come to a decision 
for an amount of 
in the event of 
regret exceedingly to advise 

home 

know. 

we find ourselves in complete agreement with 

3. MEANINGLESS EXPRESSIONS: 

Avoid 

endeavour 
ascertain 
negligible 
numerous 
dispatch 
institute 

These are just empty words and add nothing to your letter -

- as a matter of fact 
- it has come to my attention 
- will have our earliest attention 
- for your information I might explain 
- this is to inform you 
- let 'me say in reply 
- May I say also 
- I wish to advise 

try 
find out 
small, slight 
many 
send 
begin 

soon 
now 
consider 
please 
costs 
until 
soon 
now 
decide 
for 
if 
sorry to say 
we agree 

4. NEVER USE OFFICE JARGON - WRITE ENGLISH NOT "GOVERNMENT DEPARTMENT 
ENGLISH" 

see next page for illustrations 
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1;/1 • 

)I .:.1, 
t' ,< 

Be polite dont upset the reader 

Keep the letter brief - but ensure the message is clear 
Bad letters are always longer than good ones. 

continued 
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Big Words don't impress anyone. 

Be fair on others. and save time Take special care to ensure the typist 
can easily ready your draft. 
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PRE PRINTED LEITERS 

Typed letters are preferable, but in 
case of urgency these forms are available 
for use: 

Form S.W. 34A - Interim reply. 

Form S.W. 34B - Requesting early reply to a letter. 

Form S.W. 34D - Letter form. 

Form S.W. 82 -·Request for additional information. 

When using these forms ensure: 

- Handwriting is not only legible but very neat. 

- Signature is clear. 

- You print in the name and address panel. 

- Full office address and telephone number shown. 

- Contact persons name shown. 

- You DATE it· and put a COpy on the file also 
with the date. 
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QUESTIONS 

Do not write on this page 

If you are not sure of the answers to any question read 
the section again. You will find the answer there. 

1. What is the special prov1s1on that applies to applicants arriving from 
Australia or the United Kingdom? 

2. To qualIfy under the reciprocal provisions what must applicant intend to 
do? 

3. If beneficiary is rece1v1ng an overseas pension of a like nature to a 
widows benefit what must be done? 

4. Why is it important to ensure all input forms have the correct check 
initials and check rate? 

5. What is the preferable form of a letter, and what record of it should be 
kept? 

6. What should you do to ensure your letter is easily understood? 
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ANSWERS 

. . 
1. The reciprocal agreements which provide that residence or birth in 

either country may be regarded as residence or birth in New Zealand. 

2 •. Reside in New Zealand permanently. 

3. The overseas pension is required to be directly deducted from the New 
Zealand widows benefit payments. 

4. If rate or initials incorrect ,the form will reject. This creates 
more work for you and could possibly interrupt beneficiary's payment. 

5. Typed, and a copy showing the date of posting must be on the file. 

6. Keep it brief, use plain language, and set it out in logical sequence. 

Don't forget to be polite. 
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'WHAT IS INCOME? 

INCOME 
References: 
Income and Property Manual 
Section 3 of Social Security Act 
CM 1986/163 

Section 3 of the Social Security Act provides a definition of "income" 
for social security purposes but in simple terms it is money derived or 
received. This is usually income from sources such as earnings, salary, 
dividends, interest, rent and the like. Income from self employed 
persons is sometimes difficult to define and you should always discuss 
such cases with a Senior Officer. 

Remember: 

The maximum widows benefit is reduced if the income of applicant or 
beneficiary exceeds $2,600.00 p.a. if the applicant has no dependent 
children or $3,120.00 p.a. if she has dependent children. 

RELEVANT INSTRUCTIONS: 

It is not the intention to get too detailed in this section, but please 
read parts A - D of the Income and Property manual, and familiarise 
yourself with the remaining parts of the manual. 

HOW TO CHARGE INCOME AGAINST THE BENEFIT: 

The gross (pre tax) not the net income is converted to an annual figure: 
For assessment example see page 56. 

The rule is that at grant prospective income (ie what will probably be 
received in that year) is charged, and at renewal the actual income 
received in the previous income year is charged against the benefit • 

. But like most rules there are 
unfortunately exceptions - see page 122 
on earnings. 

What is the INCOME YEAR? 

An administrative period that expires 2 pay periods (8 weeks) before 
renewal date. 

Why have it? 
It enables the renewal to be dealt with before the 
actual benefit expiry, and thus prevents payment 
interruption. 

Don't confuse with the BENEFIT YEAR 
which is a period of 52 weeks (13 four 
weekly pay periods) commencing from 
the date the renewal takes effect. 

Remember page 13. 
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DISTINGUISH BETWEEN INCOME AND CAPITAL: 

A Capital payment is not 
generally chargeable against 
the benefit, but only the 
income derived from that· 
capital is brought to 
charge. (However, see below.) 

We will illustrate the above principle from this example: 

Note: . DEPRIVATION OF INCOME 

Beneficiary wins $30,000 from a lottery 
or receives the same amount from an 
Insurance policy $10,000 is spent on 
travel and furnishings. The 
remaining $20,000 is invested at 10' 
p.a.. Benefit in this case would be 
'reviewed from the date the money was 
invested or 1st available date 
thereafter not from the date of receipt 
of the $30,000 which is in fact a 
capital payment. The income brought to 
charge would be the prospective amount 
on the $20,000 investment i.e. $2000.00 
p.a. 

If beneficiary held on to the $30,000 in a non interest bearing account, 
After 3 months we would look at arbitrarily assessing income at 3' on the 
amount held. But be flexible where there is an intention to make some 
type of purchase. However up to $2,000 may be held without imposing an 
arbitrary assessment. 

See part F of the Income Property 
Manual for full details and for 
explanation of other instances of 
income deprivation. 

• Capital Payments to be Charged as Income 

If payments of capital are made on a regular basis and are used by the 
beneficiary for the support of himself and/or family they may be charged 
as incoem (eg drawings from a business). Discuss with a senior offifcer 
if you think this is the case. 

PROPERTY 

Only income from property and not the value of property is taken into 
account,. but also see F 19 I & P Manual where beneficiary deprives 
herself of income from property. But in assessing ACCOMMODATION 
BENEFIT property is taken into account. See Page 139 

• See para D3l Income and Property Manual. 
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WATCH OUT!! 

The following income is NOT CHARGEABLE 

Family benefit 

War disability pension 

War widows pension 

Handicapped childs allowance 

Disability allowance 

Up to $104.00 received by way of sick benefit from a 
"friendly" or like society. 

ALSO BEWARE because the following income rather than be charged against 
the benefit is required to be a DIRECT DEDUCTION 

Overseas pension of a like nature e.g. (i) Widows pension from 
United Kingdom. 

Late husbands Accident compensation. 
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PROBLEMS!! 

* IMPORTANT 
If you are not sure how to treat or verify certain 
types of income - *First look up the income and 
property manual - especially Part U. If you can't 
find the answer there ask your Senior Officer. 

SOME TRAPS WITH INCOME: 

Verification of income only required if the declared income is 
$2,548.00 p.a. for applicants without dependent children or $3,068.00 
p.a. for applicants with dependent children. 

Special provisions apply to verifying overseas income - See Part E 
income and property manual. 

Rent from propertv is chargeable as income but certain expenses may be 
deducted see Part P income and property manual. 

- and lottery winnings etc and cash gifts are not to be treated as 
income. 

Repayments of loans etc only the interest not the capital repaid is 
regarded as income. 

National Savings Accounts 
Refer Para U.185 

Post Office National Development Bonds 
Refer Para U.189 

- Two Year Investment Accounts (U.191) - charge interest as income in 
year of its receipt. 

- Dividends from shares - Dividends must be charged 
as income (See U.247 Undistributed profits in a Private Company). At 
renewal dividends should be verified from the stock exchange" list. If 
amount differs considerably from previous year issue S.W. Sb. 

Using the stock exchange list -- Add interim and final dividends. 
Dividends shown are cents per share (not ') - multiply this figure from 
the number of shares held. i.e. 25c x 100 = 2500 - $25.00. 

- Tertiary bursaries - regarded as income - but before charging check 
Para U.263 deductions can be made. 

Income not actually received but accruing is still chargeable 
Any investments like this - check Part U. 

- Super?nnuation - See Part R. Income and property manual. 
Govt super - show reference on master record. 
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TRANSITION TO WORK ALLOWANCE 

Reference: CM 1986/203 
Social Secuity 
Amendment Act 1986 690 

Transition to Work Allowance is available to encourage people who have 
been in receipt of 'a benefit for twelve months, or more, to move into the 
permanent 'full-time work force. 

The payment of this allowance enables the person to be $20.00 per week 
better off than they would have been on benefit. However, the maximum 
allowance payable must not exceed $40.00 per week. 

The definition of full-time employment for the purpose of transition to 
Work Allowance is 30 hours per week and permanent employment is defined 
as 'an unspecified non-finite (unlimited) period'. 

Transition to Work Allowance is non-taxable, and non-recoverable. 

Transition to Work Allowance is payable for 13 weeks from the date of 
cessation of benefit. 

Payment of transition to Work Allowance can be paid in a lump sum or in 
regular weekly or fortnightly instalments (in line with benefit payments). 

Applications: 

These can either be received from the beneficiary or if the beneficiary 
advises that they are commencing full-time or permanent employment you 
should send them an application form for Transition to Work Allowance. 

Receipt of Application: 

When you have received the application for Transition to Work Allowance 
ensure it has been completed correctly and follow up confirmation of 
details as necessary. 

Index on Common Index. 

Calculating Entitlement: 

Use the Transition to Work Allowance (SW372) to assess beneficiaries 
entitlement to Transition to Work Allowance. 

Any other allowances received while on benefit, such as Accommodation 
Benefit, Special Benefit and Disability Allowance, are also to be 
included in the total net weekly income. 

There are three basic steps involved in the calculation process: 
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Transition to Work Allowance (Cont.) 

STEP ONE 

(i) If the applicant had earnings while on benefit, calculate 
the net weekly earnings using the PAYE tax tables prepared 
and supplied by the Inland Revenue Department. Add this to 
any other income and the net rate of benefit that was 
payable. This is the net weekly income while on benefit. 

(ii) Add $20.00 to this total to made Total A. 

STEP TWO 

Calculate the net weekly earnings after deduction of G tax, while in 
full-time employment. Add to this any Family Support payments as well as 
any payments under the Guaranteed Minimum Family Income scheme, and any 
other income. (This is total B).' 

STEP THREE 

(i) Deduct the net weekly income while in full-time employment 
(Total B) from the combined total of the net income while 
on benefit and the $20.00 margin (Total A). 

(ii) The balance is the amount of Allowance payable per week, 
subject ot a maximum payment of $40.00 per week. 

Example 

Solo parent with 1 child earning $70.00 per week gross while on benefit 
(based on restructured April 1986 benefit rates). 

ON BENEFIT 

Benefit (abated on account of income) 
Family Support (1 child) 
Net Earnings (G tax code) 

Add $20.00 
This is Total A 
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$ 
153.18 

+ 36.00 
+ 59.65 
=248.83 
+ 20.00 
=268.83 

NOTE: Assessment 
rates are all 
'Net' figures for 
benefit amounts. 



Transition to Work Allowance (Cont.) 

IN WORK 

Gross Pay 
Net Pay (*G code) 
Add Family Support/GMFI 
This is Total B 

Total A 
Deduct Total B 
Allowance Payable 

Example 1 

$ 
265.00 
213.21 

+ 36.00* 
=249.21 

268.83 
-249.21 
- 19.62 

Example 2 

$ 
250.00 
202.71 

+ 41. 29* 
=244.00 

268.83 
-244.00 
= 24.83 

* If the applicant does not know the amount of Familly Support/GMFI to 
which he/she is entitled it may be necessary for the amount to be 
obtained from the Inland Revenue Department •• Districts can use their 
nominated liaison officer for tnis purpose. 

Advise applicant of out come of application and attach papers to parent 
benefit file. 
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. APPLICATION FOR TRANSITION TO WORK ALLOWANCE 

FP: .................................. . 

Index: ............................... . 

PERSONAl DETAilS 

Full NaIM:: •••••••.• ......... . ........ .f.«:J.fJ.r:'.-!". .... ............•....... : .... . 
.... •.•••.• ........... ...... ... .............................. . 

. , .......... ........................................................... . 

Type of benefit: ••••• Benefit Number: ••• ......... . 

EIflQXt£NT DETAILS 

NaRie of eqlIoyw: ••••• . ....... .... ................... . 

Address of empIoyw: ••••• i?!=? ..•••• ' ......... IS"-. .' .......... . 

If -OO-.hcr.t long is for? .. • • • • • . • • ••••.•••. years.. • • • • • •.. • •• . •.•.. JIIQI"ths 

What an It1e hou"s \IOi(ed per week? 

wnat wil 'If" g-oss pay be per week? l. ..l.<?.l :. ....... . 
wnat ... ill yw net pay be per week? l. ................... . 

What ra te fA Faniy SqJport are you -iPs! ' or )I" r spo'l&e reaMng per week? :P.Y. ........ .. 
M£THOO (f PAYMENT 

There are 2 optiJns listed below. Please tick (II It1e box next to the optiln that descriles ho.I you want to be paid. 

Option 1 : I lorIrqItty or weekly payments fA yaS" AIIowara for 13 weeks; or 

Optbn 2 0 A ful( IuInp sun payment fA yaS" 13 weeks Allowance. 

'OEClARAI!!J! 

The statements and answers n ttis are to the best fA "'f know4edge true and comet. 
I 

'Li if . 
. I : ..... 

sognatlJ:'p... . ..... . .••. 
'-' 
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TRANSITION TO ,WORK ALLOWANCE CALCULA liON SHEET 

STEP 1 Calculate net weekly ncome while on benefit. 

Total net benefit .10. (inclt.x:les Famiy Suwort) 

Add net earnirv:}s + $ .. .'?R. 
_ i!lY other income + $ .. 00. : (e.g. Interest, avidends, Rent received ) 

This is Total A = to 

STEP 2 Calculate net weekly income wtlle in full-time 

Gross Pay $.lO.t: 
Calculate net pay (use P.AY-E. tcbIes if tf1s is not SlWlil;!d) 

Ad it blo -00 d Fam y SUpport/Ci-1FI + $ ... _ . __ .... 

Add any other income + $ . . QQ:l?q _ (e.g. nterest Dividends, Rent received) 

This is Total B = $1 &1 ,3fo_ 

STEP 3 Calculate the Allowance payable per week. 

Total A 

Add 7>20.00 

Deduct Total B 

Allowance Payable 

+ $ ... 7.0:09 .. 
= f»)'='=9-.Hf. 

'13 \ .-2 . - $, .... . t){Q. 

= $ li-ly (rot to exceed $40.00 a week) 

Multiply this amount or $40.00 a week, wtichever is the lesser, by 13 to give the 

total lump sum payable. 
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HC;>W- TO CHARGE;:oEARNINGS 
INTRODUCTION 

Reference: El Miscellaneous 
Provisions Manual 
CM 1986/163 

When we talk of earnings we mean the likes of wages and salary from some 

type of employment. 

Of course earnings are 
included as income. Remember 
that if income exceeds the income 
exemption benefit will be 
affected. ° 

Adjusting the earnings with the maximum benefit payable is usually termed 

bringing the earnings to charge. 

CHARGING EARNINGS AT GRANT OF BENEFIT 

(a) If the applicant has ceased employment at application then the 

earnings received in the period prior to grant are to be disregarded. 

(b) Usually no problems if earnings are to continue 

Here is a common example: 

Applicant earns a static $63.00 p.w. and intends to continue working. 

$63.00 x 52* weeks = $3,276.00. This amount is the proposed annual 

earnings income. The amount then forms part of the chargeable income 

and benefit assessment would start off like this: 

1. Widow Without Dependant 
Children 

Earnings 
Other Chargeable 

Income (say) 
Total Chargeable 

Income 
Less Income 

Exemption 
Excess 

3276.00 

15.00 
3291.00 

-2600.00 

691.00 

2. Widow With Dependent 
Children 

3276.00 
15.00 

3291.00 

-3120.00 

171.00 
And so on 

N.B: 1. This is termed rating or prospectively charging the 
earnings, i.e. charging them at the current rate. ° 

2. Watch where employed for only part of the year, e.g. 
part-time teachers - assessment maybe earnings x 40 weeks 

instead of x 52. 
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CHARGING EARNINGS AT GRANT OF BENEFIT (continued) 
. " . 

. . '(c) If it is not possible to estimate the prospective income for the 52 
weeks followinq qrant of benefit because the earninqs are of a casual 
nature or irreqular, the earninqs received in the period of 52 weeks 
preceedinq qrant (actual earninqs) may be charqed. 

CHARGING EARNINGS AT RENEWAL 

(a) As a qeneral rule actual earninqs received in the relevant income 
year should be charqed, and any earninqs received durinq a period of 
suspension of benefit to be disreqarded. Special rules apply to 
earninqs prior to qrant at first renewal dependinq on whether the 

are continuinq - see a senior officer about what to charqe. 

(b) If the beneficiary intends to continue employment for an indefinite 
period and the actual earninqs'do not cover a full 52 weeks period, 
because the beneficiary commenced employment durinq the year, then 
prospective earninqs may be 

(c) If the rate of earninqs are at a disqualifyinq rate then prospective 
earninqs should be charqed. 

(d) There will be cases when because of ill health or other qood reason, 
a beneficiary may be unable to continue in employment. In such cases 
the Director may renew the benefit disreqardinq past earninqs. This 
may apply even thouqh a similar concession may have been approved at 
qrant of benefit or some subsequent date. However, any second or 
subsequent application for the concession should be approved only 
when the Director is satisfied that the beneficiary's stated 
intentions reqardinq future employment are qenuine. 

COMMENCEMENT OF EMPLOYMENT DURING BENEFIT YEAR 

Commencement of employment durinq the benefit year constitutes a chanqe 
of circumstances and there is authority in Section 81 of the Social 
Security Act to review the rate of benefit. 

BENEFICIARY NOTIFIES COMMENCEMENT OF EMPLOYMENT 

When a beneficiary notifies that employment has commenced there is in 
many cases uncertainty as to the period of employment, or employment 
predictions may not eventuate and it may be difficult to qive advice as 
to what action i·s to the beneficiary's best financial advantaqe. 

Least problems arise when a benefit is reduced or suspended durinq a 
period,of employment, and is paid at maximum rate when employment 
ceases. Most cases there fore fall ito the (a) and (b) cateqories below 
in the first instance and if appropriate final adjustment is made at the 
followinq renewal. 

OPTIONS AVAILABLE 

(a) Suspend payment from first available date. 

(b) Charqe prospective annual income from first available date. 
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OPTIONS AVAILABLE (continued) 

(c) If the beneficiary wishes to earn up to the income exemption and then 
to cease employment, actual earnings may be charged from the 
following renewal. 

(d) If the earnings are irregular or of a casual nature and an annual 
prospective income cannot be determined then actual earnings may be 
charged at the following renewal. 

(e) If the renewal of benefit is impending then prospective annual income 
may be charged at renewal. 

ACTION AT.RENEWAL 

When benefit is reduced during the year because of the prospective 
earnings charge or suspended, particular care will be required at the 
following renewal to ensure that the beneficiary has not been financially 
disadvantaged because of the section 81 review. The following is 
therefore to apply. 

The actual earnings and other income are to be ascertained for the period 
from grant or renewal of benefit, including any period during which the 
benefit was suspended, to the end of the benefit year, and a 
re-assessment made to determine the rate of benefit that would be payable 
if the actual income was charged in the year of receipt. The annual rate 
arrived at is then to be compared with the benefit payments made in the 
same period. 

If the re-assessment provides for more benefit than that which has been 
paid, the benefit should be reviewed retrospective from grant or previous 
renewal and an arrears payment made. 

If the re-assessment is not to the financial advantage of the beneficiary 
no adjustment in payment will be required. 

EMPLOYMENT CEASES 

When the benefit has been suspended and subsequently the beneficiary 
ceases employment then the benefit is to be resumed at the pre-suspension 
rate plus adjustments on account of statutory increases. 

When earnings have been charged on a prospective basis; then on cessation 
of employment· the benefit may be reviewed to disregard the earnings from 
the day following cessation of holiday pay. 

If the beneficiary is absent from work for more than seven days because 
of temporary incapacity then the benefit may be reviewed to disregard the 
earnings for the period of incapacity for which no earnings are 
received. A medical certificate may be requested if there is no other 
evidence of incapacity. 

ADVICE TO BENEFICIARIES REGARDING EFFECT OF EARNINGS ON BENEFIT 

The most important issue concerning the effect of earnings on benefit, is 
that correct advice is given to the public. 
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ADVICE TO BENEFICIARIES REGARDING EFFECT OF EARNINGS ON BENEFIT 
(continued) 

A common misconception is that the benefit income exemption is an 
earnings exemption, whereas it relates to all gross, before tax, income 
received. Those beneficiaries who signify an intention to work and earn 
up to the exemption should be left in no doubt that gross earnings and 
other gross income is taken into account. 

The various options open should also be explained, and in the case of 
suspension of benefit the person concerned should be assured that 
earnings received during the period of suspension will be disregarded. 

ACCOMMODATION BENEFIT 

When advice is received concerning earnings, it should not be overlooked 
that although widows benefit may not be effected, any accommodation 
benefit may require review, because of the different exemptions apply to 
the latter. 
(See Part C.S.A. Manual.) 

CHILD CARE COSTS - SPECIAL EXEMPTION 

Similarly it should not be overlooked that when calculating the earnings 
of a solo parent beneficiary there is a special exemption which is set 
out in the proviso to clause 2 of the Third Schedule. In terms of the 
provision the amount of personal earnings of a beneficiary may be reduced 
by $20 a week, where the beneficiary's child or children are placed in a 
day care centre, or other approved placement whileshe is employed. 
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DEDUCTION TABLES FOR EXCESS INCOME - ANNUAL ASSESSMENTS - EFFECTIVE FROM 1.10.1986 
PER - • . 

t;. - 0.30 CENTS OVER $3120.00 PER ANNUypiM!.60·00 PER t::t> . $4160.00.p'EW!!!! : ... _ 
WITHOUT CHILDREN - EXEMPTION $2600.00 PER ANNUM 

DEDUCTION 0.30 CENTS PER $1 .00 OVER $2600.00 PER ANNUM TO $4160.00 PER ANNUM 
0.70 CENTS PER $1.00 IN EXCESS OF $4160.00 PER ANNUM 

O£DucnON AT 0.30 CENTS PER 
11.00 FOR BROKEN AMOUNTS 

FROM $1.00 TO $99.00 

OEOUCTlIJ; AT 0.30 CENTS PER $1.00 AT $100.00 
UP TO $1560.00 FOR BENEFICIARIES WITHOUT CHILDREN 

UP TO $1040.00 FOR BENEFICIARIES WITH CHILDREN 

OEOUCTION AT 0.70 CENTS PER 
11.00 FOR BROKEN AMOUN1S 

FROM $1.00 TO $99.00 

EXCESS 
INCOME DEDUCnOI 

$ 1.00 
$ 2.00 
$ 3.00 
$ 4.00 
$ 5.00 
$ 6.00 
$ 7.00 
$ 8.00 
$ 9.00 
$10.00 
$11.00 
$12.00 
$13.00 
$14.00 
$15.00 
$16.00 
m.oo 
$18.00 
$19.00 
$20.00 
$21.00 
$22.00 
m.oo 
$24.00 
$25.00 
$26.00 
$27.00 
$28.00 
$29.00 
$30.00 
$31.00 
$32.00 
$33.00 
$34.00 
$35.00 
$36.00 
$37.00 
$38.00 

U9.00 
$4D.00 
$41.00 
$42.00 
$43.00 
$44.00 
$45.00 
$46.00 
$47.00 
$48.00 
$49.00 

$ 0.30 
$ 0.60 
10.90 
$ 1.20 
I I.SO 
$ 1.80 
I 2.10 
$ 2.40 
I 2.70 
I 3.00 
$ 3.30 
$ 3.60 
$ 3.90 
$ 4.20 
$ 4.SO 
$ 4.80 
$ 5.10 
$ 5.40 
$ 5.70 
$ 6.00 
$ 6.30 
$ 6.60 
$ 6.90 
$ 7.20 
$ 7.SO 
$ 7.80 
$ 8.10 
$ 8.40 
$ 8.70 
$ 9.00 
I 9.30 
I 9.60 
$ 9.90 
$10.20 
$lO.SO 
.1D.80 
$11.10 
$11 .40 

$11.70 

$12.00 
$12.JD 
$12.60 
$12.90 
$13.20 
$13.SO 
$13.10 · 
$14.10 
$14.40 
$14.70 

$SO.OO '15.00 

EKCESS 
IICDME 

$51.00 
$52.00 
$53.00 
154.00 
$55.00 
$56.00 
$57.00 
$58.00 
$59.00 
$60.00 
$61.00 
$62.00 
$63.00 
.64.00 
$65.00 
$66.00 
$67.00 
$68.00 
$69.00 
$70.00 
$71.00 
$72.00 
$13.00 
$74.00 
$75.00 
$76.00 
$77.00 
$78.00 
$79.00 
'80.00 
$81.00 
$82.00 
$83.00 
184.00 
$85.00 
$86.00 
$87.00 
$88.00 

$89.00 
$90.00 
$91.00 
$92.00 
'93.00 
$94.00 
$95.00 
$96.00 
$97.00 
$98.00 
$99.00 

DEDucnDI 

$15.:.1 
'15.60 
$15.90 
$16.20 
I 16.SO 
116.80 
$17.10 
117.40 
117.70 
$18.00 
118.30 
'18.60 
$18.90 
$19.20 
$19.SO 
$19.80 
$20.10 
$20.40 
$20.70 
$21.00 
$21.30 
$21.60 
$21.90 
$22.20 
$22.SO 
$22.80 
m.l0 
$23.40 
$23.70 
$24.00 
$24.30 
$24.60 
$24.90 
125.20 
$25.SO 
$25.80 
$26.10 
$26.40 

$26.70 
127.00 
$21.30 
$27.60 
$21.90 
.28.20 
'28.SO 
$2a80 
$29.10 
'29.40 
'29.70 
'30.00 

EKCESS 
IICOME 

$ 100.00 
• 200.00 
I 300.00 
$ 4DD.00 
I 500.00 
I 600.00 
I 700.00 
$ 800.00 
$ 900.00 
$1000.00 
$1040.00 

'1100.00 

$1200.00 

$1300.00 

'1400.00 

$1500.00 

'1560.00 

DEDUCno. 
WITHDIrT 
CHILDREI 

30.00 
60.00 

I 90.00 
I 120.00 

• lSO.00 
I 180.00 
$ 210.00 

• 240.00 
• 270.00 
$ 300.00 

$ 330.00 

$ 360.00 

• 390.00 

• 420.00 

• 4SO.00 
$ 468.00 

DEDUCTIOI 
CHllDREI 
IIiClUDEO 

AT 0.70 CENTS PER .1.00 AT $100.00 RESTS 
FROM $1600.00 FOR BENEFICIARIES WITHOUT CHIDREN 

AND FROM $1100.00 FOR SENEFICIARIES WITH CHIlDREN 

EXCESS 
INCOME 

'1100.00 
$1200.00 
'1300.00 
$1400.00 
$1500.00 
$1600.00 
11700.00 
$1800.00 
11900.00 
$2000.00 
'2100.00 

$2200.00 
$23OD.00 
$2400.00 
$2500.00 
$2600.00 
$2100.00 
$2800.00 
$2900.00 
$3000.00 
$3100.00 
U200.00 
$3300.00 
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DEDUCT101 
WITHOUT 
CHILD REI 

$ 496.00 

• 568.00 
$ 636.00 
$ 706.00 
$ 776.00 

• 846.00 
$ 916.00 
$ 986.00 
$1056.00 
$1126.00 
$1196.00 
$1266.00 
$1336.00 
$1406.00 
$1476.00 
11546.00 
$1616.00 
$1686.00 

OEDUcnol 
CHILDREI 
'NCLUOED 

i:; I 
... "!.;. 

• $ 564.00 ..,...........s...-......... " ..... 
634.00 
704.00 

EXCESS 
'ICOME 

$ 1.00 
$ 2.00 
$ 3.00 
$ 4.00 
$ 5.00 
$ 6.00 
• 7.00 
• 8.00 
$ 9.00 
$10.00 
$11.00 
$12.00 
$13.00 
'14.00 
'15.00 
116.00 
$17.00 
$18.00 
$19.00 
$20.00 
$21.00 
$22.00 
$23.00 
$24.00 
$25.00 
$26.00 
'27.00 
$28.00 
$29.00 
$30.00 
'31.00 
'32.00 
133.00 
134.00 
U5.00 
$36.00 
$37.00 
138.00 

U9.00 
140.00 
141.00 
$42.00 
$43.00 
$44.00 
'45.00 
$46.00 
$47.00 
$48.00 
$49.00 
ISO.OO 

DEoucnOI 

• 0.70 
I 1.40 
$ 2.10 
$ 2.80 
$ 3.SO 
$ 4.20 
$ 4.90 

• 5.60 
• 6.30 
$ 7.00 
$ 7.10 
$ 8.40 
$ 9.10 
19.80 
110.50 
$11.20 
$11.90 
$12.60 
113.30 
$14.00 
$14.70 
$15.40 
$16.10 
116.80 
$17.SO 
$18.20 
.18.90 
$19.60 
$20.30 

'2.t·OO 
$21.70 
$22.40 
t23.10 
m.80 
.U4.SO 
$25.20 
125.90 
$26.60 
$27.30 
uaoo 
$28.10 
$29.40 
.:.1.10 
1:.1.80 
$31.SO 
$32.20 
132.90 
.33.60 
$34.30 
$35.00 

EXCESS 
IIICOME 

.51.00 
152.00 
$53.00 
$54.00 
$55.00 
156.00 
$57.00 
$58.00 
$59.00 
$60.00 
$61.00 
$62.00 
$63.00 
$&1.00 
$65.00 
$66.00 
'67.00 
$68.00 
'69.00 
$70.00 
$71.00 
$72.00 
$73.00 
$74.00 
$75.00 
$76.00 
177.00 
$78.00 
$79.00 
180.00 
$81.00 
$82.00 
'83.00 
$84.00 
'85.00 
$86.00 
$87.00 
$88.00 
$89.00 
$90.00 
191.00 
$92.00 
$93.00 
$94.00 
$95.00 
$96.00 
$97.00 
$98.00 
$99.00 

DEDUCTIOI 

$35.70 
136.40 
$37.10 
$37.80 
$38.SO 
139.20 
$39.90 
$40.60 
$41.30 
$42.00 
$42.70 
$43.40 
$44.10 
144.80 
$45.50 
$46.20 
$46.90 
$47.60 
$48.30 
$49.00 
$49.70 
$SO.4O 
$51.10 
$51.80 
$52.50 
$53.20 
$53.90 
$54.60 
$55.30 
$56.00 
'56.70 
$57.40 
$58.10 
$58.80 
$59.SO 
$60.20 
$60.90 
$61.60 
$62.JD 
$63.00 
$63.10 
$84.40 
$65.10 
$65.80 
$68.SO 
$61.20 
$67.90 
$68.60 
$69.30 



DEDUCTION DEDUCnON 
EXCESS WITHOUT CHllDREI 
INCOME CHILDREN ;. INCLUDED 

13400.00 11758.00 $1964.00 
13500.00 
13600.00 
13700.00 
'3800.00 
'3900.00 
14000.00 
'4100.00 
$4200.00 
'4300.00 
'4400.00 
14500.00 
'4600.00 
'4700.00 
'4800.00 
14900.00 
15000.00 
15100.00 
$5200.00 
$5300.00 
$5400.00 
15500.00 
15600.00 
15700.00 
15800.00 
moo.oo 
'6000.00 
'6100.00 
16200.00 
16300.00 
16400.00 
16500.00 
16600.00 
16700.00 
16800.00 
16900.00 
17000.00 
17100.00 
moo.oo 
$7300.00 
17400.00 
17500.00 
$7600.00 
moo.oo 
17800.00 
$7900.00 
18000.00 
18100.00 
18200.00 
18300.00 
18400.00 
18500.00 
18600.00 
$8700.00 
$8800.00 
18900.00 
19000.00 

11826.00 
11896.00 
11966.00 

12034.00 
12104.00 
12174.00 

12036.00 12244.00 
12106.00 1231'4.00 
12176.00 . 12364.0f! 
12246.00 f 12454.00 .-
12316.00 
12386.00 

12526.00 
12596.00 
12666.00 
12736.00 
12806.00 
12876.00 
12946.00 
13016.00 
13086.00 
13156.00 
13226.00 
13296.00 
13366.00 
13436.00 
13506.00 
13576.00 
13646.00 
13716.00 
13786.00 
13856.00 
13926.00 
13996.00 
14066.00 

$2134.00 
$2804.00 

1301(00 
13064.00 

- 13224.00 ... _,-
.: 13294.00 

13364.00 
13434.00 
13504.00 
13574.00 
'3644.00 
$3114.00 
13784.00 
'3854.00 
13924.00 

• 13994.00 
14064.00 

'-'-' 
;, '4134.00 
- 14204.00 

14274.00 
14136.00 • '4344.00 
14206.00 
14276.00 
$4346.00 
14416.00 
14486.00 
14556.00 
14626.00 
$4696.00 
$4766.00 
14836.00 
14906.00 
14976.00 
15046.00 
$5116.00 
15186.00 
15256.00 
15326.00 
15396.00 
$5466.00 
15536.00 

k '4414.00 

tJ..:: . ... 

15606.00 Vb 

15676.00 

DEDUCTION DEDUCTIOI 
EXCESS WITHOUT CHILDREI 
INCOME CHILDREN I/lClUDED 

1 9100.00 15746.00 · 15954.00 
I 9200.00 
I 9300.00 
I 9400.00 
I 9500.00 
$ 9600.00 
I 9700.00 
I 9800.00 
I 9900.00 
110000.00 
110100.00 
110200.00 
110300.00 
110400.00 
110500.00 
110600.00 
110700.00 
110800.00 
110900.00 
111000.00 
111100.00 
111200.00 

'"300.00 
111400.00 
111500.00 
111600.00 
111700.00 
111800.00 
111900.00 
$12000.00 
112100.00 
112200.00 
112300.00 
112400.00 
112500.00 
112600.00 
112700.00 
112800.00 
112900.00 
113000.00 
113100.00 
113200.00 
113300.00 
113400.00 
113500.00 
113600.00 
113700.00 
113800.00 
113900.00 
114000.00 
$14100.00 
$14200.00 
114300.00 
114400.00 
114500.00 
114600.00 
114700.00 

15816.00 
'5886.00 
15956.00 

16024.00 
16094.00 
16164.00 

16026.00 16234.00 . 
16096.00 ' , 16304.00 ' 
16166.00 
16236.00 

16374.00 .. 

16444.00. 
16306.00 16514.00_ 
16376.00 r." 16584.00 
16446.00 16654.00. 
16516.00 ;;' 

$6586.00 ': 16794.00" 

$6656.00 io$6864.00_ 
16726.00 _'6934.00 
16796.00 ")7004.00 
16866.00 fJ074.00 
16936.00 ';. 11144.00 

$1006.00 .. 00, ". 
17076.00 t m84.00 
17146.00 .:;11354.00 
'7216.00 
17286.00 
17356.00 
$7426.00 
$7496.00 
17566.00 
$7636.00 
17706.00 
17776.00 
$7846.00 
$7916.00 
17986.00 
18056.00 

$7424.00 
$7494.00 
17584.00 
fJ634.00 
m04.00 
17774.00 
17844.00 
17914.00 
17984.00 

:;-.8054.00 

.-,.. ... '. 
;'- '8194.00 : 

'8126.00 ':.:18334.00,-
18196.00 -18404.00 
18266.00 

"...- .... -
18336.00 ,, '8544.00 
18406.00 .... 
18476.00 
18546.00 
18616.001 
18686.00 
18756.00 

18826.00 18896.00 

18966.00 I 19036.00 fli 

19106.00 
19176.00 f.\ 
19248.00 
19316.00 
19386.00 
19456.00 
19526.00 
19596.00 
19666.00 19874.00 
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DEDUCTION DEDUCTIDII 
EXCESS WITHOLIT te· CHILD REI 
INCOME CHllDRU .. 

114800.00 I 9736.00 1 9944.00 
114900.00 
115000.00 
115100.00 
115200.00 
115300.00 
115400.00 
115500.00 
115600.00 
115700.00 
115800.00 
115900.00 
116000.00 
116100.00 
116200.00 
116300.00 
116400.00 
$16500.00 
116600.00 
116700.00 
116800.00 
116900.00 
117000.00 
117100.00 
117200.00 
117300.00 
117400.00 
117500.00 
117600.00 
117700.00 
117800.00 
m9OO.00 
118000.00 
118100.00 
118200.00 
118300.00 
118400.00 
118500.00 
118600.00 
118700.00 
118800.00 
118900.00 
119000.00 
119100.00 
119200.00 
119300.00 
119400.00 
119500.00 
$19600.00 
119700.00 
119800.00 
119900.00 
120000.00 
$20100.00 
120200.00 
120300.00 
$20400.00 

I 9806.00 
I 9876.00 
I 9946.00 

.,00,4.00 
$10084.00 
110154.00 

I 10016.00 110224.00 
110086.00 110294.00 
110156.00 110364.00 
110226.00 ; $10434.00 
110296.00 ;' 110504.00 
110366.00 •. -
110436.00 " $10644.00 
110506.00 110714.00 
110576.00 110784.00 
110646.00 ; $10854.00 -
110!16.00 110924.00 
110786.00 $10994.00 
110856.00 '11084.00 
110926.00 $11134.00 
110996.00 . 111204.00 
111066.00 . '11274.00 
111136.00 111344.00 
111206.00 
111276.00 
111346.00 
111416.00 
"'486.00 

'"414.00 
'"464.00 
'11554.00 
111624.00 
t11694.00 

111556.00 '11764.00 
111626.00 '"834.00 
111696.00 111904.00 
111766.00 111974.00 
111836.00 $12044.00 .. 
111906.00 ,. $12114.00 
111976.00 
112046.00 . i$12254.00 

112116.00 $12324.00 
112186.00 :0 $12394.00 

112256.00 
112326.00 ·:{.'2534.00 
112396.00 
112466.00 
$12536.00 "-
$12606.00 . 

112676.00 I 
$12746.00 

112816.00 
112886.00 
112956.00 
113026.00'. 113234.00 ,. 
$13096.00 .. .. 
113166.00 .. $13374.00 • 
113236.00 1"113444.00 ' .. + ..... 
$13306.00 .::"!'.!. •• 

113376.00 .• [J!!....i 
113446.00 

113516.00 
$13586.00 
113656.00 -'13884.00 

DEDUCTION . DEDUCnOIl 
EXCESS WITHOLIT CHILDREI . 
INCOME CHILDREN INCLUDED 

120500.00 113726.00 I $13934.00 
120600.00 
120700.00 
120800.00 

. ., 
113796.00 114004.00 
113866.00 I $14074.00 
I 13936.00 114144.00 

120900.00 114006.00 114214.00 
121000.00 . 114076.00 U4284JJo ' 
121100.00 114146.00 114354.00 
121200.00 114216.00 114424.00 
121300.00 114286.00 $14494.00 
121400.00 114356.00 ? 114564.00, 
$21500.00 114426.00 . 114634.00 
121600.00 114496.00 114704.00 
'21700.00 114566.00 114774.00 
121800.00 
121900.00 
122000.00 
122100.00 
122200.00 
122300.00 

114636.00 '. _114844.00 
114706.00 ., 114914.00 , 
114776.00 " 114984.00' 
114846.00 115054.00 • 

114916.00 .. 
114986.00 . 115194.00 ' 

122400.00 115056.00 $15264.00 
m334.00 
115404.00 
115474.00 
115544.00 
.'5614.00 
t1S684.00 

122500.00 115126.00 
122600.00 
$22700.00 
$22800.00 
122900.00 
mooo.oo 
$23100.00 
123200.00 
123300.00 
$23400.00 
123500.00 
123600.00 
$23700.00 
123800.00 
123900.00 
124OOO.1i) 
124100.00 
1242(».00 
$243O!J.00 
124400.00 
124500.00 
t24GOO.OO 
$24700.00 
$24800.00 
124900.00 
125000.00 
125100.00 
125200.00 
125300.00 
125400,00 
125500.00 
$25600.00 
125700.00 
125800.00 
125900.00 
$26000.00 
126100.00 

115196.00 
115266.00 
115336.00 
115406.00 
115476.00 
$15546.00 115754.00 
115616.00 115824.00 
115686.00 '15894.00 
$15756.00 _$15964.00 

115826.00 116034.00,i 
115896.00 $16104.00 
$15966.00 
116036.00 
116106.00 
116176.00 
$16246.00 
116316.00 
$16386.00 

. 116174.00 

116244.00 '. 
$16314.00 : 
116384.00 

, 116454.00'; 

$ 16594.00i 
$16456.00 ::116684.00 ; 
116526.00 
116596.00 
116666.00 
116736.00 
116806.00 
116876.00 
116946.00 
117016.00 
111086.00 
mI56.00 
117226.00 
117296.00 
117366.00 
m436.00 
$17506.00 
$11576.00 
117646.00 



DEDUCTION TABLES FOR EXCESS INCOME 
WEEKLY ASSESSMENTS - EFFECTIVE FROM 1.10.1986 

CHILDREN 'INCLUDEo'·. _$60.00 ;' :1'· . :'.. :" .. 
ii', WEEK Tq .$80.q6 

$80.90 PER .WEEK / l! . " 

EXEMPTION $50.00 PER WEEK WITHOUT CHILDREN 
DEDUCTION 0.30 CENTS PER $1.00 OVER $50.00 PER WEEK TO $80.00 PER WEEK 

0.70 CENTS PER $1 .00 IN EXCESS OF $80.00 PER WEEK 

OEOUCOON OEOUCTION 
EXCESS WITHOUT 
INCOME CHILOREN iiiriUlrim,--1 

EXCESS WITHOUT 
INCOME CHIlDREN 

$1.00 
$2.00 
$3.00 
$4.00 
$5.00 
'6.00 
$7.00 
'8.00 
$9.00 

$10.00 
$11 .00 
$12.00 
$13.00 
$14.00 
$15.00 
$16.00 
$17.00 
$18.00 
$19.00 
$20.00 
$21.00 
$22 .00 
$23.00 
$24.00 
$25.00 
$26.00 
$27 .00 

$0.30 
$0.60 
$0.90 
$1.20 
$1.50 
$1 .80 
$2.10 
$2.40 
$2.70 
$3.00 
$3.30 
$3.60 
$3.90 
$4.20 
$4.50 
$4.80 
$5.10 
$5.40 
$5.70 
$6.00 
$6.30 
$6.60 
$6.90 
$7.20 
$7.50 
$7.80 
$8.10 

$46.00 $47.00 
$48.00 
$49.00 
$50.00 
$51.00 
$52.00 
$53.00 
$54.00 

tl.OO $55.00 
. $3.30 $56.00 
·$3.60 , ;{ $57.00 
, .3.90 ';', $58.00 
• $4:20 $59.00 

$60.00 
.... ou .""!n $61 .00 

$62.00 
$63.00 
$64.00 
$65.00 

$66.00 
$67.00 
$68.00 
$69.00 
$70.00 

$72.00 $71.00 
$28.00 $8.40 . • $73.00 
$29.00 $8.70 $74.00 
$30.00 $9.00 $75.00 
$31 .00 $9.70 '76.00 
$32.00 $10.40 $77.00 
$33.00 $11 .10 $78.00 
$34.00 '11.80 $79.00 
'35.00 '12.50 $80.00 
$36.00 $13.20 $81 .00 
$37.00 .13.90 $82.00 
$38.00 $14.60 $83.00 
$39.00 .15.30 $84.00 
$40.00 . '16.00 $85.00 
$41 .00 $16.70 $86.00 
$42.00 $17.40 '87.00 
'43.00 $18.10 '88.00 
'44.00 $18.80 '89.00 

$20.20 
$20.90 
$21 .60 
$22.30 
$23.00 
$23.70 
$24.40 
$25.10 
$25.80 
$26.50 
$27.20 
$27.90 
$28.60 
$29.30 
$30.00 
$30.70 
$31 .40 
$32.10 
$32.80 
$33.50 
$34.20 
$34.90 
$35.60 
$36.30 
$37.00 
$37.70 
$38.40 
$39.10 
$39.80 
$40.60 
$41 .20 
$41.90 
$42.60 
$43.30 
$44.00 
$44.70 
$45.40 
$46.10 
$46.80 
$47.50 
$48.20 
$48.90 
$49.60 
$50.30 

'45.00 $19.50 '90.00 $51 .00 

U9.80 
.30.50 
.31.20 
f31 .90 
tl2.60 
$33.30 
$34.00 
$34.70 :, 
,.- . .. 

OEDUCTION 
EXCESS WITHOUT 
INCOME CHILDREN 

$91 .00 $51,70 
$92 .00 $52.40 
$93.00 $53.10 
$94.00 $53.80 
$95.00 $54.50 
$96.00 $55.20 
$97.00 $55.90 
$98.00 $56.60 
$99.00 $57.30 

$100.00 $58.00 
$101.00 $58.70 
$102.00 $59.40 
$103.00 $60.10 
$104.00 $60.80 
'105.00 $61.50 
.106.00 $62.20 
$107.00 $62.90 
$108 .00 $63.60 
$109.00 $64.30 
$110.00 ' $65.00 
'111 .00 $65.70 
$112.00 $66.40 
$113.00 $67.10 
$114.00 $67.80 
.115.00 $68.50 

."'.IIJ==I $116.00 $69.20 
$117.00 $69.90 
$118.00 $ 70.60 
$119.00 $71.30 
.120.00 $72.00 
.121.00 $72.70 
$122.00 $73.40 
$123.00 $74.10 
$124.00 $74.80 
.125.00 $75.50 
.126.00 $76.20 
.127.00 $76.90 
$128.00 $77.60 
$129.00 $78.30 
$130.00 $79.00 
$131 .00 $79.70 
$132.00 $80.40 
.133.00 .81.10 
.134.00 $81 .80 
.135.00 $82.50 

131. 

OEOUCTION 
EXCESS WITHOUT 
INCOME CHILOREN 

$136.00 $83.20 
$137.00 $83.90 
$138.00 $84.50 

,! .O/.O<'J.-=-'''''. 1 $139.00 $85.30 
, ,,oO.O''J doD l $140.00 $86.00 

$141.00 $86.70 
$142.00 $87.40 

$81 .30 : 
.62.00 
$62.70 
.63.40 . 
.64.10 : . 
$64.80 : 

!..66.20 -t.;., 

$143.00 $88.10 
$144.00 $88.80 
$145.00 $89.50 
$)46.00 $90.20 
$147.00 $90.90 
$148.00 $91 .60 
$149.00 $92.30 
$150.00 $93.00 
$1 & 1.00 $93.70 
$152.00 '94.40 
' 1 53.00 '95.10 
$154.00 $95.80 
$156.00 $96.50 
$156.00 $97.20 
';57.00 $97 .90 
$158.00 $98.60 
$159.00 $99.30 
$160.00 $100.00 
$161.00 $100.70 
$162.00 $101.40 
$163.00 $102.10 
$164.00 $102.80 
.166.00 '103.50 
$166.00 $104.20 
$167 .00 $104.90 
$168.00 $105.60 
$169.00 $106.30 
$170.00 $107.00 
'171.00 $107.70 
$172.00 $108.40 
$173.00 $109.10 
$174.00 $109.80 
$175.00 $110.50 
$176.00 . '111 .20 
$177.00 $111 .90 
$178.00 $112.60 
$179.00 '113.30 
$180.00 $114.00 

......... 87.20 

-;: .88.60 

........ :.. ,. "', 

•• 

$92.80 
$93.50 
.94.20 

.- ' $94.90 
_ $95.60 

.$96.30 
:-::. $97.00 

$97.70 ...... 

.. 20 
:_.,,101 .90 
:- .102.60 

•. 104.00 
04. 70 ;'--P . . 

.... . 105.40 
-,,106,!q, 

, -"" .. 
fl09.60 

...,', ,-:70 

fiil1J3.60 
A-...... 

'U1520 



DEDucnON DEDUCnON DEDUCTION ., DEDUCnON DEDUCTION DEDUCTION DEDUCTION DEDUCTION 
EXCESS WITHOUT , CHILDREN EXCESS WITHOUT CHILDREN EXCESS WITHOUT CHILDREN EXCESS WITHOUT , CHILDREN 
INCOME CHILOREN INCLUDED INCOME tlCLUDEO INCOME CHILDREN tlCLUOEO INCOME CHILOREN INCLUDED 

$181.00 $114.70 ' $118.70 $236.00 $153.20 $291.00 $191 .70 $346.00 $230.20 $234.20 

$182.00 $115.40 '119.40 $237 .00 $153.90 $157.90 $292.00 $192 .40 $347 .00 $230.90 
I , 

$183.00 $116.10 .$120.10 _, $238 .00 $154.60 ,$158.60 $293 ,00 $193.10 $197.10 $348.00 $231.60 

$184.00 $116.80 . $239.00 $155.30 $159.30 $294.00 $193.80 $349.00 $232.30 $236.30 

$185.00 $117.50 ..s121 .50 $240.00 $156.00 $160.00 $29 5.00 $194 .50 $198.50 $350.00 . $233.00 $237.00 

$186.00 $118.20 $241 .00 $156.70 $160.70 $296.00 $195.20 $199.20 $351.00 $233.70 $237.70 

$187.00 $118.90 . $122.90 $242.00 $157 .40 $161.40 $297 .00 $195.90 '199.90 $352.00 $234.40 $238.40 

$188.00 $119 .60 .. .. $243 .00 $158.10 .$162.10. $298.00 $196.60 $200.60 .. $353.00 $235.10 $239.10·. 

$189.00 $120.30 ;$124.30 -- $244.00 $158.80 $162.80 $299.00 $197 .30 $201 .30 $354.00 $235.80 $239.80 

$190.00 $121 .00 ,$125.00 '. $245.00 $159.50 ,$163.50 $300.00 $196.00 $202.00 $355.00 $236.50 $240.50 

$191.00 $121 .70 [$125.70 $246.00 $160.20 '164.20 $301 .00 $198.70 $202.70 $356.00 $237 .20 $241.20 

$192.00 $122.40 ' $126.40 $247.00 $160.90 $164.90 $302.00 $199.40 $203.40 $357.00 $237 .90 $241.90 

$193.00 $123.10 $127.10 $248.00 $161 .60 $165.60 .. · $303.00 $200.10 $204.10 $358.00 $238.60 $242 .60 

$194.00 $123.80 $249.00 $162.30 " 166.30 -:=- $304.00 
. 

$200.80 $204.80 $359 .00 $239.30 $243.30 

$195.00 $124.50 $128.50 $250.00 $163.00 .$187.00 " _ $305.00 $201 .50 $205.50 " $360.00 $240.00 $244.00 

$196.00 $125.20 '129.20 $251 .00 $163.70 $167.70-" $306.00 $202.20 $206.20 $361 .00 $240.70 $244.70 

$197 .00 $125.90 '129.90 $252.00 $164.40 $168.40 $307 .00 $202.90 $206.90 $362.00 $241 .40 $245.40 

$198.00 $126.60 '130.60 $253.00 $165.10 $169.10 - $308.00 $203.60 '207.60 - $363.00 $242 .10 '246.10 
$199.00 $127.30 '131.30 $254.00 $165.80 '169.80 . $309.00 $204.30 $208.30 $364.00 $242.80 -'246.80 

$200.00 $128.00 '132.00 $255.00 $166.50 '170.50 $310.00 $205.00 "$209:00 - $365.00 $243.50 $247.50'· 

$201 .00 $128.70 $132.70 $256.00 $167.20 $171.20 $311.00 $205.70 $209.70 $366.00 $244.20 $248.20 

$202.00 $129.40 $133.40 $257 .00 $167.90 $171 .90 $312.00 $206.40 $210.40 $367.00 $244.90 $248.90 

$203.00 $130.10 $134.10 $258 .00 $168.60 $172.60 $313.00 $207 .10 $211.10 $368.00 $245.60 $249.60 

$204.00 $130.80 $134.80 $259 .00 $169.30 $173.30 $314.00 $207 .80 $211 .80 $369.00 $246.30 $250.30 
$205.00 $131.50 '135.50 $260.00 $170.00 $174.00 $315.00 $208.50 $212.50 $370.00 $247.00 $251 .00 

$206.00 $132.20 $136.20 $261 .00 $170.70 $174.70 $316.00 $209.20 $213.20 $371.00 $247 .70 $251 .70 
$207.00 $132.90 '136.SO $262.00 $171.40 $175.40 $317.00 $209.90 *213.SO $372.00 $248.40 $252.40 
$208.00 $133.60 '137.60 $263.00 $172.10 $176.10 $318.00 $210.60 $214.60 $373.00 $249.10 $253.10 
$209.00 $134.30 $138.30 $264.00 $172.80 $176.80 $319.00 $211 .30 $215.30 $374.00 $249.80 $253.80 

$210.00 $135.00 .139.00 $265.00 $173.50 $177.50 $320.00 $212.00 U16.00 $375.00 $250.50 $254.50 
$211 .00 $135.70 $139.70 $266.00 $174.20 $178.20 $321.00 $212.70 '216.70 $376.00 $251 .20 $255.20 
$212.00 $136.40 .140.40 $267.00 $174.90 $178.90 .:' $322.00 $213.40 U17.40 ' $377.00 $251.90 $255.90 " . 

'.141.10 .179.60 :.. ' $218.'10 
, '. $213.00 $137 .10 $268.00 $175.60 $323.00 $214.10 $378.00 $252.60 U56.60 

$214.00 $137.80 '141.80 $269.00 $176.30 $180.30. $324.00 $214.80 $218.80 •. $379.00 $253.30 $257.30 
t , 

$219.50 \ . $215.00 $138.50 • 142.50 $270.00 $177.00 .'81 .00 $325.00 $215.50 $380.00 $254.00 $258.00 
$216.00 $139.20 .143.20 $271 .00 $177 .70 $181.70 - - $326.00 $216.20 $220.20 ' $381 .00 $254.70 $258.70 
$217 .00 $139.90 .! 143.90 $272.00 $178.40 $182.40 $327.00 $216.90 $220.90 $382.00 $255.40 $259.40 
$218.00 $140.60 $144.60 $273.00 $179. 10 .183.10 $328.00 $217.60 $221.60 $383.00 $256.10 $260.10 
$219.00 $141.30 $274.00 $179.80 '$183.80';"; 

'- .. :-L $329.00 $218 .30 ' $384.00 $256.80 :$260.80" 
$220.00 $142.00 .146.00 $275.00 $180.50 $330.00 $219.00 $385.00 $257.50 $261.50 -
$221.00 $142.70 $276.00 $ '181.20 $185.20 $331.00 $219 .70 $2,'23.70 $286.00 $258.20 

-
'.,- .. -.:r..: 

$222.00 $143.40 $277.00 $181 .90 $332.00 $220.40 $224.40 $387.00 $258.90 $262.90 
$223.00 $144.10 -.,48:,07 $278.00 $182.60 "86.60-::: $333.00 $221 . 10 ;"$225-:-,0 :;; $388.00 $259.60 

$144.80 ;.148:80 $279.00 $183.30 $334.00 $221 .80 
. ... "" " .. ..4. 

$224.00 $389.00 $260.30 . ,.. ...... ..., •• L ;;-:;. .. 
$225.00 $145.50 .149.50 " $280.00 $184.00 168.00":.:- $335.00 $222.50 '$226.50 '1" , $390.00 $261.00 

:.150:2'b 
,., 'U 'f"« 

$226:00 .146.20 $281.00 $184.70 .• 168.70.\;:. $336.00 $223.20 $391 .00 $261 .70 
$146.90 !ll!iO"{o1lw. -4iM. $227.00 $282.00 $185.40 . 189>fo=. $337.00 $223.90 r 27.9O

-=" 
$392.00 $262.40 .$266.40 _ 

$228.00 $147.60 ' WSi!oo'?l' $283.00 $186.10 $338.00 $224.60 $393.00 $263.10 
$229.00 

., .. tLso.801 ;,i $148.30 •• $284.00 $186.80 $339.00 $225.30 .229.30 .?:, $394.00 $263.80 
' .. -. 

$230.00 $149.00 $285.00 $187.50 .191.50 -- $340.00 $226.00 $230.00-'-- $395.00 $264.50 .... 
$231 .00 $149.70 ... $286.00 $188 .20 $341.00 $226.70 $396.00 $265.20 
$232.00 $150.40 $287.00 $188.90 if i'!""'.' $342.00 $227.40 $397.00 $265.90 • .• ... ... . .:.'" 
$233.00 $151 .10 $288.00 $189.60 i:.:193.60 .. $343.00 $228.10 232.10 - $398.00 $266.60 
$234.00 $151.80 $289.00 

........ .-.-
$190.30 '.194 •• $344.00 $228.80 $399.00 $267.30 

> $235.00 $152.50 • . 156.60 ' , $290.00 $191 .00 $345.00 $229.50 $400.00 $268 .00 
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Earnings (continued) 

HERE IS AN EXAMPLE OF WHAT TO DO IF BENEFICIARY ADVISES THAT SHE IS 
STARTING WORK 

1. Record details on the file (see next page) 
commencement date 
Employees name and address. If large organisation -

Immediate bosses name. 
- Wage - will it vary? 
- Job she will be doing - Particular area of employment 
- Understanding of how earnings to be charged. 

- Remember the chart previous page 

Ensure beneficiary not confused. 
2. If beneficiary notifies by letter - you may be able to 

qet the above information by phone - but Don't DELAY -
record phone conversation on file. 

3. Benefit in the example (next page) requires reduction 
from the first available date ---
therefore 

4. S.W. 747 to reduce. See example next page. 

5. Also S.W. 8 must be issued to check the rate of 
earnings - If not returned prior to deadline for above 
action --- perhaps get details by phone (explain 
position to employer --- dont become a nuisance with 
frequent phone calls). 

Points to note with S.W. 8 Completion: 
(i) If big organisation show beneficiarys 

actual job and what 
division employed at. 

(ii) The S.W. 8 is a multi-purpose form - Before 
issue delete questions not required. 

(iii) See paras S.35 - S.38 Income and Property 
Manual. 

6. Record review on form S.W. 23 see example next page. 
(i) Remember other income like bank interest 

must also be brought to charge. 
(ii) Watch if there are child care costs - add up 

t2 $20.00 pw to the income exemption. 

Letter to beneficiary example page 136. 

8. Follow up S.W. 8 if necessary. 

9. Summary - (a) Details on file 
(b) beneficiary understands 
(c) S.W. 8 
(d) S.W. 747 
(e) S.W. 23 
(f) Letter 

Discuss with Senior Office if late notification received of earnings 
commencement. Review will depend on beneficiary's intentions and 
circumstances. 

Examples next page. 
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Earnings (continued) 

AN EARNINGS REVIEW - EXAMPLE OF FORMS 

Record of advice of earnings commencement 

- To_ 

S.W. 747 - To effect rate reduction 
_ ... 7 

NOTICE TO AMEND SOCIAL SECURITY, 
WAR PENSION, WAR VETERANS ALLOWANCE 

OR OVERSEAS PENSION MASTER RECORD 

- .. -
LIIC:I.. A. IIJltGtGI'D4 -- -

_c:.. -.. 
. __ -00 

--

Letter next page 

I-I IISl<"" 107 -
4 --

"'-WtJr: a.-..J1Jy: DoN: 31; .,..., , 
o.1c..--1--1T8-
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S.W. 23 to record - assessment t' 
------ __ GU ac 10n taken. 

S.W.ll 

CERTI.FICATE OF REVIEW ,_lIeuefil 

I 
Beneficiary's IUme: ___ ••• _____ ... .. , ___ _ 

cs-.) ... FIne It_I 

Address: 
'. __ 

&oak A_ _ RIll. eo. 

RooYicw on aa:ouot of I II I 
___ . __ _ ___ _ 

_ __ _ 
.. t.9...:..f..o.r : IS" . QQ 3,--"I.b",,-· ..... kP...>oe-___ _ 

: 
-&. .. .. .. -
... ___ ____________________ _ 

.. . 
Overpayments. debts. or overbpping iloello!fits to be :idjUSled: __ ._M.I.!:r. ________ , _______ ._. ___ ._._. 

Decision: 

_.Q .. _ ..... 9..ed.w:e._ ... .... .. _ .. .. If.:2. ... 
--V···Gt. .. ·-·--· .. ··· .. --.. · .... --.. --··-··---.. ------· .. ··-----.-... --.. ---.------------.. --
@ ... _ .. a\ln.eco.a __ .. __ .c.e.Q;?(.CL_ .. ______ .____ _ ______ .... ___ ... 

. (t, ...... _.c.a.Q.t5.e. ___ bet.o.e .. G .. C; .. Clj ... , .. __ ........... _ .. _. ____ ... _ .. _ .. _ .. _ __._. ____ .. 

--, .--:':'--.. Pr ... ... .... .. -. ----.----

................. -----... -... ---.. .. -
o.h.J . .t2!.J.!!::l OW:toc. .. -. .:-

/NT£RJ)( PA nlEo'fT ORDERS 

I Appc. Po,..1 Dolo Da .. A_' AppL Pay- o...Da .. -'-, 
Cock C'" C'" Coole 

L- , , S 
, , S 

[ , , S , , s 

l , , S 
, , S 

Name: _..:.... ____ • ______ _ -------_._,_._-----
Addr=: • _______ • __ • ___ • ... _ .. _--,---------,---
s"ri:al 
No. 

-;:::.-=_ .... =._=-=====.= ..... :=. ====;.. . ..... -.... _.-........ _ .... _.-._._ ... - -
[ I I 

Ortlcr 
Bank.cr.edit 

c .......... , '''''''_1 
r-, -,-,-T"'-s----', Ortler 
. . , Bank Credit 
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Earnings (continued) 

nu'MtW" 

""c" "" Mtf C"WT 
M "WTaee «w 1M, ,. ..... 

Example of S.W. 8 to check earnings 

..... ...... ''' .. 11 J 

.... ------ .... ...-.- ............ "" ........ 1 ............... ",... ................... --:\.--- ... ---1 ... _-.. __ ---_-.:..... .=_ ............................ -............................... ..... 

EXample of letter - following earnings 
review 

"As discussed with you it has been necessary to review your benefit 
on account of the earnings you are to receive. 
The 3rd schedule of the Social Security Act which sets out the rates 
of Widows Benefits requires that the benefit be reduced if the 
beneficiary's income exceeds $2600.00 p.a.

o 

With your employment being an indefinite arrangement and earnings 
expected to be $70.28 p.w. ($3655.00 p.a.) the assessment of your 
benefit is as follows: 

Earnings 
Bank interest 
Total chargeable income 
Less exemption 

Excess 
Deduction on account 
of excess income 

$3640.00 
$ 15.00 
$3655.00 
$2600.00 
$1055.00 

$ 316.50 

Benefit Rate 
Deduction 
on account 
excess income 

Benefi t payable 

$6820.32 
$ 316.50 

$6530.82 
($250.16 2 weeks) 

Payments have been reduced from 1.9.81 and future 2 weekly 
instalments commencing from due date 8.9.81 will be at $250.16. 
If you are dissatisfied with the decision above, you are entitled to 
have °the decision reviewed by the Social Security Commission. 
If you wish to have the decision reviewed, you should apply in 
writing, within three months, setting out briefly the grounds on 
which you object to the decision. A form for this purpose is 
available from any office of this department (S.W. 143 - Application 
for Review of Decision)". 
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Earnings (continued) 

6. EARRINGS - CHECK LIst 

Khen reviewing benefit on account of earnings ensure the following has 
been covered: 

1. Earnings prior to benefit grant disregarded, unless they are 
continuing uninterrupted since prior to grant then continue to charge 
rate (prospective) as first renewal. 

2. Other income like BANK IRTEREST may have to be added to the earnings 
to complete the income assessment. 

3 • ALTERNATIVES 
Explain the charging arrangements available 

Ask beneficiary if she 

understands the effect 
earnings will have on her 
benefit both now and at renewal, 

4. Notification after the benefit review must be in writing and fully 
explain effect on benefit see example previous page. 

5. Full or Part time employment. Don' t bother to distinquish. We are 
only concerned with the rate of the earnings. 

6. Verification must always be of GROSS earnings - If is this figure not 
the net that must be taken into account. 

7. Remember 

A. Child Care costs and employment. Up to $20.00 p.w. 
may be added to the income exemption. 

B. Ixmut form. The master records chargeable income 
figure and check rate will probably require amendment. 
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CHARGING"""EARNINGS. " 

EARNINGS 

WHEN CHARGING EARNINGS HAVE REGARD 
TO THE WISHES OF BENEFICIARY. 
APPLY THE POLICY (within the law) 
THAT WILL ADVANTAGE HER AND NOT 
THE POLICY THAT ADMINISTRATIVELY 
SUITS YOU. 
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ACCOMMODATION BENEFIT 



NOTE: 

Prior to October 19S1 
this benefit was called 
ADDITIONAL BENEFIT 
Therefore some forms and 
file notes etc may still 
show the old name. 

1. PURPOSE 

Reference: 
Part C Supp Services Manual 
C.M. 19S1179 
Section 6lE Social Security 
Act 

--
To assist with acconunodation costs where beneficiaries 
income and cash assets are limited. 

2. WHAT DATE IS IT GRANTED FROM? 

A. New Widows Benefits (i) With dependent children 

If HARDSHIP EXISTS refer to 
Senior Officer. The 4 or 6 week 
waiting period may be waived. (ii) 

B. Existing Widows Benefits 

After widows benefit has been 
current for four weeks. 

No dependent children 
After widows benefit has been 
current for six weeks. 

Date of eligibility or on the first day of the four weekly pay 
period in which the application is received whichever is the 
later. 

900F/SIP Amount of benefit next page. 
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3. AMOUNT 

The maximum accommodation benefit payable is $40.00 per week. 

4. HOW TO ASSESS THE AMOUNT PAYABLE 
(See example over page). 

It is 2/3 of the amount by which accommodation costs exceed these 
figures. 

A. $30.00 p.w. If pays rent or outgoings on own home. 

B. $35.00 p.w. No dependant children paying board. 

c. $58.00 p.w. Dependant children and pays board. 

5. EFFECT OF INCOME AND ASSETS 

A. Assets 

B. Income 

For each $100.00 of assets $1. 00 is treated as 
chargeable income 

i. e • added to 

(i) Dependent children: Disregard first $12.00 
of income 

(ii) No Dependent children: Disregard first $8.00 of 
income 

Note: 

Each $1.00 of any remaining income reduces the 
accommodation by $1.00 - see assessment next page. 

If child care costs incurred due to 
employment. Up to $20.00 p.w. may be 
deducted from earnings as income. 

See next page for procedures. 
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FINALLY 

PROCEDURE 

A. Application lodged on Form S.W. 228 - ENSURE - REGISTERED and 
NUMBER ALLOTTED. 

B. Rent, and outgoings must be verified. Try to sight rent book 
or receipts at office. Only verify board if amount declared 
appears excessive. 

C. Only verify assets or income if maximum rate is to be 
effected. 

D. If earning - Child care costs? If so verify. 

E. Complete S.W. 229 - Example next page. 

F. Complete S.W. 272 - HOI request on S.W. 747 is preferable. 
- B. 60 - $ weekly amount of accommodation 

benefit followed by NIL. 
- Check rate - include 2 weekly rate of 

accommodation benefit. 

G. Issue grant letter to beneficiary (S.W. 237). 

H. Don't forget - graded officer to clear application register. 

ACCOMMODATION BEN E FIT D E C LIN E D 

1. Ensure notification gives reason for decline, and includes 
review rights, and if relevant income assessments shown. 

2. Complete action sheet and clear register. 

(Important) 
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1. If at any time you come across 
a case where it appears there 
may be entitlement to 
accommodation benefit. An 
application MUST BE INVITED 



APPLICAtION FOR ACCOMMODATION BENEFIT 

S.W.228 
l)epertment of Social W.lf.,. 

For Office Use Only 

Application for Accommodation Benefit 
Appln No. ...... . 

Under Section 61 E of the Social Security Act 1964 
(to be lodged at nearest office of Department of Social Welfare) Index _ .. /Y/.I1 .... _ ..... _ .. .. 

This INIY be completed by either husband or wife for I INIrried coupl. 
S.W. 6 ... ... _ .. _ ........ . 

Class of benefit or pension ......... r11D.Q.w..6 ................. _. Benefit/Pension No • .. ..................... . 
Full narne ._ ....... fflilir." .................................. : .......... _ ..... ............. _ ............................................. . 

Please print Surname First Name!s) 
Wife/husband ••• _ ...... I!ll.I.f ........................................................................................................... _ ..................... .. 

Please print Surname First NMM(s) 
Address .::7.:ltSL&.1/Jll.ll1.e .. 1!.A.8A.Q.4 ........... _._..... Benefit/Pension No . ....... t'/IA ..................... .-......... . 

........ _ ... lIl!P../iA ...................... _ .............. _ .. __ ._ .. _ .. _._ ........ _ .. _........ Phone No • . 7.ti.lw.b •. 
Have you a dependent child or chihJren? Yes/Ne 

Income Received Duril'tll the Last 12 Months 
I f this application is completed at the same time as an application fOf' a Social Security Benefit, War Pension 

or for the inclusion of a dependent spouse in National Superannuatton, the income panel need not be completed. 
If you have no income, except a Social Security Benefit, National Superannuation or War Pension, write 

total panel. Plqse produce evidence of your total income received. : .. , 
t • Ct. 

{'! .. ' 

1. Gross salarvGlIIgft)uperanl1Ulltlon, Income from busI.-

2. Amount recelwd from boarders (Including chlldr .... over 18 yeanl ____ boarden at $.... ___ a WHk 
____ boarders at $ __ ... __ • WHk 

3. AlI_ from ralatlva or others (Include fr. board and lodglll9Sl _ 

4. Gross rent you from property. or rooms let. If you sublet the property, 
stlte Mekly rental paid by yow $. __ :"':_ H property owned by you 
state annual outgoings $...... __ ' •• g. rnonvaoa interest, rates, Insucancea, 
repairs) - ... .- _. - - -

5. Inbltest or dividends from blink ac:coUnu.@a'c's, shares, debentures, 
bonds, monvaoes, loem, Itc. _ ... ... _ _ 

8. Money rec:eivIId from any other source sud'! IS INIlntenlnc:8, aMuitv, Maorl.renu, 
lodge. COII1P4!f1S1don, retiring allowance, etc:. _ _ _. _ 

Tota, Income 

.' 
AppIlC8nt . 

_ S NIl. 

_ $ .. ,L 

_ $.,,1, 

-
I 

- $ N.L 

S 

s 
I 

-I -$ 

s 

s 

_ s.'.1'oo s 
Names and addresses of employers or other persons trom whom above income received. 

'1 tem (.,) .. rr.CJl.dll1" .. .. .. T.uurjMIIJ .. ....... _ ................... .. 
ltenl .. .. inJ:t.r,;.,I:. ............................... -........................................................... .. 
Item 

I Item. 
Item 

'1--------------1 i Do you or your wife/husband anticipate receiving any income in the next twelve months? If so, give deoils: 

.. Q.tl1J . .urJJJ·f.Ij'-... ... ... I1.IJd .. b«lJ.( .. ....................................................... .. 
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... 

REVERSE OF APPLICATION FORM 

Assets at Data of Application 
This panel must be completed in all cases. If you do not have any -u, write "Nil" In the total. 
Please produce evidence of _U held. 

Applicant WifelHusbend 

Land and buildings not used by you as a home ... - - -
Mortgage or money lent - - - - - -
Money in P.O.S.B. blink account held by you 01' on your behalf - ... 
Government Stock, shares, debenture, bonds - - - -
Any other -U not listed above - - - - - -

Total Assets 

Accommodation Colts 
Complete one of the following 

(a) RENT. Amount paid wetikJy. Please bring rent book with you • 
If sharing accommodation state your stiare of rental only 

(b) BOARD. Amount paid 'N88kJy. If married show to1aJ board paid for 
husband and wife. (Show name and address of person to 
whom board paid) 

.:'. ,:,.' .. 
1. Mortgage instalments (interest and principal) 

2. Rates (show rebated amount if 

3. House insurance (excluding Insurance on contents) 

4. Repairs and maintenance 

Child Care Casu 

S NIl- S 

sNIL S 

S5QO·()O S 

S NIl- S . S NIl- S 
-

S5fJO'O(J S 

. 

I $ NIl-

If you are a solo parent on Widows Benefit or Domestic PUI'p()RS Benefit and in employment, are you 
paying for child care while in such employment. 

Yes/f'M 

If "yes" state (a) Weekly amount paid ...... . 
. (b) Full name and address of person or organisation providing this service 

• MOJ.J,,¥ •.. "'"I:iS;t .. ,s .. 'lliMc2A.H.e.. .. D.8JY.'.lMP..f£8 •............................ .-. 

Declaration 

.1 

-

I say that the statements and answers in this Application Form. and in any form completed along with it 
for the same benefit are to the best of my knowledge. the truth, and that I have not omitted anything which 
would affect my eligibility for an Accommodation Benefit or the rate of that benefit I am to be paid. 

.. 5. ... J ... U .... J ... L. Signature ....... t.M:.: ... 1JIb.t;t1tl.,. ...... _ .. _. __ ......... _ ... . 
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ASSESSMENT FORM 

. S.W.22!I 

CERTIFICATE OF DISPOSAL - AgglTIONAL BENEFIT 
.. ,WID.QW ... _ •• _ ...... BenefitlPen$ion No • ...... .. 

Surname ._ ••• W.H.E.1..r.t. ___ .. _ ...•.••....• __ .......................... First name .. _.M.Y.8.r..Ir.! ...... __ .....•......•...... __ .... .. 

ACCOMMODATION COSTS Entitlement 

Rent/OutgOings on home .. 1$ 7:1.- CD I 
Board .. .. . . IS - I 
Cash eaets .. .. IS I 

Income 
Earnings •• .. $"'00 
Less child care costs .. go 1$ 16'00- I I 

Assessed income (Assetsl .. 1$ 5: 00 1 
1$ .-

I-Other income .. .. 
Total income ; .. , . $ 2.1-00 ... 

Less income exemption .. S Il.· QQ 
(if . 

income -. ... S q '00 (Complete Dollani 
--

Additional benefit payable 
(1'OUtIdId off next complm SOc Ibo¥el 

• week from .. •. ___ .. _ .. __ to _ .. .. 
----------_ .. _-_._---_ .. _. __ . __ .. _------_. __ ... _--_ ...... _. 

Recommending Officer .-••• 8 .... .... -.. - Authorising OffICer : • .. _ .. ___ .... 
• _(Q.J _Lt.J .. 6.1.. _1.9..J _1I .. .J .. flL 

Register 
cteared ......... ( .. _._ ............. .. -Interim Payment Order 

Oate Oue Amount Serial No. 

I I $ 

I I $ 

Payee .............................................................. _ ........ _ ................ __ .... _ ................ _ •• _ •• __ .. ____ ..... ______ ...... . 

Address ........................ ____ .................. _ ....................................... _ ...................... _ ...... _ ............................... .. 
Q _ tc ENTeA IfENI!WIU. ev'IICY IJlfrt= File • _____ ....... _. ___ .. 
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(.Acx'xJ'tK:rlaton Benefit CXJIltirrued) 

If there to be 

Hardship: 
Consider waiving the 
waiting PElri-od at grant. 

entitlanent invite an -cg;>lication. 

Rent, CXltgoings must 
be verified in every 
case. 

Don't Forget 

Cklly verify assets and 
incx::ne if ma.x:i.rm.mt rate to 

be affected. 

145. 

Ensure all 
applications entered 
in the application 

In errploynent drild 
caJ:e costs may be 

allowed against earnings. 



SPECIAL BENEFIT 
Reference: 

Social Security Act Section 6lG. 
Part J Supp Services Manual 

If beneficiary is receiving full entitlement to widows and accommodation 

benefits etc and makes representations for extra money as her income is not 

sufficient for essential living expenses. Invite application (form 

for Special Benefit. 

However it is expected that in normal circumstances beneficiaries and non 

beneficiaries should be able to meet their ordinary household expenditure, 

from their benefit or other income. Therefore unless there are special 

circumstances or other costs which could not reasonably be expected to be 

met from existing income, the case would not normally be one where there 

would be special benefit entitlement. 

It will be necessary to get beneficiaries to detail exactly what they see 

"their" special circumstances as the present print of form SW 236 may 

make this apparent. 

Full details of the applicant I s fixed costs such as hire purchase 

commitments, ,debts etc must be obtained. 



RENEWALS 



RENEWAL BENEFIT:·· 

WHY RENEW THE BENEFIT? 

Section 80(4) of the 
Act ·requires that renewals 
be carried out after the 
benefit has been paid for 
12 months. 

WHAT DOES THE RENEWAL ACHIEVE: 

References: 

Section 80(4) Social Security 
Act. 
Part E Miscellaneous Provisions 
Manual 
D.P. Manual 4.293 - 4.306. 

It checks on beneficiary's continued 
eligibility by her declaring details of income 
and confirming if necessary that dependent 
children are still in her care. 

TYPES OF RENEWAL: 

Two main ones ••• 

1. Full rate 

2. Where income assessment required -
referred to as reduced amount. 

GETTING THE RENEWAL UNDERWAY: 

Renewal forms (S.W. 7) are printe.d at the Data 
Processing Centre and together with a list of the renewals are sent to 
District Office for action. 

The date of grant of the 
benefit determines what 
one. of the 13 renewal 
periods the benefit will 
expire in. This has already 
been explained on page S9. 
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DISTRICT OFFICE PROCEDURES: 

Full Rate Renewals 

1. Issue form S.W. 7 to beneficiary. 

(a) If renewal list shows "Accommodation benefit payable" 
attach form S.W. 230. 

(This benefit must also be renewed) 

(b) If.renewal list shows "Disability Allowance" attach 
form SW 247. 

NOTE: 

(c) The list may require local preparation of some renewal forms. 

2. Note renewal list of dates forms issued. 

·3. When renewal fOrm (S.W. 7) returned: 

CHECK 

4. If above in order 

A. Note list of return date. 

B. Address changed? 
(S.W. 747) 

C. Signed by beneficiary. 

D. Income declared under 
$3,068.00 p.a. 

(Section A) 

E. Children still declared as 
dependant 

(Section B on reverse· of 
form) 

Complete bottom portion of S.W. 7. 
See example next page graded officer can sign without involvement of a 
basic grade clerk. 

5. Clear renewal list - note it that action is complete (date and initial) 

6. Notification to widow not required. 

Example of forms next page. 
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Example S.W. 7 Renewal fOrm 

!!C!!I! "gems",..,. ...................... -.................. -,..., ...... ---, ............... _.., ...................... --................ --. I ................ ..-.. -.. .............. ...... 
I p:;MRCM:m ......... .. • .. -..-· ..... __ .... ·1 
----

I 
AU. • IIe'FICW A MIIr." II I 

J&;;IIlfU I 'hIa..--...................... ! 
(A) ... .& WDJOw • ..at Uft.T ,.. axn....&. or !1ft' WDOI'I i 

I 
.. ----......, ..... .,...:...., .. Mf¥. ........... "NIL· ...... _ .. ___ 

" 

........ __ . __ c..-.................. i 
I_ ........................... _r' "'«16 . 

, ................... ...... " .. _ ..... .. 
! 
I -:fe'/' i< 

., __ .", 

I ; ........ e.. ...... -41'---'--U 

I :=::::::.:- a ill" C z:.; ?' 
, '>en -.... "?r <t'Ki:=': 

". 
, .. 

" 
. II'" i - i 

0.. .. . " , 
e-" , "., 

Reverse of S.W. 7 

... -....... ... -...-......... ., ,... ...... .,ca.r. ---',..ALI. •• 

rr..,ot ..... c::bIIdrwI ............... lIv-'1 .......... IIdIoDl• __ ... 

po- .. ___ ,H __ ._b'l.,I0_ ..... __ .,_ 
r.- .... 1tI., 

II&ID!EIa Q:E 

-' .......... _.,--....... - - - - - - - - - -
2. ---.,--_-..,- - - - - - ..lILI.-.. 
2. _ ... __ IoPCISII._-...., __ -.. __ - ==-.. -----'Y.-..-__ __ 10 ___ 

- - - - - - - ..lILI.-.. 

... T_-..._ .... b'I __ -_ - .,. -., 
!III 

- .......... b'I_ .. _____ ... _ .... b'I ________ 

-
L 

eo--.. __ - - - - - - - - - - - -'I' -.------.--- -7. _______ ..... ______ -
I -"'S-por-.) _01_ 't'BIMO 

I -._,--- por-.) _01_ YBINO 
L' ____ ._ ..... ___ CtI __ 

':*': !'":'-:- _ I.,'L 
L; ___ • ___ .. _01_ ........... __ 

INIL iortor...- ........ ______________ ,Q.j----------.-... --.--- - - - - - - - - - - - -
TOTAL - !ia:.:ee-___ 01_ .. __ --___ 

_ • • ._ •• _ ...... au .. '''''' --_ ... 
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REDUCED AMOUNT PROCEDURE 

1. 
2. 
3. 
4. 

Where income exceeds the 
exemption of $3,120.00 
p.a. and benefit cannot 
be paid at the full rate. 

Issue S.W. 7 to beneficiary and note renewal list of date sent. 
Note renewal list of date S.W. 7 returned. 
If declared income $3,068.00 p.a. or more place S.W. 7 on file. 
All the declared income must be verified ••• 

Do this by issuing 
A. 
B. 

Return such items 
by registered mail. 

Inquiry forms (See page 43.) 
If possible sight bank books 
etc in the office - don't 
forget form S.W. 265 for 
extracts. 

5. The date income is required to verified for is the 
income year - Remember this was explained on page 116. 
Therefore using code 11 as the example the forms 
should request income for the 12 months ending 
02.12.86. 
But the code 11 renewal period is 01.01.86 - 30.12.86 
Do you understand this? 

6. On the file, record date inquiry forms issued. 
7. Put file in bring up for the two weeks - but watch renewal expiry 

e.g. code 11 renewal must be completed by 14.01.87. 
8. When all inquiry forms returned or all declared income checked: 

A. If verified income $3120.00 p. a. or under 
complete renewal as a full rate one. 

B. Check, does the verified income agree with 
that declared? 

9. If verified income exceeds $3,120.00 p.a. - renewal must be 
completed by carrying out income assessment on W.B. 5 - See example 
next page. 

If benefits a reduced amount one. no change in income. and will be 
renewed at same rate - no need to complete W.B. 5. 

10. If the total chargeable income figure changes prepare S.W. 747 -
show C63 and the new figure. Amend check rate also - see example 
next page. 

11. The income assessment: 
- Charge the actual income received in the 

income year - watch earnings see page 128. 
Remember the income principles explained pages 116-119. 

- Assessing net rent - If commitments previously confirmed have not 
changed - no need to verify at renewal. 

12. Note renewal list action complete. 
13. Send letter to beneficiary - see example page 152. 

This has been dealt with using a woman with dependent children 
for assessment and exemption purposes. 

continued next page. 
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Reduced amount renewal 
W.B. 5 Action Sheet 

orll,I/· ... ' I Son. Ii •. 

II 16/ It. 5"1 I 
".nw:. .. ... - .... -.. - .. .. ------....... --.---... -.--.. ----.. -.-.. .... . 

9 digit no . 

"""''''' _ _ . .L._. __ .. k:l.AT - J:T"'- n_r.lC'..J9 .. lL"--___ .. __ 
_ ______ ,... .. c ... : __ 

a.n.r""",;, .... n ...... . __ .@.._ .... cJOI<j, •• , - Oitrct s __ ._!::!/.4N' ___ 
Q.acl alui", . IS yars on _--.J_._....J._ TOb& II'WAlC1l3f\C1t fC>;C1'tni s ___ ._-N.Ji!1_. _ _ 
Inc .... r .. S1 w ..... n .... ... J._:::tJ_f.] a.. .......... by hwIwooI s __ . ___ __ . __ _ 

I. -

31 ' Co 
1(,512 · 00 
1.01 · ZO 

I1gKl ' :2.0 
"Ie 

t.o3 · ::1.0 

Serial No. _;::========: 
Is 

I : I I I I 
I I I I 

t !=-,._kcd _ s.I.>d ____ _ 

nput (Of... • SW6S ____ _ 

• " 1_1. Ccn. 

follow., Ktloo: _________ _ _ 

FIU ____ _ 

.,-NHT 

: __ . NOTICE)<? AMEND SOCIAL SECU'RIT.Y: ... '-:'. .. 
i::.·. WAR PENSION, WAR VETERANS:ALLOWANCE ."0": . ' . .--: 

·PENSION·:.MAsTEWRECORD •. ::' . 
. :::1: .. .... :.:;: .. "i. '. .. .' '. I::' 'I .. .. 
. :i;:,:. ,Jc:..".:1 . ··;-;F .;.:" , "'j,:, '";--- ,. ': 

••. ••• 

Ie.,., CoG. I 
-·<;::"- b.4'5J;.rS -, ... 

1 .. _._._,--_._--_.---,----_ .. __ ._._--_._-_._-----'-'--, --------_._ ... _. --_ .. _._._--
-----+-- ----J , . . _--_ .. _-, 
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Renewals continued •• 

Reduced Amount Renewals 
of letter t o be sent following reduced amount renewal:-Example 

Mrs Judy Q.Sr:lit!J. 
200 Wai-iti Road 
Timaru 

Widow 156.021.452. 
Your Widows Benefit has been renewed at $8684.00p.a. from 
31.12.86. to 01.12.87. 
The following is the assessment of your benefit: 
P.O.S.B interest .$1760.00 Gross Chargeable Income $4576.00 
SydeDham Club $ 400.00 Less Income Exemption $ 3120.00 
Watties Dividend :$ 50.00 Excess $1456.00 
Broadlands 

Debentures $ 216.00 Income Deduction $ 603.20 
Mortgage Interest 

(less 5% Comm) $1700.00 Maximum Benefit Rate $9287.20 
Estate Income $ 450.00 Less Income Deduction $ 603.20 
Total Chargeable BeDefit Payable $8684.00 

IDcome P.A. $4226 .00 

PaymeDt at the new rate will be paid each two weeks at $334.00 
beginniog on the due date 
If you are,dissatisfied with the decisioD above,you·are eotitled 

. to have the decision reviewed by the Social Security COllllliss:i:.OD. 
If you wish to have the decision you should apply io 
writiDg within three mooths,settiog out briefly the grouods OD 

you object to the decisioo.A form for this purpose is 
available from aoy office of this Departmeot. 

Yours Faithfully 

D.Fraglle 
for Director. 
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CHILD 

Where a child will att"a' 
15 1n 

years of age during the 
renewal period __ _ 

A two rate decision 
should be shown on 
the W.B. 5 

(Applies to both full 
rate and reduced amount 
renewals) 

.. Q .... .... .. .... f.:!2l ... -... .. ......... . 0, 
J .. ,.Red. ........ e ..... .... .. t-.... :r.Q .... pc; 

...... .c .. ... ... ............. .. ..... os 
. ............ ........... ... !Jeo.t.O .... : .. 

Beneficiary to be told in writing 
Include this passage in the letter ••• 

"Your benefit has been renewed at •••••••• p. a. from •••••••••. 

to •••••••••• As ••••••••• attains 15 years on ••••••••• your 

benefit will be reduced to ••••••••• p.a. from......... If 

however •••••••••• returns to school and the certificate of 

attendance which will later be sent to" you is completed and 

returned, your benefit will be increased back to •••••••••• per 

annum." 

Of course closer to the time of 

age 15 - normal child of age 
action will apply (See page 158). 
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·LA TE RENEWALS 
AVOID THEM - They disrupt beneficiary 

and involve you in extra 
work by possibly having to 
issue local payments etc. 

(Remember Benefits continue 
automatically into the next 
renewal period unless input 
form issued). 

On no account is a benefit to be 
renewed late and payment to 
beneficiary interrupted because 
of clerical ineffecienc 

- Ensure inquiry forms returned 
without delay - adequate bring up system etc. 

- Don't put off assessing reduced 
amount renewals. 

However late renewals may be necessary where beneficiary delays return of 
the S.W. 7 - Check regularly outstanding entries on the renewal list. 

Procedure: 

1. S.W. 7 not returned after four weeks - issue duplicate 
with reminder letter. 

2. If renewal not returned 7 days before final keying 
date or returned unclaimed: 

(i) Prepare late renewal 
list (M. 93) 

(ii) Issue S.W. 747 with 
coding B.94. 

(iii) This coding stops 
. payment from the end of 

the old renewal. 

(iv) Note late renewal list. 

3. Discuss future renewal resumption or cancellation with 
senior officer (M.110 Four Weekly Manual refers.) 

NOTE: .The B.94 coding may be used on the very exceptional occasion where 
renewal inquiries will not be completed prior to the deadline for 
the new renewal period. If payment is unable to be resumed before 
the 'renewal deadline or there is a delay in the issue of local 

- BENEFICIARY MUST BE INFORMED IN WRITING 

Continued 

153. 



A final point with renewals 

AT RENEWAL WATCH OUT FOR: 

1. Need for accommodation benefit - look at response to this question on 
S.W. 7. 

2. If already receiving accommodation benefit has it been renewed. 

3. Any income not previously declared. 

4. Beneficiary still residing in your area? - Transfer out if moved 
permanently but complete renewal and all other actions first. 

5. Benefits suspended during income year on account of earnings (see 
page 117). These earnings not to be charged. Also consider review 
in accord with E1.55 Miscellaneous Provisions Manual. 

6. SHARES: (Reduced amount cases) 
- If number and value already confirmed, and no change 

in declaration. 

- Don't issue form to verify - but confirm 
dividend from the stock exchange list. 

7. Arbitrary assessments (F.11 I&P Manual) Amount to be written down 
at each renewal. 

8. Renewal form fully completed and signed. The income question on the 
front must be answered. If NIL entered income section on reverse 
does not have to be completed. Use reasonable discretion if reverse 
of form not fully completed. 
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SELF-TEST OUESTIONS 

Do not write on this page 

If you are not sure of the answer to any question read the 
Section again. You will find the answer there. 

1. What effect does a childs earnings, say from an after school job, 
have on the widows benefit? 

2. When beneficiary commences. work, and earnings will exceed the income 
exemption what is the usual way to charge the earnings against 
benefit payments? 

3. What earnings are disregarded? 

4. What special prov1s1on applies where accommodation benefit payable 
and child care costs incurred? 

5. If beneficiary is receiving full widows and accommodation benefit 
entitlements but claims that income is not sufficient for eseential 
living expenses, what application should be invited? 

6. What four aspects should you look out for when renewing a widows 
benefit? 
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• ANSWERS 

1. Child's income is disregarded. 

. .' 

.. 

2. At the outset it is usual to charge the earnings on a prospective 
(rate) basis. 

3. A. Earnings received prior to benefit grant. 

B. 'Earnings received while benefit suspended. 
,I .' 

4. Up to $20.00 p.w. of child care costs incurred due to employment may 
be deducted from earnings chargeable as income. 

5. Application for special benefit on S.W. 236. 

6. A. Need for other assistance such as accommodation benefit. 

B. Any income,not previously.declared. 

C. Beneficiary still residing in your area. 

D. Renewal form properly completed and signed. 
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MISCELLANEOUS ACTIONS 



.. 

CHILD OF AGE ACTION 

WHAT IS IT? 

References 
Part A 1 - Miscellaneous Provisions 
Manual 
Widows Benefit Manual Part EIZ-E16 
DP Manual - 4.185-4.241 

It is the clerical action to reinstate Family Support in 
respect of children turning 15 years or children over 15 years of age. 

WHY HAVE IT? 

There is no entitlement to Family Support or family benefit 
in respect of children when age 15 is reached unless that child continues 
with education at an approved educational institute such as a school or 
Univeristy. 

Remember 

Family Support is dependent on 
entitlement to family benefit 

Approyed Educational Institutes 

These include Secondary Schools, Universities, Polytechnics etc. 

If in doubt see appendix I Part N. Family Benefits Manual. 

The child of age action divides in to two categories: 

1. intitial Child turning 15 years (conversion to 0/15 
portion) 

2. Eng Qf Where over 15 child has previously been accepted 
as dependent. 

'SCHOOL. OF 

L 
an "Approved" 

See next page for procedures-
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· . PROCEDURES: 

unlike family benefit the same procedure applies when the child 
turns 15 and at the end of the school year. 

1. When a·child turns 15 years of age D.P.C automatically reduces payment 
to exclude family support for that child from 28 days following 

'cessation of entitlement to family benefit. 

2. Message appears on expiry list. 

3. There will be an additional message for non standard rate cases -
special action required. 

4. Via the family benefit system Certificate of Attendance at school 
have already been issued to beneficiary. 

5. The above certificate is forwarded by beneficiary to the school for 
signing. 

6. Liaise with Family Section - to get confirmation of return to school 
from the Certificate - Local procedures apply. 

7.* If Education continuing complete S.W. 747. 
Show C. 32 and childs first name. 

8. Any arrears to be assessed manually - DDC request. 

9. Record action on S.W. 23. 

show - "continue W.B. at $ •••••• p.a. 
from •••••• child ••••• continuing at 
school. 

10. Letter to beneficiary - don't forget advise of arrears. 

11. Clear expiry list. 

If S.W. 747 with C. 32 coding not despatched by 
fifth pay period following deletion of childs 
detail - S.W. 747 must show: 

- B. 31 childs first name and date of birth. 

Also arrears will have to be assessed locally by 
DDC. 

See next page 
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CHILD DOES NOT CONTINUE AT SCHOOL 

If non standard rate amend locally with S.W. 747. 
Otherwise no D.P.C. action required - child automatically excluded. 
Note expiry list. 

0/15 CHILD LEAVES SCHOOL DURING YEAR 

Normal review action applies - S.W. 747 etc. 
See Para 4.240 D.P. Manual 

POINTS TO NOTE; 
1. Apportionments 

May need adjusting if child not continuing at school. 

2. Spelling on S.W. 747 

Important incorrect spelling of childs name will result in 
input forms rejection. 

3. Public Relations 

The Certificate of Attendance at school forms are issued via 
the family benefit system. Don't bother beneficiary with another form just 
for widow benefit purposes. 

Good liaison between Family and Widow Divisions is 
the answer. 

4. Child oyer 15 - not at school but incapacitated from earning a liying 

Providing family benefit payable in respect of child payment of family 
support may continue.- Don't overlook possible entitlement to 

Invalids Benefit. (Could qualify from age 15.) 

5. Employment 

Children over 15 years at an approved school but in 
employment for 20 hours per week or more. No qualification for Family 
Support ••• F.B. Section obtains the necessary declaration. 

Teachers training colleges students are regarded as being in full 
time employment - no entitlement to family benefit or family 
Support. 
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STOPPING AND 8T ARTING PAYMENT 
(Sus'pension) . 

Reference: Four Weekly Manual N.ll - 12 (Resum'ption) 
D.P. Manual 4.13 - 29 

If ·Suspeoded" - Let the Widow 
ltoow io writiog. 

Widows benefits may be 
suspended [withholding payment 
for temporary period] for a 
variety of reasons The 
example below is based on an 
instance where beneficiary has 
elected to have benefit stopped 
as earnings from employment are 
at a disqualifying rate. 

The principles below apply to 
all cases 

SUSPENSION PROCEDURES: 

1. At interview - full details required of - date work commenced 
- occupation 
- Employers name and address. 
- intended duration of 

employment 
2. Its more preferable to have something in writing from beneficiary, but 
get above details on file quickly and action S.W. 747 without delay (see 
step 5). 

3. Issue S.W. 8 to verify employment date - before issue ---
delete questions on form 
not required. 

4. Prepare S.W. 26 - See example next page. Use S.W. 23 if preferred. 

5. Prepare S.W. 747 - E.99 coding - (leave check rate blank) - Example 
next page 

6. Will the S.W. 747 stop payment from the desired suspension date? 
If not 

If bank credit involved - no option but to set up overpayment and 
request cash refund. 

Arrange withdrawal of Direct Credit in accordance with Paras. 6.28 -
6.48 of DP Manual. Suspend from first available date. 

7. Issue letter to beneficiary. This must'be done in all cases at time 
of suspension. 

8. 

9. 

Follow up: A. S.W. 8 - Check details with beneficiary's statement. 

NOTE: 

B. Withdrawl of Direct Credit. 

Bring up for cancellations not necessary. Procedures for 
cancellation are contained in the Four Weekly Manual -
M108-l12. 

See forms examples next page. 
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S.W. 2 Suspension action CERTIFICATE OF REVIEW 

__ .. __ . ___ , ______ _ 

--

CCThDI __ -r-__ "-I 
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NOTIce TO AMEND SOCIAl SECURfTV. 
WAR PENSION, WAR VETERANS ALLOWANCE 

OR OVERSEAS PENSION MASTel ReCORO . 
't!(UI!!. -
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. 

. 

. 
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...... -_ .. -
ac t' l.or 

Resumption action next pag e 
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RESUMPTION PROCEDURE: 

Based on situation of beneficiary 
stating earnings have ceased and 
that benefit payments now required. 

L Record request on file (preferably in writing and signed by 
beneficiary) • 

2. Obtain details of employment. 

3. Issue S.W. 8 to check date of cessation of earnings and holiday pay. 

4. In urgent cases - action may proceed without return of S.W. 8 
- If possible obtain details by phone. 

5. CHECK Qualifications for benefit unchanged - circumstances altered? 

6. Prepare S.W. 26 (example next page) 

7. NOTE: 

Resume payment from day after cessation of earnings or 
HOLIDAY PAY. 

IF VARIATION IN RATE OF BENEFIT USE S. W. 23 IN LIEU OF 
S.W.26. REVISED ASSESSMENT TO BE SHOWN - SEE NEXT PAGE. 

8. (a) Prepare S.W. 747 input form (see next page) Code F.99: 

(b) Note - Some master record details may have been deleted by the E99 
action. See 4.15 D.P. Manual. 

(c) Have S.W. 747 authenticated (By person at level authorised to 
grant W.B.). 

(d) If arrears due pay by SW55-DDC. 

9. LETTER to beneficiary. 

10. If necessary follow up return of S.W. 8. 

Forms examples next page 
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S.N. 23 Resumption action 
s.w.u 

CERtiFICATE OF REVIEW ---b'...iJtO..hl..$, __ _ BoneRt 

__ . ___ ."_." .... ". 
_.""_!.4": .. .. __ __ :CO ... . 

. _ .. " ___ 1:::1-"0;,.:.8.' _____ ._ 

-------""'--- ------_.""--"_._"""._-----
o .. ,...,......,tl, debtl, or """,Iopplna belleRtlto be IIdjusted: _" ___ " ______ • __ " •••• " ••• " •• _."" •• __ " ••• _ 

DecIsIon: 

... 

S.N. 747 Resumption Action 
S-"'-N'j 

Nonce TO AMEND SOCIAl SECURfTY, 
WAR PENSION, WAR VETERANS AllOWANCE 

OR OVERSEAS PENSION MASTER RECORD 
.. r,,,,, lEI -

HIROKI -;;;.. --- ---iJ·'19 

-. 
. 

".. f 
.f 

lY" ,. 
'(' 

....... .....tt ... ... _J.ltu/ . --.. . -,.- - 'J.... -Oft ... 
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SW 55 Action 

sw 55 

DIRECT CREDIT - PAYMENT REQUEST 

CI ... Code Soc •• 1 Welt.,. Number' Appt 

I \) I I a I I () I 0 I q' d I I· q I I 0 .. .. .. .............. .. 
Di'ltric:t - F o,...".mes/Surname 

Sank Account De till' 
B..,k 8,..,ch Account Number Suffht Amount 

PAY SECTION De .. 
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SUMMARY 

SUSPENSION 

1. S.W. 26 or S.W. 23. 

2. S.W. 747 - Egg - NIL check rate. 

3. Recall of Direct Credit or overpaid bank credit? 

4. Letter to beneficiary. 

Resumption 

1. S.W. 26. If variation in rates = 
S.W. 23. (mandatory) • 

2. S.W. 747 - F.99 ... 
- Authenticate. 
- Details for reinclusion. 

3. If arrears due - prepare SW55-DDC. 

4. Letter to beneficiary. 
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Starting and stopping payment (continued) 

SUSPENDING BENEFIT 

Wlen request not from 

payment is only to 
'" 

be in exceptional 

circumstances, am not wi thout 

the sanction of a Senior Officer. 

In such instances beneficiary 

rws t be informad, in wr iting, as 

soon as benefit is suspeooed and 

told of FULL reasons why such 

action has been necessary. 

The letter must include review 

prOV'isions. 
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CANCELLATIONS 



CANCELLATION 
References: Cancellation is the file action 

which is used to stop payment 
when beneficiary's eligibility 
for benefit ceases. 

D71, Q32 4 Weekly Manual 
4.31-39 D.P. 

The procedure below is based on quite a common reason 
for cancellation - RE MARRIAGE: 

PROCEDURE: 

(i) Record details of marriage on file - if new name known -
cross reference index without delay. 

(ii) Payment stops from (a) day of marriage 
or 

(b) If current instalment uplifted 
prior to marriage from 1st day 
of next weekly pay period. 

(iii) To avoid overpayment - Action SW 273 Urgently see stage 
(vi) • 

(photocopy of certificate) /iV) Ask for VERIFICATION of marriage - sighting of marriage 
certificate may have to be followed up after. If 
marriage certificate not produced after reasonable time 
- issue SW 2B as last resort. Don't Delay 

this/because (v) 
of this ___ . 

(vii) 
(viii) 

(ix) 

(x) 
(xi) 

(xii) 

(xiii) 

Record action on SW 23 - see example page 169. 
- final arrears due should be issued by DDC (SW 55). 
Prepare SW 273 - Does the deadline meet the desired 
cancellation date? 
Phone concession. 
Accommodation benefit is cancelled by SW 273. 

Letter: Should include why cancelled, date cancelled 
from, details final payment, and review 
rights. Show new name if sent after marriage. 

Note cover sheet - cancelled. Show both names. 
File tag - local procedures apply. 
Change the surname on the master record by SW 747. This 
will change the common index reference. 
Follow up any: - Overpayment 

- Verification of marriage, if necessary. 

File is then according to year of cancellation filed in the cancelled 
series. This series sometimes referred to as closed or dead. 

See next page. 
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POINTS TO NOTE 

(All types of cancellations) 

Overpaid: 

A. SW 273 may not be able to stop payment from desired date -
Therefore: 

If debt set up 
ensure debt 
records cross 
referenced with 
new name where 
remarried. 

Excess Income: 

Arrange withdrawl of direct credit in accordance with 
Paras 6.28 - 6.48 of DP Manual or if due date of 
instalment has already passed establish overpayment and 
request cash refund. 

B. If benefit cancelled on account of excess income, income 
assessment MUST be shown in cancellation letter. $ 

C. Before filing cancelled file: 

CHECK 

D. 

Overpayments recovered. 

Accommodation benefit 
applications etc actioned. 

Any queries from beneficiary 
answered. 

WHEN CANCELLING A WIDOWS 
BENEFIT ARE YOU AWARE OF 
THE STATUTORY PROVISION THAT 
IS NO LONGER FULFILLED. IF 
NOT RECONSIDER REASON FOR 
CANCELLATION AND REVISE YOUR 
KNOWLEDGE OF THE 
QUALIFICATION FOR BENEFIT. 

168. 
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1. 

FORMS EXAMPLES 

Action Sheet S.W. 23 

.-:n 
CERTIFICATE OF REVIEW .......... __ .. _ ..... _____ 
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2. Input FOrm S.W. 273 

NOTICE TO CLOSE SOCIAL SECURITY, 
WAR PENSION, WAR VETERANS ALLOWANCE, 

OR OVERSEAS PENSION MASTER RECORD 
..... 

\--J e n.:tN 0 N . - DIo4tIct -. .. .. 
... . ..... I • r:: -- .. . .. 

JoQf). O. .. Ark .. . -.... . •• - ...-.. --.. . ._.;;;;;;;;,;." .".-----

TIM abo ... NCOId Is 10 be cloMd on accounl 01; 

(Indlcal. with " which II eppIlc8blel 

10' 0..... I I I I I I I 
102 a-.._DMtft I I I I '_TI --... 0.-. 

... 

... Gt .... MCI c.rw-.... 1Oft 

.... Applec .. _ OrchMd 

... AppllCattOn t, ......... 

I .... OJIlJ tf,,"" en .... '..,. r.AIdt-' 

1" t .. • • fNIIJ'lotcH1 fnf W .... d.M! Waf Vt.'It"'Mnt AlkJw."u" 

I ·,1 I I I r,. ............ (,;IO- I 14' I I I 

P,.."".. By: a -;Jd J. .t.....;.... Clt_ded 8y' . fIR,,.: I 11I9t17 
2& •• ·n 

I\ctMn c:owopl.ca: lla.: l t.1I. I 
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HOSPITALISATION 



Introduction 

HOSPITALISATION 
References: 

Social Security Act - S.75 
Part T - Miscellaneous 
Provisions Manual 
Part A - Miscellaneous 
Provisions Manual (Child 
Supplement) 

1. For all classes of widows benefit 
payment continues at the full rate 
for the first 13 weeks of hospitalisation. 

After 13 weeks action 
varies according to 
status i.e. with or 
without dependent 
children. 

2. (a) There is no action if admission is to 
a private hospital, but watch if beneficiary 
relinquishes responsibility for care of child 
(family support). 

(b) There is no distinction between admissions 
to a psychiatric hospital and admission to other 
Hospital Board hospitals. 

In any communication with beneficiary DO NOT use the term Psychiatric 
- just refer to Hospital. 

NOTE: 

l074F/98P 
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The hospital procedures 
mentioned in "Part T 
Misc. Provisions Manual 
apply to all Social 
Security Benefits." 

See next 2 pages for 
procedures. 



,PROCEDURE 

STAGE 1 

STAGE 2 

1. 
2. 
3. 
4. 
5. 

WITHOUT DEPENDENt CHILDREN 

Record details of hospital admission on file. 
If early notification received bring up for 8 weeks. 
If discharged prior ensure bring up cancelled. 
Still in hospital at 8 weeks - issue SW 46 and SW 47. 
File back in bring up for reduction from 13 weeks 

- ENSURE BRING UP EARLY 
ENOUGH TO MEET 13 WEEK 
DEADLINE. 

Discuss any 6. 
cases of 
hardship with 

Reduce from expiry of 13 weeks to $884.00 p.a. 
(See page 149) ($17.00 p.w.) 

a senior 
officer. 
Higer rates 
can be 
approved if 
necessary. 

SUMMARY 

A. Action on fOrm SW 23 

e.g. Admitted to hospital 
3.10.82. Reduce from 
3.1. 83 i. e. the 
commencement of the 14th 
calendar week of 
hospitalisation. 

B. Prepare SW 747 B61 - Standard hospital rate 
HOI - Date & amount of broken 

payment 
B29 or 30 - if required. 
C06 - if necessary. 

8. Notification - see suggested one. Page 175. 
9. This rate continues until discharge or if still in 

hospital until renewal of benefit is due. The Hosptial 
authorities should be asked to comment at each renewal 
on the capacity of the inmate to appreciate payment of 
benefit. The continued rate of benefit is then decided 
having regard also to the benficiary's assets and 
expenditure while in hospital. For full details see 
T2.65 - T2.70 Misc. Provisions Manual. 

(No dependents) 

172. 

A. Full benefit 13 weeks. 
B. After 13 weeks reduce to $17.00 

pw' 
C. Continue until renewal when 

future rate depends on 
circumstances. 



WIDOW WITH DEPENDENT CHILDREN 

PROCEDURE: 

1. Record details of hospital admission on the file. 

2. Benefit continues at full rate for 13 weeks. 

3. Sometimes representations for of benefit will be 
recieved before the expiry of 13 weeks and are to be actioned. 
Warn the beneficiary that their position will need to be reviewed 
on completion of 13 weeks in hospital. 

4. If no representations received check on welfare of children. 

5. If hospitalisation continues -

Before expiry of further 13 weeks -
submit to senior officer with recommendation as to 

- Rate of future benefit 
or 

- Apportionment. 

6. Continue until renewal Or in accordance with decision. 
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1. PSYCHIATRIC HOSPITAL 

2 • OVERPAYMENTS 

3. ACCOMMODATION BENEFIT 

.. 
POINTS TO NOTE 

Treat as same as Public Hospital. 

Do not establish overpayment if there is delay 
in actioning hospital reductions. 

Refer circumstances to Senior Officer. 

- May continue for first 13 weeks of 
hospitalisation. 

- Watch --- Review if accommodation expenses 
alter. 

4. CHILD ADMITTED TO HOSPITAL Ref: Family Support Tax Credit 
Policy Manual 27.1 - 27.2 

Family Support may continue providing beneficiary still receives family 
benefit 

5. DISABILITY ALLOWANCE 

If the person in hospital is in receipt of diSability allowance this 
should be withdrawn concurrently with the reduction to hospital rate. 

6. FINALLY 
A. Discharge 

- Increase benefit to full rate from date of 
discharge. 

B. Readmission 
(i) Where benefit is payable at the 

hospital rate and the beneficiary is 
absent from hospital for 28 days or 
less then on his return to hospital 
the benefit shall revert to the rate 
previously payable. 

(ii) If discharge longer than 28 days 
original provisions apply i.e. 
reduce after 13 weeks. 

174. 
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notification. 
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HOSPITAL NOTIFICATIONS 

1. LEITER TO BE SENT AFTER 8 WEEKS 
of hospitalisation (single person) 

no dependants 

Dear , 

Reference 

I am sorry to learn of your admission to hospital on 

This letter is to let you know that section 75 of the Social Security Act 
requires that payment of a social security benefit, including national 
superannuation, payable to persons other than married persons with dependent 
children, be reduced to $17 per week after 13 weeks in hospital. 

However, the Social Security Commission may pay a higher rate than $10 a week 
where there are continuing expenses, for example - rent, mortgage interest, 
rates, or insurance premiums which cannot reasonably be met from the patient's 
own resources. 

If you have continuing commitments while you are in hospital, which you will 
be unable to meet from reduced benefit and/or from your own resources, would 
you please complete and return the attached form as soon as possible. 

If I do not receive a reply from you, or on your behalf payment of your 
benefit will be reduced to $17 a week from •••••••••••••••••••••••••••• 

On receipt of advice of your discharge from hospital, your benefit or national 
superannuation, if it has been reduced, will be" restored to the appropriate 
maximum rate then payable. 

If you have any financial or other difficulty that you would like to discuss 
please let me know. 

Yours faithfully, 

Director 
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2. SUGGESTED LETTER ---
At pay action after 13 
weeks. (may need adapting 
to meet circumstances) 

Dear , 

Widows Benefit 

Further to my letter of Your benefit has now been reduced 
to from (following expiry of 13 weeks hospitalisation). 
The credit due at $ represents part of the reduced 
rate. Future two weekly instalments will be at $34.00. Remember I informed 
you on that a higher rate of benefit may be approved in certain 
circumstances where you have continuing expenses. 
If you are still in hospital at a person from this office will call 
on you to discuss your position. 

for Director Include review rights 
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DEPARTURE FROM NEW ZEALAND 
References: Section 77 SS Act 

Part 0 Misceal. 
Provisions Manual 
CM 1985/109 

Permanent departure: 
Benefit ceases from day after departure. 

Temporary absence: 
Entitled to payment for up to 26 weeks of a period 

of temporary absence, providing the beneficiary 

returns to NZ within 30 weeks of departure. 

(i) If absence exceeds 30 weeks 
payment cannot be approved for - BUT SEE PAGE 182 RE 

period of the absence. UNEXPECTED DELAYS. 

(ii) Any beneficiary leaving the country for less than 26 weeks is 

n2t required to notify the Department of her absence. 

PROCEDURE Permanent Departure 

(i) 

( H) 

(Hi) 

1. We want to know: - Date of departure from N.Z. 
- Overseas address or if not available N.Z. 

contact. Preferably complete S.W. 422 
interview form. 

2. Cancel from day after departure. Action on SW 23. 
BUT 

3. If instalment credited prior to departure payment may be 

confirmed to the end of that two weekly pay period. 

4. Prepare SW 273 - Don't delay. Avoid overpayment. 

5. Normal cancellation (letter etc) procedures apply. 
See page 167 (Also see stage 8 below). 

6. Deletion of bank credit - Don't overlook using this facility 

if necessary. (Para 6.28 D.P. Manual refers.) 

7. If overpayment to be recovered and beneficiary overseas - see 

para 0.87 Pay Manual - also CM 1983/59 para 1.2 where debt 

less than $10.00. 
8. Special provisons apply if going to Australia or the United 

Kingdom. If intending to reside in one of these countries 

permanently - possible entitlement to reciprocal widows 

benefit. 
Australia 
Issue form recip A. 
see Para B l35(g)(j) Recip 
Manual. 
Letter see specimen letter 
B page 184. 
If final payment not made 
in New Zealand, issue to 
Australia.(appropriate state) 
on form Recip B. 

177. 

United Kingdom 
(i) Issue form NZ 2 to Dept 

of Health & Social 
Security (D 216 Recip 
Manual refers). 

(ii) Letter - See 
Specimen B page 184. 

NOTE Arrears of New Zealand 
benefit cannot be sent to the 
United Kingdom. However they 
can be paid to an agent in New 
Zealand. 

Next page - Temporary absence. 



PROCEDURES: - TEMPORARY ABSENCE 
Period of absence 30 weeks and 

. under 

1. Beneficiary does not have to 
notify 

But if does 

2. And calls at office. Have 
- interview sheet from 

leaflet S.W. 442 completed 
and give leaflet to 
beneficiary. 
Example page 180. 

3. Place interview sheet, 
beneficiarys letter or phone 
details on file. 

4. Payment may continue in N.Z. 
during period of absence. 

5. LETTER must be issued in every 
case - see Specimen A Page 183 
Also see stage 8 below 

6. File may then be filed. 

7. No need for any other action 
like bring up etc. 

8. WATCH 
(i) Intention not clear 

as to period of absence - may 
be safer to suspend payment to 
avoid overpayment -- discuss 
with beneficiary. 

(ii) Intends to Apply for UK 
Pension: 

(however there is no advantage 
to do this) 

(a) Payment must be suspended 
for period of absence. 

(b) Extra details in letter see 
para 28 eM 1981/71. 

(c) Payment for period of 
absence authorised on return 
less o'seas pension. 

(iii) See next page. 

Period of absence exceeds 30 weeks 

1. Have interview sheet from leaflet 
S.W. 442 completed and give 
leaflet to beneficiary. 
Example page 180. 

2. SW 747 action - to stop payment 
URGENT: Don't delay so to avoid 
overpayment. 

3. Record suspension on SW 23. 

4. Suspension date is from day 
after departure. 

But 
If instalment 

credited prior to departure -
payment may be confirmed to the 
end of that two weekly pay period. 

5. Letter to beneficiary point out --
- Date of suspension 
- Quote Section of act (S.77) that 

prohibits payment. 
- Review rights. 

Watch stage 7 and 8 below. 

7. Australia 
(i) Beneficiary must be 

told that after 6 months residence 
in Australia she is entitled to 
apply for reciprocal Australian 
Widows Pension. 

(ii) 
HQI&: As period of absence 

exceeds 26 weeks 
Agency payments 
cannot be made. 

(iii) Issue letter see 
specimen letter D page 186. 

(iv) Issue from Recip. A 
to Australian Authorities. 

If going to the United 
Kingdom see next page. 
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TEMPORARY ABSENCE PROCEDURES (continued) 

26 weeks and under 

(iii) In receipt of U.K. 
widows pension. If beneficiary 
also receives UK widows pension 
NZ widows benefit should be 
suspended and beneficiary told 
to apply for increase in UK 
pension if absence is in the 
UK. Any arrears less amount 
of O'seas pension will be 
issued on return. See 
specimen letter C, Page 185. 

(iv) Australia 
Payment may be made on Agency 
basis in Australia for the first 
26 weeks - (Recip B etc 
completed) principles B150 
recip manual apply. 
However it may be more efficient 
for beneficiary to have benefit 
credited to New Zealand bank 
account, and bank transfer 
system operated BUT BENEFICIARY 
MUST BE GIVEN THE OPTION. 

over 26 weeks 

8. United Kingdom: 
(i) Entitlement to reciprocal 
widows pension from date of 
arrival in UK. Beneficiary should 
be told to apply see specimen 
letter K page 187. Also Form NZ 
2 to be issued. Delete question 
4(d) on this form. 

(ii) If receiving UK Widows Pension 
in New Zealand (probably operating 
as direct deduction from N.Z. 
Widows benefit) beneficiary should 
be told to apply for an increase 
in this pension while in the 
United Kingdom specimen letter B 
page 184 applies. 

NOTE: For explanation of reciprocal 
forms and UK and Australian 
address's see pages 102-103. 

What happens on return to 
New Zealand see next page. 
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If beneficiary calls at office to notify of departure have this form 
completed. --- After detaching the form from leaflet S.W. 422 give the 
leaflet to beneficiary. 
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DEPARTURE FROM NEW ZEALAND 

National Superannuation No. __________________________ __ 
___________________________ Benefit No. __________________ _ 

Mr/Mrs/Miss/Ms 
(Surname) (First Names) 

Address: 
Present Telephone Number 
I am leaving New Zealand on ____________ air/ship for temporary/permanent 
absence. 
I have booked to arrive back in New Zealand on 
My overseas address (or forwarding address will be 

My spouse is/is not accompanying me. 
My spouse will/will not require his/her portion of benefit while I am overseas. 
If receiving Family Benefit: 

The names of my children also leaving are: 
The names of my children remaining in New Zealand are: 

The name and address of the guardian of my children remaining in New Zealand 
is: 
Is Family Benefit required to be paid to the Guardian? Yes/No 
I will make an application for benefit in - United Kingdom (see 1 below Yes/No 

- Australia (see 2 below Yes/No 

1. United Kingdom 
Retirement pension in the United Kingdom is not payable to a male under 
the age of 65 nor to his wife regardless of her age unless she has made 
the required number of contributions in her own right and is aged 60 
years. United Kingdom family allowance is not payable where the income of 
the beneficiary or spouse is not subject to United Kingdom taxation 

2. Australia 
Australian pension is not payable to a New Zealand beneficiary or national 
superannuitant visiting the country until 6 months residence has been 
completed. New Zeland benefit or national superannuation may be paid in 
Australia on an agency basis to a person visiting that country for 26 
weeks or less. Australian age pension is not payable to a male under the 
age of 65 years and it is Subject to an income test. 

I understand that I will not be entitled to a New Zealand benefit if my 
absence is for more than 26 weeks, and as I will not be in the United Kingdom 
during my absence I would like my United Kingdom paid direct to my New Zealand 
bank account number (Delete that which does not apply). 
I also understand that the Social Security Commission may consider payment of 
my New Zealand benefit for a period of 26 weeks if my absence for more than 26 
weeks is due to circumstances beyond my control which may arise while I am 
absent •. 

(Signature) 

FOR OFFICE USE; 
1. Letter sent to beneficiary 

(required in all cases) 
2. 

(Date) 

Payment action taken. 

Misc. Provisions Part 0 

NB Only optional form that is to be used is the tear off sheet on 
Leaflet SW 442 
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WHAT TO DO WHEN BENEFICIARY RETURNS TO NEW ZEALAND 

Absent for 30 weeks or less 

1. If calls at office have standard 
return to New Zealand form 
completed --- see Section 5 
Appendix I, Part 0, 
Miscellaneous Provisions 
Manual. 

2. If beneficiary phones - record 
details required by above form 
on the 

3. If payment stopped and no o'seas 
pension received while absent--. 

RESUME payment and issue 
arrears (payment for period 
of absence) also watch if Agency 
payment issued in Australia. 

4. If dependent children - have 
they returned? entitlement to 
child supplement. 

Turned 16 years while away? 

5. Don't forget SW 747 if payment 
to be resumed. Must be 
authenticated as well as checked. 

See resumption proedures 
page 165. 

6. Letter to beneficiary. 

7. If .payment was not stopped 
no action required (record 
details on file) except 
if o'seas pension received 
while away. 

8. Overseas Pension increased while 
absent. 

(i) Resume payment from date 
of arrival. 

(ii) UK may send form N.Z.5 
showing o/seas pension paid. 
If not issue NZ9. Deduct o/seas 
p'ension from arrears due (Exchange 
rate operating at time of review). 

(iii) Letter clearly setting 
out assessment. 
- Principles Page 101 apply. 

Absent for longer than 30 weeks 

1. If absence exceeded 2 years a 
fresh application should be taken. 

Under 2 years 

1. Have return to New Zealand form 
completed (see Section 5, 

Appendix I, Part Q, 
Miscellaneous Provisions 
Manual) • 

2. Resume payment from day of arrival 
in New Zealand 
- SW 23 
- SW 747 authenticate 
(see resumption procedures page 151) 

3. Letter. 

4. if beneficiary did not 
intend to be absent for more 
than 30 weeks and was held up 
beyond her control - discuss with 
senior officer. There may be 
entitlement to payment for 
period of absence. 

5. If absence was in Australia or 
the United Kingdom, obtain 
verification that overseas 
pension has ceased. 

(i) Recip A for Australia-
end to appropriate State capital 
(ii) NZ9 for UK. Do not hold 

up resumption - do this as a 
follow up. 

9. Agency payments received in Australia 
Resume from day following payment 
made to in Australia. Follow up 
form C, see Para B185 Recip manual. 
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ILLUSTRATION NO. 56 (B.93) 

"Thank you for letting me know that you intend to leave New Zealand for a 
temporary period. 

Please note that Section 77 of the Social Security Act states that the 
maximum period for which payments may be made is up to 26 weeks from the 
day following the date of departure from New Zealand provided the period 
of absence is 30 weeks or less. 

No payment will be made if the absence from New Zealand is for a period 
in excess of 30 weeks. However if the absence was beyond 30 weeks and 
was due to circumstances beyond the beneficiary's control which could not 
reasonably have been foreseen by the beneficiary before departure. The 
Social Security Commission may regard the absence as havinga duration of 
30 weeks. 

As you only intend to be absent for 4 weeks your bnefit will continue to 
be credited to your bank account. 

If you do decide to extend your overseas absence to a period exceeding 
30 weeks please let me know without delay so an overpayment of your 
benefit may be avoided." 
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Speciman Letter A 
INTENDED DEPARTURE 
30 WEEKS OR LESS 



"As you are intending to leave New Zealand for permanent 
residence in 1 Australia your benefit has been cancelled 
from _________________________ , the day following your 
projected departure. 

Payment for the period ________________ _ 
to amounting to $ ________ _ 
will be credited to your account on ______________________ __ 

When making application for the 2 Australian Widows 
Pension 3 please present this letter to the Regional 4 
Office of the Department of Social Security nearest to 
you. To assist in determining this application details of 
your case have been referred to the 5 Director of Social 
Security " 

For United Kingdom: 

1. United Kingdom 

2. Pension under the National Insurance Scheme 

3. United Kingdom 

4. The nearest office of the Department of Health and 
Social Security 

5. Department of Health and Social Security. 
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Specimen Letter B 
DEPARTING FOR 
PERMANENT RESIDENCE 
IN AUSTRALIA OR 
UNITED KINGDOM 



ILLUSTRATION NO. 58 (F94) 

"Thank you for letting me know that you intend to leave New Zealand for a 
temporary period in the United Kingdom. 

Please note that Section 77 of the Social Security Act states that the 
maximum period for which payments may be made is up to 26 weeks from the 
day following the date of departure from New Zealand provided the period 
of absence is 30 weeks or less. 

Your benefit has been suspended from ____________________ _ the day 
following your projected departure. 

On arrival in the United Kingdom you should apply at the nearest office 
of the Department of Health and Social Security for an increase in your 
United Kingdom Widows Pension. 

If you return to New Zealand within 30 weeks payment of your New Zealand 
benefit will be approved for the period of absence or for 26 weeks 
whichever is the lesser period. 

If you are dissatisfied with the decision above you are entitled to have 
the decision reviewed by the Social security Commission. 

If you wish to have the decision reviewed you should apply in writing 
within three months, setting out briefly the grounds on which you object 
to the decision. A form for this purpose is available from any office of 
this Department (SW 143 Application for Review of Decision)." 
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Specimen Letter C 
DEPARTURE UNDER 26 
WEEKS TO APPLY FOR 
INCREASE OF UK 
WIDOWS PENSION IN rID 
UNITED KINGDOM 



ILLUSTRATION NO. 59 (F94) 

"Thank' you for letting me know that you intend to leave 
New Zealand for a temporary period. 

Please note that Section 77 of the Social Security Act states 
that the maximum period for which payments may be made is up to 
26 weeks from the day following the date of departure from 
New Zealand provided the period of absence is 30 weeks or less. ' 

As you are to be absent for 12 months your benefit has been 
suspended from , the day following your 
projected departure. 

Payment for the period to 
_________ of 

$ will be credited to your ________ _ account on ___________ __ 

As you are to spend your absence in Australia you are, under 
the provisions of the Reciprocal Agreement, entitled to claim 
an Australian Widows Pension after 6 months residence in 
Australia. To assist in determining this application details 
of your case have been referred to the Director of Social 
Security 

If you are dissatisfied with the decision above you are 
entitled to have the decision reviewed by the' Social Security 
Commission. 

If you wish to have the decision reviewed you should apply in 
writing within three months, setting out briefly the grounds on 
which you object to the decision. A form for this purpose is 
available from any office of this Department (SW 143 -
Application for Review of Decision)." 
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TEMPORARY ABSENCE 
IN AUSTRALIA LONGEB 
THAN 26 WEEKS 



.... 

ILLUSTRATION NO. 60 (B94) 

"Thank you for letting me know that you intend to leave New Zealand for a 
temporary period. 

Please note that Section 77 of the Social Security Act states that the 
maximum period for which payments may be made is up to 26 weeks from the 
day following the date of departure from New Zealand provided the period 
of absence is 30 weeks or less. 

As you are to be absent for 6 months your benefit has been suspended 
from , the day following your projected departure. 

Payment for the period to _____________________ of 
$ will be credited to your ______________ _ account on ________________________ __ 

As you are to spend your absence in the United Kingdom you are, under the 
provisions of the Reciprocal Agreement, entitled to claim a National 
Insurance Pension immediately on your arrival in the United Kingdom. To 
assist in determining this application details of your case have been 
referred to the Department of Health and Social 
Security 

If you are dissatisfied with the decision above you are entitled to have 
the decision reviewed by the Social Security Commission. 

if you wish to have the decision reviewed you should apply in writing 
within three months, setting out briefly the grounds on which you object 
to the decision. A form for this purpose is available from any office of 
this Department (SW 143 - Application for Review of Decision)." 
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TEMPORARY ABSENCE IN 
UK LONGER THAN 
26 WEEKS 



ILLUSTRATION NO. 61 (B94) 

"Thank you for letting me know that you intend to leave 
New Zealand for a temporary period. 

Please note that Section 77 of the Social Security Act states 
that the maximum period for which payments may be made is up to 
26 weeks from the day following the date of departure from 
New Zealand provided the period of absence is 30 weeks or less. 

As you are to be absent for 6 months your New Zealand Widows 
Benefit has been suspended from , the day 
following your projected departure. 

Payment for the period to 
of $ will be credited to your ______________ _ 
account on ________________________ __ 

On arrival in the United Kingdom you should apply at the 
nearest office of the Department of Health and Social Security 
for an increase in your United Kingdom Widows Benefit. 

If you are dissatisfied with the decision above you are 
entitled to have the decision reviewed by the Social Security 
Commission. 

If you wish to have the decision reviewed you should apply in 
writing within three months, setting out briefly the grounds on 
which you object to the decision. A form for this purpose is 
available from any office of this Department (SW 143 -
Application for Review of Decision)." 
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TEMPORARY ABSENCE 
OVER 26 WEEKS IN UK 
TO APPLY FOR 
INCREASE IN UK 
PENSION 



POINTS TO NOTE 

DELAYS 

1. If return to New Zealand delayed, resulting in 
absence exceeding 30 weeks and delay due 
to circumstances beyond the beneficiarys 
control which could not reasonably have 
been foreseen by the beneficiary before 
departure THE ABSENCE MAY BE REGARDED 
AS HAVING A DURATION OF 30 WEEKS. 

INTENTION 

2. Does beneficiary understand that if absence 
exceeds 30 weeks - There is no entitlement 
to any payment for period of absence. 

Watch -

Cases where extent of intended absence not clear 
at time of departure. 

CARE OF CHILDREN 

3. What is position of dependent children following 
departure 

- If no longer cared for - entitlement to 
family support? 

- Qualification for widows benefit affected? 
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ABSENCE FROM NEW ZEALAND 

SUMMARY 

TEMPORARY PERMANENT 

. 30 weeks and under over 30 weeks 

1. Entitled to payment 
for period of 
absence. 

2. Watch: 
(a) Agency payments 
if going to 
Australia. 
(b) Suspend payment 
if: Q 

(i) Intends to 
apply for UK 
pension. 

(ii) If receives 
U.K. widows 
pension and goes 
to UK ( en ti tIed 
to increase). 

(iii) Period of 
absence uncertain. 

1. No entitlement for 
period of absence 
- suspend payment. 

2. Entitled to 
reciprocal Australian 
Widows Pension after 
6 months residence 
there. - Tell bfy 
and Aust. authorities 

3. Entitlement to 
reciprocal widows 
pension from date of 
arrival in UK. Tell 
beneficiary and 
U.K. authorities. 

4. If receiving U.K. 
widows pension while 
in N.Z. tell 
beneficiary to apply 
for an increase in 
the U.K. 

RETURN: 1. Absence oyer 30 weeks: 

1. Cancel benefit from 
day after departure. 

2. Australia 

Entitled to recipe 
widows pension on 
arrival. Recip B 
for final payment 
& issue form Recip A 

3. United Kingdom 

Issue NZ 2. 

Resume from date of arrival in N.Z. 

2. If payment was suspended and absence 
30 weeks or under - issue arrears -
deduct any o'seas widows pension 
received while absent. 

3. Payment suspended for more than 
two years take fresh application. 

4. If intended to be absent for 30 
weeks and under but delayed through 
no fault of own --- discuss with senior 
officer possible entitlement to payment 
for period of absence. 
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.... 

CHANGE OF ADDRESS WITHIN A DISTRICT 
Reference: 2.28 D.P. Manual 

WHAT TO DO 

1. 

2. 

3. 

Record details on file 
- preferably have in writing. from beneficiary. 

If Accommodation benefit payable 
will adjustment be required? 

s.w. 747 to amend master record 
issue without delay. 

C06 - address 
Don't forget C13 Postal code 

NOTE: 

4. Issue 34E to beneficiary - Copy for file 
(Neatness essential) • 

If address change notified on form SW 12 this form may be used 
in lieu of SW 747. 

but note the SW 34E copy 
that the SW 12 actioned. 

The 34E copy is then the file record of the address change. 
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· BENEFICIARY. MOVES Y 
TO ANOTHER O'ISTRICT 

The file must be transferred. 

References; 4 Weekly Xl - XII. 
D.P. - 2.26 

- 4.90 

- Transferring offices action termed ••• Transfer out 

- Receiving offices action termed ••• Transfer in 

Both actions are recorded on the form S.W. lOB. Change the district code address and postal code on the master record on form SW 747. 

The top of this form is for the record of 
transfer details, and the bottom serves as 
an input form, and national index notification. 

* dsw 
TRANSFER OF PERSONAL PAPERS 

The Director. Area Welfare Officer. 

:::CN V ER CA ILL, ....... "" .. 

Attention __ Section. 

Social Welfare number. }Affo2L,-oL District _. _CIA.'." II!' 
Client Name PENNy . HeNRy. .. ......... . 
New Address ... / .. _. D £ E:. (Z 6£1. .. :::r::rv v E"I?CAItS'u" 

THE ABOVE NAMED IS RESIDING IN )l-I1StYOUR DISTRICT, PERSONAL PAPERS PI r=M£, ATTACHED. ,;".::---

Date Go, I ,8'L ......--z..---.. ---
./..... _...... .. at .... Dl-tN("()'':V ... 

(Signalure) (Olstrlcl Name) 

ADDITIONAL INFORMATION 

NEW DISTRICT ACTION , 
Procedures next 2 pages. 

Change of Address and District C"..ompleted 1 , 
(Dale) 

Benefit reauthorlsedldebt noted (If required) 

All action completed. file 
(SIgnalure) 

, , 
(Dale) , 
Dale) 
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PROCEDURE 

IMPORTANT 

Prepare file tag 
e.g. . .. 

o 

Z. INOSX 

3 MAIL 

Transfer out 
1. Is the change of address permanent? - If not 

reconsider 
transfer. 

2. Prepare S.W. 747 C.06 - Address 
(new detailSl C.13 - Postal Code 

or 
C.14 - Bank Acct No. 

(If this not arranged promptly. Payment may 
be interrupted). 

3. Cancel phone concession. 

4. Complete S.W. lOB (See Previous Page) 
Top portion 
Note any outstanding actions at 
bottom. 

5. If file part 2 - Attach part 1. 

6. Renewal due? - Note renewal list 

7. THINK OF OTHERS: - Complete outstanding actions 
prior to transfer. 

However 
In the odd case follow up may 
be better undertaken in the new 
district. 

8. Debt - If so refer to revenue section. 

9. Mail. 
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TRANSFERS IN 
PROCEDURE: 

IMPORTANT 

Transfer 'in 

1. S.W. lOB will be on file from previous district. 

2. Complete receiving Director's panel of S.W. 10 
already on file - (See example page 192). 

3. Note if other district has not issued S.W. 747 
for: New address - C,.06 

Postal code - C.13 
or 

Bank Account 
New district 

- C.14 
- C.02, prepare SW 747. 

4. S.W. 747 goes to pay section for keying of details 
for computer amendment. 

, , 

5. Issue form S.W. 11C to beneficiary. 

FINALLY CHECK 
Debts 

Renewal 

SYIlIllgmgntlUl!: 
Services 

llnfiniilibgsl 
work 

Bring lJJ? 

194. 

A. 

B. 

C. 

D. 

E. 

F. 

Was there a debt in the 
previous district that now 
requires "transferring in". 

Case may need adding to the 
renewal list. 

Accommodation benefit 
entitlement? 

Ehone Concession? 

Did the previous district leave 
any outstanding actions on the 
file - They shouldn't have !! 
but you are obliged to complete 
such actions. 

Did the previous district have 
some action in bring up - if so 
prepare new bring up or put 
expiry date on computer. 

Transfer out - next page. 



1. ACCOMMODATION BENEFIT 

IMPORTANT 

.. 

',TRANSFERS OUT 

POINlS TO NOTE 

. ' 

With the change of address, may require 
adjustment. 

Don't automatically suspend - Attempt to 
determine what the new accommodation 
costs are and adjust accordingly. 

2. ENSURE FILE ADDRESSED TO CORRECT DISTRICT 

Watch 

e.g. 

Wellington/Auckland areas 

Here there are several offices - Send the 
file to the correct office. 

New district may be Lower Hutt or Manakau 
rather than just Wellington or Auckland. 

3. DID YOU TIDY UP YOUR OUTSTANDING FILE ACTIONS PRIOR TO TRANSFER? 
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AGENTS 
Reference: D.P. 6.49 

Four Weekly, Part V 

These are people who are authorised to collect payment orders on behalf of 
beneficiary. 

There is no provision to pay benefit 
to any bank account where the 
beneficiary is not named in and is 
not a principal to the account. 
Therefore, if an application for the 
appointment of an agent is received, 
the reason for the request must be 
ascertained. 

"Agent For" Cases 

When a beneficiary is in an 
institution it is possible 
to credit the benefit to the 
account of the institution. 
Full details are given in 
Para 6.50 - 6.52 of the 

PROCEDURE 

IMPORTANT 

HQn: 

DP Manual. 

1. Request should be in writing - signed by both 
beneficiary and agent - preferably use form SW 17. 

2. Use common sense if beneficiary not in position to sign. 

3. 007.102 may give approval. 

4. Prepare SW 747 - A. B27 coding. 
B. Will address, need changing 

to the agents. 

5. Payment orders then produced with Agents name added -
either beneficiary or agent may cash. 

6. Notification to both agent and beneficiary. 

7. BENEFICIARY AS WELL AS THE AGENT MUST BE NOTIFIED OF ANY 
SUBSEQUENT CHANGE WHATSOEVER IN BENEFIT PAYMENT, 
ENTITLEMENT ETC. 

1. PAYMENT DIRECT CREDITED 
(Bank Account) 

Beneficiary should arrange with 
bank for authority for another 
person to draw out credit -
Assist if necessary. 

2. CHECK - Para. V.14 4 Weekly Manual - Grounds agent 
appointment. 

" V.41 4 Weekly Manual - Restriction on 
agents. 

DEPARTMENTAL STAFF NOT TO ACT AS AGENT WITHOUT HEAD OFFICE APPROVAL. 

APPORTIONMENTS 

In ,certain cases payment of benefits can 'be apportioned to the Housing 
Corporation or the Department of Maori Affairs. See Part V of 4 Weekly 
Manual. 
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SELF-TEST QUESTIONS 

Do not write on this page 

If you are not sure of the answer to any question read the 
Section again. You will find the answer there. 

1. How do we confirm if a child over 15 years has returned to school? 

2. Beneficiary has a dependent child aged 19 not in employment, receiving 
a tertiary bursary and attending university full time, is there 
entitlement to a family support? 

3. What must be done immediately after suspension of a widows benefit? 

4. If beneficiary is admitted to hospital what important aspect must be 
considered? 

5. Does benefit continue at the full rate following hospitalisation? 

6. Beneficiary is absent from New Zealand for 40 weeks. Is there 
entitlement to widows benefit for the first 26 weeks of absence? 

7. If a file has outstanding actions do you complete these before transfer 
to the new district? 
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ANSWERS 

' .. . 
1. From certificate of attendance issued by the family benefits division. 

2. No. Entitlement to family support ceases at the end of the year in 
which the child turns 18 years. In this case if the child had have 
been 18 years or under there would have been entitlement. 

3. Beneficiary told in writing of the full reason why the action was 
necessary. 

4. The welfare of any dependent children. Also arrangements for benefit 
payment. 

5. Only for the first 13 weeks. 

6. No. If absence exceeds 30 weeks payment cannot be approved for any 
period of absence. (except -- special provisions apply - delays 

beyond beneficiarys control) 

7. Yes. 
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ADVANCE"PAYMENT' OF BENEFIT 

WHAT IS AN ADVANCE? 

References: 
- Social Security Act - S.82(6) 
- Part E Supplementary Services 

Manual 

The payment in a lump sum of benefit 
entitlement. Benefit instalment is 
reduced so the advance may be 
recovered over a chosen period not 
exceeding 2 years. The maximum 
amount which may be paid in anyone 
year is an amount equivalent to the 
benefit rate for 6 weeks. 

So beneficiary may meet essential needs or additional expenses, 
such as clothing, purchases or urgent travel requirements. 

OTHER CONDITIONS: 

HOW IT WORKS 

(i) Cash assets cannot exceed: 

- Dependent children $800.00 
- No dependent children $400.00 

(ii) Recovery must be within 2 years. 

Beneficiary requests the lump sum amount. 

Issue payment by Daily Direct Credit (SW55). 

Recovery effected by reducing benefit payments over 
elected period. 

At end of period payments automatically restored to full 
rate. 

See next page for procedures. 
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Processing Advance Application PROCEDURE: 

HQn: 

1. Have S.W. 20 Application form completed see next page. 

2. Ask beneficiary 

A. Preferred period of recovery. Remember 
2 year maximum. 

B. Does she understand period benefit will 
be reduced for - able to manage? 

3. Enter in register 

4. Obtain Divisional Officer's approval - signature on file. 

Don't delay - payment is 
often required urgently. 

5. Complete lower portion S.W. 20 see example next page. 

6. Complete SW 747 input form 

(Example next page) Coding B44 show expiry of 
advance and weekly recovery 
rate. 

NOTE: Expiry date must be 
last day of a pay period. 

Does the SW 747 issue date meet deadline for advance 
recovery commencement? 

7. Issue advance payment by Daily Direct Credit (SW 55). 

8. Issue letter see example page 92. 

Advance and overpayment details 
cannot be recorded separately on 
the master record - combine details. 
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EXample of Forms 

S.W. 20 - Combined Application Form and action sheet 

Application for Advance Payment of Benefit 
w.-............. , ... 

1 ............ ..,._ ............... .................... 
rs-,..., ............ ,...... 

•••• teeM r = .. • e .,. 
" ... '¥ "$'._ 
.. _ .......... f."',', "'P'" 

I.' t .. « • - t. e 

I'or Otftco Uoe 0nI0t - '!"_. ___ _ 
_ ........ -. ,tt-,./' 
l,.'11 .......... 

'0 0-
"-"'- ( •• ,"" -:P:.. .. ......... "'$' 
.w... q' 

=-.-... .. 

sw 747 - input form 

----'----'" 

(adjusting payment for recovery) 

SilT'" 

Nonce 10 AMEND SOCIAL SECURITY, 
WAR PENSION, WAR VETERAHS ALI.OWANCE 

OR OVERSEAS PENSIOH MASTER REOORO 

..... ' 'libJlOl' I J Iilliii 
I S .. Du/,..,oo" 

1Iiiii_ --- ---BlI-If .:2D.7·g;1. !/. QOS:OD 

- I '\I 

_9'/..1· .ll" _ ... _ . __ - _=_108' - ... - 1_ 



Example of Notification 

Mrs Suzette Du1lmoon, 
972 The Terrace, 
WELLINGTON. 

Dear Mrs Dullmoon, 

Widows 467442889 

Your application for an advance of your Widows Benefit to 
assist with clothing purchase has been approved. 

Payment of $250 will be credited to your ••••••••• account 
on ............•.......... 

This amount will be recovered from your widows benefit at 
the rate of $5.00 p.w. from payments due 11.8.81 to 13.7.82. 

If you have any further queries I shall be happy to assist 
you. 

for Director 
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ADVANCES 

POINTS TO NOTE: 

1. If advance is for arrears of 

WATCH: 

continuing expenses such as electricity 
or telephone - Discuss with 
beneficiary the advantages. of contacting 
a budgeting service. 

Is there be entitlement 
to accommodation benefit? 

2. If advance applied for: 

A. 

B. 

c. 

D. 

E. 

F. 

Spectacles, Dentures 

Maintenance to home 

Problems associated 
with disability 

Childrens Expenses 

Payment of Rates 

Medical Expenses 

203. 

- Refer to local 
hospital board. (Local 
rules apply - some 
boards do not accept 
liability) • 

- Consider Repairs 
Advance application 
page 219. 

- Suspensory loans 
Disability allowance. 
Page 217. 

- also consider 

(i) Handicapped childs 
allowance 

(ii) F.B. advance -
- school uniforms. 
- child care 

restraint. 

Also refer to local 
council entitlement to 
Rates Rebate! 

- Possible entitlement 
disability 



References: 
BENEFIT OVE.RPAID 

Part 0 Pay Manual 
4.63 - 75 D.P. Manual 
Pages 45-57 D.P. Manual 

An overpayment occurs 
when beneficiary is paid 
and cashed benefit to 
which she is not 
entitled. 

There are a variety of ways in which benefit may be overpaid. 

Recovery of the overpayment may be made either by: 

- Cash refund 

- Offsetting (deducting) a 
weekly amount from current 
benefit. 

Assessing the overpayment 

The action is recorded on S.W. 23 as below. 

This example is based on 
the continuation of accommodation 1 
benefit after receipt of income prohibited 
entitlement. ... 

alTlFICATE OF REVIEW -::: I...., II·u L f7rt' ·1 -- • ...... &3-........ 1iLZ;; 

I lew 
:&a"l-" 

•• - , 

. 
.......--.. .............................. GIIIi&e .... SM tGS De .1l1::li .J2·Z·.cc lZ2 .:jI-•• 1I/I#fIIU'r I[ M:m -=_ 
17.:::.... _ .... --- ...... 

.... _ .. .. ....... ..,J- t&, _ •... . ...... 
, -./ . . .... -. .. 

-1..I..A.L..& ...:.. r 1::------1:- II; Ii 1:- I .. ----......... _. 
:;- _ .. -- ---u. __ - I II I .... ---- ---- I ! , I '!!I- 1:::-... - I I , I ' I -... ---

Procedure continued next page. 
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PROCEDURE 

1. Complete S.W. 23 (Example previous page) 
- show assessment of overpayment on 

reverse of form. 

2. If possible discuss with beneficiary offset or cash 
refund. If beneficiary has a sufficient cash assets -

request cash refund. 

3. If offset: 

A. Beneficiary to decide on reasonable amount to be 
deducted each week. 

B. ON NO ACCOUNT IS A HARSH OR UNREASONABLE AMOUNT 
TO BE FROM CURRENT BENEFIT. 

C. Prepare S.W. 220 - see example next page 

D. S.W. 747 - Expiry date and weekly amount of 
recovery. Reduce check rate. 
See next page. 

4. If cash refund 
- S.W. 747 only required if because of 

circumstances giving rise to overpayment 
rate etc needs changing. 

- Debt details here not recorded on 
Master recordL 

5. Send letter - see example page 207. 

6. After checking --- The file is referred to revenue section 
for debt card preparation etc, and if necessary follow up 
for refund. 

NOTE: In some offices debt cards 
are completed prior to 
referring file to revenue 
section. 

7. If offset - no need for bring up - DPC increase 
benefit automatically --- but there is expiry list action 

to notify beneificary. 

Forms example next page. 
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IF RECOVERY TO BE BY OFFSET S.W. 220 MUST BE COMPLETED LIKE THIS: 

S. •• DI 

OVERPAYMENT TO BE RECOVERED BY OFFSET 
___ a-fItII' ......... _./la3._I-1.:1..'I:-.141...--. ___ _ 

...... B86rJiQL.OHS&,. 1"8.u01-
No. __ _ 

3. PwW cl_,..,-. .jl.:l.. 7· II n:r C·.· ., 
5. F_ .. wldcla _pajaawt ---w ..... -

2. -'- -.-Id: .4.k.If: .. __ 
4. p.w cl -.y: .. 1'1.: •. :11... _ 

_ •. .. 
<P- 5.23.74. _ .... .....;$uWr....Ol:.o:If'--____ _____ _ 

6. RID cl oftMc: .4aA. AA .... 1= ...... 
7 ....... : --__ _ _ __ CMk DeWtc- ; 

--.,;8;..;;:;:"=1 =--+-_-_-+_P064 __ 

EXAMPLE OF S.W. 747 WHERE OVERPAYMENT BEING RECOVERED BY OFFSET: 

.--
NOTICE 10 AMEND socw. SECURITY. 

s.w.l'o'I 

WAR PENSION. WAR VETERANS ALLOWANCE 
OR OVERSEAS PENSION MASTER RECORD 

, "'1ifI.Io't SI'lRr .. 
G_ ..... . -- ---647 oB. ,,,·iL '1 OOt. tJO 

1-- . 

. 

Letter example next page. 

I-p I 
___ _.:!...J.-- ... - • ... 
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Mrs Trudy Bartholomew, 
105 High Street, 
LOWER HUTT. 

Dear Mrs Bartholomew 

Widows Benefit 221741285 

EXAMPLE OF LETIER 
ExpLAINING BENEFIT 
OVERPAID AND RECOVERY 
ACTION 

Your accommodation benefit has been cancelled from 22.7.86 as the income 
you receive from the job you commenced on 22.7.86 precludes entitlement 
to the benefit. 

The revised assessment of your accommodation benefit is as follows: 

Earnings = $38.00 p.w. Accommodation Benefit 
Income over $12 pw reduces Reduction 
Accommodation benefit $1 for $1 Amount payable 

$26.00 
$26.00 

Your accommodation benefit has been paid to 18.8.86 and as a result has 
been overpaid by $64.00 for the period 22.7.86 to 18.8.86. 

As requested by you this overpayment is to be offset from your widows 
benefit at the of $4.00 p.w. 

Therefore the two weekly instalment from 25.5.86 to 1.12.86 will be at 
$133.50. 

From due date 15.12.86 payments will be restored to the normal rate of 
$141.50 per two weeks. 

NIL 

If you are dissatisfied with the decision above, you are entitled to have 
the decision reviewed by the Social Security Commission. 

If you wish to have the decision reviewed you should apply in writing 
within three months, setting out briefly the grounds on which you object, 
to the decision. A form for this purpose is available from any office of 
this Department (SW 143 Application for Review of Decision). 

Yours faithfully 

207. 

Example of cash refund letter next 
page. 



CASH REFUND 

" 

HX»fiJLE OF LEnER CONTENT 

If recovery of overpayment to be by cash 
refund (e.g. benefit cancelled) instead of 
offset include wording something like this 
in the letter: 

as a result of your widows benefit has been overpaid by 
$ ••••••••••••••• 

A refund of this amount is now required. 

This may be paid to the Revenue division of this office. If 
making your payment by post please quote the benefit number 
above. If paying at this office please bring this letter with 
you. 

If you are unable to make this repayment in a lump sum, regular 
instalments would be acceptable. 

Your prompt attention is required in this matter 
" 

Include review rights etc. 
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.... 

WHEN BENEFIT HAS BEEN OVERPAID DON'T OVERLOOK THE FOLLOWING 

1. OFFICE ERRORS 

2. FRAUD 

If the overpayment is due to an office error 
The officers concerned must record their 
explanation on the file. 
There is provision to write the debt off rather 
than arrange recovery. 
Special letters etc are required. 
Part 0 of the Pay Manual. 

Most overpayments are unintentional. 
But 

If it is apparent that the 
collecting of any bank credit 
to which not entitled was a 
deliberate attempt to defraud 
the case must be: 

urgently with a senior 
officer. In such instances the 
Police are required to be notifed. 
Local procedures apply - in some 
districts the office solicitor is 
notified. 

3. FAILURE 'XO REFUND 

4. OFFSET 

If beneficiary has elected to refund the overpayment 
by cash refund but after reminders fails to do so, 
discuss with senior officer to consider commencing 
recovery by ofets. - Revenue section may initiate 
this action. 

(Referred to as forfeiture) 
A. 
B. 

S.W. 220 - place at front of file. 
If benefit later cancelled and 
offset not completed - Request 
cash refund. 

C. 

5. BENEFICIARY LEFT N.Z. 

See section 2 Pages 44 - 47 D.P. 
Manual. - recovery by offset. 

(i) Minimum period 8 weeks. 
Maximum period 2 years. 

(ii) Expiry must be end of a 
pay period. 

(iii) Odd amounts - recover 
locally. 

(iv) Watch children attaining 
15 years during offset 
period. 

For overpayment recovery see Para 087 Pay Manual. 
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1. 

Procedure 

RQn 

BANK CREDIT NOT MAPE: 

Reference: DP Manual 6.46 

(i) Beneficiary is not usually at fault. Be sEMPathetic 
to her predicament. Action urgently. 

(ii) Clearly establish - what kind of payment involved 
- what due date 

- no form need be completed. 
(iii) Get file - if in order 

(iv) 

(v) 
(vi) 

(vii) 

Check reqister of issues - if in order ----

Phone bank - ascertain position. 
If bank able to rectify situation without delay - end 
of problem and refer beneficiary to bank. 
If credit has not been made and beneficiary requires 
urgent payment consider S.N.G. otherwise arrange 
payment by D.D.C. (SW55). 

(viii) 
(ix) 

Issue letter similar to SW 19B format. 
If D.D.C. issued or further credit made for same due 
date, follow up missing credit. 

(a) The duplicate payment action 
should not be taken until 
the actual due date of payment 

(b) If payment interrupted for 
a, due date because of review But all efforts must 
action and beneficiary complains. be made to avoid 
- refer to Senior Officer to this. 
consider urgent payment. 
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SELF-TEST OUESTIONS 

Do not write on this page 

If you are not sure of the answer to any question read 
the Section again. You will find the answer there. 

1. What is the maximum period of recorery for an advance of benefit? 

2. The expiry date of the advance must be? 

3. What is the pre-requisite for recovery of overpayment by offset? 

4. Do we automatically recover overpayments due to office error? 

5. Is it necessary to be sympathetic to beneficiary's requests to have 
requests for duplicate payment issued without delay? 
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ANSWERS 

1. 2 years. 

2. The last day of a four weekly pay period. 

3. The agreement by beneficiary of the amount to be recovered each week. 

4. No. In most instances these overpayments may be written off. 

5. Yes. Efforts should be made to arrange payments on the day of 
application, but not before the due date. 
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TELEPHONE RENTAL CONCESSION 
References: 
- S. 52 Supp Services 

Manual. 
- Section 69A Social 

Security Act 

What is the Concession 

Reduces Post Office telephone rental by half 
while in receipt of benefit. 

Reguirements:(in brief) - Phone in own name and meeting cost of rental. 

Procedure 

1. Beneficiary to complete S.W. 120 Application 
2 No Application register. 
3. Post Office to complete portion of S.W. 120. (See next page.) 
4. If application received without this completed - Send S.W. 120 to 

Post Office. 
5. S.W. 120 on file. You complete bottom portion - See example next 

page. 

6. Grant date: (S. 73 Supplementary Services Manua) 

7. 
7A. 

8. 
9. 

A. 1st day of rental period in which application received 
in S.W.D. or P.O. 

'B. that new connections dont start earlier than the 
lease commencement date. 

C. New Applications - of course the concession can't 
start. prior to the benefit grant. 

You will Copy of Post Office rental periods and deadlines. 
If can't 
(SW 55). 
S.W. 747 
Complete 

meet Post Office deadline dates - pay by Daily Direct Credit 

- show B. 93 
S.W. 121 

A. Original is beneficiary's notitication 
B. Duplicate (S.W. 121A) goes to Post Office 

Approving officer to sign 
Dont forget office date stamp. 

10. On receiving the S.W. l21A the Post Office reduces beneficiary future 
telephone accounts by half. 

11. Note file cover and attach tag to file showing - "Telepnone 
Concession" 

CANCELLATION OF CONCESSION (in brief) 

1. Reference (S.88 Supp Services Manual) 

2. Send S.W. 124 to Post Office 
3. S.W. 747 - D.93 
4. Change of address? Letter to beneficary. Suggest re 

application if has phone at new address. 

Forms examples - next page 
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Form S.W. 120 Application from beneficiary 
Confirmation from Post Office 
Grant Action 

S.W. 121A 

AJItIt.ICATtOIII '0. T'ILIPtIOMIIllftAl. ttl Dfl 
....-.-...-.-.-. .. 

___ .... _ ................... --..._ ... _ ........................ A9L. ..... -.-.-...._.,.0..-"-' .................................... _"'-- _____________________________ 1 

....... a'2 ........ 

-...1 L ______ .J 

..... _ ........ 

_... I" ft.-I. 
..... t . 

----_ ............. 
a ---_. 

I ............. M·., ......... .,,---MIt,.,..,·",.· "-_ tar... .... ..... eM MH, _r 
he If' I.T' 

_A.,,,.,. ............................. 

__ ____ __ __ ___ _____ I i - , - I I .A_ ...... .------., 
! ..... 

Nofication to Post Office to reduce rental. 
(Original of this form is S.W. 121 - Notification to 
. beneficiary of concession grant. 

S.W.lllA 
[rELEPHONE CONCESSION AUTHORITY Jaaed by D.s.w. CtAeYMOuTH 

WIDOW.s, "/16506 

-
TBB ClIIEl' POnllAS1'EIl 

T..a- No. .... 1IxdaontIt 

I Real 
CllteyflfOU rH q.,.,7.3 .5 0 , I OG TD81!R • I9i!JO I 
.1.12'00 

. I!8iocdo. DooIII 

Soc:III ....... 1'IIIt0fBce 
: : o.SIaaIp DooIIIs-p .. •. 

-
I 

..z.s / 3 /111 /3/8/ Pllltomc.u.1WJ 
s.aaa..t-. .......... a-Mdbr. 

MRS £.015 p. weBBy, CIIocbdbr. 

171:20 !lIVeR ROI4D, TeIIIt 3$10 Z-

c,IU!YMCUTH. .... IIalaIS 
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OTHER SUPPLEM'ENTARY SERVICES" 
Supplementary services is a 
term for benefits and grants 
that may be paid in addition 
to the widows benefit. 

It is IMPORTANT that you be aware of the qualifications for these 
benefits as if it appears applicant or beneficiary may have entitlement 
an application MUST BE INVITED. 

Also if beneficiary complains of financial 
problems the possibility of supplementary 
service entitlement must be looked at. 

Listed on the next few pages are the supplementary services that may be 
relevant to a wi"dows beneficiary. 

NOTE: General Qualifications only are 
outlined. Space does not permit 
detailed explanation or the setting out 
of application processing procedures. 

However Manual References are quoted 
and you should make an effort to 
familiarise yourself with those 
instructions. 
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typES OF PROVISION 

1. ACCOMMODATION BENEFIt 
to assist with accommodation costs such as 

rent or mortgage, rates etc where beneficiary has limited income and 
assets. 

See page 139. 

2. SPECIAL BENEFIT 
To assist where beneficiary is unable to 

afford essential living expenses. Amount payable depends on 
circumstances. 

See page 146. 

3. TELEPHONE CONCESSION 
Reduces telephone rental accounts by half. 

See pages 213-214. 

4. ADVANCE PAYMENT OF BENEFIT 
Lump Sum payment to meet expenditure like 

clothing purchases. Continuing benefit payments are reduced to 
effect recovery. 

See page 199. 

5. SPECIAL NEEDS GRANTS 
Single payments made to meet immediate living 

expenses. Usually issued before benefit grant. 

Also ayailabe for: 1. 

2. 

Cash assets 
should not 3. 
exceed $300 - or 
$600 if there 
is a dependent 
child. (Increased 
by $100 for each 
subsequent child) 

References: - Part B Supp. Services 
Manual. C.M. 1982/8. 

Situations such as loss of benefit monies or to 
avert electric power disconnection in extreme 
cases. 

Dentures and spectacles (where hospital board 
unable to provide). _ / 

Urgent clothing and bedding e:t' 

Where advance of benefit would cause 
hardship 

Adapt S.W. 236 Application form. 
* continued next page. 
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6. PROVISIONS FOR THE DISABLED 

If beneficiary or her dependent children have a disability there may be 
entitlement to one or several of the following provisions: 

A. DISABILITY ALLOWANCE: 

Reference: 

Application form: 
Rate: 
General Oualification: 

Part I Supplementary Services Manual 
C.M. 1981/69 
S.W. 247 
$30.00 p.w: (maximum) 
Disability that creates extra expense. 

B. AID TO FAMILYI ALTERNATIVE CARE; 

Reference: 
Application form: 
Rate: 
General Oualifications; 

Purpose: 

C. HANDICAPPED CHILDS ALLOWANCE: 

Reference; 
Application form: 
Rate: 
General Qualification; 

Part H Supplementary Services Manual 
S.W. 251 
Reasonable costs of alternative care. 
Caring for seriously disabled person. 
Alternative care permitted for up to 
four weeks in anyone year. 
To provide relief from the emotional 
and physical strain involved in 
providing care for a seriously disabled 
person. 

Part F Supplementary Services Manual 
S.W. 243 
$22.00 p.w. 
Child must be seriously mentally or 
physically disabled. 

NOTE Ihe allowance is included with normal family benefit 
payments. 

D. GRANTS ALTERATIONS TO THE HOME: 

Reference: 
Application; 
Payment: 
General Oualifications: 

Part G Supplementary Services Manual 
No form. Written request only. 
Suspensory loan. 
Essential alterations required in order 

to accommodate wneelchair etc 

217. 

to provide handrails handgrips etc 
to assist disabled person by 
altering plumbing the kitchen or 
electrical fittings. 
add additional bedroom for 
disabled ·person. 

Continued next page 



E. AIDS AND APPLIANCES; 

c. , Reference: 
mlication: 

Part A4 Supplementary Services Manual 
SW 283 

t 

General Qualifications: If aid or appliance not available free 
of charge, the Department may meet the 
cost. 

F. TRAVELLING AND ACCOMMODATION EXPENSES: 

Reference: Parts A2, A6 and R Supplementary 
Services Manual 

Application: Adapt form S.W. 236 for Limb Centre 
visits otherwise no form - written 
request required. 

General QualificatiQns; Reasonable costs may be met where 
amputee required to visit a LIMB CENTRE 
or travel to; 

G. CAR LQANS; 

Reference: 
Application: 

What is available: 
General Qualifications: 

- undertake medical treatment or 
examination 

- be interviewed by Departmental staff 
- be assessed etc in connection with 

disability 
- undergo any period of assessment work 

experience training or education. 

Part A5 Supplementary Services Manual 
Adapt form war 86 and SW 4 (statement 
of income and assets) 
$9,350.00 
Where vehicle is essential for disabled 
person to undergo renabilitative 
training for employment or enable 
employment to be maintained. 

Other Supplementary Services available 
next page. 
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7. REMISSION SCHOOL CERI. FEES: 

Reference: S.ll - 14 Supplementary Services Manual 

The Department investigates and report for the Department of Education. 

8. FIRE LOSS: 

(Payable 
under 

special 
needs 
grants) 

Reference: 

Application: 
General Qualifications: 

9. REPAIRS ADVANCE: 
Reference: 
Application: 
Amount: 

Oualifications: 

10. HOME HELP: 
Reference: 

C .M. 198218. 
Part B. Supplementary Services Manual 
Adapt from S.W. 236. 
Depending on circumstances grant may be 
made where household and personal 
belongings lost as a result of a fire, and 
there is not adequate insurance. 

Part o. Supplementary Services Manual 
No form. Written request only. 
Loan of up to $2,100.00. Interest is 
payable but loan always repaid when home 
sold. 
For essential repairs and maintenance. 

or 
For essential services to the premises 

or 
Conversion domestic heating equipment 
($500.00) 
Property must be owned by beneficiary. 

Part K Supplementary Services Manual. 

Usually applies to elderly persons. However if beneficiary is sick and 
help is needed in the home the Department may meet the cost of the help. 

Adopt form S.W. 236 for application purposes. 

continued next page 
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11. SOCIAL WORK SERVICE: 

If beneficiary requires assistance or guidance with child care the 
Departments Social Work Division should be contacted. Social workers 
can also help with other personal problems even though not directly 
concerned with the widows benefit. 

12. CONCESSIONS AVAILABLE FROM OTHER ORGANISATIONS: 

Don't overlook referring beneficiary to the.following places: 

Organisation: 

A. CITY COUNCILS 

B. STATE INSURANCE 

C. MAORI AFFAIRS DEPARTMENT 

13. MEDICAL FEES: 

Concession 

- Reduced bus fares 
(some places) 

Reduced insurance policy 
premiums. 

Housing Loans 

Beneficiary is issued with a certificate at grant which 
entitles her to lower Doctors fees and exemption from 
prescription charges. 

Reference: 

14. FINALLY: 

IMPORTANT: 

S.lS Supplementary Services Manual. 

BUDGETING SERVICE: 

If beneficiary is having financial 
troubles. DON'T OVERLOOK that a budgeter 
could be of value. If there is not a 
budgeter attached to your office refer 
beneficiary to on fteloa sevices Ctzen 
advice bureau can usually assist. 

Summary next page. 
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SELF-TEST QUESTIONS 

Do not write on this page 

If you are not sure of the answer to any question read the 
Section again. You will find the answer there. 

1. What is the application form for a telephone rental concession and 
what are the main qualifications. 

2. If beneficiary because of some physical handicap or sickness is 
required to make regular visits to a hospital which involves 
additional expense - what additional assistance may she be entitled 
to? 

3. If beneficiary owns her own home, and seeks assistance to have a 
leaking roof repaired or renewed, what type of application should be 
invited? 

4. If you come accross a file where there appears to be entitlement to 
accommodation benefit what should you do? 

5. Beneficiary is in need of urgent clothing and bedding, but an advance 
of benefit would cause hardship. What should you do? 

221. 



ANSWERS 

1. Form S.W. 120. The telephone must be in beneficiary's own name and 
she must be meeting the rental cost. 

2. Disability allowance - invite an application. 

3. Application for repairs advance. 

4. Invite an application. 

5. Take an application for special needs grant on an adapted form S.W. 
236. 
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1. INTRODUCTION 

THE ALLEGATION 

Defacto Allegation 

Under Section 63(b) of the Social Security Act there 
is authority to cancel a widows benefit if beneficiary 
has an association with a man which is in the nature 
of a marriage. 

The rationale here is that beneficiary is not 
placed in a better position than a woman who has 
lost her husband, i.e., receiving both a widows 
benefit and support from a "husband". 

From time to time people, mostly anonymously, will 
write in or phone the office complaining that 
beneficiary has set up house with a male. 

What you must keep in mind is that it is not 
unknown for such complaints to have little 
foundation, and even be malicious or mischievous. 

Use your common sense - Entitlement to widows benefit is not restricted 
by a beneficiary associating with a person of the 
opposite sex. (People are entitled to thier 
privacy.) We are only concerned if the 
relationship is like that of a marriage. 

Remember Some widows remarry and legitimately receive their widows 
benefit up until the marriage date. 

I See next page for procedure . : 

I 
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1. 

PROCEDURES (following allegation) 

If phone call - ask for name, address and phone number of caller. 
Explain that the details provided are confidential to the department, 
and as such beneficiary will not be told. Don't insist if wishes to 
remain anonymous. Also obtain alleged defacto's: 

- Name and other address 
- Employer's name 
- How long associating 
- Watch mistaken identity. 

Also, get caller to repeat beneficiary's name and address. 

2. Refer letter or details of phone call (written up) with file to 
Senior Officer without delay. 

3. No contact to be made with at this stage: 

- The allegation may be untrue. 
- It is a sensitive issue. The association may be an 

innocent one. 
- Beneficiary may be alerted and evidence covered up. 

4. Also, on no account is payment of benefit to be stopped following an 
allegation, without investigation, or on the basis of circumstantial 
evidence. 

5. A Senior Off'icer, usually the Assistant Director or Director, will 
instruct as to what enquiries are to be made or if the matter is to 
be dropped. 

6. If no action is directed you have no authority to start your own 
amateur detective campaign. Leave the file and get on with your 
other work. 

Decisions to stop payment, to continue or cancel benefit in 
these circumstances are not made lightly and not without 
beneficiary being given ample opportunity to state her case. 

See next page - allegation in employment. 
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WHAT TO ·00 IF ALLEGATIONS' RECEIVED 
THAT BENEFI"CIARY IN EMPLOYMENT 

1. The principles on the previous page apply. 

2. Allegation by phone: 
Request-callers name and address - don't 

insist if wishes to remain anonymous. Explain that the details 
provided are confidential to 
the department and as such 
beneficiary will not be told. 

Obtain this information: Where beneficiary working, (full 
name and address of employer). 

How long working for. 

3. Credibility: 

a. Remember the allegations may not be true. 

b. Ip,tention: 
Beneficiary may only be intending to 
earn up to $2,600.00 ($3,120.00) and then declare 
the income at renewal. 

It is desirable that we be informed of all changes in 
circumstances but in the above situation there may be no 
intention to deceive. 

4. Refer Notes of phone call or if letter, (both on file) to senior 
officer without delay. 

5. ON no account prior to above referral is payment to be stopped or 
beneficiary contacted. 

6. Senior officer may decide to check direct with the employer, and then 
advise how to approach beneficiary 

IMPORTANT: 

7. If no action is directed - you are not permitted to start your own 
private detective campaign. 

Get your priorities right. 

Energies should be put into arranging 
payment in other cases where there is obvious entitlement rather than 
wasting time on cases where there is an unfounded suggestion that 
entitlement is in jeopargy. 

225. 



LISTS RECEIVED FROM THE 
DATA PROCESSING CENTRE 

. References: Data processing 
Manual Paragraph: 

1. Change List 3.2 
2. Rejection List 3.9 
3. Expiry List 3.26 
4. Register of Issues 5.15 
5. Renewal List 4.295 
6. Master Record Listings 3.30 

These lists are the most important others are produced, and reading the 
Data Processing Manual will make you familiar with their function. 

Why the need for the· computer to produce 
the above lists? 

See below. 
Also explained briefly on the next 

few pages is what action if any the lists require. 

1. CHANGE LIST 

Large paper list produced each week. 
Shows ch,anges to Master records, and payment requests following 
action of input forms 
For reference or information purposes only. 

2. REJECTION LIST 

Produced daily via office terminal 
Shows inputs form details which due to incorrect information 
have not been accepted. 
The rejected input forms are attached to the list. 

WATCH 

Action Procedure: 

A. 

B. 

C. 
D. 

E. 

F. 
G. 

Senior Officer extracts messages from 
the list. 
As well as the rejected input form, in 
some cases attached may be a copy of 
master record details. 
These papers must be put on the file. 
Your job is to correct the error by 
completing a further· input form -
ACTION IMMEDIATELY. 

(i) Does payment need adjusting? 
(ii) Deadline. missed? 

(iii) Overpayment? 
(ivO Local pay action required? 

Notify beneficiary if necessary. 
Graded Officer to clear list. 

Expiry list next page 
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I. 

2. 

3. 

4. 

5. 

6. 

7. 

3. EXPIRY LIST 

Entries extracted by a senior officer 
Extract then to be placed on the benefit file 
You job is to find the file and do the necessary review action. 
The messages or entries on the list that require action usually 
comprise of the following: 

MESSAGE 

* Child attaining 15 years 

Beneficiary attaining 60 
years 

Partial forfeiture 

Full forfeiture 

Bring Up 

Benefit payment stopped -
over 2 years 

BRIEF OUTLINE 
OF· ACTION 

child of age action see Page 
157. 

If no dependent children invite 
application for National 
Superannuation. 

Overpayment recovered -
Automatic increase or resumption 

Letter to beneficiary. 

File will show why bring up made -
take necessary action. 

Avoid unnecessary work - If the 
action is completed before the 
related Qring up, delete the bring 
up notings from the master record. 

Unless file indicates benefit 
to be resumed - arrange 
cancellation see page 167. 

End of School Year action Child of age action see Page 157. 

Entries on the list are cleared by a Senior Officer 

* If youngest child attains 15 years special letter pointing out 
reduction in benefit required. 

Format of letter should be BASED on the example D.l02 four 
weekly manual. 

Master Record Listings etc next page. 
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4. REGISTER OF ISSUES 

Paper list 
Produced prior to each due date 
Shows payment for that due date and 

address sent to or bank account credited. 
No action required. Reference purposes only. 
Essential for enquiries regarding missing payment etc (see page 
192). 

5. RENEWAL LIST 

This has already been discussed on page ISO. 

228. 



REVIEWS ' 



APPEAL AND" REVIEW1

. RIGHTS 

WHAT ARE THEY? 

Reference: Part Y Four Weekly Manual . 
Review: Section 10(6)(7) Social 
Appeal: Section 12(J)(k) Security 

Act 

If beneficiary or applicant is dissatisfied with a 
decision she can formally apply to have that decision 
reconsidered. 

Reyiew: Is an application to the Department to have a District 
or Head office decision reconsidered. 

Appeal: Is an application to the Social Security Appeal 
Authority to have a Head Office (Social Security 
Commission) decision reconsidered. 

TIME LIMIT 

NOTE: The appeal 
authority comprises 
of people 
independent from 
the Dept and is 
administered by the 
Tribunals Division 
of the Justice 
Department. 

Applications must be lodged within three months of the 
decision that is to be reconsidered. 

NOTIFICATION OF REVIEW RIGHTS 

Beneficiary must be notified of review rights in these circumstances: 

(i) 
(ii) 

(iii) 

Following all new applications. 
Following all reviews. 
All changed amount renewals. 

You notify the review rights by adding this message to the letter that 
advises of thebove action. 

"If you are dissatisfied with the decision above, you are entitled to 
have the decision reviewed by the Social Security Commission. 

If you wish to have the decision reviewed, you should apply in writing, 
within three months, setting out briefly the grounds on which you object 
to the decision. A form for this purpose is available from any office of 
this Department (S.W. 143 - Application for Review of Decision)." 

Procedures next page 
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REVIEW PROCEDURE 

1. If beneficiary complains verbally about a decision an application for 
review should be invited. Letters complaining of a benefit decision must 
be accepted as a "review of decision" application. 

2. TYPES OF APPLICATION: A. For S.W. 143 - TAKE CARE nQt to issue 
Appeal form S.W. 144. 

OR 
B. Letter - should show reason for review. 

- Endorse or stamp it ••• 

"Application for review". 

3. Enter in register. 

4. Decision to be reconsidered at higher level than original decision 
given. 

5. Any new information? - investigate first. 

6. If decision wholly favourable. 
(Wholly favourable means = Meets in full the point on which the 

request for review was based.) 

A. Rectify - file action. 
B. Letter to beneficiary pointing out matter 

rectified. 
C. Clear register. 

7. If unable to give wholly favourable decision submit file to senior 
officer. 

8. File now with senior officer 

A. Wholly favourable decision 
given: 

(i) File returned to you 

(ii) take appropriate action 
e.g. perhaps issue 
arrears etc. 

(iii) Letter 

(iv) Clear register 
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B. Decision Partially or Wholly 
unfavourable 

(i) 

(ii) 

(iii) 

(iv) 

Notify applicant. 

The notification 
wil include advice 
of appeal rights, 
and right to have 
decision reviewed 
by Social Security 
Commission. 

File returned -
some corrective 
action may be 
necessary. 

Clear register 

(v) If APPEAL lodged -
see next page. 



APPEAL PROCEDURE 

1. First read review procedure previous page. 
2. Before APPEAL lodged - application for review must be lodged and 

decided, and reviewed by Social Security Commission. 
3. Applications: Form S.W. 144 

or 
Letter - should show reason for appeal. 

4. Don't enter in register at this stage. 
5. Send the application for appeal direct to: 

The Secretary 
Social Security Appeal Authority 
Tribunals Division 
Department of Justice 
Private Bag 
Postal Centre 
WELLINGTON 

6. Authority secretary sends copy of appeal to Head Office. 
7. Head Office will A. Enter in their register. 

B. Send the copy and memo to district office. 
8. Appeal details NOW entered in local register. 
9. Get file: If no review carried out (see previous page) 

A. Tell Head Office 
B. H.O. will point out to Authority that no appeal lies. 
C. Enter in review register. 
D. Review procedures (previous page ) apply. 

10. CASE ALREADY REVIEWED BY HEAD OFFICE:-(ensure it is for the point 
appeal lodged in respect of): 

11. Send file promptly to Head Office - Ensure covering memo clearly 
shows file forwarded for Appeal purposes. 

12. Watch - Before above if there is information investigate 
and take corrective action if necessary. 

13. Now in possession of the file H.O. will prepare a report for the 
authority and may be represented at the actual appeal hearing. 

14. NOTE: A. Beneficiary may be required to attend the appeal 
hearing - see Para Y.S9A re expenses refund. 

B. Beneficiary is referred to as the appellant. 
15. After the appeal hearing - the Authority will inform beneficiary of 

the decision. 

Appeal Allowed 

A. 

B. 

H.O. will issue instructions 
to rectify. 

Actioned at district office. 

C. Notify beneficiary commence with 
these words ••• "In accordance 
with the decision of the Social 
Security Appeal Authority ••••• 
date •••••• " 
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Appeal Disallowed 

A. 

B. 

H.O. will return file 
with copy of the appeal 
decision. 
No need for 
notification. Already 
issued by Appeal 
Authority. 



ReU'iews/Agleal.s (Final message) 

1. ACTION REQUESTS FOR 
.REVIEW OR APPEAL PROMPTL1. 

REMEMBE.R.i . - .. 
A decision cannot be 
considered for appeal 
until a review of the . 
decision has been 
out. 
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t. 

MISCELLANEOUS PROVISIONS 
1. BENEFICIARY IMPRISONED 

A. No Dependents; 

(In Brief) 

Reference: 

- Section 76(1) Social Security Act. 
- Part P Miscellaneous Provisions 

Manual. 

Suspend benefit from day after taken 
into custody. 
For forms to use etc - principles page 
160 apply. 

B. .Dependent children; 1. Benefit shall be suspended in the 
interim. (Page 160) 

2. BENEFICIARY DIES 

A. No Dependents: 

2. Prime consideration is to be given to 
the welfare of the children. 

3. May require discussion with Social work 
division. 

4. Whole or part of the benefit may be 
paid to persons caring for the 
children. Para P2.17 to 2.24 
Miscellaneous Provisions Manual tell 
you what to do. 

5. Action decision without delay. 

Reference: 

1. 

Section 61D to 6lDG of Social 
Security Act 
Part B Miscellaneou Provisions 
Manual. 

Cancel benefit from day following date 
of death. 

B. Dependent Children; (i) Cancel benefit from day following date 
of death. - Use form S.W. 242. 

Any letters following 
death should express 
sympathy. 

(ii) Dependent children entitled: 
(a) Any instalment unpaid prior to 

death. 
(b) Terminal benefit. 
(c) Payment after death (but any 

Terminal Benefit paid would be 
deducted from entitlement). 1. Following beneficiary's death the first consideration must be the childrens welfare ••• adequate care and cash? Discuss with Social Work division if necessary, consider orphans benefit etc. IMPORTANT 

2. BEFORE TAKING ANY ACTION FOLLOWING ADVICE OF DEATH - ENSURE IDENTITY IS lOd'\ ESTABLISHED - don't action the wrong file. 
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LOCAL 

SUBMITTING FILES FOR A DECISION 

Directions from Senior Officers may be obtained verbally. 

However occasions do arise where the complications of 
a case require details to be submitted in writing for 
a decision. 

How to set out a Submission 

A. Ensure your writing is legible. 

B. Say WHY you are submitting the case. 

C. Number your paragraphs and use sub headings. 

D. Mention that you have checked the relevant manual or circular 
instruction. Quote the paragraph number etc. 

E. EXCLUDE irrelevant information. 

F. ALWAYS end with· a RECOMMENDATION. 
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References: 
F.62 Administration Manual 
C.M. 1981/92 

There are a variety of reasons why another offices in the Department 
may have to be contacted urgently. 

e.g. - Obtaining a'file on loan 
Requesting transfer of a file 
To check employment details from 
previous employer etc. 

TOLL CALLS AND TELEGRAMS MUST BE AVOIDED. 

If there is no urgency and detailed explanations are required send a 
letter but otherwise: 

NETWORK MESSAGES should be sent. 

HOW TO SEND A NETWORK MESSAGE: 

1. Fill out input fOrm S.W. 161 

A. Print in block letters - Neatness essential 
B. 

C. 

D. 
E. 

In actual message section: 
- leave a space between words. 

Also in columns 1 & 2 of the message section show 
Designation and Section of person sending message, and same 
details of person message intended for. 
Person preparing the message must sign the S.W. 161 
ALL messages must be APPROVED at 007.102 level. 

HOW THE MESSAGE GETS THERE: 

Keyed in via the local computer terminal, and received in the other via 
the printer attached to the terminal. Local procedures apply in 

the message to your desk. 

Once the S.W. 161 details are keyed the form is returned for placement on 
the benefit file ••• check date and time of transmission shown. 

FOR EFFICIENT OPERATION OF THE SYSTEM 

1. If reply needed mention date it is requied by in the message. 

2. If you receive a message that needs a reply think of others and 
ANSWER WITHOUT DELAY - mention you are replying to their message, and 
ensure the message is addressed to the other sender. 

3. Send an INTERIM REPLY if necessary. 

4. Once received via the local printer should be delivered 
quickly to the section concerned. 
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) 

TELEPHONE BEHAVIOUR 
As with letter writing the telephone presents us with much of our public 

• i #. contact. 

Remember we have an aim of friendly 
helpful courteous service. 

so therefore when using the phone 
Ensure: 

(i) 

(ii) 

(iii) 

Incoming Calls Outwards Calls 

Answer promptly and politely. 

If the phone rings on 
somebody else's desk and that 
person is not there - Don't 
ignore it and hope somebody 
else will answer or it will 
stop ringing. The person 
Closest is to Get Up and 
answer it. 

(i) 

Introduce yourself like this: (ii) 
"Smith, Widows Benefit section 
can I help you." 
Don't say ••• four' weekly 
benefits. This term only 
confuses outsiders - if you 
(i) work on a section where 
several benefits are handled 
it is best just to answer like 
this ••• "Good Morning/ 
Afternoon Smith speaking can 
I help you." 

(iv) If you have to break the 
conversation to obtain (ii) 
information - use your 
common sense and don't leave 
the person hanging on for a 
prolonged period - Go back (iii) 
and explain you may be some-
time. Perhaps suggest you 
will phone back. 

(v) If you do say you will 
phone back - keep your 
promise and do it. 
(continued next page) 
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Introduce yourself 
pleasantly and say why 
you are calling e.g. 
"Hello could I speak to 
Mrs Jones please, Good, 
morning Mrs Jones I am 
Smith of the Social 
Welfare Department and 
wish to talk to you 
about your recent 
application for widows 
benefi t .....••••........ . . . . . . . . . . . . . . . . . . . . . . . . . 
Close the coversation 
with "Goodbye, thank you" 

Don't disappear if you 
have asked the operator 
to place a Toll Call. 

General 

If you are going to be 
away from your desk for 
a while let the telephone 
operator and somebody 
nearby know where you can 
be contacted and when you 
will be back at your desk 

When you do get back to 
your desk let the 
operator know. 

Keep a telephone 
directory by the phone 
and a list of frequently 
called numbers • 

. (Continued Page) 



Incoming Calls (continued) 

(vi) 

(vii) 

(viii) 

The requirements to be 
pleasant etc at the 
counter also apply to 
telephone conversations. 
Also speak clearly. 
If you answer somebody 
else's phone and the caller 
wants to speak to that 
absent person, apologise 
and without hesitation 
ask if you can help or take 
a message. 
Make sure you messages 
on. Leave a legible dated 
note on the absent person's 
desk. Don't forget the 
number that has to be . 
called. 

(iv) 

(v) 

(vi) 

General (continued) 

Your friendly helpful 
attitude can't be seen. 
it all relies on the 
tone of your voice. 

If you are cut off the 
person who initiates the 
call should ring back. 

DON'T INTERRUPT you phone 
conversation. If there 
are two calls for you, 
finish the first. A 
message should be taken 
for the second call. 

The requirements on this and the 
previous page do appear basic but 
observe the telephone manners in 
your office. 

FINALLY: 

1. Don't treat a telephone call 
as low priority. It may be 
more important than the work 
it interrupts. 

2. Any Information: 

Get it into writing quickly. 

Not all memories are reliable. 

Avoid scrap paper and always 
sign and date your note. 
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WORK METHODS 
You will clear your work quicker 
if you keep a tidy desk, and have 
an orderly approach. 

1. Action files according to their PRIORITY 
Don't just do the next one in the bundle. 

2. Don't keep a "HARD BASKET" - If you don't 
know what to do - Ask - Don't put the file 
at the bottom of your tray. It won't go aWA1. 

3 • what you are going to do EACH DAY. 
Perhaps do the harder files early morning 
and the easier ones later afternoon. 

Set yourself REALISTIC TARGETS and 
try to achieve them. 

4. You should know whose file you' have on 
your desk and what NEEDS DOING TO IT. 

5. Don't overload your memory. AT ALL TIMES 
record notes on minute sheets and place on 
the file. 

6. When absent on sick or annual leave; 
will others be able to FIND YOUR FILES 
without trouble? - and easily determine 
the file's up to date position? 

Are your trays LABELLED in, out etc. 

7. Loose Papers 
Keep in alphabetical order. Have a daily search plan. ANY 
older than 2 weeks see your senior officer. 

8. Does your desk resemble an antique shop or archieves library? 
Get rid of useless old equipment 
DESTRoy outdated charts, calenders, booklets etc. 

9. Each office has a stationery room - your desk should not be one 
Don't have more than a FORTNIGHTS SupPLY OF FORMS etc, around 

yourself. 

10. Utilise the bring up or expiry system for files (Except 
applications) you don't immediately nned. THE FILING SYSTEM SHOULD 
BE YOUR HOLDING TRAY. 

11. Remember; 
Check those outstanding 
applications each week. 

Any other unactioned files 
or papers older than two 
weeks must be discussed with 
your senior officer. 

12. That counter Buzzer 

Answer promptly if the 
receptionist or usual 
person not there. 
Don't wait for it to 
ring again or sit tight 
and hope some other 
person will answer it. 

see next page. 
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'WORK METHODS (continued) 

, .. 1 / 

SENIOR OFFICERS 

REMEMBER •••• 

1. Before 'filing' a file - is action complete 

Do any bring ups or expiry dates need cancelling 

2. If file is bulky - arrange split into two parts. 

3. Has the cover sheet correct name and number. 

4. Those computer print outs and other lists: 

Store neatly 
in a central point 
and label their position 

5. Applications - check them each week. 

See page 51. 

6. Check your clerks' work daily - never let files build up on 
the basic grader's desk. 
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l'brk methods (continued) 

L ERASABLE BALL POINT ._" --) 
PENS MUST NOT BE IJSED, 

2. CORRECTING FLUID LIKE "!WINK" 
OR "SNOPAKEI1 MUST NOT BE 
USED IN AMENDING AMOUNTS ON 
ASSESSMENT, ACCOUNTING OR 
INPUT FORMS. 

Rule out the incorrect detail$, 
, initial and write.again - if 

a new form. 
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°ARE YOU,o:PROPERL Y 'ATTIRED? 
following is an 

extract of a Head Office 
instruction issued 
12.1.81: 

1. "General neatness and tidiness of dress is expected at all times. 

2. Men 

(a) Men are expected to dress in neat 
attire including a neck tie. 
Casual, open-neck shirts, beach 
wear, well worn shabby jeans and 
corduroys do not come within this 
specification. 

(b) may be discarded in weather 
but not when attending to the public. 

(c) Dress shorts and socks may be worn. 

3. Women 

Fashion and smart corduroys meet 
the required standard but not frayed 
and patched jeans or corduroys. 

4. Footwear 

Bare feet, jandals and bedroom slippers are 
not acceptable." 



SELF TEST QUESTIONS 

Do Not Write on This Page 

If you are not sure of the answer to any questions read the 
Section again. You will file the answer there. 

1. What is the difference between the change list and register of issues? 

2. Before an appeal to have a decision reconsidered is lodged what must 
be done? 

3. Before taking action following death what must be satisfied? 

4. What is the purpose of the inter office computer network system? 

5. If the phone rings on somebody elses desk and the pers·on is not 
there, what would you do? 

6. Where do you file oudated charts, calendars, booklets etc.? 
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ANSWERS 

1. The change list shows changes made to the master record. The 
register of issues is a list of All payments made for a due date. 

2. An application for review must be lodged and decided. 

3. Identity of deceased person is 100' established. Don't action the 
wrong file. 

4. To save time in not having letters prepared and to save costs in 
avoiding toll calls and telegrams. 

5. You should get up and answer it. Take a message. Leave a neat dated 
message on the absent persons desk. Is the callers name and number 
to be rung clear? 

6. In your rubbish tin. 
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ABBREVIA TIONS 
To make yourself clear 
avoid them but if you 
encounter some this is 
what they mean ••• 

ACC. 
ACCOM. BEN. 
A.D. 
AIN 
APPLIC. 
Appn. 
AWO 
B.C. 
BFT 
BFY 
B & P 
B.U. 
CIA 
D.A. 
D.C. 
D.D. 
D.O. 
D.O.B. 
D.P. 
D.P.C. 
D.S.W. 
Dup. 
EDD. 
E.O. 
F.B. 
F.O.P. 
F.S. 
F.U. 
H.C. 
H.O. 
I.B. 
L.S.P.A.D. 
M.C. 
M.R. 
N.S. 
O.P. 
OIlS 
P.D. 
P.F. 
P.O. 
P.P.P. 
Recip. 
RNL 
R.U.K. 
S.C. 
S.D.O. 
S.N.G. 
S.S.C. 
S.S.W. 
S.W. 
S.W.D. 
Vfd 
W.B. 
W.P. 

Accident Compensation (Corporation) 
Accommodation Benefit 
Assistant Director 
Abovenamed 
Application or Applicant 
Application 
Area Welfare Officer 
Birth Certificate 
Benefit 
Beneficiary 
Benefits and Pensions 
Bring Up 
Child of Age or Cheque Account 
District Agent or Disability Allowance 
Direct Credit 
Direct Deduction or Due Date 
District Office or Divisional Officer 
Date of Birth 
Data Processing 
Data Processing Centre 
Department of Social Welfare 
Duplicate 
Effective Due Date 
Executive Officer 
Family Benefit 
Forfeiture of Payment (Recovery by Offset) 
Family Support 
Follow Up 
Housing Corporation 
Head Office 
Invalids Benefit 
Lump Sum Payment After Death 
Marriage Certificate 
Master Record 
National Superannuation 
Overseas Pension or Overpayment 
Child over 15 years 
Payday 
Putative Father or Per Fortnight 
Payment Order or Post Office 
Per Pay Period 
Reciprocal 
Renewal 
Reciprocal United Kingdom 
Section Clerk or Certificate of Attendance at School 
Senior Divisional Officer 
Special Needs Grant 
Senior Section Clerk 
Senior Social Worker 
Social Worker 
Social Welfare Department 
Verified 
Widows Benefit 
War Pension 
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IMPORTANT: 

When communicating (by 
letter or verbally) with 
the Public or a beneficiary 
never use abbreviations. 

They will be meaningless 
and will possibly create 
confusion. 



NOTE: 

REFERENCES . 
(or: where' to' find it) 

YOU SHOULD FAMILIARISE YOURSELF 
WITH THE FOLLOWING: 

The instructions below 
will most likely have the 
answer to some point you are 
not sure of. 

LOOK UP THE ACT OR MANUAL 
ETC BEFORE YOU BOTHER OTHERS 

1. SOCIAL SECURITY ACT 1964 

Sections 21 - Widows Benefit 

2. MANUALS: 

61D - Lump Sum Payment on Death 

A. "WIDOWS" 
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Parts: 

A Widows Benefit - Qualification 

B Commencement of· benefit 

C Application by widow on death 
of War Pensioner 

D Treatment of earnings 

E Reviews 

F Estates 



REFERENCES (CONTINUED) 
Manuals (Continued) 

B. Reciprocity 

Parts B and D - overseas applicants 

C. Income and Property 

Parts: A-D - Income assessment 
principles 

F Deprivation of income 

M Farm and business profits 

o Overseas pensions 

U Miscellaneous classes of 
income. 

D. Social Security Data Processing 

Pay procedures 
Input form completion 

E. Services 

Part A - Assistance for individuals 
under the Disabled Persons Community 
Welfare Act 1975 

Part B - Special Needs Grant 

Part C - Accommodation Benefit 

Part E - Advance Payment of Benefits 

Part I - Disability Allowance 

Part J - Special Benefit 

Part S - Miscellaneous Welfare 
Services/Concessions 

Part W - Training Incentive Allowance 
for Domestic Purposes, Widows and 
Invalids Beneficiaries. 
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F. Miscellaneous Provisions 

Part B 
death 

Lump sum payments after 

Part C - Grant a renewal of 
benefit after death of applicant 

Part D - Mode of ascertaining 
annual for Benefit Purposes 

Part P - Forfeit use of Benefit 
during detention in a Penal 
Institution. 

Part 0 - Effect of absence from HZ 

Part T - Beneficiaries in Hospital 

G. Pay Manual 

Part 0 Debts. 

F "FOUR WEEKLY" Manual 

o Verfication of Births, Deaths and 
Marriages. 

V Payment to agent or apportionment. 

G Family Support Tax Credit Policy Manual. 
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23 

41 

67 

84 

107 

144 

179 

197 

210 

232 

SELF IESX QUESTION LOCATION 

SUBJECT 

Qualifications, Public relations 

Applications 

Pregrant and grant action 

Estate, B.O.D, A.C.C., Birth and 
marriage verification 

Arriving from overseas, Input 
forms, Child supplement, Letter 
writing 

Income, Earnings, Accom. benefit, 
Renewals, Special benefit 

Child of age, Suspensionl 
cancellation, Hospital 
Departure from N.Z., 
Transfer of files 

Advance, Missing payments, 
Overpaid 

Supp. Services 

Miscellaneous 

Did you have any problems in answering the self test questions. 

If so - use the above index to recap. 
Before leaving this booklet 
ensure answers are understood, 
and read the last page. 
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You are here to provide a service 

Tb do so helpfully and efficiently you must 
know all the instructions relating to your job. 

cn>D LUCK. 

FINALLY 
,/ \t 

. . 
DEALING WITH INQUIRIES 

we know at times your job is'demanding 
but if beneficiary or applicant makes an 
inquiry don't evade the issue by failing 
to provide an adequate answer. 

Sure, in some instances it takes you time 
and effort to find out the true situation 
and perhaps rectify the matter. But this 
is what your job is all about. 

THINK 

How would you like it, if 
on. one pay day your pay did 
not arrive, and on making inquiries 
received some unintelligent and 
implausible answer that really 
meant - don't bother me now 
but it may turn up in a couple 
of weeks. 
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SUBJECT 

Abbreviations 244 
196 Agents 

Allegations (What to do if allegations received 
beneficiary in employment) 

Allegations that beneficiary living with a man 
(conjugal status) 

that 
225 

223 
229 Appeal and ,review rights 

Applications: 
Introduction 
Stage One ••• 

Stage two ••• 

Stage three ••• 

Lodgement and Interview Procedures 
Urgent payments 
Inviting applic'ations, service to 

widows 
Mail applications 
Summary application procedures 
Pre-grant Verification and Inquiry 

Form Issue 
Summary 
Filing of applications 
the Grant Action Including Arranging 

Pa,yment 
Income Assessment 
The grant date 
The check rate 

15 
24 
36 

23 
38 
39 

43 
48 
51 

52 
56 
59 
60 

Input form completion 63 
Completion of SW 310 63 
The grant letter 66 
Certificates of entitlement 67 

Application declined 68 
Application (summary application to grant) 70 
Aspects Associated with Applications 73 

Husbands estate 73 
Benefi t on death 75 
Accident Compensation 82 
Problems in verifying birth and marriage 86 
Sources of birth evidence 88 
Income from farms business etc 89 
Applicants arriving from overseas 93 
Receiving an overseas pension of a 

like 'nature 97 
Overseas departmental addresses 102 
List of overseas forms 103 
Family Support 104 

Benefit (Accommodation benefit) 139 
Benefit (Advance payment of benefit) 199 
Benefit overpaid 204 
Benefit (Renewal of benefit) 147 

Reduced amount procedure 150 
Child attaining 15 years 152 
Late renewals 153 

Benefit (Special benefit) 146 
Cancellation (Example - marriage) 167 
Change (see Lists) 
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SUBJECT 

Change of address within district 
Child of age action (attaining 15 years) 
Dealing with the public 
Definitions 

What is meant by four weekly 
What is widows benefit etc 

Decline letter 
Departure from New Zealand 
Dies (see Miscellaneous) 
Earnings (How to change earnings) 
Eligibility 

Who qualifies for a widows benefit? 
Summary of Widows Benefit Qualification 

Expiry (see lists) 
Hospitalisation 
Income 
Imprisoned (see Miscellaneous') 
Input forms 
Introduction and welcome 
Letter Writing 
Lists received from the Data Processing Centre 

(Change, Rejection, Expiry, Register of issues, 
Renewal, MR listings) 

Messages (sending messages to other offices) 
Miscellaneous provisions 

Imprisoned 

Moving to another district 
Transfer Out 
Transfer In 
Bank credit not made 

Payment queries 
Question (Self test question location) 
References (or where to find it) 
Register see Lists 
Rejection see Lists 
Renewal see Lists or see benefit (Renewal of benefit) 
Resumption/Suspension 
Submitting files for a decision 

Local 
Supplementary Services 
Telephone behaviour 
Transition to Work Allowance 
Work methods 
Work methods (senior officer) 
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191 
157 

14 

13 
5 

69 
177 

125 

77 
10 

171 
116 

105 
4 

108 

226 
235 

233 
233 
192 
193 
194 
210 
210 
247 
245 

160 

234 
215 
236 
120 
238 
239 



nmIX or SPICIMBR' LETDRS 

Inviting Applications 

Mail application not fully completed 

Grant Letter - Reduced Rate 

Benefit declilned - excess income 

Estate letter 

Lump Sum Payment After Death 

Accident Compensation - letter to ACC or 
State Insurance 

Letter format 

Earnings review 

Reduced amount renewal 

Child attains years at renewal 

Admission to Hospital 

Hospital - reduction after 13 weeks 

Departure from New Zealand 

Advance payment of benefit 

Benefit overpaid 

Notification of Review Rights 
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bsm 

23 

38 

66 

69 

74 

79, 80, 81 

83 

108 

136 

152 

158 

175 

176 

183-190 

202 

207-208 

229 
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