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Special Needs Trust Checklist

Below is the list of documents required to open a Special Needs Trust with The Arc of Northern Virginia and SunTrust Bank.  Please return this checklist along with the listed documents to The Arc of Northern Virginia Attn: Trust Program; 98 N. Washington Street, Falls Church, VA 22046.  If you have any questions please call the Director of Services at 703-532-3214 ext 102.
_____ Joinder Agreement 
_____ Trust Plan

_____ Payment Options Form for the Arc of Northern Virginia
_____The Arc of Northern Virginia Disclosure Statement

_____ W-9 – Tax Identification form
_____ Certification of Disability or Age such as Medicaid card, letter 
_____ Copy of Current Government issued Photo ID

_____ STI Funds Disclosure statement
_____ Client Investment Policy Statement

_____ Copies of Account Statements for assets other than cash (if applicable)

_____ Power of Attorney, Guardianship/Conservatorship Paperwork, or Law 

Suit Settlement Paperwork (if applicable)

Disclosure Statement

Please read and sign the following disclosures.  

Notification: 

Due to the nature of Personal Support Trusts, we strongly encourage you to speak with your benefit workers (Medicaid, Social Security, etc) to ensure that a trust will not negatively effect your current or future benefits.  Also, due to the reporting requirements of Medicaid, Social Security, Medicare, and other benefits, it is your responsibility to notify these agencies upon opening and/or funding a trust and/ or any other major changes in your income and expenses.  
Investments:

The Arc of Northern Virginia does not assume liability for your investment options.  We encourage you to speak an investment advisor or SunTrust Bank about the option that best meet your financial goals. 

Legal and Tax Advice:

The Arc of Northern Virginia offers the trust program as an option available to you.  However, each individual has their own circumstances and we strongly advise you consult with an attorney and/or an accountant to discuss your situation and goals before establishing a trust.  
_____________________________________

_________________

Signature






Date

_____________________________________

Printed Name

New Account Opening Procedures 

1. Once the following documents have been submitted to the ARC of NVA they will be forwarded to SunTrust: 

· Joinder Agreement

· Trust Plan

· Payment Options Form for the ARC of Northern VA

· The ARC of NVA Disclosure Statement

· Form W-9 (tax identification form)

· Certification of Disability or Age such as Medicaid Card 

· Copy of Current  Government issued photo ID (in absence of a current photo id  an Affidavit will need to be completed)

· STI Funds Disclosure Statement

· Copies of account statements for assets  other than cash

· Copies of documents naming an Attorney-in-Fact, Guardian, or Conservator (if applicable)

* Form W-9

- If the beneficiary is a minor their parent or guardian must sign on their behalf

- If the beneficiary is over the age of 18, and is incompetent, the Guardian, Attorney-in-Fact, or Conservator must sign on behalf of the beneficiary and provide documentation reflecting their appointment or capacity to sign

- If the beneficiary is incompetent and there is no Guardian, Attorney-In-Fact, or Conservator, the family may seek to have one appointed by the court.

2. Upon receipt of the above documentation, along with any supporting documentation, SunTrust Bank will take the following steps in order to establish the new account:

· A New Account Acceptance Package is prepared for review by the Bank’s New Account Acceptance Committee (the Committee currently meets once a week); 

· Once the Committee has reviewed the package, and provided their approval, the package is sent to the Bank’s operations area, which will set up the account on the system;

· once the account has been established, and a new account number has been assigned, the account administrator will review the information on the system and provide his/her approval;

· the new account will then be funded with cash and/or assets, and a confirmation will be provided to The ARC of NVA.

*Please allow at least 30 days after submitting the New Account Package for the account to be set up with SunTrust Bank.  In some cases additional time may be necessary to set up and fund the account.  In those circumstances Carrie Frey will be notified regarding any delay.
_____________________________________

_________________

Signature






Date

_____________________________________

Printed Name

Disbursements

Once the funds are in the account, the primary representatives may request funds from the trust account.  To request funds, the primary representative may send The Arc of Northern Virginia a “Disbursement Request Form”.  This will be reviewed and approved by both the Arc of Northern Virginia and SunTrust Bank.  

Disbursement requests will be processed by The Arc of Northern Virginia on the 1st and 15th of each month.  If the 1st or 15th falls on a weekend or the staff is unavailable because of vacation or illness, decisions will be made within 5 business days, or a substitute decision maker will serve. Emergency situations will be addressed individually.
Once the request is sent to SunTrust; the check will be sent to the Arc and forwarded to you in approximately ten days.  
_____________________________________

_________________

Signature






Date

_____________________________________

Printed Name
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