
 

Annual Checklist for Caregivers 
 
Insurance, government benefits, and long-term planning all require a8en9on at different points 
in the year. This checklist can serve as a reminder of the key informa9on that needs tracking and 
repor9ng, and can serve as a guide when transi9oning from one caregiver to the next. 
 
Annual review of Individual Service Plan (the adult service provider’s version of an IEP) 

• The plan outlining support services is usually wri8en to cover two years, but there 
should be an annual review mee9ng with the service provider and the state agency 
providing the funding. The plan can then be updated as necessary. 

 
Social Security income repor=ng 

• For those who are employed, monthly reports are required. 
• Social Security disability (SSI and SSDI) recipients are no longer required to report 

expenses annually. However, the Social Security Administra9on reserves the right to 
audit expenses at any 9me. Keep and store receipts for all expenditures from the 
Representa9ve Payee account. Organize by month and year and keep with taxes for at 
least seven years. This way you know exactly where they are if you need them. 

 
Annual probate reports for guardians (varies by state) 

• The date for repor9ng varies by state. OOen it’s on the anniversary of the date when 
guardianship was granted by the court. 

• Many states require a yearly expense report, so it’s helpful to have an organiza9on 
system for keeping and filing receipts and expenses. 

 
LeAer of Intent 

• Everyone’s needs and preferences change over 9me. Review and update yearly to 
ensure the Le8er of Intent reflects the most recent priori9es in the life of the au9s9c 
person served by the le8er. 

 
Annual medical appointments 

• parent(s)/caregiver(s) 
• au9s9c adult 
• spouses, partners, and siblings, too 

o annual physical with PCP 
o den9st 
o optometrist 
o gynecologist/urologist 

 



Medica=on renewals and refills 
• Some prescrip9ons require a new prescrip9on from your provider on a monthly basis. 

For many other medica9ons, prescrip9ons can be wri8en to allow refills for longer (up to 
a year). Schedule in-person visits so that they take place before prescrip9ons expire. 

 
Open enrollment for private health insurance 

• Keep track of enrollment periods, as dates and opportuni9es vary. Some employers offer 
open enrollment at the end of the calendar year, while others may offer this window at 
the beginning or end of a quarter, such as in July or September. 

• Medicare and Medicaid renewal. Medicare always rolls over at the end of the year. For 
the most up-to-date informa9on about coverage, contact them directly at 1-800-
MEDICARE. 
 


