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About MyMN Conservator (MMC)

MyMNConservator (MMC) is an online conservator account reporting application that allows conservators to file
their inventory and annual accountings electronically. Specific attributes of this application include:

e Account information flows from inventory to annual account and from account to account, allowing
courts to easily compare reporting from year to year.

e Conservator reports, Conservator Account Auditing Program (CAAP) audit reports and Conservator

Account Review Program (CARP) review reports filed directly from MMC to the MN Case Information
System (MNCIS).

e Address updates made in either system, MMC or MNCIS, updates the address in the other.

e The filing of inventories and annual accounts by conservators create and complete reminder events in
MNCIS.

e When the conservator submits a report, judgments and bond information from MNCIS populate the
annual account, and are available on the account report for the judge to review.

e Professional conservators are able to assign cases to employees and add or remove employees in MMC.

e Conservators can enable a designated agent within MMC without having to submit a paper document.
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MMC About MyMN Conservator (MMC)

Website Resources

There are several resources available on the http://www.mncourts.gov/conservators website to assist with
getting set up and using the MMC system. To access these resources directly, click the links below:

e The current Conservator Helpline (tel. 763-347-4437) is answered Monday through Friday between 1
and 5pm. Messages can be left on the Helpline 24/7 and calls are returned in the afternoon.

e Self Help Center: Guardianship and Conservatorship

e Guardianship/Conservatorship Forms

e Introduction for Newly Appointed Guardians and Conservators (required tutorial)

e Resources for Conservators (manuals, FAQs, etc.)

For Assistance

Contact the Court Administrator’s Office, Probate Division of the District Court in which the case is filed to
determine which reports are due, when they are due, or to request an extension.

Contact the Conservator Helpline (tel: 763-347-4437) for assistance with MMC.
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MMC About MyMN Conservator (MMC)

Terms
Account Review Report - Documentation of the review of a filed account completed by an account reviewer.

Annual Account (also Periodic Account) - A report to the court detailing the handling of assets by a court-
appointed conservator on behalf of a person subject to conservatorship over the course of a one-year period
from the anniversary date of appointment.

CAAP - Conservator Account Auditing Program - The office that audits conservator accounts statewide.

CAAP Audit Report - A report to the court that the CAAP auditor completes that contains findings and
recommendations based on the audit.

CARP - Conservator Account Review Program - The office that reviews accounts in a non-audit year.

Conservator - The person appointed to make financial decisions for the person subject to conservatorship.
The conservator typically has the power to enter into contracts, pay bills, invest assets, and perform other
financial functions for the person subject to conservatorship.

Conservatorship - A legal arrangement tailored to transfer financial decision-making power to the conservator
only in the areas of life where protection and supervision by a conservator has been proven necessary and
ordered by the court.

Designated agent - An attorney or accountant or other responsible person designated by the conservator to
complete financial reports to the court on the conservator’s behalf.

Financial Statements - Bank and other statements such as brokerage, investment statements, etc., that
reflect the changes in value of financial assets at a given time.

Guardian - A person appointed by the court to make the personal decisions for the person subject to
guardianship.

Guardianship - A legal arrangement giving an appointed person the authority to make personal decisions on
behalf of the person subject to guardianship about such things as where to live, medical decisions, training and
education, etc.

Refer to the Guardianship and Conservatorship Manual posted on the court’s public site for more details on
these terms and functions.

Interested Person —see MN Statute 524.5-102 Subd. 7. Interested Person

Inventory - A document that describes all assets of the person subject to conservatorship controlled by the
conservator identified at the time the conservator was appointed.

Letters of Conservatorship - A legal document signed by the judge that documents authority as conservator
of the person subject to conservatorship.

MMC - MyMNConservator: An online program for conservators to complete and file their reports electronically.
MMG - MyMNGuardian: An online program for guardians to complete and file their reports electronically.
MNCIS - MN Case Information System - The court’s record management system.

Professional Conservator - A person acting as guardian or conservator for three or more individuals not
related by blood, adoption, or marriage.

Person Subject to Conservatorship - The person for whom a conservator has been appointed.
Person Subject to Guardianship - The person for whom a guardian has been appointed.

Receivables - Assets held outside of the conservatorship available for the benefit of, or monies owed to, the
person subject to conservatorship.
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MMC About MyMN Conservator (MMC)

Conservator Account Auditing Program (CAAP) and Conservator Account Review Program
(CARP)

Annual accounts filed with the court are subject to audit or review. An audit is a detailed review of the account
by an auditor with the Minnesota Conservator Account Auditing Program (CAAP) and will require the submission
of all supporting documentation for the person subject to conservatorship’s assets. You will be contacted
directly by CAAP when your account is selected for audit. Maintain your records in an orderly manner for each
annual account and have them organized and labeled at the time you submit your report. Upload your
supporting documents to your reportin the MMC program if possible. Itis recommended that your materials be
organized as follows:

e Statements for financial accounts (i.e. checking, savings, investments, etc.) organize by account, then
by date

e Billing statements, receipts, etc. organize by the category used within the account

A review is a limited review of the account by a reviewer with the Minnesota Conservator Account Review
Program (CARP) and will require submission of the financial statements as above but not usually the additional
detailed documents unless specifically requested.

Document Resources

For helpful information about managing the person subject to conservatorship’s assets review: Tips for
Conservators.pdf.

For information about preparing for an audit review: Audit Tip Sheet.pdf.

For information about the timing of audits and reviews: Audit and Review Freguency.

About this Document

This document is available on the state court website under MyMN Conservator (MMC) > Resources for
Conservators. It provides instructions to users on how to enter information in the MMC system. This document
is not intended to instruct users on what information to enter. Due to the complexities of many of the
proceedings to establish or maintain a Conservatorship, it is recommended that a person talk with an attorney
with experience in Conservatorship law.
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MMC Getting Started

Getting Started

Creating a MyCourtMN Account and Accessing MMC

Refer to QRG - Creating a MyCourtMN User Account Using Multi-Factor Authentication.

Hover over the question mark
icon for instructions on how to
enter a case number.

First Time Case Registration Case Registration

To connect to your conservatorship case, enter your case Instructions @

number and anniversary date. Protected Person's Case ber*

Case Number Protect Person's Anniversary Date*
[mwoory @

To enter your case number, look at your court

documentation and determine wh|c.h' scenario pertains to PO . cicates a required feld.

you. The letters are not case sensitive but you must use

dashes.

e If the second set of characters in your case
number contains PR or GC enter it as you see it
in your court documentation.

o EX: 41-PR-12-1110, 27-GC-PR-11-1110

e If the first number is 69 or 19 and is followed by two letters and then PR, enter the case number exactly
as you see it.

o EX: 69DU-PR-11-2588, 19HA-PR-10-789

e If the second set of two characters starts with P followed by something other than R, you will need to
add zeroes ("0”)’s to the beginning of the last set of numbers in the case number to make 6 digits in
the last sequence.

o EX: If your case number is 32-P2-91-2152, the case number you must enter is 32-P2-91-
002152

o EX: If your case number is 02-P6-05-23, the case number you must enter is 02-P6-05-000023
Anniversary Date
e Use the date your Letters of Conservatorship were issued by the judge.

e If you have previously filed reports on paper or in the old CAMPER program, your anniversary date
should be the period end date on the last report filed or the date provided to you by the court where
your case is filed for starting reports going forward in MMC.

Register Your Case
e Once you have entered the correct data click Register.
o If you are the only conservator on the case, click Register.

o If there is more than one conservator on your case, it will ask you which conservator you are.
Select the box by your name and click Register.

e You will see a message flash on the screen that says “Success.” FULOES
Samples of errors

e If you do not get the “"Success” message, make sure that you have the correct case number with all
dashes and all zeroes as instructed above. Also check to make sure you are using the correct
anniversary date and in the proper format.

Revised August 29, 2023 (MJB_SP_1063h) Page 7 of 61


chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.mncourts.gov/mncourtsgov/media/scao_library/QRG-Creating-a-MyCourtMN-Account.pdf

MMC My Dashboard

e Once you have rechecked your information click Register; if you do not get a "Success” message,
contact the conservator help line (763) 347-4437.

My Dashboard

Once you have successfully connected to your case, you will be taken to the Dashboard. The next time you log
in, the Dashboard will automatically open.

MY DAS]

Help video applicable s
to this screen.

Pratected Persondz) In the Filter field, enter a name or
file number to search for an
Conservator(s) account.
Protioched Persan|s) LTt Rip -

Cabe Consenvabor

v Edts

Click an arrow in
the headings to

Click any text in blue sort the columns.

to access that
information.

Navigation
e Any text in blue is a hyperlink.
e The tabs at the top of the screen can be clicked in any order.
e Inthe filter box at the top, you can filter by name or file number (or partial name/file number).

Viewing Report History

From the Dashboard, click the Person subject to conservatorship’s name hyperlink, which will take you to the
Report History tab showing a list of reports for the case. The following statuses will appear next to the report:

¢ New The account has not been started.

e In Progress The accountis being worked on, but has not been submitted.

e Submitted The account has been submitted but the court review is not complete.

e Audit Queue The accountis in the audit queue.

e Review in Progress The accountis currently assigned to a reviewer.

e Closed The account has been submitted and the court review or audit process is complete.

Both the Annual Account and the Final Account indicate “Submitted” if it is in the CARP queue awaiting review.

The status “Audit Queue” appears right away if the Inventory, Annual Account or Final Account has gone to the
audit queue. When either the court review or the audit is completed, the status shows as “Closed.”

Online Help

¢ MMC contains help text and short videos to assist conservators in working with the application.
These resources are located at the top of most screens within MMC. If you would like to turn on or off the
Help feature, click the corresponding links shown below.
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My Dashboard

MMC
@ Helpisoff
Turn On
©Helpison
Does Patty Protected have any bank accounts, investments, or debt? Enter the value of each account as of -
urn

07/01/2015. This date corresponds with your letters of conservatorship and is the start date of your
accounting period.

Yes: No:

Watch Tutorial Proceed To Personal Property

e In some areas a question mark icon will appear.
the quick help feature and additional information about the system will appear.

9 When you see this icon, hover over it to access

Revised August 29, 2023 (MJB_SP_1063h)
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MMC

My Dashboard

Setting up the Conservator Profile

A list of all active cases to which you are assigned appears on the Person(s) Subject to Conservatorship tab.

When you enter MMC for the first time, you will need to add your current address as the conservator and the
current address of the person subject to conservatorship if it doesn’t already appear or is incomplete. Please
keep these addresses updated as needed. To add or update the conservator address and phone number, click

Edit.
MY DASHEOARD Report H :
Hi Megan Conservator!
Person(s) Subject to Conservatorship Notifications
The image available in MMC may not match what was filed with the court. Contact your local court for the filed image.
Conservator(s) View 3
Inventory Report (In Progress) for
Megan Conservator ProtectedPersen, Lucy file before 12/04/2022
: 27-GC-PR-22-35
Conservator Edit=
Get Started
Inventory Report (New) for
32 Day(s) remaining
ProtectedPerson, Sullivan file before 12/03/2022 tofile
2T-GC-PR-22-34

1. From the Conservator Profile page, enter your address information.

Notes:

If the address you are entering does not fit in the format provided, contact the conservator
help line for assistance.

You may add additional email addresses here for other parties to receive notifications from
MMC (e.g., your attorney).

UPDATE LOGIN

2. Change whether you would like to receive alerts and/or notifications by checking or unchecking the

applicable checkbox. (The checkboxes are checked by default.)

Revised August 29, 2023 (MJB_SP_1063h)
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MMC

My Dashboard

3. Click Save Changes.
This updates the address in MMC and also in the court file management system (MNCIS) once the
update is accepted.

Notes:

If your name is legally changed you will need to contact the court where your case is filed.
Your legal documents will also need to be changed. Follow instructions given by the court to
prove your name change and have your Letters of Conservatorship amended.

Cate Conservator

Phone Number

| Phone Number ‘

|

StreetNo™  Direction  Street Name™ StreetType  Direction
| Street No | ‘ Street Name H | |
UnitType  UnitNo City* State* Zip Code*

| | Unit No ‘ Gity H || Zip Code |

cateconservator@gmail.com

| Receive Alert Emails | Push Notifications

Save Changes [laNe:nICY

* = Required

Revised August 29, 2023 (MJB_SP_1063h)
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MMC

My Dashboard

Setting up the Person Subject to Conservatorship Profile

1. From the Dashboard, click the Person subject to conservatorship’s name hyperlink.

2. From the Report History page, click Edit by the person’s name.

MyMNConservator

Report History Conservators

< Back To My Dashboard

Log Off

The image available in MMC may not match what was filed with the court.
Contact your local court for the filed image.

Inventory Report (New) for

18 Day(s)
remaining to
file

Protected, Patty

Protected Person cdit »

Patty Protected
Protected Person
Anniversary Date:
07/01/2015

02-PR-15-272

Address

Phone

3. Enter the phone number and address information.

a. Enter the information where the Person subject to conservatorship actually lives, not your

information.

b. Once you check that you have verified or updated the address, the Save Changes button

becomes available.

4. Click Save Changes.

The Person’s address will be saved in MMC, as well as MNCIS once accepted.

Protected Person Profile
General Information
Pl Marse Ll Nawre:
Patny Prissiod
Ve
651595 1234 "
Address
SheckMe®  Ducclien Sl Mamc® Shock Fgpe: Buchien
Lo Lo LS
Lin Tye [P Ciy Hinte” Tip Code™
S ] L
R | harvsa werifhead o updatod e addres m S

Revised August 29, 2023 (MJB_SP_1063h)
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MMC

Adding Additional Cases

My Dashboard

1.

If you are newly appointed as conservator on another case, the case should appear on your dashboard

in MMC once your Letters of Conservatorship are issued. If the case does not appear, add the new case

(or add additional old cases) as follows:

2. From the Dashboard, on the Person subject to conservatorship(s) tab, click Add Case.

Showing 1to 1 of 1 Records

i 1
MY DASHROARD Hi Cate Conservator!
UPDATE LOGIN
Dashboard Tutorial
Protected Person(s) Notifications Reports
Conservator(s)
Protected Person(s) Current Report Case Number Anniv Date Assigned To
‘Cate Conservator
Conservator| Edit» Protected, Patty ’:’"”; {Report 1 02-PR-15-272 07/01/2015 You 2
(New|

First Previous . Next Last

Case Registration

Instructions @

Protected Person's Case Number™

Case Number

Protect Person's Anniversary Date™
MM/DD/YY

* indicates a required field.

Revised August 29, 2023 (MJB_SP_1063h)
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MMC Reports

Notifications

Notifications may be sent to your email. In addition, the Notifications tab provides the following types of
messages from MMC:

e Automated reminders about reports that are due or overdue to the court

e Co-conservators and agents that have been added to your case

e Cases on which you have been discharged or your appointment is concluded

e Messages from court staff or CAAP auditors about accounts that are under review

e Notification that a report has been opened for amendment

o MyMMNConservator Your Annual Accounting is due today. Please complete the accounting and submit it to the court today.
o MyMMNConservator Your Annual Accounting is overdue. Please complete the accounting and submit it to the court today. Your failure to comply
may result in a court hearing on the matter.

Notes:

You may click the “x” in the message box to
delete the message(s) after you read them.

Reports

Overview

The Reports tab displays a comprehensive list of reports to review or work on. From this screen you may click
to review and print previously submitted reports. The reports appear with the most recently submitted report
at the top.

e To review and print previously submitted reports, click Review.

e To access reports for updating, click View or Get Started.

MY DASHEOARD

Protecied Person(s) Hotifications

The image svvlabie in MRC may not match wiatwas Hed with the court, Contact yous local eourt far the fied imags

Conservaton(s)

Anmual Report 1 (New) for

78 Day(s)
ok G Probected, Fatty due 08/33/2016 remaining bo fie
0-PR-15-272

Inventory Report (Closed) for

Pro atty due 9822005

Goemi tuid S Cane Corsanvater
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MMC

Reports

Inventory Report

For Newly Appointed Conservators

To start an Inventory Report, from the Dashboard, Person subject to conservatorship(s) tab, ey
in the Current Report column, click Inventory Report. This opens your report. +

Personal Fropary:
0.0

An overview of the totals will appear on the right hand side.

This information changes as new assets are added to your inventory.

= Bondable Asset=
S0.00

Bomdable Aszets:

Bondable Assets = all financial assets and personal property §0.00

Net Balance = bondable assets - debt

Total Assets = bondable assets + real estate (debt is not included)

= Net Balance:
$0.00

Damsiahls Axnets

£0.00)

Real Extate
S0.00

— Total Amsets:

gnoa

Adding a Financial Account

Identify all financial accounts belonging to the person subject to conservatorship that you control as
conservator. Accounts outside the conservatorship, such as trusts, should not be included here. Outstanding
debt accounts, such as credit cards and loans other than mortgage, should also be listed. Identify each account
and the type. The account types available are:

Checking Account (Bank Account)

Savings Account (Bank Account)

CD (Investment)

Credit Card (Debt)

Corporation Stock (Investment)

Bond (Investment)

IRA (Investment)

Annuity (Investment)

PrePaid Burial (Investment) (cash value if revocable; death benefit value if irrevocable)
Life Insurance (Investment) (cash value only)
Other-Investment (Investment)

Loan-Not Mortgage (Debt)

Mutual Fund (Investment)

Brokerage (Investment)

Other Debt-Not Mortgage (Debt)

Accrued Fees-Guardian/Conservator (Debt)

Accrued Fees-Attorney (Debt)

Revised August 29, 2023 (MJB_SP_1063h) Page 15 of 61



MMC Reports

1. From the Financial Accounts tab, click Add Account.

4 &0 Days To File Last Updated Mo Updates
SARAH PROTECTEDPERSON INVENTORY REPOET  Period: 10/25/2022

CASE NUMBER:71-PR-22-2

Receivables Personal Property Real Estate Review & Submit

Does Sarah Protected Person have any bank accounts, investments, or debt? Enter the value of each
account as of 10/25/2022. This date corresponds with your letters of conservatorship and is the start date
of your accounting period. DO NOT PUT THE ACCOUNT NUMBER IN THE ACCOUNT NAME FIELD.

OHelp = 0n

Yes: MNo:

tWatch Tutorial Praceed To Receivables

Files:

There are carrertly no files uloaded.

All Accounts

All accounts for Sarah ProtectedPersan. Add current balances of accounts as of 10/25/2002,

2. Enter the account name. This should identify the name of the bank or company, not the name of the
person subject to conservatorship. If you have multiple accounts with the same bank, make the name
unique for each account. For example: Bank Name 1, Bank Name 2 -or- Bank Name Checking, Bank Name
Savings. You will not be able to enter multiple accounts with the same name. Do not use account
numbers.

3. Select type of account from the drop-down menu.

4. Enter the value of the account as of the date of your Letters of Conservatorship.

Note:

If you are not a new conservator and have previously filed paper reports or reports through
CAMPER, your inventory should match the ending list of assets on the last report filed with the
court including financial accounts, personal property (if at least $500 in value) and real estate.

5. Enter your account number. (Account numbers are protected and will not appear on your report.)

Account Name™ Account Type Value *
Checking Account S 0
Account Number®
or Cancel
* = Reguired
6. Click Save.

a. If you have other accounts repeat the process for each account.

b. On the right side of your screen you will note that the values and totals in each box change as you
enter information.
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MMC

Reports

c. On the left-hand side of your screen you will note that the numbers in parenthesis change,

indicating the number of account types you have entered.

'd

PR <o |

The numbers change
as you enter accounts.

The totals change as
you enter values.

Financial A
by $6,500.00
]
HH Bank-1 Parzonal Property:
00
Biank Aocount {2) M Bank- 2 ck 3 Bondable Assets:
.. Checking, Savings) =
600,00
Iivwestment {0}
| Stocks, Bonds) Bordabb Assets!
56,500.00
Dbt {0} -
i.e. Loans, Credit Cands] Dabi
T Ol R
40,00
Adding Receivables

Receivables are any assets held outside of the conservatorship available for the benefit of,
the person subject to conservatorship. Examples of reportable receivables include monies

or monies owed to,
owed due to a loan,

note or contract for deed; monies owed due to a court order or judgment; funds held in various types of trusts

and monies managed by a fiduciary who is not the conservator.

GO Dy To Fie Last Updated No Updat
SARAH PROTECTEDPERSON [NVENTORY EEPCRT Peripd: 10/25/2022 e "

Financial Accounts m Personal Property Real Estate Review & Submit

Is Sarah Protected Person due funds from other sources due to court orders, contracts or
loans/promissory notes? Does Sarah ProtectedPerson have a separate account for personal spending? Is
Sarah ProtectedPerson a beneficiary of a trust?

Does Sarah ProtectedPerson receive Social Security, Veterans Administration funds or railroad pension

and the conservator is NOT the representative payes/fiduciary? [If the conservator |5 the representative
payee/fiduciary, include the account on the financial accounts tab, NOT on this tab.) Does Sarah

15 the administrator, include the ABLE sceount on the financial sccounts tab, NOT on this tab.)
1T th yalue & unknowrs, then select the check boe 1o indicabe this,
es: N

& Quick Reference Guide ¥ Proceed To Personal Propety

Files:

Thare are cusroatly na files ypioaded. m

Receivable

Esport Receivables

ProtectedPerson have an ABLE account and the conservator is NOT the administrator? (If the conservator

[ Rl

Turm Cff
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Reports

1. To enter receivables, click Add Receivable.

Receivable MII' Export Recelvables
Description® Beceivable Value* Unkmown
All Receivables " —
Receivable Receivable Type Hevocablejirevocable Status
Trust - Other w ' Revocable O irrevocable O Unknown @

If the person subject to conservatorship is the
beneficiary of a trust other than a special needs ar
supplemental needs trust, enter it here. Enter the name
of the trustee in the description, Any trust should be
entered as a Recsivable even if the conservator is also
the trustee unless otherwise directed by the court.

DFE.'II'CF|

" = Required

2. Enter the description of the receivable following the instructions provided for each type.

3. Enter the value of the receivable. If the value is not known, check Unknown.

4. Select receivable type from the drop-down.

Note:

If selecting Trust — Other, choose Revocable/Irrevocable Status. See Receivable Type
Descriptions list in Appendix H for assistance with choosing a type.

5. Click Save.

Adding Personal Property

Reflect properties and their values as of the appointment date or as close as possible.

In MMC you are not required to enter personal property items unless the value is $500 or greater. For

household goods (including furniture, clothing, etc.), enter the combined value if $500 or greater. Do not list

individual items within this grouping.

Does the person subject to conservatorship have individual jewelry, precious metals, valuable collections,
antiques, furs, art, or individual furniture items that are worth $500 or more? Items such as vehicles, boats,
and recreational vehicles are also reported here. You should also report general household goods including

clothing if, or when combined, have a total value of $500 or greater.

Note:

directions for uploading a file.

Documentation to support the value of personal property items may be uploaded in MMC. See
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Financial Accounts Receivables Real Estate Review & Submit

Does Sarah ProtectedPersen have individual jewelry items, precious metals or coin collections, o
collections with a total value greater than $500, antiques, furs, art, individual furniture and househald s
goods that have a total value greater than 55007 Does Sarah ProtectedPerson have a vehicle, boar,

recreation vehicle, RV, or Motorhome?

@ Help iz on

Yes: Na

Watch Tutarisl Froceed To Besl Estate

Files:

Fhrere ave cwmenily no fles uploaded. m
All Personal Property e Proparty

If the person has personal property that you feel may be valuable but you do not know the value, consider
getting an appraisal. There are also online tools for finding values of vehicles such as Kelley Blue Book.

6. To enter the property, click Add Property.

All Personal Property Add Property
Description™ Value™
Account Types | | ' s | o
All Personal Property .
ype
(0)
Antiques
Valuables (0) Loan On Property? chancel
- Oves®no * = Required
Vehicles (0)
Others (0)

7. Enter the description of the property.

8. Enter the value of the property.

9. Select property type from the drop-down.
10. Indicate if there is a loan on the property.

a. If yes and you have already entered the loan on the Financial Accounts tab, select the
appropriate account from the drop-down.

b. If you have not previously entered the loan, select No, click Save, go to the Financial Accounts
tab, and add the loan. (See Adding Financial Transactions.)
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Loan On Property?

®ives O No

If the loan associated with this item is not
listed, save this property and return to the
Financial Accounts tab to add the loan, then

return to the property tab and edit this orCancel

to add the loan.
property to a e loan * = Required

c. Once you have added the loan return to the Personal Property tab, click Edit for the property to

which you need to add the loan. Click Yes to loan on property if it is not already checked and
connect the loan.

11. Click Save.

Adding Real Estate

Does the person subject to conservatorship own any real estate including a home, rental property, land or
business property?

To determine the value of real estate, use a recent property tax statement. You are not required to change the
value from year to year. Any loss or gain from that value will be determined should the property later be sold.

You must petition the court for permission to sell real estate. If there is a mortgage, use the mortgage balance
as of the date of your Letters of Conservatorship.

&0 Darys To Flle Last Updated Mo Updates
SARAH FROTECTEDPERSON [WVENTORY REPORET Period: 10/25/2022 Eikod B Lo

CASE NUM

R:71-PR-22-2

Financial Accounts Receivables Personal Property Eeal Estate Review & Submit

oHrIp I On
Does Sarah ProtectedPerson own a home, rental property, land, or business? Enter a brief description to =
identify the property. Enter the estimated market value from the most recent tax statement in the “Tax i
Value" field. You are not required to change the tax value from year to year. It will simply be used to
determine if there is a loss or gain on the property at the time of sale. Use the mortgage value for the
property as of the date of your letters. Remember that you must petition the court for permission to sell
real estate.

Ves: No:

‘#atch Tutorial % Proosed To Review

Files:

e ave carendly a0 Blos apoddad, Upoad 2 Flle

All Real Estate

Add Real Esate | Export Resl Estale
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1.

o v k& W N

To enter real estate click Add Real Estate.

Description® Real Estate Type Tax Value®*
Homestead o3 0
1z there a mortgage on the property? Tax Year
® yes O No 2015
Current Mortgage Amount Mortgage Interest Rate Mortgage Payment
] 0 % | 5§ 0

Iz there rental income?
®ves(UNo

Monthly rental income®

5

Are there any liens or encumbrances on the property?
®ves O No

Description Total Armount™ CIFC&I'ICE[

* = Required

In the Description field, enter the address or brief location description (not the legal description).

Select the real estate type from the drop-down.
Enter the value from the latest tax statement.
Enter the year of the tax statement.

Indicate if there is a mortgage on the property.

a. If there is a mortgage on the property click Yes.

b. Enter the current mortgage balance from the statement closest to your anniversary date.

c. Enter the interest rate from the mortgage statement.
d. Enter the monthly payment from the mortgage statement.
Indicate if there is rental income on the property.
e. If there is rental income, click Yes.
f. Enter the monthly income that is usually received.
Indicate if there are liens on this property.
g. If there are liens on this property click Yes.
h. In the Description field, enter the lien holder name(s) and the amount of the lien(s).
i. If there is more than one lien, combine the values.

Click Save.
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Review and Submit Tab

Editing Information
e Ensure your contact information (address and phone number) is up to date before submitting your report.
At any time, you can click on any tab and edit information until your report is submitted.
Protected Person Profile Information
Patty Protected
Edit é
Conservators

Cate Conservator

Previewing and Printing the Inventory Report

Click Print to preview your inventory report and/or print a copy of the inventory report to provide to the person
subject to conservatorship and the interested parties. Note that a report printed prior to answering the
questions during the submit process will not reflect the responses to those questions.

1. The print preview of the inventory opens in a new window in your browser.
2. From the print preview of the report you have two options to print:
a. Right-click your mouse and choose Print from the menu, or

b. Use the print option in your browser.

Using Print Preview in MMC

If the entire report is not viewable using the Print Preview option or the report does not print properly, change
the settings in the Print Preview header to Shrink To Fit.

a Print Preview

e g | = [1Page View v||[Shrink To Fit v
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Submitting the Inventory to the Court

Reports

When you have entered all the information in your inventory, go to the Review & Submit tab. The Review &
Submit tab also allows you to preview your inventory report at any time while you are working on it.

3 TorTile Last Updated Mo Upslates
LUCY PROTECTEDPERSON Period: 10/5/2022 i a—
INVENTORY REPORT

CASE MUMBER: 27-GC-PR-22-35

inus CAMPER Data |nventory Beview and Submit

Financial Accounts Receivables Personal Property Real Estate

Report Information

subimit

Inventory Repart {In Progress)

Profile Information for Bersan Subject to Conservatorship

Due Date
Laraal Lucy Protected®Persan

245 Minnesata Way Horth Financlal Assets:
County £0.00
Hennapin St Paul, MM 55511 %
Judiclal District (G51) 223 SR Personal Property:
4th District Ediz $ﬂ.ﬂl;|
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To submit your report to the court, click Submit and respond to the subsequent series of questions. If you
click out of the submit process, you will start again at the first question when you return.

1. Indicate if you are a Professional conservator.

a. A professional conservator is defined as someone appointed for three or more protected persons
that are not related to the conservator.

Professional

Arepu & prelssnns comsnvaten? Uves e

2. Indicate if your conservator profile is accurate and complete (it should show your current address).

a. If your conservator profile is inaccurate/incomplete, you must return to the summary page
and correct the profile information.

Conservator Profile

Darve Comemnzator
433 Anyewtara Cir Karth

St Paul, MM 35801

ks tha conservazor peofile information accurats and complata?

ik Ho

m

3. Indicate if the person subject to conservatorship’s profile is complete (it should show the current
address).

a. If profile is inaccurate/incomplete, you must return to the summary page and correct the
profile information.

Protected Person Profile

Carria Frofected-Faman
234 Sormamene 5L

St Paul, Mk 55101

15 the protected parsen's profile information aCcurate and comalate?

Was o

e m
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4. The Bond Information box shows you the surety bond(s) that the court has on file for this case.
a. Indicate if there are any bonds that are not reported above.
i. If yes, add the company name and amount of the bond and click Add.
b. Indicate if this information correctly shows the bonds that now exist in this case.

i. If no, provide the correct information in the comment box for the court to review.

Bond Information

There are no bonds in this case.

Are there any bonds? ®Yes UNo

Company

Is the above information concerning the bond(s) correct?

CiYes ®No

Please provide correct bond information:

NEXt

5. Indicate that you have provided service of the inventory.

a. By checking this box, you confirm that you have provided a copy of the inventory to the person
subject to conservatorship and any interested persons.

b. In the text field, enter the names of all interested persons that were served. Separate the
names with a comma.

Affidavit of Service

1A copy of the report has been given to E THOMPSON and the following interested
partiest

{Separate names with a comma)

“You are required to serve 4 copy of this report on the protected person and interested
parties. I you don't know who the rn.reraﬂedpmi@s are in your case, refer to the initial
petitian for intment and M.5. 524.5-102 - See Subd, 7 or consult your attomey.

“if protected person cannol be served because they are deceased indicate in the comment
box: “Protected Person deceased”,

Nat
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6. Confirm the accuracy of the report.
a. By checking this box you will confirm, under penalty of perjury:
i. that you have read the Inventory Report,
ii. that it is an Inventory Report of all property belonging to the protected person,
iii. that you do not know of any mistake in the Inventory Report, and

iv. that the inventory is correct to the best of your knowledge and belief.

Accounting Confirmation

By checking this box |, Cate Conservator, under penalties for perjury,
say:
(1) that | have read this Inventory Report,
(2) that this is an Inventory Report of all property belonging to Patty
Protected,
(3) that | do not know of any mistake in the Inventory Report,
{4) that it is correct to the best of my knowledge and belief. ¥}

Save or Print a copy of this image for your records or contact your local
court for the filed record. MMC does not maintain the exact document
filed.

7. From here you may print a copy of the report, return to the previous questions, go back and make

changes to the inventory, or proceed to submit the report. If you opt to print the report, you must still
return to this question to submit the report.

8. If you leave and return to the inventory, you will need to go through the submit process again.

9. If you select to leave you will receive the below warning.

Inventory Report - Confirm Dialog

Are you sure you want to exit? You have not submitted your report. To exit, click "Yes”™, To
continue with submitting your report, click "No".

10. Click Submit to file your inventory with the court. This may take a few minutes.

r hl
Message from webpage u

ié Submit successful
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11. You will receive a verification message indicating your submission was successful.
a. If your inventory was successfully submitted, it will be sent to the court.

i. You may confirm this by returning to the Reports tab on your dashboard. Beside
“Inventory Report”, it will indicate Closed.

MY DASHEOARD

Protected Persons) Hy

conservator{s)
Anmal Report 1 (New) for
SR 37 Dayls] rsm

Cate Conservator

Protected, Patty due 98/30/2018

bty
vtz Efts bt

Inventory Report (Closed) for

P due 083072015

b. If your inventory failed to send:
i. Check your internet connection. If your internet connection is ok, try to re-submit.

ii. Log out and check the Welcome page for announcements indicating if MMC is
currently unavailable. Return to the program after it becomes available again.

iii. If the inventory still fails to send, contact the service desk via the link at the bottom
of this website: www.mncourts.gov/conservators

c. Once submitted you will be returned to the review page where you may again print the report if
you wish.

12. You may now return to your dashboard to start the next report or log off.

Annual Account Report

Starting the Annual Report

To start your account, from the Dashboard under Current Report, click Annual Report. This opens your
report. An overview of the totals will appear on the right hand side. This information changes as new
information is added to your report.

e Bondable Assets: All financial assets + personal property
¢ Net Balance: Bondable assets - debt
e Total Assets: Bondable assets + real estate (debt is not included)
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Annual Account Report

Recording Income and Expenses

1. From the Income and Expense tab, click the financial account on the left that you are working on.

2. Click Add Transaction.

Note:

Work from your financial account statements, not from your check
registers. Only transactions that have cleared the bank should be entered.

Financial Accounts Receivables Personal Property Real Estate

Thare are curremtiy no fles opforded

Files:

SV Upload Export Transaction

Hext Last | of 0 pages

Account Types

Note:

When you first enter MMC, the transaction date defaults to the current
date; once you’ve entered a transaction, the date defaults to the last date
entered.

3. Enter the date of the transaction from the financial statement.

4. Check Income or Expense.

Review & Submit

Page Size 502

QHeip s o

Financial Assets
S000

5. Enter a Description for the transaction (e.g., from whom the money was received (received from), or to

whom the money was paid (payable to)).

6. Enter the Amount.

7. Selecta category relevant to the transaction. (If multiple categories apply, select one relevant category
for the initial entry and see the following instructions for splitting the transaction.)

8. Confirm or select your account. (Once your account is selected, it will default to that account.)

9. Click Save or Save and Add Another.

Kt | | Last ofd pages P Sizw 19025 5

D™ emsrrapbions ™ o™

0518,

iE

1 incame Feyvserd Trpu™ Chack Howber™
= Exprnme ek b

'Tmn-_nr

Catmpmry”

L
Padciat’

¥R Bank - 1 [Faingy 5500000 I mmﬂ e

= Reguired
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Viewing Your Transactions

1. When you enter transactions, they will post in date order with the most current first. If you do not see
the transaction you entered, make sure to check other pages. You can select the page you want to
view from the numbers 1, 2, 3 etc., or you can click next, last, first, or previous. The application
defaults to page one after each addition, edit, or deletion of a transaction. Make sure to click on the
correct account on the left-hand side to see the transactions entered in that account.

2. When you view your transactions, you can choose to see 10, 25 or 50 transactions on a page. If you
choose to view 10, the system should perform faster than if you choose 50, but you will have fewer

pages to look through if you pick 25 or 50. Click the number of transactions you wish to view on a
page. (The defaultis 10 transactions.)

3. If you entered some transactions directly within the application and some transactions by .csv upload,
the transactions may show on different pages.

1. 2 o ™~
MNext | Last | ofOpa Page Size 10 25 50

Date™ Description® Amount*
08/1/2015 Cable Bill 5 150.00

=
O income Payment Type* Check Number*
] Expense Check ﬂ
[ Transfer

Category™

]
Account”
MN Bank - 1 (Savings) $5,000.00 ﬂ DTCB‘TEG
* = Required

To check your transactions, here are some other options:
e On the Income & Expense tab, Export transactions. This creates a spreadsheet with your transactions.
e On the Review & Submit tab, click Print for a print preview of all transactions by category.
e On the Review & Submit tab, scroll down the page until you see Income & Expense Overview.

o Click the detailed overview and you can sort, search, and print
your transactions. To sort your transactions, click on the double INCOME & EXPENSE OVERVIEW
arrows in the column headers. To search, use the filter box.

S DR T Y L

lmmme&Erpensesmajledvim m

Dake Description  Account Type Wasmbar  Amount  Trassaction

- Porsonal Fropary
- Drspoed

514000 Debt - Intere

RIS Savings rustong Savings SOASLO0  immeestrrant - Ot

2635 Chase Chase 5 S fitel|  Dabi - interest
IS Target MuEInk-2  Checaing 5100.23)  Food- Groceres

2 Checking [s2anE) Pebt- Interest

=a

Fist Provius [ Mest Lase ||
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Entering Transactions for Debt Accounts

1. From the Income & Expense tab, under Account Types, click the debt account you are working on.

PATTY PROTECTED 15T ANNUAL REPORT Period: 741/ 1015 - 741/ 3016

CASE NUMEER: 02-PR-15-272

Esport Traneactions Tuton

Financial Aocounts m Personal Property Real Estate

|
| Account Types |
Files: mieve ave comentyne Ses g ch
ase |
Chasecreditcard | Crecitcard [ Il A
it gL | (54,680.00)
B
Account Types Bank-1 |
. 4 Daseaipiusn
i Savings
Credit Card $5,000.00 Ehaze
{54, 680.00) I
WM Bank - 1 MN Bank-2
“L::gu Checking
$1,500.00
MM Bank - 7
Chuscking
il Trustone
Trustone Savings
>avings 4
ik $9,842.00
‘\":: tard Visa
{52.468.00 Credit Card
(52,468.00)

TF Monihs To File Lasi Updated 37267015 20015 FM

Review & Submit

Page Sibs 1075 52
Amount

154,68005)

OHeID IOt

Tum dn

Firancial Assets;
516,342.00

¥

Puizans Projty:

F0,000.00

- Bondabile Assefs:
f--L LR

Bl able Ausetic
£3%,342.00

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

Eondate Avsets:
§25342.00

£

Fmal Extane
S505,000.00

e To enter a charge or expense:

1. Click Add Transaction and enter an expense transaction similar to how you would with any

financial account.

2. Check Expense.

3. Use the payment type Debit or EFT and select an appropriate category.

4. Click Save.

el i e Y R
Chchd Angither SccoaniT
) [ R [ or1pages Page Sizo 10 25 50
Account Types :
D™ P S
Chiasa i
2 A I0LE Octabar + Lath Fodl x | 5 4s000
Cradit Tard 1
{54,680.00) i
[ e Pt Ty
MM Bank -1 o Expense Dbt Or EFT W
Savings iy =
S10,000.00
Catmgory”
MM Bank -2 Fres - Late 1~
Chacking
e J dasit”
Savings * = Requined
Ancount ¥
Savings oB//20L% Defoit O EFT Vi |52.408.00)
250000
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To enter debt interest:

1. Click Add Transaction and enter an expense transaction similar to how you would with any
financial account.

2. Check Expense.

3. Use the payment type Debit or EFT and select the Category Debt - Interest.

4. Click Save.

. . a .CSVHelp .CSVTemplate
Visa Credit Cari RCVURCR I Add Transaction | Export Transaction
(Add Another Account?)

First Previous . Next  Last of 1 pages Page Size 10 25 50
Account Types

Date” Description” Amount”

Chase 10/29/2015 Octob Int it 450.00
+ .

Credit Card /29 cloberinteres .
(54,680.00) =

O income Payment Type™

MN Bank - 1 ™ expense Debit Or EFT

Savings Transfer

$10,000.00

Category®

MN Bank -2 Debt - Interest

Checking

$1,375.09 Accout”

Visa (Credit Card) $2,468.00 Save and Add Another [IgeERTE

Savings "= Required

Account 2

Savings 08/26/2015 Debit Or EFT Visa ($2.,468.00)

$500.00

e To enter a return for purchases on a credit card:

1. Click Add Transaction and enter an income transaction similar to how you would with
any financial account.

2. Check Income.

3. Select the Category Refund.

4. Click Save.

MM Bank -2
Chacking

508

Créadet Card
52,468.00)

it ﬂ ast ol i pages
s P
08167201 Macy's Reburn
]
Bincome
[ expanze
Transim
Caimgery*
Rafund |

Use boe Lan, smemrare or b fyper o rebeme,

Py
taa (Credit Card | $1,458.00 et
OBFI6/ 205 Dkit O EFT

Wisa

* = Reguired

Pagge Saza 1025 5

Sawva and Add snathar  (ERREEEH

|52 463.00)
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Making Payments to Debt Accounts

1.
2.

N o v ok

From the Income & Expense tab, click the financial account you wish to make the debt payment from.

Click Add Transaction.

Check Transfer.

a. The Description will automatically indicate Transfer From or you can enter an alternate

description.
Enter the payment amount.
Select the payment type Debit or EFT or Check.

From the To Account drop-down, select the debt account that was paid.

Click Save.
First| Previous| 8 Next | Last of1pages Page Size 102550
Date® Description® Amount’
0B/26/2015 Transfer From S 250.00
=
=]
income Payment Type*
[ expense Debit Or EFT
¥ Transfer
Account”
MN Bank - 2 (Checking) $1,375.09
To Account™
Chase (Credit Card) $4,680.00 Save and Add Another [SgeEnte
* =Required
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Transfers between Accounts

Transfers are made under the Income & Expense tab

1.
2.

N o un s

From the Income & Expense tab, click the account you wish to transfer from.

Click Add Transaction.

Check Transfer.

a. The Description will automatically indicate Transfer From or you can enter an alternate

description.

Enter the amount to transfer.

Select the payment type Debit or EFT or Check.

From the To Account drop-down, select the appropriate account you wish to transfer to.

Click Save.

MN Bank - 1 Savings

(Add Another Account?)

.CSV Help .CSVTemplate

corvnens [

Account Types

Chase
Credit Card
($4,680.00)

MN Bank - 1
Savings
$10,000.00

MN Bank - 2
Checking
$1,375.09

Savings
Account 2

Savings

First Previous Mext Last of 1 pages Page Size 10 25 50
Date Description® Amount”
10/29/2015 Transfer From S 5000.00
=
[income Payment Type"
[ Expense Debit Or EFT
I Transfer
Account®
MN Bank - 1 (Savings) $10,000.00
To Account”
MN Bank - 2 {Checking) $1,375.00 Save and Add Another [geeRlel
*=Required
08/27/2015 Sold 5$5,000.00

$500.00
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Entering Split Transactions

A split transaction reflects more than one category for one income or expense entry. After entering the
transaction for the full amount using one of the applicable categories, perform the following the steps:

1. Hover over the transaction to be split until you see a popup menu to Edit|Delete. Click Edit.

E et Ssr of 1 pages FPaga Size 10 5 50
Account Types
Daté Payment Typs Description LR

Chase

(26201 F (54,5200
Cradit Card 026015 Deb® Or EFT Chama (3L, A30.00
|54,620.00| [Edit | Desbete
MH Bank - 1
Savings
SEL00.00

2. Click Split Between Categories.

First Previous . Mext | Last of 1pages Page Size 10 25 50
Date Payment Type Description Amount
Date® Description® Amount*
08/26/2015 Chase 5 4680.00
=
Income Payment Type"
| Expense Debit Or EFT
Transfer
Category” [[] Courtorder expenze
Debt - Interest
@Between CategoE
Account®
Chase (Debt) $4,680.00 ar Cancel
* = Required

Close | Delete
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3. Enter the new category and the amount to -
be split out from the original entry.

. Split Transaction Between Categories
4. Click Save Changes.

a. For multiple splits, click Add More. PERL Cal ceony G
Chazse Debt - Interest -4680.00
Note: Chase
It is not necessary to split beyond 2-3 © Add More
categories on a single transaction.

Save Changes [JOUNERe-RT:]

"
Adding a New Financial Account within the Annual Report
If you need to add an additional account because you discover an asset that was omitted from the inventory,
add a new Financial Account.
1. From the Financial Accounts tab, click Add Account.
2. Enter information of the account being added (without the value).
) 33 Days To File Last Upda
LUCY PROTECTEDPERSON Period: 10/5/2022
INVENTORY REPORT
CASE NUMBER: 27-GC-PR-22-35
Previous CAMPER Data Upload a File Tutorial
Financial Accounts Receivables Personal Property Real Estate Review & Submit

iles:

here are currently no files uploaded. Upload a File

All accounts for Lucy ProtectedPerson. Add current balances of accounts as of 10/05/2022.

Click Save.

Go to the Income and Expense tab.

Select the account that was entered in the first step.
Select Add Transaction.

Select Income.

Enter the date of discovery of asset.

v ® N o U s ow

Enter the description of asset (e.g., Discovered new account, or Account not reported, etc.).
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10. Enter the value of the asset on the date of discovery.

11. Select the category Asset Omitted from Inventory/Account.

First Previous . Next | Last of 1pages Page Size 10 25 50

Date® Desenption® Amount™
08/26/2015 Savings Account 2 S 500.00

B
Wl Income
| Expense
Ul Transfer
Category™

Assets Omitted from Inventorym-:cc
An azset dizcovered after the inventory haz been filed

may be entered here.
Account™
Savings Account 2 {Savings) $0.00 Save and Add Another [elReElla=l|
*=Required
12. Click Save.
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Opening a New Financial Account with Funds from an Existing Asset

Identify your new financial account:
1. From the Financial Accounts tab, click Add Account.

2. Enter information of the account being added (without the value).

33 Days To File Last Upda
LUCY PROTECTEDPERSON Period: 10/5/2022
INVENTORY REPORT
CASE NUMBER: 27-GC-PR-22-35
Previous CAMPER Data Upload a File Tutorial
Financial Accounts Receivables Personal Property Real Estate Review & Submit

iles:

here are currently no files uploaded. Upload a File

All accounts for Lucy ProtectedPerson. Add current balances of accounts as of 10/05/2022.

3. Click Save.

4. Transfer the funds from the existing account to the new account following the instructions for transfers
between accounts.
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Closing an Account

You may need to report that an account has been closed or remove an account from your report. To close an
account, the value of the account must be zero. If the balance is not zero, report the appropriate transactions
to bring the account to zero. If you transferred the existing balance to another account, follow the instructions
for transfers between accounts.

1. From the Financial Accounts tab, select the account you want to close.

2. Check the box that states Close/ Remove Account.

Name Type Value
MM Bank-1 Savings £5,000.00
MN Bank -2 Checking 51,375.09
Trustone Savings 59,842.00
Account Name® Account Type Value *
Savings Account 2 Savings Account LY 7
Account Humber® Interest Rate
000550055 2.00 %
Cknefﬂenmveﬁcmuntmh . -
= Required
Close
\isa Cradif rard (52,468 001
3. Click save.
4. If the account is not at zero, a Remaining Balance
message will appear:
5. At the confirmation message, “Are Thereis a balance on the selected account. In order to close this
. account, you must go to Income and Expenses to transfer the
you sure you want to close this remaining balance or report appropriate transactions.
account?” select Yes to close the
account.

Cancel

6. The account you closed should now
say Closed in the value column.

Important:

On an account that has been opened and closed without transactions, this operation
cannot be reversed.
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Updating Information Regarding Receivables

> W N

From the Receivables tab, review and update information before submitting your account.

Under All Receivables, select the receivable that needs to be updated.

Update the Description, Value (if known), or Receivables Type.

Click Yes to report any receivables that have been fully paid/settled/closed during this reporting period.

Financial Accounts Incoma & Expenses Parsanal Property Real Estate Rewiew & Submit

Files;

Thare are cumeny o filkes pinagsd

John Doe Loan/Promissory Note

Arerphier Povosab by Valan®
All Beceivables e
ohn
Jahm Doe Ll !
LoanyPromisdory Mot Loan  Pronssniry Mot W
thi gsaigien subjict b consenatorship is eetithd o bt undbir & fommal o
oy Do, Trastoe T hie psarsen subject bo ervatarship is estithed o nepaymest under a fam
% informal i agresment of proniEssany note, st it hers. Ident®y tha nama ol ths
peron that owes the money in the descriphion. IFHRis iz 3 writhen sgresmens, upload &

mopy of that agresmant to the report

He the ooligation been fully paidis=ttiediciosed? O ves @ ug

Disposing of Personal Property

Ugdiad & File

or

= Ringuined

o v k& N

From the Personal Property tab, select the property item to be disposed.
Answer Yes to the question “"Did you dispose of this personal property?”
Enter the date the property was disposed.
Enter a Disposition Description (i.e. sold, destroyed, donated, stolen, etc.).
If it was a court-ordered disposal, check the applicable box.
If funds were received for the asset:

a. Note the account into which the proceeds were deposited.

b. Enter the amount received.
If no funds were received, enter 0.00.
Click Save.
The value for this item will change to "DISPOSED"” on the Personal Property tab.
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2011 Honda Accord 5 7000.00

Type
Car/Truck

I:‘(hurleniu'pt-dmm

Loan On Property?
O ¥es® No

Did you dispose of this personal property? ® Yes O No

Add an Income Transaction for the property sale:

oo Disposition Description®
08/27,2015 Sold
&
Proceeds Deposited into I:l(:ﬂlrtnlierd'ml
MN Bank - 1 (Savings)
Sale Amount Category or Cancel
i w
S | 5000.00 Personal Property Disposed * = Required
Close
diamond ring £2,000.00
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Recording the Sale of Real Estate

Note:
A court order is required to sell real estate.

1. From the Real Estate tab, select the property sold from the list on the left.
2. Click Yes to the question “Have you sold this Real Estate?”
3. To add the income transaction for the sale:

a. Enter the sale date.

b. Enter the Sale Description (i.e., Sold to John Doe).

c. Enter the net amount received from the sale.

d. Note the account into which the proceeds were deposited.

Financial Accounts Income & Expenses Receivables Personal Property Real Estate Review § Submit

Files:
There are currently no files uploaded. Upload a File
Real Estate AddReal Estate | Export Real Estate
Description” Real Estate Type Estimated Market Value*
Real Estate ypes Cabin Vacation Home v 5 2000000.00
Cabin Is there a mortgage on the property? Tax Year
Vacation Home Oves@®no 2022 v

Is there rental income?

OYes® No

Are there any liens or encumbrances on the property?

OYes® No

Have you sold this Real Estate? ® Yes O No h

Add an Income Transaction for the real estate sale:
Sale Date Sale Description
11/01/2022 Sale to Mary Roe

Net Proceeds

$ | 220000

Proceeds Deposited Into

Favorite Bank W
ereen cel
If you sell real estate and the proceeds are deposited into a new account, you must

. 3
=Required
add the new financial account. Turn on HELP for additional instructions. q
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Submitting the Annual Account to the Court

Answer a series of questions before you submit your report:
1. Indicate if you are a professional conservator.

a. A professional conservator is defined as someone appointed for three or more persons subject
to conservatorship that are not related to the conservator.

2. If there is a judgment on this case, the information from the court record will appear here.
a. If the information is accurate, click Yes.

b. If the information is not accurate, click No and enter the correct information. This information
will be sent to the court for review.

3. The Bond Information box shows the surety bond(s) that the court has on file for this case.
a. Indicate if there are any bonds that are not reported above.
i. If yes, add the company name, amount of the bond, and click Add.
b. Indicate if this information correctly shows the bonds that now exist in this case.

i. If no, provide the correct information in the comment box for the court to review.

Note:
If the bond record has been connected to co-conservators, the bond will show up multiple times,
once for each co-conservator. Enter a response to clarify there is only one bond if appropriate.

4. Indicate if any court has ever removed you or any co-conservator from serving as a conservator or
guardian.

a. If Yes, enter the conservator, state, county, city and case number.

b. If No, continue to the next question.

Removal Information

Has any court ever removed you or any co-conservator from
serving as a conservator or guardian? If yes, enter conservator,
state, county, city, and case number.

@ ves O No

Conservator State Case Number

Conservator [Sample Conservator |

State Alabama V|
County
City

Case Numbe

e ]
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5. The Reimbursement Information dialog shows the

guardian/conservator fees that you reported within
the annual account.

a. Complete the fee information

b. Indicate if you received any additional

compensation for your service as a
conservator and/or guardian.

i. If Yes, provide the amount.

ii. If No, indicate No and click Next.

6. Checking the box in the Affidavit of Service dialog
confirms that you have provided a copy of the
account to the protected person and any interested
parties.

a. In the comment box, enter the names of all
interested parties that were served.

b. Separate the names with a comma.

7. Check the box indicating, "The Annual Notice of
Rights was given to the person subject to
conservatorship and the interested persons:”

a. In the text box, enter the interested persons
that were served.

b. The link in this box provides you with a link

to the court forms website and the Annual
Notice of Rights Form.

i. Go to this webpage, print the Annual
Notice of Rights if you have not
previously done so.

ii. Complete and serve the Annual

Reimbursement Information
Guasdian/consesation lees reparted onthis annual regor:
$500.00

\ihat is your hourty fea’®
o
D ol harve & vaiiabibe Rate? ® Yes U No
What is your Mindmum Fee:
£
What is your Maximum [ ee:

54

Dl yone reserive adfitional compensation for your services?
(es UNe
Affidavit of Service
A copy of the report has been given to E T and the following i
parties:

{Separate names with a comma)

“You are required to serve d copy of this report on the protected person and interested
parties. I you don't know whe the interested parties are in your case, refer to the initial
petition for. intment and M. 5. 524.5-102 - See Subd, 7 er consult your sttormey.

“if protected person cannot be served because they are deceased indicate in the comment
box; “Protected Person deceased”,

Annual Notice of Rights

The Annual Notice of Rights was given to Sample Person
and the following interested parties:

Link to forms page on MJB website

i |

Notice of Rights, along with a copy of the annual account on the person subject to
conservatorship and the interested persons.

iii. You may stop at any time during the submit process to complete this task.

8. Check the box indicating, “Criminal

Background Accuracy”. Criminal Background Accuracy

a. If Yes, provide details of the change.
b. If No, click Next.

9. Check the box indicating, “Final Report” only
when the conservatorship has terminated.

Has the information in the most recent criminal background study on file with the court
changed? OYes ®No
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a. If this is not the final report, continue
to click Next and continue to step 10.

b. If this is the final report, refer to the

section, “Identifying Your Report as
the Final Account”.

By checking the Accounting Confirmation box, you are
stating, under penalties for perjury, that you:

c. have read this account report,

d. that this is a full accounting of all
property belonging to the person
subject to conservatorship,

e. that you do not know of any mistake in
the report, and

f. that it is correct to the best of your
knowledge and belief.

10. Here you may print a copy of the report, return
to previous questions, go back and edit your
account or submit the report.

11. If you return to the account, you will need to
go through the submit process again.

Final Report

I5 this the Final Report? Cves ONe

m

Accounting Confirmation

By checking this box I, Cate Conservator, under penalties for perjugy,
say:
(1) that I hawve read this 1st Annual Report,
(2) that this is a true and full account of the protected person's
property,
(3) that | do not know of any mistake in the 1st Annual Report, and
(4) that it is correct to the best of my knowledge and belief.[]

Save or Print a copy of this image for your records or contact your local

court for the filed record. MMC does not maintain the exact document
filed.

12. If you select to leave you will receive the below warning.

Annual Report - Confirm Dialog

13. Click Submit to file your report with the court.

Are you sure you want to exit? You have not submitted your report. To exit, click "fes". To
continue with submitting your report, click "No".

This may take a few minutes.

’
Message from webpage g

) ié Submit successful
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14. You will receive a verification message indicating your submission was successful.

a.

If your report was successfully submitted, it will be sent to the court.

Conservator|s)

ol Cinici vl

or| Edits

You may confirm this by returning to the Reports tab on your dashboard. Beside
“Annual Account”, it will indicate “Submitted” if it is in the review queue awaiting
review. It will show “Audit Queue” if it has gone to the audit queue. When either the
court review or the audit is completed, it will then show as Closed.

Protected Personis) Natilications

Thie g aviailabibe i MMWC My 10 Sane what wac isd with the ot Contact your bical court far the fiked image.

Fersisw ¥

Final Report 2 (Submited) for

e 08,30/2017

Subemitied By Cate Comservator

Rlew 3

Anmual Report 1 (Awdit Guene) for
o 1

7 e 06 B

Rerelew ¥

If your report failed to send:

Check your internet connection. If your internet connection is ok, try to re-submit.

Log out and check the Welcome page for announcements indicating if MMC is currently
unavailable. Return to the program after it becomes available again.

If the account still fails to send, contact the service desk via the link on the “Contact Us”
tab of this website: www.mncourts.gov/conservators.

b. Once submitted you will be returned to the review page where you may again print the report if
you wish.

15. You may now return to your dashboard or log off.
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Identifying Your Report as a Final Account

A final account is filed when the appointment of the conservator has been terminated. Submitting your account
as a final account will include language on your report requesting you be discharged as conservator. A question
within the submit process will ask you if this is your final report. If you select yes, you will be asked to indicate
why it is a final report and provide your last transaction date.

Final Report

Is this the Final Report? OYes ONo

Previous Next

Final Report

Is this the Final Report? ®Yes ONo
Note: Indicating YES for a final report means your appointment has ended and will include a

request to be discharged as conservator.
Final Report Reason:

Protected Person restored
Successor conservator appointed
Protected Persen deceased
Assets Depleted or Other

Set Transaction End Date:

1/29/201%
= The date that you enter will be provided with
= 0 this annual account. If the protected person is
restored to capacity use Date of Restoration. If
the protected person is deceased, use Date of
Death, if the protected person has a successor

conservator, the assets are depleted or there is )
Previous Next
another reason for the final account use the
accounting ending date or Date of Discharge.
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Appendix A: Designated Agents

Designating an Agent

An agent is typically an attorney or an accountant hired to assist you with preparing your reports to the court.

The Designated Agent will need to connect to the case using the same method that you use. They will need to
set up their own MyCourtMN account and register the case with the case number and anniversary date.

1. To designate an agent to assist with preparing your reports, under the ‘Assigned to’ column on the
dashboard, click the pencil icon.

Assigned To

You

2. From the dialog box, click the checkbox indicating Enable Designated Agent.

[lenable Designated Agent

or Cancel

3. Click Save Changes.

On the Dashboard, under the ‘Assigned to’ column, you will now see “You & Designated Agent”. Now
your designated agent can register and connect to your case.

Un-designating an Agent

1. Next to You & Designated Agent, click the pencil icon.
2. From the dialog box, uncheck the box indicating Enable Designated Agent.

3. Click Save Changes.
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You may export your financial accounts, income and expense transactions, personal property listing or real
estate information to a spreadsheet following these instructions. You will need a spreadsheet program to
perform this task.

Exporting Financial Accounts to a Spreadsheet

1. From the Financial Accounts tab, click Export Accounts.

2. A pop up message will ask, "Do you want to open or save FinanceAccounts.csv from
mmc.courts.state.mn.us?”

3. Your options are Open, Save, or Cancel. Click Open.

4. A spreadsheet of your account information will open.

Exporting Income and Expense Information to a Spreadsheet from an Annual Account

e From the Income & Expense tab, click Export Transactions.

e A pop up will ask “Do you want to open or save Transactions.csv from mmc.courts.state.mn.us?”
e Your options are Open, Save, or Cancel. Click Open.

e A spreadsheet of your transaction information will open.

Exporting Receivables Information to a Spreadsheet

e From the Receivables tab, click Export Receivables.
e A pop up will ask “Do you want to open or save Receivable.csv from mmc.courts.state.mn.us?”
e Your options are Open, Save, or Cancel. Click Open.

e A spreadsheet of your receivables information will open.

Exporting Personal Property Information to a Spreadsheet

e From the Personal property tab, click Export Property.
e A pop up will ask "Do you want to open or save Personal Property.csv from mmc.courts.state.mn.us?”
e Your options are Open, Save, or Cancel. Click Open.

e A spreadsheet of your personal property information will open.

Exporting Real Estate Information to a Spreadsheet

¢ From the Real Estate tab, click Export Real Estate.
e A pop up will ask "Do you want to open or save Realestate.csv from mmc.courts.state.mn.us?”
e Your options are Open, Save, or Cancel. Click Open.

e A spreadsheet of your real estate information will open.
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Appendix C: Uploading a File

You may provide supporting documentation relative to your inventory or annual account by uploading a file in
MMC.

Materials such as appraisals, receipts, bank statements, and investment account statements that support your
annual account can be uploaded and stored in MMC. Only PDF files can be uploaded in MMC. You may search
the Internet for instructions on how to create a PDF file if you are unsure how to do that. These documents will
be accessible to conservator account review program staff when they review your accountings and conservator
account auditing program auditors when they audit your accounts. These files will NOT be filed with the court
in the court case management system.

To upload a file:

1. Go to your inventory or annual account associated with the file.

2. Click Upload a File.

Financial Accounts Income & Expenses Personal Property Real Estate Review & Submit

Files: There are currently no files uploaded. Upload a File o Help is Off
Turn On
All Personal Property Add Property Export Property
oo Financial Assets:
Account Types Description Type Value $1,100.00
,100.
Truck +
C Car/Truck 10,000.00
All Personal Property o q' ° Personal Property:
Necklace Jewelry DISPOSED $10,000.00

3. Click Browse and select the .pdf file you want to upload.
4. Click Open.
5. Click Upload.

After you've submitted your report, you will be able to view your uploaded .pdf documents from the report
review. You can also upload additional supporting information requested by the court by using the “Upload a

File” button:
File Uploads
Files:
Example Attachment.pdf
Upload aFile
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Appendix D: Professional Conservators

MMC has features unique to professional conservators that allow them to manage their caseloads by identifying
employees and assigning cases to those employees. The first person to set up an account for the professional
conservator will automatically be recognized as an administrator.

If MMC recognizes multiple party records from court records (MNCIS) for your name/company, you will see the
name multiple times along the left side of the screen. The top tab on the left will identify “All.” From the All

tab, you can access all cases; however, you cannot assign cases from that tab. You can only assign from the
individual conservator tab(s).

As appointments are made for the professional conservator on new cases, the case may automatically appear
on the dashboard. If not, click "Add Case” and register the case with the file number and date the Letters of
Conservatorship were issued.

Hi Conservator Company!

MY DASHEOARD
UFDATE LOMGIN
Protected Person(s) Motifications Reports Employees
Conservator(s) Unassigned Protacted Person
Click the Assign bumon to assign an employes to this protected person.
Conservator

Cnmpany Protected, Petar  Invantory Report m
Professional te i
02-PR-15-274 [New)

Edit =
& Add Case e

otected Person(s) Current Report Case Number Anniv Date Assigned To

s
Additional Party
tabs, if any, will
appear here.

Mo data available in table

Showing 0 to 0 of O reconds
First Prewous Mext  Last
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Adding Employees or Additional Administrator(s)

To see the employees list, click on the "Employees” tab. To add employees, click *Add Employee.”

MY DASHBOARD

Conservator(s)

Conservator

LIH'I'IPM]'

Prafessicnal
Edit»

Protected Person(s) Motifications

Reports

Filter

Employee Campany

Corgervaton Compary

. Conservator Comga
amyconsenatonFEgmail.com m

Showing 1101 of 1 Reconds

Employees

Open Cases Status

Hi Conservator Company!

UFDATE LOGIN

4 fuded Empleyis

ACtivE

First  Previous . Mext  Last

An administrator will be able to add and assign cases and add and deactivate employees.

Identify the employee as an administrator (with rights to assign cases and add/deactivate employees) or as an
employee (with access to work only on the cases that are assigned). You may have more than one
administrator. In fact, it is a good idea to assign a second administrator in the event that one leaves the
agency/company. The employee then needs to create their own MyCourtMN account and must use the same
email address when setting up their account as was used by the administrator to add them as an employee.

Add Employes

Conmpasy®

Comemrvator Company

First Mame”
Ecwam
Laat Murse™

Emploged

Email”

edwardemployee@gmakoom

Account Permissions

User Typ=

AcEansirginn

" = Ranuid
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To change an employee’s role, click on the employee’s name on the employee tab and then on “Edit Employee.”

Edit Employee

Conservator Company

Emiadl
amyconservator@gmail.com

Rale
Administrator

Account Permissions

Usar Type

Administratar |

m nl. Lﬂllel

* = Requsired

To make an employee inactive, change the status from active to inactive on the employee tab. You cannot
make an employee inactive while cases are assigned.

Hi Consesvalor Comganyl

MY DASHEOARD
PDATE LOGIN
Pratected Perion (1) Natifications Reparts
Conservatons)
Employes Company Dpen Cames Skatus
Conservabos Compasy
Prodesiongl  EdRs Conservator Company Conssnastor Company a Artive

amyronserator@grailoom

Edwan Employse

Corcainabor Com pan Activa
atwardsmployso@amaleam et gl 2

Emily Employes & e 2 L
orser ompan J Artive
mmilysmployesZemailoom ik

Showing L to3 of 3 Records

At Previows [l Mea Lomt

EMILY EMPLOYEE
EMILYEMPLOYEE@EMAIL.COM

Active Employee

® Active O Inactive

Save Changes [IgieEUlSl
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Assigning Cases

Unassigned cases appear at the top of the dashboard. Once assigned (recommended), they move to the
bottom of the dashboard where you are able to sort and search for cases.

If a case has not yet been assigned, you can still work on the reports from the “Reports” tab.

MY DASHBOARD Hi Conservaior Comspanyl
LPDATE LG

Pratected Person(s) Maotifications m Employess
Thi imaga avaiabks in MAC may not match what was [ed with the oourt. Contact your ocal court For the Msed imags.
Canservator|s)
Inventory Repart (New) for
Consarvaber Compay Profected, Peber due 04/30/2013
Prodessionel  mdns 2R 4020

78 Diayis) peast dus

To assigh employee(s), click on the assign button (from the conservator tab, not from the “All” tab). You can

assign multiple employees. Also from the assign tab, you may enable the designated agent feature (see
Designated Agent section).

Assigned Employees

ASSIGNED EMPLOYEES FOR:

Protected, Peter

02-PR-15-274

Toadd an employes to a case, mlect 30 employes from the deopdoswn menu then cick the
Azzipn btion, Repeak this process to add additional employees, When done, chick the Sxee
Cranges button.

Employess

Emaly Emploryes
Edward Employee

Conserarior Lampany

[ClEnatie besigrested ageat
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To change the employee assigned, unassign an employee or assign additional employee(s) click on the pencil
icon in the “Assigned To” column on the dashboard and make changes.

Assigned To

1 employee(s) £ e

[ Edit Assigned Employees l

1 employee(s) #

First Previous . MNext Last

Cases that are assigned can be sorted on the dashboard by any of the column headers (Protected Person(s),

Current Report, etc.) by clicking on the double arrows to the right of the header. You can also use the filter box
to look for names, numbers, dates, etc.

Hi Consenvator Comganyl

MY DASHEDARD
VRLATE OGN
Pratacted Parsan(s] Natificutions Reparts Employess
Conservater(s)
Frofected Parsnis| Currest Report Case Kumbar anniv ate Azzigned To
Caifisi e b Lo sy
Prodessiontl edns Protecied, Feker frrpemionr Wt f2-PRA5274 13/03/3015 2 employmeis)

[l

Shewing 1 bo 3 of 1 Records
Fint Previowes [l Med Lot
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Appendix E: Entering Transactions via .CSV Upload

Conservators, who are already using popular accounting software to maintain their financial accounts, may find
it convenient to bring that data into MMC via .csv upload. The template from within MMC must be utilized for a
successful upload. Always use a new template from your current report to ensure you have the most recent
version of the template. Older versions will not upload properly.

Note:

You are not required to use the .csv upload function. Transactions may be manually added
under the Income & Expense tab in MMC.

1. From the Income and Expense tab, click the .CSV Template hyperlink.

Upload a File

Export Transaction °‘°

.CSV Upload

2. Convert the data from your accounting program into the spreadsheet.
e Do not change formatting in the spreadsheet.
e Do notinclude transfers in the spreadsheet; add those manually.

e Refer to the .CSV Help document for additional details about formatting the spreadsheet and for
troubleshooting tips.

3. Label and save the spreadsheet on your computer.

L5V Upload
4. Click .CSV Upload and browse to find your file.

Uploading multiple income and expense transactions with the .csv template file

1. Download the .csv template from the help section.
2. Open the file and enter the income and expense data for all required columns.

a. In the Transaction Date field, enter the date the transaction cleared. Do not change the date
format. For example, use 4/25/2014.

b. In the Description field, enter a brief description of the transaction, not to exceed 25 characters.

c. In the Amount field, enter the amount of the transaction. This amount must always be entered
as a positive number. Do not add extra characters (e.g., commas, dollar signs, etc.).

d. Inthe Is Expense radio buttons, indicate No or Yes, if this is an expense.
e. In the Is Income radio buttons, indicate No or Yes, if this is an income transaction.

f. In the Category field, enter the category description, if known.

Revised August 29, 2023 (MJB_SP_1063h) Page 55 of 61



MMC

Appendix E: Entering Transactions via .CSV Upload

Enter the three-digit number from the list of Transaction Categories. Do not include extra
characters.

In the Account field, include a brief description of the account.

In the Account Number field, enter the financial account number that is associated with the
transaction. This humber must EXACTLY match the number of a financial account that you have
already entered into MMC. If you are unsure of the exact numbers of the account, you may
click “Export Accounts” while on the Financial Accounts tab in the annual report to view a
complete list of account numbers.

Select the Payment Type.

In the Transaction Payment Type ID field, if your expense transactions include various payment
types, it is recommended that you enter the following”

e For checks, enter the number 1

e For EFT/Debit, enter the number 2

e For Cash, enter the number 4

e For Depreciation, enter the number 5
Column L: CheckNumber

e If the expense was paid by check, include the check number in this column. Do not add
additional characters.

. Column M: MortgagedRealEstate

e This field is not required. Real Estate must be manually entered under the Real Estate
tab in MyMNConservator.

Column N: MortgagedRealEstateReportld

e This field is not required. Real Estate must be manually entered under the Real Estate
tab in MyMNConservator.

Column O: SoldProperty

e This field is not required. Personal Property must be manually entered under the
Personal Property tab in MyMNConservator.

Column P: SoldPropertyld

e This field is not required. Personal Property must be manually entered under the
Personal Property tab in MyMNConservator.

Column Q: Amended

e This field is not required. Leave blank.
Column R: TrustName

e This field is not required. Leave blank.

Save the changes to the file. The file must be saved as a .csv file and the .csv extension in the
file name.

Upload the file to MyMNConservator using the .csv upload button.
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CSV File Tips & Troubleshooting

If you are unable to successfully upload your .csv file, please review the following to help resolve the issue.
e Use the latest .csv template. The link is available in your annual report in MyMNConservator.

e Do not change the format of the spreadsheet. For example, do not change the number format or add
or delete any columns.

e Do not use negative dollar amounts or dollar signs.
e Do not exceed the max number of characters allowed in the file name.

e Verify that account numbers exactly match the account numbers previously added to
MyMNConservator.

e If after attempting to upload a .csv file, you receive the message “Successfully imported xxx

transactions”, DO NOT upload the same file again or you will have duplicate transactions. To view your
uploaded transactions, click on the appropriate financial account under the Income & Expense tab.

e For an example of a completed .csv file, please see CSV Example for MMC.
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Appendix F: User Settings

Updating Your MyCourtMN Information

To change your login information (email address or password), click Update Login. Address changes made
here DO NOT update your information within MMC or the court record. This is only to update your MyCourtMN

account.
—
9?7 MyMNConservator Log Off
MY DASHEOARD Hi Sqggple Conservatorl
4 [UPDATE LOGIN}

Logging Out

When you have finished updating and are ready to leave the program, click Log Off.

|ﬁ| MyMNConservator é Log OFf

MY DASHBOARD Hi Sample Conservatorl
{UPDATE LOGIN)
Protected Person(s) Notifications Reports
Conservator(s) @
Filter + Add Case

Sample Conservator
Conservator Edit= Protected Person(s) Current Report Case Number Anniv Date Assigned To
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Appendix G: Joint Accounts

IMPORTANT: These are general instructions on how to report the value of joint assets in
which the person subject to conservatorship has an interest in MMC. This is not legal

advice. Consult with an attorney and seek a court order for an appropriate determination
if an allocation of the assets is needed (for example: to determine a portion should be
distributed to the joint account holder or to determine what amounts should be subject to

Joint Accounts

A joint account is a financial account that is held in the name of more than one person, with each person having
the right to deposit and withdraw funds. The conservator should never open a conservatorship account in the
joint names of the conservator and the person subject to conservatorship. The conservator must establish a
separate financial account (or accounts) to deposit and disburse the protected person’s funds, and should not
co-mingle assets at any time. Open separate financial account(s) naming the conservator(s) and the person

subject to conservatorship (e.g. “John Doe Conservatorship, Jane Doe Conservator”) but giving the
conservator(s) control of the account(s).

Inventory

Identify a joint financial account by including the notation “joint” in the description field. Reportthe full value of
the account as of the date of appointment.

Note:

Tangible personal property and real estate assets should be entered with the full value on
the inventory. Identify a joint asset by including the notation “joint” in the description field.

Annual Accounts

While the existing joint account(s) is/are in use, all transactions must be reported in MyMNConservator. If
transactions in a joint account belong solely to the joint account holder who is not the protected person, they
should be categorized “Joint Account Holder Income” or “Joint Account Holder Expense.” Payments for joint

expenses (for example: mortgage payments) should be entered using the specific category. You will be
required to provide documentation pertaining to the joint account holder’s transactions for audit purposes.

It is highly recommended that separate accounts be established and that you DO NOT continue to use joint
accounts. Do not terminate or alter an interest in joint assets without seeking a court order (Minn.
Stat. §524.5-411(a)(8)).
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Appendix H: Receivable Type Descriptions

ABLE Account

If the person subject to conservatorship has an ABLE account established for their benefit and the conservator
is NOT the administrator of the account, enter it here. Identify the name of the person that is the administrator

of the ABLE account in the description. If the conservator IS the administrator, this account must instead be
entered on the Financial Accounts tab.

Business Interest - Third Party Controlled

If the person subject to conservatorship holds an interest in a business that is NOT being managed by the

conservator, enter it here. Identify the name of the business and the name and title of the person who is
managing the business. If the conservator IS managing the business, the business account(s) must instead be
reflected on the Financial Accounts tab.

Court Ordered Judgment

If the person subject to conservatorship has a court ordered judgment entered in their favor, enter it
here. Identify the name of the party that owes the money and the court file number in the description.

Court Ordered Reimbursement

If the person subject to conservatorship was awarded reimbursement in a court order, enter it here. Identify
the name of the party that owes the money and the court file humber in the description.

Court Ordered Restitution

If the person subject to conservatorship was awarded restitution in a court order, enter it here. Identify the
name of the party that owes the money and the court file number in the description.

Contract for Deed

If the person subject to conservatorship holds a contract for deed on real estate, enter it here. Identify the
name of the party that is obligated to pay on the contract in the description.

Health Care Savings Plan

If the person subject to conservatorship has benefit of a health care savings plan where spending is restricted
to qualifying health-related expenses, enter it here. Identify the name of the company that administers the plan

in the description. If it is a health care savings account that is not restricted to qualifying health-related
expenses, instead enter the account on the Financial Accounts tab.

Loan/Promissory Note

If the person subject to conservatorship is entitled to repayment under a formal or informal loan agreement or
promissory note, enter it here. Identify the name of the person that owes the money in the description. If this
is a written agreement, upload a copy of that agreement to the report.

Personal Spending Account

If a personal spending account in any form such as a checking account or prepaid/preloaded debit card or other
has been established so that the person subject to conservatorship has access to funds for discretionary
spending, enter it here. Enter the name of the bank, if applicable, and the type of account in the description.

Representative Payee - Railroad Pension

If the person subject to conservatorship receives a railroad pension and there is a named representative
payee/fiduciary that is NOT the conservator, enter it here. Enter the name of the party that manages this asset
in the description. If the conservator IS the representative payee/fiduciary or there is no named representative
payee/fiduciary, this account must instead be entered on the Financial Accounts tab.
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Representative Payee - Social Security

If the person subject to conservatorship receives social security and there is a hamed representative payee that
is NOT the conservator, enter it here. Enter the name of the party that manages this asset in the

description. If the conservator IS the representative payee or there is no nhamed representative payee, this
account must instead be entered on the Financial Accounts tab.

Representative Payee - Veterans Admin

If the person subject to conservatorship receives veteran’s benefits and there is a named representative

payee/fiduciary that is NOT the conservator, enter it here. Enter the name of the party that manages this asset
in the description. If the conservator IS the representative payee/fiduciary or there is no named representative
payee/fiduciary, this account must instead be entered on the Financial Accounts tab.

Trust - Other

If the person subject to conservatorship is the beneficiary of a trust other than a special needs or supplemental
needs trust, enter it here. Enter the name of the trustee in the description. Any trust should be entered as a
Receivable even if the conservator is also the trustee unless otherwise directed by the court.

Trust - Special Needs

If the person subject to conservatorship is the beneficiary of a special needs trust, enter it here. Enter the
name of the trustee in the description. Any trust should be entered as a Receivable even if the conservator is
also the trustee unless otherwise directed by the court.

Trust - Supplemental Needs

If the person subject to conservatorship is the beneficiary of a supplemental needs trust, enter it here. Enter

the name of the trustee in the description. Any trust should be entered as a Receivable even if the conservator
is also the trustee unless otherwise directed by the court .

UTMA/UGMA

If the person subject to conservatorship is the beneficiary of an UTMA (Uniform Transfers to Minors Act) or an

UGMA (Uniform Gifts to Minors Act), enter it here. "UTMA/UGMA" accounts should be entered as a Receivable
even if the conservator is also the custodian of the account.

Revised August 29, 2023 (MJB_SP_1063h) Page 61 of 61



	MMC User Manual for Conservators
	Identifying Your Report as a Final Account

