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Authorized Representative with Social Security 
What does it mean to be an AR with SSA? 

Being an Authorized Representative for someone during their disability application process with Social 
Security is called being their “1696” (“sixteen-ninety-six”). Being someone’s 1696 allows you to: 

 Make sure that someone’s application has been received 
 Make sure that there are no missing pieces or holes in their application 
 Find out whether the case has been sent to DDS (Disability Determination Services) 
 Check on the status of the application 
 Give the Social security officers information about the person you are advocating with 
 Assist the social security officer with communicating information or getting the proper 

information from someone you are advocating with. 

How do you become someone’s 1696? 

The term 1696 comes from the form that must be filed in 
order to become someone’s 1696. In order to become 
someone’s 1696 you must file form SSA-1696 as soon after 
their SSI/SSDI application has been submitted as possible.  

Filling out form SSA-1696: 

Form SSA-1696 can be accessed here: 

https://www.ssa.gov/forms/ssa-1696.pdf 

There are detailed instructions and four versions of the form itself.  The four forms are differentiated at 
the bottom as File Copy, Representative Copy, Claimant Copy and ODAR copy. This is so that you can 
retain a copy, give one copy to the person you are advocating with, and give two copies to Social 
Security. However, as long as Social Security gets at least one copy with the ink signature on it, then the 
other copies can be photocopies. It is important to retain a copy of this form for yourself. You may find 
that you have to submit it several times in order to get it attached to the case. 

Submitting Form SSA-1696 

You can submit form SSA-1696 in one of three ways: 

1. Bring it to the Social Security Office and submit it in person. This requires taking a number and 
waiting around the SSA office to be called to the window. However, it is the most reliable way of 
getting the form properly attached to the case. 

2. Fax and Call. Fax this form to the Louisville Social Security office at 303-494-4750. Then follow 
up by calling the office at 1-877-405-5872 to make sure that it has been received and that 
someone attaches it to the case.  

3. Mail and call. At the end of the online SSI/SSDI application there will be an opportunity to print 
out a special cover page that allows you to mail documents that need to be attached to that 
application. Follow up with a call 7-10 days later to make sure it has been received. 

TIP: If you are doing an in-person 
SSI/SSDI application with someone 
you can ask to fill out form SSA-1696 
along with the application. 
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Example: 

Form SSA-1696 looks like this: 

The name of the person who is 
applying for SSDI/SSI goes here. Their Social Security 

Number goes here. 

Is the person married? If so their 
spouse’s info goes here. If not 
leave this part blank 

These boxes need to be checked! 

Why?  

 Title II (RDSI), Title XVI (SSI), and Title XVII 
(Medicare): Allows you to be AR for any application 
that involved Retirement, Disability, and Survivor 
Benefits, SSI, and/or Medicare. Title VIII only applies 
to veterans. 

 “I authorize the Social Security…”: This is the box 
that makes you the AR. 

 You must indicate that you are not an attorney and 
nor eligible for direct payment, and that you have 
not been disqualified or barred. 

 You must indicate that you do not intent to collect a 
fee for your services. 

 

The Claimant is the person you is 
applying for SSI/SSDI. They need to 
sign this first section saying that they 
want to appoint an Authorized 
Representative. Their signature and 
contact information goes here. 

Print your name in both 
of these places. 

You are the Representative. You need 
to fill out both of the bottom 
sections. The first section indicates 
that you are accepting this 
appointment as Representative. The 
second one says that you do not 
intend to collect fees for your 
services. Your signature and the date 
need to go in both places. Include 
your contact information where 
indicated as well. 


