
Completing a
Guardianship Packet

A Step-by-step Guide on How to Complete a 
Guardianship Packet 



Getting Started – Some Things to Know

Packets need to be thoroughly 
completed and should be typed. 
The only exception to this is the 
physician’s interrogatories. 

• Guardianship packets become 
exhibits attached to the 
petition for guardianship and 
are filed with the court. 

• Always consider alternatives, 
and be prepared to explain 
why those alternatives are not 
appropriate, before pursuing 
full guardianship. 

• Guardianship packets 
were last revised in April 
of 2021. Please make sure 
you are using the most 
current version of the 
packet. 

• Packets can be found and 
downloaded at:

• https://intranet.state.mo.us/dmhonline/general-counsel/guardianship-information/

• Support Coordinators attend the 
Guardianship Hearing and testify 
in court. 

Link to find current packets and forms:

https://intranet.state.mo.us/dmhonline/general-counsel/guardianship-information/


Where do I submit a guardianship request?

As of December 1st, 2021 all new DD Regional Office requests 
for guardianship are to be sent to:

DDGuardianship@dmh.mo.gov

• The guardianship requests will go to a centralized email 
address and will be assigned to an Information Specialist 
from there.

• The assigned Information Specialist will co
• The assigned Information Specialist will handle the 

guardianship to completion. 
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• The guardianship requests will go to a centralized email address and will be 
assigned to an Information Specialist from there.
DDGuardianship@dmh.mo.gov

• The first page of 
the guardianship 
packet includes 
tips and important 
information to 
know when 
completing a 
packet. 

the proper DMH DD

Page 1 – Information 

* When completing a packet, it is 
important to make sure the 
answer matches the question you 
are responding to. Read the 
question and focus the response 
on that question. Occasionally, 
responses do not match the 
questions and have to be redone. 
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Pages 2 and 3 - Checklist

• All of the items on the checklist are 
required to complete the packet. 

• Any exceptions are noted on the 
checklist

• 10 – “Designation of Resident” is only 
required if the proposed guardian lives 
out of state. 



Pages 4 through 7 – Physician’s Interrogatories

Let’s take a closer look at each page of the interrogatories...

The next four pages of the packet are the 
Physician’s Interrogatories: 



Page 4 – Physician Interrogatories 

• Make sure the professional filling out 
the interrogatories is qualified. 
Physician, Psychologist,  Psychiatrist, 
etc. 

• Cannot be signed by a Physician’s 
Assistant (P.A.) or a Nurse 
Practitioner (N.P.) HOWEVER, 
interrogatories completed by an N.P. 
or a P.A. can be accepted as long as 
the physician signs them. 

• Interrogatories MUST be notarized. 

• Interrogatories should be no more 
than 6 months old when the hearing 
is held. If the date on the form is 
nearing 6 months before the packet is 
submitted, please have the Physician 
fill out and sign an Affidavit of No 
Change that is recently notarized. 



Page 5 – Physician Interrogatories 

• Number 10 - Should 
say “Yes” for 
Guardianship.

• Make sure all questions 
have been answered and 
that you are able to 
clearly read the 
responses. 



Page 6 – Physician Interrogatories 

• Number 12 - Should say 
“Yes” for Conservator. 

• Number 14 – Read what is 
recommended by the physician as 
the least restrictive environment 
and consider whether the SC’s 
response is consistent with the 
physician’s recommendation. 

• **Example of inconsistent answers: 
Physician recommends natural home 
and SC statement recommends 
residential. 



Page 7 – Physician Interrogatories 

• One or both 
should say 
“Yes”. 

• Make sure it is 
notarized. 

* Cannot be more than 6 months old. 

Physician's 
Signature



Pages 8 through 11 – Case Manager’s Statement 

Let’s take a closer look at each page in 
the Case Manager’s Statement…

The next four pages of the packet is the Case Manager’s Statement.



Page 8 – Case Manager’s Statement

• If the Support Coordinator (SC) 
changes prior to packet submission, 
this does not need to be redone, 
however, the packet will need to be 
updated with the current SC and the 
cover letter should include the 
current information. 

• The Case Manager’s Statement 
cannot be more than 6 months old 
when the hearing is held. If the 
dates are nearing 6 months when 
the packet is submitted, please 
include a signed and notarized 
“Affidavit of No Change” to avoid 
delays.  

• Please make sure and answer all the 
questions. Do not leave questions 
blank. If you need to, write “not 
applicable” as opposed to leaving a 
blank. 



Page 9 – Case Manager’s Statement

• Answer all questions as 
thoroughly as possible and 
provide all relevant, 
supporting information. 
*HINT: This will assist SC 
later with testifying in court. 

• Provide as many 
details as possible to 
support 
recommendations. 



Page 10 – Case Manager’s Statement

• Avoid brief answers 
here and explain why.

• Provide full name 
and relationship to 
the proposed ward. 

• Note exceptions if 
proposed guardian is 
the Public 
Administrator. 



Page 11 – Case Manager’s Statement

• Make sure the 
CM statement 
is notarized 
and the date 
signed is not 
nearing or past 
6 months.

Case Manager’s
Signature

* Do not forget to 
sign the case 

manager’s statement.



Page 12 – Financial Statement

• Only use the 
individual’s income

• If you are unsure 
about anything on this 
form, you will need to 
find out. 

• If it is not applicable, 
please write N/A or $0 
and do not leave it 
blank.



Page 13 – Monthly Income

• Only include income 
for the individual, not
the proposed 
guardian. 

• If it is not applicable, 
please write N/A and 
do not leave it blank.



Page 14 – List of Relatives 

e. 
• You may need to conduct a due 

and diligent search for family 
members. 

• If there are known, close and 
suitable family members who are 
unwilling to become guardian, 
you will need to have them sign a 
statement indicating that they are 
not willing to serve and that they 
agree to the proposed guardian. 

• If you are unable to locate family 
members or if they refuse to send 
a written statement, please 
include a copy of the letter that 
was sent to the family member 
with the packet. 



Page 15 – List of Relatives Continued 

“Close Relatives” does 
not mean in close 
proximity or close in 
relationship. It means 
close in bloodline 
(example: Aunt, 
Uncle, Grandparent, 
etc.) 



Page 16 – List of Steps Taken to Locate Relatives

• Here is where SCs 
document any due 
and diligent 
search efforts for 
family members. 

* Please indicate if 
any questions are 
inapplicable and do 
not leave the question 
blank. 



Pages 17 and 18 – Information for Guardians 
and Conservators

• Proposed guardian must sign this. 

• Do not include if the proposed guardian is 
the Public Administrator



Page 19 – Background Screening Form

• Chec
• Do not include if the 

proposed guardian or 
conservator is the 
Public Administrator, 
or Respondent's 
parent, adult child or 
adult sibling.



Page 20 – Background Screening Instructions

* Detailed instructions 
on how to complete a 
background screening. 

• Chec
• Do not include if the 

proposed guardian or 
conservator is the Public 
Administrator, or 
Respondent's parent, 
adult child or adult 
sibling.



Page 21 – Consent to Appointment

• Proposed guardian 
an

• Proposed guardian 
must list three 
people, who do not 
live with them, that 
will know their 
whereabouts. 

• Do not include if 
the proposed 
guardian is the 
Public 
Administrator.  



Page 22 – Designation of Agent

* This form is ONLY 
applicable if the 
proposed guardian lives 
outside of Missouri. 



Pages 23, 24 and 25 – Domicile 
Statement

The Domicile Statement is information on where the client 
currently resides, as well prior residences for up to three years. 

Let’s look closer at page 25…

The next three pages of the packet is the Domicile Statement.



Page 25 – Domicile Statement

• Make 
sure you 
answer 
number 
6, 6a, 6b, 
and 6c. 

Do not 
leave any of 
these blank.  



Page 26 – Information Needed for 
Confidential Filing

• Make sure you 
put their 
entire social 
security 
number. 

Entire SSN

Entire SSN

* Note exceptions 
for the Public 
Administrator. 



Pages 27 and 28 – Statement Regarding 
Proposed Guardian

• Make sure that ALL the adults 
that are listed on the “List of 
Relatives” are also included on 
this form. 



Page 29 – List of Prospective Witnesses



Pages 30 and 31 – Statement Regarding 
Pending Criminal Charges

• If no 
charges –
Answer 
“No” and 
move on to 
question 2. 



Information Specialists

Department of Mental Heath
Division of Developmental Disabilities

Information brought to you by: 

DDGuardianship@dmh.mo.gov
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