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Financial Management Services Disbursements of Food, Incidentals, 

Spending Monies 
 

 PURPOSE 
The purpose of this bulletin is to inform all Adult Protective Services (APS) Field Office 
staff who provide case management services to Financial Management Services (FMS) 
clients that they must receive written approval from supervisory staff for any Food, 
Incidentals and Spending (FIS) disbursements over $500. 
 

 OVERVIEW 
Financial Management Services (FMS) is responsible for the FIS disbursements to 
eligible clients.  Clients receive these disbursements once, twice or four times a month, 
each for up to $500.  Some clients may be eligible for $500 or more. 
 

 POLICY 
FMS clients generally are not budgeted for more than $500 in FIS monies for their monthly 
benefit.  If the client requests and the Caseworker determines that the client can manage 
FIS monies in amount greater than $500, the APS Director/Deputy Director must send a 
memo to the FMS Director for budget approval.   
 

 REQUIRED ACTION 
The Caseworker must review the expenses budgeted on a client’s case.  An example of 
these expenses is in the screenshot on page 2. 
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To determine if a client can manage FIS benefits greater than $500, the Caseworker 
must: 

1. Visit the client at home to assess Activities of Daily Living (ADL). 
These ADLs are: 

a. History of good money management of FIS. 
b. Display good hygiene/self-care. 
c. Possessing enough food, clothing, and other necessities during home visits, 

which shows evidence of appropriate incidental spending. 
d. No evidence of abuse or financial exploitation. 

2. Talk with the client about the management of FIS monies. 
3. Discuss the ADL criteria with their supervisor, which demonstrate the client’s ability 

to manage FIS funds and care for themselves.   
4. Document in APS_NET progress notes by selecting ‘Contacts’ and then ‘Progress 

Notes’, as reflected in the screenshots on page 3: 
a. the client home visit and discussion, during every home visit, and 
b. the discussion with their supervisor. 
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After discussion, the APS Director/Deputy Director must write a memo to FMS 
requesting authorization to issue benefits above $500 to the client.  The memo must 
include client ADLs discussed on page 2. 

The APS Director/Deputy Director must: 

1. Email the FIS authorization request memo by email to HRA_FMS. 
2. Copy the APS Financial Management Liaison (FML) associated with the client’s 

alpha group and the Caseworker on the email.  
3. Scan & index the memo into HRA One Viewer. 

FMS will advise the APS Director/Deputy Director via email if they approve the request. 
The Director/Deputy Director will then so advise the Caseworker. Staff can find any 
decisions about the client in the “Approved by FMU” tab, shown in the screenshot below. 

 

The Caseworker must document the FMS approval or disapproval response into the 
APS_NET case notes, as shown in the screenshot on page 3. 

 

Effective Immediately. 

 

 


