
Financial Management Services (FMS) 
Tasks/Descriptions 

Per the DDS proposed SDP Waiver Services Definitions, Financial Management Services assist the participant to manage and direct 
the funds contained in the individual budget and ensure that the participant can implement his/her plan throughout year. 
 
Identified Task Description 
Assisting participant in verifying worker’s 
eligibility for employment and provider 
qualifications 

provide and/or screen applications, verify certifications/credentials, determine 
eligibility for work in US/process I-9 form, review documentation (driver’s 
license, social security card, passport, etc.); as applicable, coordinate TB test, 
drug screening, CPR/First Aid certification, service provider orientation 

Ensuring service providers employed by participant 
meet Criminal Background checks as required and 
as requested by the participant (or FMS) 

complete reference checks and fingerprinting/other background checks such 
as Medi-Cal suspended provider list, Office of Inspector General excluded 
list, National Sex Offender Public Website 

Collecting and processing timesheets of workers receive and review participant approved timesheets for accuracy, schedule, 
overtime, etc. each pay period 

Processing payroll, withholding, filing and payment 
of applicable federal, state and local employment-
related taxes and insurance 

coordinate (possibly work with payroll company) to withhold tax and file 
taxes, procure workers’ compensation insurance, etc; pay workers within 
legal timelines via paycheck, direct deposit, or other; address payroll 
questions with workers in timely manner 

Tracking, preparing and distributing reports (e.g. 
expenditure) to appropriate individual(s)/entities 

track reports as needed, provide easy to read detailed reports to participant, 
family, regional center, independent facilitator; be available for questions 

Maintaining source documentation related to the 
authorized service(s) and expenditures 

maintain individual records for each participant and for each worker, retain 
receipts, correspondence and other source documentation 

Maintaining a separate accounting for each 
participant’s participant directed funds 

hold funds in trust and account for funds separately for each participant; up-
date regularly and be available to communicate up to date financial status 

Providing required individual budget statements record details regarding individual budget including allotted funds, 
expenditures, transferred funds, and remaining funds per budget category  

Ensure payments do not exceed amounts outlined 
in participant’s individual budget 

review each payment to ensure  amounts are within identified budget, 
communicate with team members  

Fulfill other FMS responsibilities as mandated comply with state, federal, and local laws and fulfill other responsibilities 
 


