2.13 Occupational Licenses, Tools, Equipment and Initial Stock & Supplies: Establishing a Self-Employment/Small Business Enterprise

2.13.1 Policy statement

Occupational licenses, tools, equipment, and initial stock and supplies may be included as SCVRD services to eligible persons who require them. By providing these services at the proper time during the rehabilitation process, the client can be ready for employment when the IPE is completed.

Providing a client with the tools required for a job, licenses needed for employment or self-employment, equipment necessary to operate a small business, or the initial stock and supplies to open a small business can increase the chance of successful work activity. For some individuals, self-employment may be the most suitable employment.

Tools, equipment, initial stocks and supplies are to be provided in accordance with the department’s standard procedures for procurement (Revolving Fund is not to be used).  Authorizations are to be sent to the vendor or given to the client to be taken to the vendor.  Department staff are not to come into possession of authorized commodities on behalf of the client.  Upon receipt of the commodities, the client is to sign an itemized invoice.  The invoice is then to be attached to SCVR Form 27 Purchased Clothing/Tools/Equipment or Supplies Release Form.  In the event that the invoice is not signed by the client, the client is to sign SCVR Form 27.

Exceptions to this policy will be considered in accordance with CSP 1.7.

2.13.2 Definitions

1.1.2.1 Occupational licenses

Occupational licenses include any license, permit, or other written authority required by a state, city or other governmental unit for an individual to enter an occupation or start a small business.

Examples include:

       Chauffeur’s license, required for employment as a cab driver.

       Food service license, required by local, county or state government to prepare and sell food.

       Realtor’s license, needed for employment or self-employment in selling real estate. The client must have successfully completed a real estate training course and passed the required examination.

       Barber or cosmetologist’s license, needed for employment or self-employment as a barber or cosmetologist. The client must have successfully completed a barber or cosmetologist training course and passed the required examination.

       Business license to operate a shop (barber, TV repair, etc.) or small business.

2.13.2.2 Tools

The provision of tools as a rehabilitation service is limited to those tools needed or required by the client during his/her training program or for entry into an employment situation. Such tools would include those customarily required for a worker to perform efficiently on the job and those that are normally provided by workers in the same or similar trade or profession.

2.13.2.3 Equipment

Equipment refers to pieces of occupational fixtures used to do the work of a business.

2.13.2.4 Initial stock and supplies

The provision of initial stock and supplies as a SCVRD service is limited to those clients entering self-employment.

Initial stock normally would include the minimum inventory of merchandise or goods necessary to start a self-employment enterprise. The enterprise may be wholesale or retail and the amount of merchandise or goods provided should be enough to allow the client to open the place of business.

2.13.3 Purchase of occupational licenses, tools, equipment and initial stock and supplies

Purchases of occupational licenses, tools, equipment and initial stock and supplies are subject to the following guidelines:

       Economic need must clearly be established for the client.

       Purchase is to be in accordance with established procurement procedures. Revolving Fund is not to be used.

       Expenditures for placement equipment should not exceed $2,500. Under extenuating circumstances, a reasonable amount in excess of the maximum allowance may be authorized with prior approval from the area supervisor. Care should be taken to provide only the essential equipment.

       The supervisor’s approval is required before the purchase of any equipment.

NOTE: See bid requirements in Rehabilitation Technology Services.

       All tools and equipment purchased by SCVRD for client use should be reported on SCVR Form 27, Purchased Equipment Release Form, which should be signed by the client to verify receipt of the tools, equipment and initial stock and supplies. These are not to be confused with assistive technology devices, which increase, maintain or improve the functional capabilities of an individual with a disability. The client’s signature on SCVR Form 27 indicates his/her understanding that tools, equipment and initial stock and supplies remain the property of, and are under the control of, SCVRD. However, as long as the client is engaged in training or work described on the IPE, he/she will be permitted to use the tools and equipment. When the case is closed as successfully rehabilitated (status 26), the tools and equipment become the client’s property and SCVRD shall have no further legal claim to them.

However, if the client ceases to be engaged in the expected training or work before the case is successfully closed, the tools, equipment and initial stock and supplies shall revert to SCVRD. Should the case be closed in any status other than 26, every effort should be made to regain tools, equipment and initial stock and supplies. If these items cannot be recovered, clear documentation as to why should be included in the case folder.

2.13.4 Establishing a self-employment/small business enterprise

Self-employment is defined as working for oneself in a small business enterprise selling goods or services for the purpose of making a profit. Self-employment is one of several employment outcomes which should be considered as early in the vocational rehabilitation process as possible. The decision to explore self-employment should take into consideration a thorough feasibility study including informed choice, the client’s skills and abilities, and the local business economy.

When self-employment is determined to be the employment outcome, the Department can assist the client in establishing an independently operated business with the client as sole proprietor. Technical assistance and other consultation services to conduct market analyses, develop business plans, and provide resources may include, but are not limited to:

       Referral and coordination with the U.S. Small Business Administration (SBA), Service Core of Retired Executives (SCORE) or the Small Business Development Centers (SBDC) for basic business administration courses, counseling and the development of a business plan

       Training in the actual field of work; 

       Initial stocks, supplies, tools and/or equipment, or tangible personal property of an existing small business but not the business per se;

       Counseling and guidance;

       Initial business licenses; and

       Start-up marketing costs.

Examples of enterprises the Department will not provide funding or assist in planning for include, but are not limited to: 

       Businesses that are organized as hobbies, as non-profit, or as speculative in nature (i.e., investments in real estate);

       Construction and/or purchase of real estate;

       Refinancing of existing debt;

       Purchase of vehicles; or

       Any intangible property (i.e., patents, inventions or copyrights).

2.13.5 Basic steps in the process

       The client participates in career planning services to identify the individual’s rehabilitative needs to achieve an employment outcome, consistent with the client’s unique strengths, priorities, concerns, abilities, capabilities, career interests, and informed choice.

       If establishing a self-employment/small business enterprise is being considered, the counselor and client need to investigate the availability of programs and services from SBA, SCORE and SBDCs within the community. These resources offer workshops, conferences, individual counseling, informational publications and video products to anyone interested in starting a small business. For more information, contact the SBA Answer Desk at 800-8-ASK-SBA.  For clients with hearing impairments, the TDD number is (202) 205-7333.

       Once the client and counselor decide to pursue a self-employment outcome/small business enterprise, a business plan is to be prepared by the client (with the assistance of SCVRD staff, as needed), and reviewed with a SCORE or SBDC counselor. A business plan is a written document that clearly defines the nature of the business, the goals for the business and how the goals will be achieved.

There are several advantages for preparing a business plan:

       Determining if the client’s ideas for a small business are viable and profitable (cash flow projections, balance sheets, break-even analysis, etc.)

       Defining the market (customers)

       Identifying the competitors and the strengths and weaknesses of the client’s skills

       Developing a pricing strategy

       Determining capital for startup and operating costs

       Having a document to support financial needs (loan packaging, etc.)

SCORE provides a business plan format entitled The Business Plan Road Map to Success—Workbook.  This workbook is available from the U.S. Small Business Administration, 1835 Assembly Street, Room 358, Columbia, SC, 29201 or telephone (803) 765-5377.

To make an appointment with a SCORE or SBDC counselor, contact:

                                                SCORE Offices                      SBDC Offices

            Aiken                           (803) 641-1111                       (803) 641-3646

            Anderson                     (864) 224-0453

            Beaufort                                                                       (843) 521-4143

            Charleston                    (843) 727-4778                       (843) 740-6160

            Clemson                                                                       (864) 656-3227

            Columbia                      (803) 765-5131                       (803) 777-5118

            Conway                                                                       (843) 349-2170

            Florence                                                                       (843) 661-8256

            Greenville                     (864) 271-3638                       (864) 271-4259

            Greenwood                  (864) 941-8414                       (864) 941-8071

            Hilton Head                  (843) 842-6509                       (843) 785-3995

            Myrtle Beach                (843) 449-8538

            Orangeburg                  (803) 534-6821                       (803) 536-8445

            Rock Hill                                                                      (803) 323-2283

            Spartanburg                  (864) 594-5001                       (864) 594-5080

            Sumter                                                                         (803) 775-6341

       It also is important to investigate regulation and license requirements for the proposed business operation. Please refer to the local telephone directory for federal, state, county and city offices serving the client’s community. Being out of compliance could leave the client legally unprotected, lead to expensive penalties and jeopardize the proposed business venture.

       The SCVRD staff and client will secure written feedback from the SCORE or SBDC counselor concerning the client’s completed business plan, including recommendations for improvement.

       After the client makes the necessary improvements, client and counselor (or case service coordinator) will complete the IPE with the vocational goal of self-employment in a particular field of work.

       In determining the need for tools, equipment and initial stock and supplies, the SCVRD staff will consult with an agency that works with the kind of business being considered or the owner of a successful business of the same kind. The costs of the requested items and the associated bidding process findings should be compiled prior to presenting the case for the SCVRD supervisor’s approval.

       Except for the maximum allowance of assistance from SCVRD, the guidelines established for the "Purchase of occupational licenses, tools, equipment and initial stock and supplies” apply for this service provision. The business plan needs also should be considered. Costs of establishing a small business enterprise may include initial stocks and supplies as well as operational costs during the initial startup period, which may not exceed six months. For more information about the maximum allowance, see the Fees, Codes, and Procedures.

The SCVRD counselor and SCORE or SBDC counselor will be available to work with and coordinate services until the client is successfully engaged in self-employment. After that, follow up on the client’s performance in a self-employed setting is to be undertaken for not less than six months.

