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This ICF contains the revised self employment guidance and procedures.

Introduction.  The Vocational Rehabilitation and Services for the Blind Division treats self employment as          a potential employment outcome equal to other forms of competitive employment and subject to the same consideration of the individual’s unique strengths, resources, priorities, concerns, abilities, capabilities, interests and informed choice.
Definition of Self Employment

Self employment is an employment outcome in which the individual works for profit or fee in a business     the individual owns, operate and manage.  The purpose of the business must be to generate income to    achieve economic self sufficiency or to significantly augment non-wage income.  Income and expenses    must be reported for tax purposes.

Role of the Division

The role of the division is to ensure that self employment is the client’s informed choice and consistent      with the individual’s unique strengths, resources, priorities, concerns, abilities, capabilities, interests and          informed choice.  The Division will then provide the necessary services and supports for the individual to succeed in the self employment enterprise.

Role of the Client

The client is expected to take the leading role in determining the business concept and the assessment    needed to determine the services and supports needed to succeed in the self employment enterprise.  Once   the Individualized Plan for Employment is implemented, the client is expected to actively participate in the implementation and change, if necessary.

Self Employment Process and Procedures

The self employment process and procedures will be conducted with the active participation, informed   choice and, to the maximum extent possible, control of the client.  The client’s responsibility for the process and procedures shall be consistent with the degree of active participation, informed choice and control.

The case record will document the following self employment process.

1.
Assessment of the client’s readiness for self employment.


A.
Evaluation of interests, skills, abilities, aptitudes and potentials and personal qualities.


B.
The client’s attendance at training to enable the client to learn about the advantages and 
disadvantages of self employment and 
the personal qualities needed to succeed in business.


C.
Examination of the client’s financial goals to be achieved by self employment.  Is the goal to reach a level of earnings needed to achieve economic self sufficiency?  Or to reduce   dependence of government assistance?  Is the goal for the client to make a significant contribution to the family’s total income?


D.
The client’s ability to contribute to the start up of the business.  What is the extent of the   client’s resources, monetary or in-kind, to contribute to the business?  Does the self   employment plan have the support of family, friends and others?
2.
Assessment of the Feasibility of the Business.  The feasibility of all but the simplest business ideas should be professionally assessed.   Referral is made to the VR Business Consultants that are under contract for this purpose.  After the client is provided information about the VR Business Consultants,    the client will be given an opportunity to select two different providers who will develop a work plan and budget that describes the activities, schedules and cost involved in developing the client’s business plan.  Based on this, the client will select the provider with whom he or she will work.  
3.
Assessment of client training and technical assistance needs.  Once the business idea has been determined to be feasible, the client’s need for training and other services related to self employment will be assessed by the VR Business Consultant that is under contract for this purpose.

4.
Business plan development.  A business plan will be developed by the client with technical assistance and consultation from the VR Business Consultant that is under contract for this purpose.  A comprehensive business plan is defined in the “Client’s Business Plan Checklist” (see attachment).  Technical assistance and consultation will include exploration of financial resources available in the community and may include the development or amendment of a business plan implementation assistance plan.
5.
Cost of the business plan.  The cost of the business plan for purposes of funding and approval will      not include any cost related to accommodating functional limitations arising from the participant’s impairment.

6.
Approval authority for business plans.

A.
VRS IIIs and VRS IVs are approval authority for business plans costing up to $7,000.

B.
VRS Vs in Oahu Branch, VRS V in the Counseling Section, Services for the Blind Branch      and Branch Administrators are approval authority for business plans costing from $7,001 to   $15,000.

C.
Branch Administrators are also approval authority for business plans costing from $15,001 to $30,000.

D.
The Self Employment Panel is approval authority for all business plans costing more than $30,000.  The Branch Administrator (BA) on the panel reviewing the business plans will designate the panel members which may include, but not limited to, a representative from a bank, the Small Business Administration, and the Department of Business and Economic Development. 
E.
Any request for more than $50,000 must also be reviewed and approved by the VR Administrator.

7.
Process for Review by the Self Employment Panel
A.
The Rehabilitation Counselor will submit a cover memo to the panel, through the Branch Administrator, that includes a brief description of the proposed business venture, the projected cost to the agency, why it is expected to be successful, and the counselor’s support for or reservations regarding the plan.

B.
The Rehabilitation Counselor will submit a copy of the client’s “Business Plan” along with an unsigned IPE or IPE Amendment to the panel for review.

C.
The panel will convene and conduct its review within 30 working days of receiving the review materials.

D.
The panel will provide opportunity for participation by the client, client representative, VR     Self Employment Contractor and client’s Rehabilitation Counselor.

E.
The panel will review the Business Plan for viability and probability of success, offer suggestions for improvement if necessary, and make recommendations for approval or disapproval.

F.
The Branch Administrator on the review panel will provide a written response with recommendations to the Rehabilitation Counselor within 10 working days of their review.

G.
The Branch Administrator on the review panel will provide a written letter of approval or    denial of the self-employment plan to the client within 10 working days of the panel review.

8. Guidelines for financial assistance.  

A. Clients are expected to contribute as much as they can to the capitalization of their own  business.  

B. Financial participation is not required for training and technical assistance and           accommodations necessitated by the client’s functional limitations.

Financing the Self Employment Plan
Client participation may include non-monetary contributions, if applicable.


VRSBD Financial Assistance


Client Participation

90% of start-up capital up to


10% of start-up capital.

$3000.

80% of start-up capital 
20% of start-up capital.

from $3001 to $5,000.


70% of start-up capital



30% of start-up capital.

from $5,001 to $10,000

60% of start-up capital



40% of start-up capital.

over $10,001.


The amount of VRSBD financial assistance should be proportional to projected income from the business.  The larger the expected income, the larger the financial assistance.  

If the client does not participate at the above levels, justification must be submitted, reviewed and approved by the level of approval authority determined by the Branch Administrator.

All financial assistance must be consistent with the VR rules.

FILING INSTRUCTIONS:

1. File this ICF in the Supplements to Section 401-10 section of your VRSBD VR Services Manual above the Self Employment Procedures.

2. Remove and destroy ICF Revised Self-Employment Policies and Procedures (ICF 08/02/04) from the Supplements to Section 401-10 section of your VRSBD VR Services Manual.

3. Remove and destroy the Listing of Supplements to Chapter 401 in the Supplement to Chapter 401 section of your VRSBD VR Services Manual and replace with the attached updated Listing.

VRA

Attachments
CLIENT’S BUSINESS PLAN CHECKLIST
	
	Case Summary Feasibility Statement by the Rehabilitation Counselor:  Detail the participant’s ability to pursue the


proposed plan based on academic and personality assessments (if applicable) and client readiness for considering self employment and should include: evaluation of client’s interest, skills, aptitude and personal qualities related to self employment; notation of participation in Exploring Entrepreneurship training or equivalent; examination of client’s financial goals related to self employment; review of client’s expectations to anticipated financial support from VRSBD; assessment of client’s disability as it relates to self employment goal.

	$
	
	Business Start Up/Expansion Capitalization (total as presented in business plan)


	$
	
	Financial Request to VRSBD


	Self Employment Team Review Needed:  
	
	Yes
	
	No


	
	Copy of Feasibility Assessment


	
	Completed Business Plan that includes:


   Executive Summary:  One to two page review of the business summarizing the most important points of the plan
·  Business description

·  Business objectives

·  Form of organization 

·  Product description

·  Summary of business owner’s qualifications

   Industry/Business Analysis:  Analysis of the current status of the industry in which the business operates

· Definition (description of the economic sector that the industry occupies)

· Industry size and growth rate

· Key growth factors

· Analysis of industry in the geographic area where you will operate

  Competition Analysis:  Review of three to five direct competitors with a comparative analysis to your business

· Image

· Location

· Products & Services

· Pricing

· Advertising methods


  Marketing Plan:  Detail how business will identify, attract, and retain customers
· Customer profile:  Comprehensive description of primary and secondary customer groups including the number of customers in market area

· Description of product attributes and why customers will want to purchase it 

· Plan for distributing product (if applicable)

· Promotional schemes for initial 12 months of business

· Low cost and no cost advertising

· Buying advertising: Media type, frequency, intensity

  Management:  Description of the management of the organization including position responsibilities, salary/wages

· Management organization chart

· Personnel

  Financial Plan: Total business capitalization request with supporting documentation

· Source and use of all funds for business development

· Total dollars needed to adequately capitalize business

· Identify all resources (banks, microlenders, VRSBD, etc) and confirm participation including personal financial 
participation

· Details of how all capital will be used (what it will buy)

· Specify use of “operating capital”

· Cash flow projection for 24 months

· Income/Expense projection for 2 years

· Projected business balance sheet for 2 years

· Break-even analysis

· Personal financial statement for business owner

· Personal financial statement(s) for all business principals

  Supporting documents:  Documents that will strengthen the business plan.  For example:

· Survey results

· Letters of commitment from funding sources

· Contracts

· Leases

· Letters of intent

· Sales agreements

· Resumes

· Personnel policies

· Job descriptions

· Credit report

	
	
	


Counselor Signature                                             

        
Date
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