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 SPOTLIGHT ON PLANS FOR ACHIEVING SELF-SUPPORT
What is a plan for achieving self-support?
This is a way in which a person with a disability or blindness uses or sets aside income or resources to reach a work goal.  For example, a person could set aside money for an education or a training program or to start a business.

Who may have a plan?
Any person who receives SSI because of a disability or blindness may have a plan.  In addition, a person who does not receive SSI because his or her income or resources are too high may use a plan to become eligible for SSI.
How does a plan affect my SSI payment?
Money that is saved under a plan will not count toward resource limit of $2,000 (or $3,000 for a couple).
Income that is set aside under a plan is not counted when Social Security decides how much SSI a person receives.  This means that a person who sets aside income under a plan will receive a higher SSI payment than if he or she did not have a plan.
What are the requirements for a plan?
A plan must:
(
Be in writing and approved by the Social Security Administration;

(
Have a specific work goal that the person can probably reach;

(
Say how long it will take for the person to reach the goal (usually no longer than 36 months);

(
Say what income or resources will be set aside and how they will be used to reach the goal and

(
Explain how the income or resources will be kept separately from other money.

How do I set up a plan?
Anybody may help you write a plan including a counselor or a relative.  Social Security can also help you write a plan.
Are there any other rules that may help?
Other SSI work rules such as work expense exclusions, the student earned income exclusion, and continued Medicaid coverage may help an SSI recipient while working.

CONTACT YOUR LOCAL SOCIAL SECURITY OFFICE FOR MORE INFORMATION.

QUESTIONS FOR PASS CANDIDATES

A.
Is the applicant a candidate for PASS?

1.
Are they eligible for SSI because of disability, or will they be if the PASS is approved?

2.
Do they have income or resources to shelter that affect SSI payment or eligibility?

3.
Do they agree to set aside the income or resources for the approvable PASS expenses?

4.
If the individual completed a previous PASS, did they attempt to work in the occupational goal of that PASS?

B.
Does the PASS meet the basic requirements?

1.
Is the PASS in writing?

2.
Does the PASS contain the anticipated period of time for reaching the goal?

3.
Is the PASS written for the individual?

C.
Does the PASS specify a feasible occupational objective?

1.
Does the person appear to have a reasonable chance of performing the occupation considering the nature of impairment, the limitations imposed by it, and age, given a viable plan, OR is the objective “VR Evaluation?”

2.
Can the PASS be expected to increase the individual’s prospect for self-support by generating sufficient earnings to reduce or eliminate benefits paid by SSA?

D.
Are the expenses necessary to achieve the occupational objective and are they of reasonable cost?

1.
Are there goods or services for which the individual must pay in order to attain the goal?

2.
Are the expenses in addition to expenses the individual would have to pay if the PASS were not being pursued?

3.
Are the expenses reasonable, which is to say, not excessive for each necessary item or service?

E.
Is the PASS a viable means for attaining the occupational objective?

1.
Does the plan contain sufficient detail about PASS expenses, living expenses, milestones and excluded income or resources to determine viability?

2.
Will the individual have enough money to cover living expenses while on the PASS?

3.
PASS excluded income and/or resources adequate to cover all expenses that the individual must pay in order to attain the goal?

4.
Does the plan follow a logical progression toward the occupational goal?
1.  PASS OVERVIEW

The purpose of PASS, as envisioned by Congress, is to provide individuals with the opportunity to get a job and become self-supporting.

PASS is not intended to cover ongoing costs after the person is on the job; other work incentives are available to cover those costs.

PASS was part of the original SSI legislation.  In fact, PASS was part of Aid to the Permanently and Totally-Disabled programs that preceded PASS.

What is Self-Supporting?

Although Congress never defined what self-supporting means, the Social Security Administration (SSA) defines it as a reduction or elimination of SSA benefits.

That means a PASS must be expected to result in sufficient additional earned income to reduce or eliminate SSI or SSDI benefits.

To Set Up a PASS Plan, a person must:

· submit a completed and signed SSA-545 (PASS Application) - See Exhibit 1, How to complete the SSA-545 and copy of the form at the back of this booklet.

· submit a detailed business plan, if the occupational objective is self-employment (See Exhibit 2).

· identify a specific job goal, the occupational objective.  Getting an education and/or purchasing a vehicle are not work goals, although they can be the means of obtaining a work goal.

The work goal identified must be feasible.  The person must have a reasonable chance of attaining the goal considering their disability, education and vocational background.

The work goal, when attained, must generate sufficient earned income to reduce or eliminate the SSI or SSDI benefits.

· specify the timeframes for completion of the PASS, including job search.  These steps are called milestones.

· outline the goods and services needed to attain the goal; i.e., the item or service, the cost, the vendor/provider; why it is needed, how it will be paid for, and how the cost was determined.

· specify the amount of money they will set aside each month to pay for goods/services.

NOTE:  They will also have to provide the total needed each month for household expenses.  See Exhibit 5. Household Expense Sheet.  The person needs to be able to afford both their household expenses and their PASS expenses for a plan to be viable.

·  take responsibility for their PASS plan.  They must understand the purpose of the PASS and agree to adhere to its provisions.

2.  PASS EXPENSES

Goods and services needed to attain the occupational goal are called PASS expenses.  The excluded income that is set aside is used to pay for PASS expenses.

ALL PASS EXPENSES MUST BE:

(
necessary to attain the work goal

(
reasonable in cost

(
reflect only the start-up cost

(
additional expenses;

· expenses which the individual otherwise could not afford and would not incur absent the PASS, and

· expenses which were not in existence prior to the beginning of the PASS

DEFERRED EXPENSES

Not all of the requested expenses may be allowed at the beginning of the PASS.  In some cases, approval of certain goods and services may be contingent on the successful completion of milestones on which the need of the expenses is predicated.  No expense will be approved subsequently unless the milestone upon which the expense depends is successfully completed.

TYPES OF PASS EXPENSES

A plan may be used to pay for almost any expense that will help a person reach his/her occupational objective.

Examples of expenses that may be approved:

(
supplies to start a business

(
tuition, fees, books and supplies

(
supported employment services

(
attendant care

(
child care

(
equipment and tools

(
transportation to work and school

(
uniforms, special clothing and safety equipment

(
other services and goods needed to attain the job goal

3.
MILESTONES

Milestones or interval steps are significant and discernible events that depict the individual’s progress towards the attainment of their occupational goal.

Part Ill of the SSA-545 (PASS Application) asks for the interval steps that the individual needs to achieve their work goal.  These steps must be followed to show that the individual is making progress toward the job goal.  If circumstances change, an amendment may be submitted explaining the changes.  The milestones will help determine if the individual is following their plan in addition to serving as a timeframe for the next review.  PASS expenses that may be approved must be contingent on what is needed for a particular milestone to be reached.

4.
SUPPORTED EMPLOYMENT

Supported employment is a concept of placing a person with a disability in a series of jobs, providing intensive job coaching and/or counseling, and then providing ongoing support on the job.  Supported employment seeks to help people with disabilities work in a mainstream setting rather than a workshop environment.

An individual’s occupational objective in a supported employment program is to work in a job at a specified level of independent performance as described in the plan.  The goal may be to achieve stabilization or to reach an even higher level of performance, i.e., the individual wishes to increase his/her earning potential by working more hours or by reducing the supports (job coaching) associated with their stabilization on the job.

Can job coaching be a PASS expense?

A PASS may be requested to pay for the cost of job coaching in a supported work situation.  Milestones must be written to show the decrease in job coaching hours, costs and must specify the point of stabilization.

A PASS may be written for a person who is already working, but has the potential for higher earnings by decreasing their need for job coaching or by working more hours.

When the person reaches stabilization, follow-along services may still be necessary.  If these services are ongoing, they may qualify as IRWE.

5.
PROGRESS REVIEWS and AMENDMENTS

SSA must periodically review existing plans to insure progress toward the goal and to determine whether the occupational objective has been reached.  This review also helps determine whether the plan should continue.

An individual is progressing toward the goal as long as they are:

(
adhering to the savings and spending schedule, and

(
performing timely any other steps or activities prescribed under the plan.

EXCEPTION:  Unless SSA previously approved the plan’s schedule for a planned expenditure to be bought subsequent to the PASS, an individual who has been saving for a future expense according to their plan, but does not purchase the goods or services before the PASS stops, will not be considered to have been in compliance when the plan is suspended or terminated unless an amendment is approved.

Although the person did follow the requirement to save the funds, the person did not follow the next step, (which is just as vital) to purchase the expense that was so necessary to the attainment of the occupational objective.  If the person attained the work goal without the expense, it was not truly necessary, and the plan should be amended accordingly.

A review is done when information is received that applies to the operation of the individual’s PASS.  (E.g. cessation of training, changes in work activity) or the case is scheduled for a regular periodic review-called a redetermination.

The individual’s situation is evaluated with respect to:

(  
pursuing the occupational objective, and 

(
adhering to the spending and savings schedule.

REQUESTED ITEMS FOR PROGRESS REVIEWS:

(
bills, receipts, or cancelled checks for approved PASS goods or services purchased

(
evidence of set aside savings (PASS account bank statements)

(
verification of school attendance and a copy of transcripts 

· driver’s license if a vehicle was an approved PASS expense

(
verification of cost and hours for supported employment expenses

(
verification of PASS preparation fee paid

(
pay stubs if working and PASS is to increase potential earnings

(
verification of third party payment of PASS expenses and reimbursement

(
statement of updated milestones (Part Ill of SSA-545)

(
updated statement of monthly non-PASS expenses

(
changes in the scheduled completion date 

PASS AMENDMENTS - required if there are changes:

(
in the milestones

(
in the expenditures, savings and spending schedules

(
in the PASS expenses

(
in hours and cost of supported employment (job coaching)

(
from vocational rehabilitation goal to an occupational goal

NOTE: ***A CHANGE IN THE OCCUPATIONAL GOAL WOULD REQUIRE A NEW PASS PLAN ***

All amendments must be reviewed by a Social Security PASS Specialist who will issue a notice outlining the decision made on the amendment request.

NON-COMPLIANCE -- an individual is not in compliance with their plan if they:

(
are not adhering to the spending and savings schedule of the PASS plan.

(
did not purchase the approved goods or services even though they may have the unused funds in the PASS account are no longer pursuing their occupational goal.

· failed to complete the milestones.

(
abandoned the PASS.

6.  EXTENSIONS/CONTINUATIONS

A PASS can be approved initially for 18 months, with a progress review done within the first 12 months.

Under the 1995 Provisions, a PASS may be extended beyond 48 months, provided additional time is needed to meet the work goal.

Each extension request must be reviewed by a Social Security PASS Specialist who will issue a notice outlining the decision made on the extension request.

7.  ACCOUNTING

An accounting is a review of how PASS funds were used.  An accounting is required for all initial PASS plans, progress reviews, continuations, abandonments, suspensions and terminations.  All expenditures and savings must be accounted for at the end of a PASS plan (final accounting).

NOTES:

(
all unused PASS funds must be returned to SSA

(
a PASS Specialist will review the accounting and issue a notice outlining the results of the accounting review

8.  APPEALS

RECONSIDERATIONS

The reconsideration is the first level of appeal after a denial or suspension of a PASS. Specific elements of a PASS can also be appealed if there is a disagreement between the individual and SSA.

An SSA-561 is the appeal request form; however, a written letter requesting an appeal can serve the same purpose.  An appeal must be requested within 60 days of the date the denial notice is received.

PROCEDURES/JURISDICTION

Case Review  The Regional PASS Specialist will do a folder review, along with additional evidence submitted.

Informal Conference/Teleconference  The Regional PASS Specialist will also handle this type of appeal.

Formal Conference  Face-to-face conferences will be held at the local Social Security office.

The Social Security employee who conducts the review will issue a notice of decision.

HEARINGS

Form SSA-501 (Request for Hearing) is the proper form to use when requesting a hearing.  A written request for hearing will also be accepted.

A hearing must be requested within 60 days of the date of the denial notice.

Additional evidence can be submitted.

The case will go to an ALJ (Administrative Law Judge) for a hearing decision at the servicing SSA Hearings & Appeals Office.

The ALJ will schedule the date and time of the hearing.

9.
RELATED WORK INCENTIVES

Work incentives are intended to give beneficiaries the support they need to move from benefit dependency to self-sufficiency.

Work incentives are designed to help people with disabilities enter or reenter the workforce by protecting their entitlement to cash payments and/or Medicaid, or Medicare, until they can support themselves.

IRWE, Impairment Related Work Expenses

The cost of certain impairment-related items and services that a person needs to work are deducted from gross earnings in figuring SGA (Substantial Gainful Activity), even if these items and services are also needed for non-work activities.  The deductions can be made only if:

 (
the person with the disability pays for the cost of the item or 

 (
the person has not been, and will not be, reimbursed for the expense.

IRWE is intended to cover ongoing work expenses.  It can be used after a PASS stops to help the person maintain their job.  An expense cannot be simultaneously excluded as both IRWE/BWE and a PASS expense.

BWE, Blind Work Expenses

The earned income which a blind person uses to meet expenses needed to earn that income is not counted in determining SSI eligibility and the payment amount if the person is under age 65, or age 65 or older and receiving SSI payments due to blindness.

BWE are more advantageous than impairment related work expenses as applied to blind individuals.

1619 Provision

This incentive allows SSI beneficiaries to receive SSI cash payments even when earned income (gross wages and/or net earnings from self-employment) exceeds the SGA level.

Section 1619 is designed to provide ongoing Medicaid coverage to individuals who work.

SSDI Provisions (Title II)

--
TWP, Trial Work Period

--
EPE, Extended Period of Eligibility

--
Continuation of Medicare Coverage

--
Medicare for People with Disabilities Who Work
 INSTRUCTIONS FOR COMPLETING

FORM SSA-545-BK (PLAN FOR ACHIEVING SELF-SUPPORT)

BACKGROUND
Form SSA-545-BK is designed to capture most of the information SSA needs to make an informed decision about a person’s proposed PASS that does not involve a self-employment rk goal.

For a work goal involving self-employment, a detailed business plan is needed. 

POLICY
An SSA-545-BK should be completed for each initial PASS.  If the information is submitted in another format, only those items on the SSA-545-BK need be completed which are not answered completely by the material submitted by the individual.

An SSA-545-BK may be used to change the original approved PASS.  Complete only those items of the form that are being changed.

Part I – YOUR WORK GOAL

A.  Record the work goal.  The goal must be either the specific job (e.g., carpenter or mainframe computer programmer) which the individual plans to have after completing the PASS or “VR Evaluation.” Statements such as “getting a degree” or “obtaining transportation to work/school” are not acceptable goals (although they may be allowable expenses if they are necessary to achieve the goal).

Include as much detail about the job as possible.  For example, a goal shown as “secondary level English teacher” is more descriptive than simply saying “teacher.”

If supported employment is involved, show the number of hours of job coaching is expected at the beginning of the PASS and at the end of the PASS.

Example:  “My work goal is to maintain my supported employment position at the Marriott.  Currently I need 15 hours of job coaching monthly, but when my plan ends in June 1 997, I will only require 4 hours per month and I will increase my work hours from 20 per week to 33 per week.  The job coaching will allow me to increase my ability to accomplish the expected job duties”.  The goal must also be expected to make the person self-supporting by generating sufficient earnings to result in a reduction or elimination of benefits.

A PASS may have an occupational objective of “VR Evaluation” in order to cover the costs associated with obtaining the evaluation.  Once the agency performs the study, the individual must amend the plan to specify a work goal.

B.  Describe the duties the individual expects to perform in the job in sufficient detail to assist in determining if the goal is feasible and when the individual has attained the goal.  A written job description may be attached instead of completing this item.  The goal is feasible if the individual has a reasonable chance to reach the goal, considering factors such the nature of the disability, educational and vocational background, etc.  SSA may contact employment rehabilitation professionals to help determine if the goal is reasonable for the individual.

C.  Record the reasons the person decided to pursue the particular work goal.

D.  Record information about current and expected earnings levels.  This information is needed to ensure that the PASS is expected to-result in increased earnings.

E.  Record the individual’s explanation as to why a self employment goal is preferable to working for someone else.  The explanation should include any information not contained elsewhere in the PASS material, including any discussions about the business venture the individual has had with a knowledgeable third party.  To increase the chances for success, given the overall failure rate of new small businesses, a self-employment goal requires additional time and dedication on the part of the person than is required by working in a similar occupation as an employee.  Further, an individual seeking to set up a business will have numerous startup expenses that someone who is an employee would not have.

Example:  “Because of my disability, I need to lay flat on my back every 3 hours to relieve the pressure.  I cannot work in the private sector; employers will not give me the proper accommodations.  I have tried 2 times before and both employers have let me go.  If I have my own business, I can rest as needed”.

F.  The individual may choose to contact SBA or S.C.O.R.E.  SBA funds a locally chartered volunteer organization, the Service Corps of Retired Executives/Active Corps of Executives (SCORE), who can provide free expert problem-solving assistance to small business.  SCORE tries to match counselor experience with client needs and provide one-on-one counseling.

To access the nearest SCORE chapter location:

Dial 1-800-634-0245 or

Call SBA @ 1-800-U-ASK-SBA, then,

Press #1 for the main directory, then,

Press #3 for SCORE information, after the message;

Press #1; enter your area code.

Include in this item information about any additional source of information that may prove beneficial when SSA evaluates the PASS.

NOTE:  If the individual gives SSA permission to contact the third party that helped prepare the PASS or to furnish that party with a copy of the notice, a separate SSA-3288 is not required.

G.  Include the person’s explanation as to why a prior PASS didn’t work out as planned.  Attach a copy of the prior PASS, if readily available.  There is no limit to the number of plans an individual may develop provided each plan involves a different occupational objective.  However, only one plan can be in effect at a time.  Before a new PASS is approved, SSA must establish that the individual is unable to obtain employment in the prior work goal.  One factor in this decision is whether the individual obtained the needed goods and services.

Example:  Frank Smith’s first PASS was to be employed as a computer programmer.  In 12/95, he received an AA certificate in computer programming.  He began employment in 1/96 with a private agency.  This lasted until 04/96 when he had to terminate employment due to a sudden onset of rheumatoid arthritis in his left shoulder and right hand, wrist and elbow joint.  (He was approved for SSI based on disease of his esophagus).  It was impossible for Frank to sit and type at a computer for any length of time.  In 08/96 Mr. Smith submitted a new PASS with a goal to become a realtor.  Along with his new PASS, he provided a statement from his physician that he was unable to perform the duties as a computer programmer due to the sudden onset of rheumatoid arthritis.  He also submitted a statement from his last employer that stated the difficulties he observed Frank having while employed with his agency.

PART II - MEDICAL/VOCATIONAL BACKGROUND
A.  Include all disabling or contributing conditions, not just those impairments considered by SSA for the disability determination.  The person’s impairments are a factor in determining the feasibility of the goal and the need for proposed expenses to meet the goal.

Example:  A person who was awarded benefits due to a mental impairment, but who also has a back ailment, should list both conditions as both conditions may have a bearing on the decisions.

B.  Record the effect of the person’s impairments.  Include additional information about the person’s abilities as they pertain to the job duties noted in Item 1.B. as well as any information as to how the person expects to carry out the duties in spite of the limitations.  If the goods and services in Part IV are expected to help, be sure the SSA-545-BK includes an explanation as to how the goods and services are expected to help the person overcome the limitations.

Example:  A person who planned to work in a warehouse stated that he could not walk, but he used a wheelchair to get around.  One of his expenses was to have his van modified to include a ramp for getting in and out of the van and hand controls to drive it.  The individual needed the van to make occasional deliveries as required by the job.

C, D, & E.  Include information about the person’s vocational and educational background that will be useful in evaluating the feasibility of the goal, the viability of the plan, and the necessity of proposed expenses.

F.  Include information about any individualized written rehabilitation plan or individualized employment plan prepared for the person.  Such items can provide valuable information with respect to evaluating the work goal, plan and expenses (goods and services).

PART Ill -YOUR PLAN
Record the individual’s step-by-step plan to reach his or her goal.  This information will be used to evaluate the viability of the plan and the appropriateness of the timetable, and to determine the appropriate point(s) for following up on the person’s progress with the plan.

Include as much detail as possible about each sequential action the person will take including the purchase of goods and services identified in Part IV.  This item has intentionally been placed before the list of expenses in order to direct the person’s focus on the plan itself rather than on the expenses (goods and services).

Be sure to include a step that describes how the individual intends to find employment once all the goods and services the person needs are in place (e.g. registering with an employment agency and mailing resumes).

Example:  Steps to become a teacher might include:

· Obtain a high school diploma or equivalency by MO/DAY/YEAR,

· Be accepted at the University of Washington for fall quarter MO/DAY/YEAR,

· Maintain an acceptable GPA for the following four years,

· Adequately complete the college’s student teaching requirements,

· Receive a baccalaureate degree,

· Pass certification tests (indicate MO/DAY/YEAR),

· Apply for teaching jobs - e.g., will go through XXX Employment Agency.
· Obtain a job by MO/YEAR.

PART IV_-_EXPENSES
A.  Collect information in these items about proposed expenses involving vehicles and computers.  Be as descriptive as possible about the type or model being sought.  If specific models are undecided, include as much information as possible about the features needed and the relationship of the proposed expense to the goal.  Only those expenses incurred because of a PASS can be approved.

The person should justify the need for purchasing a vehicle and the need for a new one rather than a reliable used vehicle.  Also, ensure that leasing or renting have been considered.

Example:  Mr. Brown needs transportation to college to complete his education.  Public transportation schedules do not meet his needs.  He has found a reliable used car at a reasonable price, which will cost less than leasing or renting for the duration of the plan.  He will also use the car to get to work.

B.

Example: Ms. Johnson plans to be a computer aided designer (CAD).  She needs her own computer to have access to Internet, which she will use to communicate with her customers.  The computer needs to have high memory capability to accommodate the software that she needs to create and store the designs.  She needs the latest version of the appropriate software applications to remain competitive.  She also needs a high quality printer to produce good results.  (Note: The individual should specify the brand, its capabilities, the exact memory requirements for her to perform the job, the exact type of printer, etc.)

C.  Record detailed information about the goods and services that the person proposes to purchase with the excluded income and/or resources.  Provide as much detail as possible about the proposed expenses and their relationship to the goal to help evaluate the necessity and reasonableness of the expense.

A general statement such as “tool” is not sufficient to evaluate the necessity of an item and the reasonableness of its cost.  Provide as much specific information about each item as possible.  If known, list the specific brand and model number for an item and an explanation as to why that particular model was chosen.  If a specific model has not been selected, try to identify as many of the details and features of the item needed (e.g. computer with sufficient memory to run a word processing program).

If a particular vendor has been selected, enter the vendor’s name, address, and phone number.

D.  Record the person’s explanation as to why additional training or education is needed in light of the person’s educational background which already includes a college degree or specialized training.  Consider these expenses with respect to the goal as defined in Part l.A.  This question will help SSA evaluate whether the person already has the capacity for self-support and whether proposed educational or training expenses are necessary.

E.  Be specific in listing all household expenses.  Use the SSA-632 or the form found on page 36 of this book as a guide to ensure that all expenses are considered.  The money that the individual sets aside to pay for approved expenses must leave him/her with enough money to meet living expenses.  If the person expects to become eligible for SSI through a PASS, s/he must explain how s/he will live on any money not set aside for the PASS, along with any expected PASS payment.

PART_V -__FUNDING YOUR WORK GOAL
A & B.  Identify in these items the existing resources that the person will use towards the goal.  Be specific about the nature and value of each resource.  This information is used to determine which assets SSA can exclude because they will be used to pay for approved PASS expenses.  SSA makes decisions on SSI eligibility and payment amount based on countable (after exclusions) income and resources, as well as other factors.

C, D, E, & F.  Record in C through F information that provides a financial perspective of the plan:

· What funds, other than those already listed in items A and B, are to be used to pay for the proposed expenses;

· The ongoing living expenses of the person;

· How the funds used for the PASS will be kept separate from other funds; and

· Any expected reimbursements for the proposed expenses.

Collectively, these items should provide sufficient information to answer the following question, Will the individual have sufficient income to pay for the expenses noted in Part IV, A., B., and C., and still meet the ongoing living expenses listed in Part IV, E.?

NOTE:  Item D refers to the income listed in C (also shown in 1.C) and the expenses listed 1 Part IV, A., B., and C.

PART VI -  REMARKS
This part is self-explanatory.

PART VII_-_ AGREEMENT
Make sure the individual understands his or her responsibilities under the PASS.  Have the individual (and representative payee) sign the form even if the form is being used as a supplement to other material submitted.

If the individual or representative payee refuses to sign the agreement advise the individual that the PASS will not be approved if the form is not signed.  Document the refusal on a report of contact.
OUR RESPONSIBILITIES TO YOU

And

YOUR REPORTING AND RECORDKEEPING RESPONSIBILITIES
Give the individual the last page of the form as a receipt.  Complete the fill-ins to indicate when the plan was received and to give the person the toll-free phone number of the servicing PASS cadre site.  Remind the individual about the reporting responsibilities and the need to keep receipts for all expenses until the next progress review.

SELF-EMPLOYMENT

PLAN FOR ACHlEV1NG SELF-SUPPORT

Self-Employment -- Business Plans include a detailed business plan.  Most new businesses fail within the first couple of years.  Therefore, the review of such a plan may require securing the opinions of one or more knowledgeable third parties as to the feasibility of the business in terms of the person’s ability to conduct the business and the likely success of the particular type or nature of the business.  Some possible contacts may be vocational counselors, the Small Business Administration, local Departments of Employment and Training, the individual’s physician, local Chambers of Commerce, local banks, and appropriate staff at local colleges.

Business Plan – Individuals seeking a PASS goal of starting a business must include an in-depth business plan as part of the PASS.  If assistance is needed in developing such a plan the individual may want to contact one or more of the experts identified above.  Although not an exhaustive list, the following identifies some of the items that should be addressed in the business plan:

(
Business name, address and owner

(
Business form (sole proprietorship, partnership, or corporation)

(
Description of the principal activity of the business, including a description of the product and/or service to be provided.  In addition, it should include an explanation of the specific objective(s) of the business, as well as timetables for establishing the business and attaining the stated objective(s)

· An explanation of how the business will start.  For example, whether it will be a new start​up or the purchase of an existing business or a franchise

(
An explanation of why this business should succeed.  This may background in this area include anything unique about the business, or the individual’s experience and/or education. 

(
A description as to who or what is the market for the business, as well as the size and geographic location of that market

(
A description of the mechanism for pricing the product and/or service

(
A description of the advertising plan to reach the market and sell the product and/or service

(
A list of any employees and managers and their functions in the business, including any particular qualifications of the individuals which may contribute towards the likely success of the business

(
A description of the financial plan, including anticipated expenses (e.g., payroll, supplies, equipment, taxes, utilities, insurance) and anticipated revenue (e.g., sales, other funding sources), especially those items not otherwise accounted for under the PASS.  This should include a profit and loss projection for the business for the duration of the PASS and at least one year beyond its completion

If you need additional information, please contact your local Social Security office or call the PASS Cadre at 1-800-551-1034.

THE BUSINESS PLAN
[image: image2.wmf]
What is the purpose of a business plan? Countless ambitious and impatient entrepreneurs have asked this question over the years.  Roger Thompson, in his article “Business Plans: Myth and Reality” asks:

Quick:  Which of the following statements about business plans are true?

The primary reason for writing a business plan is to raise money

Capital is more important than people

Having too little start-up money is worse than having too much.

A well-thought-out plan may result in not launching the business at all.

According to Thompson, only one of the statements is true--the last one.  A realistic business plan might save you from yourself by persuading you to abandon a bad idea while your mistakes are still on paper.  The first three statements reflect conventional thinking about the relationship between business plans and money.  However, a business plan that succeeds in raising money isn’t a guarantee that the business itself will succeed.  In fact, raising money should not be the first or even the primary mission of a written plan.  First and foremost, writing a business plan is a chance to flesh out ideas, to look for weak spots and vulnerabilities.  The discipline of writing a plan is more valuable than the money it raises.

According to McKeever, almost without exception, each business owner with a plan is pleased they have one and each owner without a plan wishes they had written one.

There are, in fact, four major reasons for completing a business plan:

1.  Planning and problem solving.  The process of putting a business plan together forces you to take an objective look at the business, confront and justify underlying assumptions, and solve potential problems before they occur.  Taking a critical and unemotional look at the project in its entirety will hopefully avoid crises, and more adequately prepare for opportunities.  The structure of a business plan is designed to tease out the kind of specific information that will aid in dispassionate decision-making.

2.  Communication.  A written document accomplishes two communication goals.  First, it is one of the first ways that you share your ideas with others.  Accordingly, it should provide a clear and concise definition of the type of business to be developed, the target market, and the competitive advantage(s).

this business will have.  Such a clear statement is a valuable tool for many communication needs.  Second, it provides a common reference point for all interested parties, e.g. employees, investors, community stakeholders

3.  Operations management.  The business plan is an operating tool which, when used properly, helps to better manage the business and work toward its successes.  It will assist in ongoing decision making, and in evaluating how the business is doing.  In the flurry of activities that occur during the early years of a new business, the business plan is an objective tool to reach for, and revise as needed, as the business unfolds.

4. Obtaining financing and other resources.  A thorough business plan automatically becomes a complete financing proposal that will meet the requirements of most lenders.  Before making a commitment to you, they will want to see that you have thought through critical issues facing you as a business owner, and that you really understand your business.  The good news is that with perseverance and a solid business and financial plan that demonstrates a strong likelihood of success, financial backing is obtainable for most.

Categories of Business Ventures

· Retail — Retail businesses buy merchandise from a variety of wholesalers and sell it directly to consumers.  Some retailers provide service and repair or other “value added” features.  Most just merchandise the goods at a markup, which varies greatly depending upon the type of business, the target customer and the competition.  For most retail ventures, with the exception of catalog or internet-based businesses, location is a critical factor to success.

· Wholesale — Wholesalers buy merchandise from manufacturers or brokers and re-sell it to retailers.  Normally, wholesalers keep a large inventory, and gross profit margins are low, so they make their profits based upon volume.  A convenient location is usually not critical to the customer, since most wholesalers offer delivery or shipping.  However, it is critical to the business owner, since these costs must be considered as part of overhead.

· Service — In a service business, people with a specific skill sell it to others.  This usually involves the completion of a task, or the offering of advice or professional assistance.  Service businesses cover a wide range, from architectural firms, to beauty parlors, -cleaning companies, and color consultants.  Many service businesses also include a retail component, and especially in the hospitality industry (restaurants, hotels, etc) location is a critical factor.  Service businesses are the fastest growing area of the American economy.

· Manufacturing — Manufacturers assemble components or process raw materials into products that are used directly by consumers or by other businesses.  This can range from individual craftspeople to large factories.  As with wholesale businesses, location is not as critical for the customer as it is for the business itself (space and shipping costs, access to workers and raw materials, etc).

· Project Development — Developers create and finish a saleable product by assembling resources for a one-time project.  Builders and movie producers fall into this category.  Once the project is completed and sold the developer moves on to the next one.


There is no single “correct” way to prepare a business plan, and business plans can range in size from five to fifty pages.  A business plan for an existing business will look different from a start-up business plan, which will look different from a franchise plan.  Nevertheless, there are certain essential elements that must be included in any complete business plan.  They are:

I.  TITLE PAGE

At minimum, this should be a separate page with the title of your business, the date, the owner’s name, address, phone, fax, and e-mail address.  Bindings, pictures, graphics, and color print always make a good first impression, and give a professional appearance to a plan, but won’t compensate for problems between the covers.

II.  PLAN SUMMARY

This is a one-page summary that introduces and emphasizes the major points of the plan, catching the reader’s interest right away, and providing an easy to find reference point for key information from the plan.  Since some people will not read the plan in entirety, this is the opportunity to convince the reader to continue reading.  The summary should include the following information, and should be signed and dated at the end:

· Who the owner is, and why they are qualified to run this business

· What the business is

· Who the customers will be

· How much money the business will earn

· How much money (total) is needed to start

· How much money is needed to raise

· Why this is a good idea

III.
TABLE OF CONTENTS

Should appear after summary, and should list all of the sections of the plan, with page numbers.

IV.
PROBLEM STATEMENT

This is the unmet need that is experienced by potential customers that will be addressed by the new business.

V.
BUSINESS DESCRIPTION

This is where the business is described in some detail and should answer the following questions at minimum:

· What type of business is it? (Retail, wholesale, service, manufacturing, project development?).

· What products/services will be provided?

· How does this business solve the problem outlined above?

· What are the future trends in this business area?

· Where will it be located and what type of space is it?

· When will it operate?

· What is the legal structure and/or business form? (sole proprietorship, partnership, corporation, limited liability corporation)

VI.
MARKETING PLAN

This involves describing the target customer in detail, how they will be reached and communicated with, along with information about the current and future market environment.

Customers
· Who are your potential customers?

· Where are they located?

· What are their buying habits for similar products or services?

· If customers are individuals, what are their ages, income brackets, educational levels, gender, and ethnicity?

· If customers are other businesses, what are their characteristics, needs, and future trends?

Competitors
· Who are the five most direct competitors?

· How long have they been in business?

· Are their businesses thriving, failing, or just surviving?

· Can you equal or beat their price and quality?

· What are their strengths?

· How are they vulnerable?

· Are there opportunities for shared business, joint ventures, or other forms of collaboration?

Communication
· What is the advertising strategy (media, Internet, word of mouth, yellow pages?)

· What form of marketing is effective in this industry?

· What type of marketing materials will be used?

· How will you measure the impact of advertising?

Growth and Development
· What are the external factors (social, political, economic) effecting this industry?

· How will we identify new market niches?

· How flexible are we to designing or creating new products/ services to meet a changing marketplace?

· How will we identify new markets for existing products/services?

· How will we time new investments to sustain business growth?

VII.  FINANCIAL PLAN

1)
Start-up budget: may include the following items:

· Business purchase and/or franchise

· Site acquisition or initial lease payments during development

· Site fit-up costs (renovations)

· Permit costs

· Equipment

· Furnishings Supplies

· Telephones, computers, etc

· Initial inventory

· Insurance

· Advertising, printing, and signs

· Employee wages and fringe benefits (prior to opening day)

· Vehicle purchase

2)
Potential sources of start-up funds
· Identify how much owners’ equity is available.  Identify prospects for business loans, grants, capital investments

· Describe the terms for each of the above

· Establish priorities based on preferred terms and likelihood of success

3)
Profit and Loss Forecast: Breakeven analysis
0perating revenue forecasts:

· On a monthly basis estimate sales income for the first two years.

· Describe basis for assumptions

Operating expense forecast:

· Raw materials costs

· Employee wages and fringe benefits -

· Site costs (lease or mortgage, utilities, maintenance, etc)

· Vehicle expenses (gas, insurance, maintenance, lease payments)

· Supplies

· Accounting/bookkeeping

· Depreciation

· Equipment replacement and repair

· Travel

· Service contracts

· Commissions.

· Loan repayments, interest expense

· Taxes (sales, income, property)

· Insurance

· Advertising

· Franchise fee

· Bad debt

4)
Cash Flow analysis
Starting with the Profit and Loss analysis, make adjustments each month to the monthly profits to account for the time differences in collecting and spending money.

VIII.  OPERATIONS PLAN

The operations plan describes the specific methods and activities that will be used within the business.  This is the “how to” part of the plan.

Production or Service Strategy

1)
What are the relevant product/services processes, standards, and technology?
>
Do you have or can you get and afford the most current information, skills and technology?

>
What regulations (Food and Drug, Public Health, OSHA, etc.) standards must you meet?

>
Do product or services guarantees or liabilities apply in your industry?

2)
How does your production scheduling/services scheduling meet sales goals?
>
How will sales and marketing be coordinated with production?
>
Are there enough working hours available to meet sales targets?

>
What effect does expanded marketing have upon equipment life?  space utilization?

3)
What are your inventory acquisition, storage, distribution and accounting policies?

>
What inventory system is generally used in your industry?

>
Do you have safeguards against inventory theft?

>
Is inventory accounted for according to the standards of your industry?

>
Is inventory easily entered, stored, withdrawn and returned for production needs?

4)
What are the productivity standards?

· Is production timed by unit or by task completed per hour?

· What is the industry standard?

· Can you be competitive if you exceed the industry standard?

· How often will you re-time study?

5)
What are your equipment/materials/supplies needs?

· Must you purchase? Can you lease? Can-you ?

· Can the cost of equipment be returned in profit over a reasonable length of time?

· Are distributors locally available? What is their delivery time? What is your re-order schedule?

>
Does your equipment have a time limited useful life? Are your supplies perishable?

6)
What quality control factors must you consider?

· What methods will you use to ensure ongoing customer satisfaction/discover why they might be dissatisfied?

· How will you document repeated quality problems over time to discover patterns and develop remediation strategies?

· What staff incentives might you consider to ensure consistently high quality?

· What quality monitoring standards are used in the industry and what will you use?

7)
What worksite features must be present to meet your business objectives?

>
Do you have sufficient heat?  Electrical capability?  Light?  Air conditioning, etc?

>
Does the design and/or structure of the space support or detract from your production needs?

>
Is it handicapped accessible?

· Are there loading facilities?  Storefront visibility?  Nighttime lighting?  Security?

8)
How will you determine actual costs of sales?

>
What is the cost of wages per unit of production or billable hour of service?

>
What is the cost of materials, supplies, light, heat, utilities, etc. per unit?

>
What costs must be brought down to meet a desired market price?

>
Can savings be achieved in any cost category that will not compromise quality but result in greater profit?

9)
What lead times must you consider?

· How long will it take to “tool-up” before the first unit is produced/service is delivered?

· Will there be “take down/re-fit” cycles in the production schedule resulting in non-productive wage expenses?

· Will required pre-production training times be done without income?

· Will delays in equipment or materials acquisition affect your business’ ability to meet its business commitments?

· How will shipping or transportation affect timetables?

10)
What are some other timing factors to consider?

· Are there high and low sales volume periods?

· Is it a seasonal business?

· How often will you need to run additional shifts?

· Is production done on a routine, standardized basis, or is it done on call?

IX.  HUMAN RESOURCE MANAGEMENT STRATEGY

1)
Define your workforce

>
What specific business and technical skills will be required to manage the business?

>
How many and what type of employees will be needed?

>
What will be their job descriptions?

· What will be the lines of authority and internal communication structures?

· What is your recruitment strategy and hiring process?

2)
Describe personnel policies and practices

>
What will be the wage scales?

>
What benefits will be offered?

>
What other incentives will be offered?

>
What reasonable accommodations can you expect to provide?

3)
Define your staff development plan

· How will you provide ongoing training and supervision to your staff?

· How will you initially assess workers?

· What is the ongoing evaluation procedure?

· What are the disciplinary procedures?

X.  PERSONAL FINANCIAL STATEMENT OF OWNER(S)

· Assets

· Liabilities

· Net Worth

· Annual Income

· Annual Living Expenses

XI.  PERSONAL BACKGROUND OF OWNERS


· Summary of “success indicators”

· Resumes

· References

XII.  APPENDIX: SUPPORTING DOCUMENTS

May include some of-the following:

· Drawings and prototypes

· News clippings

· Marketing materials

· Proposed documents (contracts, leases, etc)

· Floor plans, descriptions of renovations

· Equipment list

· Letters of endorsement

· Published statistics
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Example of Cadre Acknowledgement Letter

RE SSN:                                                                                 
                                                                                                 SSA, Denver Region PASS Cadre

                                                                                                 P. O. Box 25447

                                                                                                 Denver Federal Center 

                                                                                                 Denver, CO 80225-0447

                                                                                 Toll-Free:  (800)551-1034

                                                                        Fax:   (303)236-4142

Dear:

On ____________________________you submitted a Plan for Achieving Self-Support (PASS) to our SSA office in _________________________________.

Your plan was received by the Denver PASS Cadre on________________________________.  We are the SSA component responsible for reviewing and making the final decision on your plan.

A decision on your case will be made on your plan once we have received all the documentation necessary to make a determination.  See Page two for the additional information we must have in order to make a decision on your PASS application.  A final decision will be made in approximately 30 days from receipt of the required information.

Your PASS plan is as important to us as it is to you.  You may contact us, at 1-800-551-1034 (toll free long distance) or visit your local Social Security Office and they can help answer basic questions concerning your PASS or refer your information to us at the PASS Cadre.

You must provide us with the necessary information on page two by _______________         and explain any delays or we will assume that you do not wish to pursue your PASS and your application will be denied.

Sincerely,


PASS Specialist

Name:  ______________________________    SSN:  ____________________________

Information to be submitted by:  ___________________________________________

_____Copy of your State Vocational Rehabilitation Individual Plan for Employment (IPE) or a copy of your vocational assessment or evaluation from another accredited vocational agency.

_____Detailed Business Plan if you are going to be self-employed.  You may want to contact the Small Business Administration for help with this plan.  See copy of the enclosed Structure of Business Plan you can use as a guide.

_____Monthly pay stubs for
since _____________________________.

_____Copy of your last two years tax returns and your Schedule C and Schedule SE if you are self-employed.

_____Copy of the bank account information that your PASS funds will be placed in.  (You are required to keep a separate account for all approve PASS funds for accounting purposes.)

_____Proof of any Loans/Financing Schedules/Payments required in order to pursue your goal and purchase items requested by you in your PASS application.  REMEMBER SSA cannot guarantee a loan and the additional PASS income will end when the PASS ends.

_____Letter of Admissions to School/College and a copy of curriculum for the degree or certification requested in your PASS plan.

_____School/College Statement of Accounting which shows tuition/fees and who paid or will be paying expenses.  (Grants, Scholarships, Student Aid, Vocational Rehabilitation, etc.)

_____Financial Aid letter from school  (You must apply for all financial aid and grants available to you if you have not already done so.)

_____Official School Transcripts from schools or colleges and last report card if in school.

_____Complete enclosed worksheet for “Monthly Living Expenses.”  
_____Our records do not show you have filed an application for SSI (Supplemental Security

           Income) benefits with your local Social Security Office.  You must file an application

           before we can consider your PASS plan.  Call 1-800-772-1213 to make an appointment or
           go into your local office to apply in person.  Be sure and take your PASS application with

           you when you go in. 
_____We are returning your PASS application for your or your payee’s signature.

_____We are returning your PASS application because it is not complete.  Please complete the items marked and return.

--------Other  _________________________________________________________________  ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

MONTHLY LIVING EXPENSES FOR PASS DETERMINATION

NAME______________________________    SSN______________________________

HOUSEHOLD

1.
Rent/Mortgage ______________

2.
Property Insurance (not included in mortgage ____________

3.
Property Tax (not included in mortgage ___________

4.
Food (Do not-include value of food stamps) ____________________

5.
Gas and Electric ___________

6.
Heating Fuel ___________

7.
Water______________

8.
Garbage Removal __________

1. Association Fees ___________

NON-HOUSEHOLD OPERATING EXPENSES

10.
Telephone ____________

11.
Cable _________

12. Security System __________

PERSONAL EXPENSES

13.
Recreation, Movies, Restaurants _____________

14.
Club Memberships ___________

15.
Charity Donations _________

16.
Clothing ________

17.
Haircuts, Manicures _________

18.
Dental (After insurance) ________

19.
Medical (After insurance) ___________

20.
Attendant Care (After insurance)

21. Laundry __________

INSTALLMENTS

22.
Insurance premiums___________

23.
Car Loan Payments __________

24.
Credit Card accounts ___________

25.
Non-Allowable PASS Expenses (gas, lunch, etc.) ____________

26.
Child Support, Alimony ______________________

27.
Legal Fees ___________________

28.
Child Care ______________

29.
Lay-Away accounts __________

30.
Miscellaneous Expenses ___________ (Please explain) ________________________

SIGNATURE___________________ DATE_________

SOCIAL SECURITY ADMlNISTRATION

Consent for Release of Information

TO:  Social Security Administration

___________________________   ________________   ____________________________

NAME
DOB
SSN

I authorize the Social Security Administration to release information or records about me to:

Name
Address

_________________________________
_____________________________________

_________________________________
_____________________________________

_________________________________
_____________________________________
I want this information released because:

____________________________________________________________________________

____________________________________________________________________________

(There may be a charge for releasing information)

Please release the following information:

______________Social Security Number 

______________Identifying information (includes date/place of birth, parents’ names)

______________Monthly Social Security benefit amount 

______________Monthly SSI (Supplemental Security Income ) amount 

______________Information about benefits/ payments I received 


From ____________to ______________ 

______________Information about my Medicare claim/coverage 


From___________ to ______________ 

______________PASS (Plan for Achieving Self-Support)

I am the individual to whom the information/record applies or that person’s parent (if a minor) or legal guardian.  I know that if I make any representation that I know is false to obtain information from Social Security records, I could be punished by a fine or imprisonment or both.

Signature _____________________________ Date____________________________

Form SSA-3288
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