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PROGRESS CHECKLIST FOR SELF-EMPLOYMENT
STEP 1  Initial Planning (status 10-0)

 FORMCHECKBOX 

Checklist 1 Self-Employment Information is completed and signed by Counselor and Client.
 FORMCHECKBOX 

Client signs Income-Offset Form permitting counselor to initiate email to State office to determine if client is showing delinquent State credit obligations (Dawn Trenez current contact).
 FORMCHECKBOX 

Income-Offset check has been completed. 

 FORMCHECKBOX 

Credit Check has been completed. 

 FORMCHECKBOX 
 Personal Financial Statement has been completed.
 FORMCHECKBOX 
 Personal Budget has been completed.
 FORMCHECKBOX 

Client meets all program criteria including documentation of their ability to match grant request and information that demonstrates a likelihood for business success.
 FORMCHECKBOX 

Checklist 2 Disability Analysis is reviewed and signed by Client and Counselor.
 FORMCHECKBOX 

Checklist 3 Is Small Business Right for You completed and signed by Counselor and Client.
 FORMCHECKBOX 
 Expansion – Financial Documentation Included.
 FORMCHECKBOX 
 Acquisition – Financial Documentation Included.

 FORMCHECKBOX 
 All three Checklists and accompanying paperwork have been reviewed in their entirety to ensure thoroughness of completion prior to submitting to Business Development Specialist.

Note: Counselor should address the next four asterisked check boxes:

 FORMCHECKBOX 

(Counselor has information or documentation related to Client’s academic, communication and managerial skills that supports an ability to manage their own business with or without accommodations.
 FORMCHECKBOX 

(Client understands the income derived from a Self-Employment plan is to meet or exceed an average 80% of Substantial Gainful Activity (SGA amounts vary the beginning of each calendar year).
 FORMCHECKBOX 

(Benefits Planning is considered by Counselor for Clients receiving SSA benefit.
 FORMCHECKBOX 

(Client attends Exploring Entrepreneurship workshop (strongly recommended) and/or similar activities, utilizes community resources related to business development as needed, including options available through SBDC, SBA, SCORE, The Abilities Fund.
STEP 2  Application (status 10-0)

 FORMCHECKBOX 

Client completes Application for Self-Employment to Counselor.
 FORMCHECKBOX 

Counselor reviews and if supports, submits Client’s completed Application to IVRS Business Development Specialist. Prior to submission, Counselor can obtain advice from IVRS/IDB management.

 FORMCHECKBOX 

Application is scored by the Business Development Specialist and provides copy of findings to the Counselor.
 FORMCHECKBOX 

Application interview occurs between Business Development Specialists, Client and Counselor as necessary to discuss scoring and next steps.
 FORMCHECKBOX 
 Form letter will be sent by ISE staff to the Client and Counselor regarding the acceptance of the Client’s Application to the program.
STEP 3  Business Planning Feasibility Study – PART 1 (status 12-0) 
 FORMCHECKBOX 

Counselor moves Client’s case file to Status 12 at some point during Business Planning Feasibility Study.
 FORMCHECKBOX 

Feasibility services begin upon acceptance to the program. 

 FORMCHECKBOX 

Business Development Specialist provides Client with necessary information, tools (to include a General Guide to Feasibility Assessment and/or Business Plan outline), and/or other resources to allow the client to prepare the Business Planning Feasibility assessment. 

 FORMCHECKBOX 

Client completes the Business Planning Feasibility under guidance from the Business Development Specialist.
 FORMCHECKBOX 

Business Development Specialist provides signed copy of Business Planning Feasibility score to Counselor.
 FORMCHECKBOX 

Feasibility meeting may occur with all involved parties at which time the scored results of the feasibility study are discussed, client signs scoring document to acknowledge receipt, and to determine next action steps.
 FORMCHECKBOX 

Stop process if business idea is not feasible or the self-employment goal is no longer feasible.
 FORMCHECKBOX 

Modify business concept and resubmit.
 FORMCHECKBOX 

Continue as planned.
 FORMCHECKBOX 

When Business Planning Feasibility meets scoring criteria, the Business Development Specialist will recommend the Client move into STEP 3 Business Planning – PART 2.
STEP 3  Business Planning  - PART 2 (status 18-7) 

 FORMCHECKBOX 

Client prepares a complete Business Plan, including quotes from vendors, using guidance from the Business Development Specialists and other business community resources.
 FORMCHECKBOX 

Client’s Business Plan is scored by Business Development Specialist who provides recommendations for next steps to all parties involved. 

 FORMCHECKBOX 

Stop process if business plan score is insufficient. 

 FORMCHECKBOX 

Modify business plan and resubmit for reconsideration if score is insufficient.
 FORMCHECKBOX 

Continue if business plan meets scoring criteria.
 FORMCHECKBOX 

Client will provide updated quotes from vendors for both Financial and Technical Assistance, if different than originally proposed, to present to the Business Development Specialist. 

 FORMCHECKBOX 

Business Development Specialists send an outline of potential costs (ie: Financial and/or Technical Assistance Summary Form) associated with purchases or services needed for Client’s business to Counselor and Supervisor for review.
 FORMCHECKBOX 

Counselor moves Client’s case file to Status 18-7 if business plan is approved. Client moves on to STEP 4 Business Implementation.
STEP 4  Business Implementation (movement into status 22-0)

 FORMCHECKBOX 

Business Development Specialist contacts the Counselor to make arrangements for a Financial Assistance Meeting with the Client.
 FORMCHECKBOX 

During the Financial Assistance Meeting, the client will discuss the Business Plan, Financial Assistance requests, and any Technical Assistance requests. Remaining Business Plan or financial issues are resolved between all parties.
 FORMCHECKBOX 

Business Development Specialist will make final Financial and/or Technical Assistance recommendations to Counselor.
 FORMCHECKBOX 

If all parties agree, Counselor will review the Self-Employment Responsibilities Form with the client and the client will sign the form.
 FORMCHECKBOX 

Counselor approves authorization(s) for Financial and/or Technical Assistance. Area Office clerical should enter into IRSS, notifying Area Office Supervisor of request to approve authorization in IRSS system. After approval is received, Area Office clerical will complete authorization process and send copies to client/vendor.  

 FORMCHECKBOX 

Counselor/Area Office Clerical sends W-9 forms to any new vendors.

 FORMCHECKBOX 

Counselor reviews vendor bills for items purchased for client. Authorizations and totals should be tracked by Area Office staff.

Step 4 – continued

 FORMCHECKBOX 

After reviewing, Area Office clerical enters invoice/billing information into IRSS and forwards the original bill (detailed vendor invoice or Page 2 of the completed Official Authorization and Billing Form) to Financial Dept. of IVRS State Office for payment.
 FORMCHECKBOX 

Regular contact occurs between Business Development Specialist and Client which is communicated to Counselor.
 FORMCHECKBOX 

By the 10th of each month, the Client should complete the Client Follow-Up Form to provide to the Business Development Specialist with financial information requested.
 FORMCHECKBOX 

Progress reports are provided by Business Development Specialist to Counselor and Client by the 15th of the month, (whenever possible). 
 FORMCHECKBOX 

Business Development Specialist recommends a business stabilization date in collaboration with Client and Counselor.
 FORMCHECKBOX 

Upon Counselor approval of stabilization date, Counselor moves Client’s case file to Status 22.
 FORMCHECKBOX 

Client completes Self-Employment Income (SEI) Form with Counselor for Ticket-to-Work Payment Request, copies of which may be retained locally, as long as Counselors facilitate forwarding the original form to Karen Hanley at IVRS State Office. 

STEP 5  Business Follow-up (movement into status 26-0)

 FORMCHECKBOX 

Discussion initiated by Business Development Specialist in collaboration with Counselor and Client to outline expectations for monitoring which includes continued communication between Client and Business Development Specialist once Counselor closes file.  

 FORMCHECKBOX 

Monthly communication involving all parties is documented through reports generated by Client and provided to Business Development Specialist who communicate progress to Counselors (via phone or written correspondence).
 FORMCHECKBOX 

Pending Client’s progress after 90 days or more in Status 22, agreement is reached between Counselor and Client to complete case closure.
 FORMCHECKBOX 

Counselor obtains Client signature on the Statement of Understanding (Publicity Release) form to forward to Business Development Specialist if Client is interested in publicizing and promoting their business success through IVRS initiatives.  

 FORMCHECKBOX 

Counselor informs Client about Satisfaction Survey ISE generates to obtain input from program participants.  

 FORMCHECKBOX 

Business Development Specialist continues to provide follow-up tracking with Client for up to two years until mutual agreement is reached that follow-up is no longer necessary. 
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