
Department of Rehabilitation Services

Bureau of Education and Services for the Blind (BESB) Funding for Self-Employment

Introduction
If you have an idea to start up a small business or to expand your existing business to make it profitable, BESB may be able to help you with funding. 
Research Your Idea

Are you hoping to start a new business? If so, what is the competition in your area for this type of business? Are there internet competitors that offer the same product or service? If you have an existing business that is struggling to make a profit and you would like to expand your marketing or add a new product line or service, what has been the experience of your competitors who have gone in a similar direction? 

When researching the type of business that you would like to start or expand upon with assistance from BESB, keep in mind these policy requirements and restrictions:

· The Bureau will not purchase or lease a building or dwelling. 

· The Bureau will not substantially alter the physical structure of an existing building or dwelling unless such alterations are directly related to the disability of the client.

· The Bureau will not purchase all or part of a franchise or business.

· The Bureau will not purchase motor vehicles, aircraft, or boats. 

· All applicable State of Connecticut purchasing regulations, policies, and procedures must be adhered to.


· The Bureau will not provide funding for business ventures that do not meet the standards of the community, or that offer as their primary focus the provision of services or products that are controlled or regulated, such as but not limited to alcohol, tobacco, firearms, pornography, or drug paraphernalia. 

· The Bureau requires the client to maintain a physical presence at the location of the business on an ongoing basis.  Third party business ventures, with the client as a removed or pass through partner are not eligible for Vocational Rehabilitation funds.

· To increase the opportunity for success of the new business venture, the client shall permit access to business records and onsite follow up by Bureau staff during the first six months of operation of the business.

· Salaries and/or fringe benefit costs of the client or employees of the client, as well as contractor fees and/or consultant fees are not eligible for funding and shall not be counted in the client equity match requirement. 

· Expenses related to the primary residence of the client (including but not limited to rent, mortgage payments, utilities) shall not be eligible for Bureau funding or be counted towards the client equity match requirements. 

· The business plan shall include a line item for liability insurance to protect the business. 

· The Bureau can provide necessary licenses, tools, equipment and initial stock for a person to successfully establish a new business or maintain an existing business, subject to approval of a business plan.  The term “initial” refers to the establishment period for a new business, which shall not exceed 6 months from the first day of operation, or in the case of an existing business that has received business plan approval, 6 months from the date of plan implementation as noted by the first purchase authorization date of a service or item from the approved business plan.
Credentials and Experience:  

Do you have the necessary credentials such as certifications, college degree or license required for operating this type of business? If the type of business you are seeking to own does not require a specialized credential, do you have prior work experience in this type of occupation? If you do not have prior work experience in this type of occupation, do you have relevant volunteer experiences? Do you have membership in professional organizations related to this type of occupation? 

Co-Sharing of Business Plan expenses:

One important consideration is the co-sharing requirement for funding that is provided by BESB. If your business is approved for BESB funding, you will need to put forth your own funding or in-kind contribution at certain value levels before funds from BESB can be used. This is referred to as your “equity contribution.” The size and composition of required equity contributions are based on the amount of funding that you are requesting.
Equity contributions are defined as follows:

· In Kind Contribution – This can take the form of cash, the current market value of tangible assets either used or to be used in the business, funds invested in the business, or any related contribution as approved by the Business Advisory Committee. 

· Liquid Contribution – Documented equity in the form of liquid assets such as cash, stocks, bonds, securities, and/or alternative financing. 
The equity contribution requirements are based on the following scale:
· Business Plan requests from $1.00 to $10,000.00 require a ten (10) percent client equity contribution, of which up to 100 percent of the client contribution can be in-kind match.

· Business Plan requests from $10,001.00 to $20,000.00 require a fifteen (15) percent client equity contribution, of which up to 100 percent of the client contribution can be in-kind match. No more than fifty (50) percent of the total business plan funding request can be for business equipment.

· Business Plan requests from $20,001.00 to $50,000.00 require a twenty-five (25) percent client equity contribution, of which a minimum of fifty (50) percent must be liquid match and the remaining fifty (50) percent may be in-kind match. No more than thirty-five (35) percent of the total business plan funding request can be for business equipment and no more than twenty (20) percent can be for rent and/or utilities.

· Business Plan requests over $50,000.00 require a thirty-five (35) percent client equity contribution, of which a minimum of fifty (50) percent must be liquid match and the remaining fifty (50) percent may be in-kind match. No more than twenty-five (25) percent of the total business plan funding request can be for business equipment and no more than fifteen (15) percent can be for rent and/or utilities.
It is very important that you provide documentation of the projected costs for the services and items that you are asking BESB to pay for, since the cost of these services and items will determine how much equity contribution you are required to put toward the business. It is also important to identify which of these items are in the categories of business equipment or rent and utilities if your funding request is at a level that has percentage restrictions.
Documentation of the equity that you are putting toward the required contribution to the business must also be provided. In kind contributions must be at the current market value of tangible assets and you will need to provide supporting documentation of how you arrived at the current market value of these in kind tangible assets that you are counting toward the equity contribution.
If the amount of BESB funding you are requesting requires a liquid contribution, you will need to provide supporting documentation of the funding that you are planning to put toward the matching requirement. This is particularly important because these funds will need to be used before BESB funds can be spent.

What if I am only seeking adaptive technology funding from BESB? 

If you are only seeking adaptive technology devices to maintain or expand an existing business, then a business plan submission is not required. However, you will need to provide documentation of the income from the existing business by submitting copies of your Schedule C tax filing for the previous year, records from your accounting firm, or official records that you maintain of your business income. 

If you do not currently have a business and will need adaptive technology devices for your new business venture, the adaptive technology devices need to be listed in the business plan, but these items are not subject to the equity matching requirements. Adaptive technology devices are items designed and marketed specifically for use by an individual with a disability. Software such as Microsoft Word, Adobe, or Photoshop, or devices such as Smart phones, tablets or lap top computers are not considered as adaptive technology devices. These items would need to be listed as business equipment in your business plan. 
How to Proceed

By discussing your employment goal with your Vocational Rehabilitation Counselor, the two of you can review if you are ready to proceed directly to business plan development or if there are other steps that would be beneficial beforehand. For instance, if the type of business that you wish to operate requires a license or certification before you can apply for the necessary permits to operate the business, it would be advisable to first obtain the training necessary to qualify you for the licensure or permit. 

From these discussions, you and your Vocational Rehabilitation Counselor will develop a listing of services that will collectively contribute towards the achievement of your employment goal. These services are documented in an action plan, referred to as an Individualized Plan for Employment or IPE. In addition to listing your employment goal and services, the plan will also identify vendors that are going to provide these services if known at the time, and the anticipated time frames for when these services will begin and be completed. Because some of the items and services that you are requesting for the business may require a competitive bidding process, the actual item and vendor that provides the item may vary from the item that you are requesting.  Should that occur, your IPE will need to be amended to reflect the actual vendor who won the competitive bid for the item or service. 
The IPE will be reviewed with you at least once each year, and can be amended at any time if other services or vendors need to be added. The IPE can also be amended if you wish to change your employment goal. 
While your IPE represents an agreement between BESB and you to work towards achievement of your identified employment goal, BESB funding for your business can only be provided after your business plan receives approval from the Business Advisory Committee. 
Can I develop a Business Plan beforehand?

Yes, you can certainly pursue a business opportunity before you seek Vocational Rehabilitation Services. However, for BESB to provide funding, your business plan would still need to be in the required format and your Vocational Rehabilitation Counselor would still need to have an IPE in place for you. Equally important is that your business plan would still need to be approved by the Business Advisory Committee before any funding could be considered. BESB is not permitted to pay for services and items for your business after the fact, so keep that in mind if you are planning to open or expand a business.

How do I Develop a Business Plan?

Included with this guide is a Business Plan Template for you to use. Fill in each section of the template and gather the required supporting documents. There are organizations that can assist you in developing your plan. Among them are the Connecticut Small Business Development Center, local Chambers of Commerce, or the Service Corps of Retired Executives (SCORE). If you have access to the internet, these organizations can be found by doing a search in your favorite search engine. Infoline (dialing 211) can also provide you with information on how to reach one of these organizations. Your Vocational Rehabilitation Counselor can also provide assistance in connecting you with one of these organizations.
One of the policy requirements regarding your Business Plan proposal is for you to have one of these organizations conduct an assessment of the economic viability of your business proposal. The Business Advisory Committee requires a written summary from one of these organizations to be submitted with your Business Plan, so it is highly recommended that you involve one of these organizations very early in the planning and development of your business idea. 
Can the Vocational Rehabilitation Counselor develop the Business Plan with me?

While the Vocational Rehabilitation Counselor can provide you with information on the Bureau’s policies regarding business plan development, and assist in procuring the services and items for your business after the Business Advisory Committee approves your plan, they are not able to assist in the drafting of your plan.

What Happens Next?

After you have completed the Business Plan Template, gathered the required supporting documentation of the assets included in your equity contribution, and obtained the written assessment of economic viability of your business proposal from the Connecticut Small Business Development Center, a local Chamber of Commerce, or the Service Corps of Retired Executives (SCORE), submit this packet to your Vocational Rehabilitation Counselor. After confirming that all required sections of the Business Plan Template have been completed and that all required supporting documents are provided, the plan will be sent to the Business Advisory Committee.

What is the Business Advisory Committee? 
The Business Advisory Committee for the Vocational Rehabilitation Program consists of three current and/or former members of the State Rehabilitation Council who serve or have served in the appointment categories of business, industry, labor, or in the appointment category of recipient of services if the appointee currently owns and operates a business.  

What is the process for reviewing my business plan?

The Business Advisory Committee will convene a meeting within thirty days after receiving your business plan. Minutes will be taken of all deliberations of the Committee and you will be provided with a copy. You may also attend all Committee meetings where your business plan is discussed and offer responses to questions raised during these discussions. For your business plan to receive approval for funding, all three members of the Committee must vote to approve it. A vote of “no” by any of the Committee members means that your plan is unapproved.
If that happens, you will be given written instructions for actions you can take to make the plan acceptable, and it may be resubmitted for reconsideration of approval.  Your business plan submission shall be considered open for further review and resubmission for no more than six months from the first meeting date when the Business Advisory Committee reviewed your plan, or until such time as the Committee votes to approve or disapprove the plan, whichever comes first. Once a plan is no longer open for consideration due to the passing of six months from the first meeting of the Business Advisory Committee or a vote to reject the plan has occurred, any new or revised business plan submission shall be subject to the Vocational Rehabilitation policies in effect at the time of submission of the new or revised business plan. 
Any participating Committee member may call for a vote on your plan after discussion of the plan’s content has reached conclusion, or in the opinion of two of the three Committee members or you, the plan review has reached a point where no further information can be expected to reasonably contribute to further discussions. At your request, a Committee member may be replaced with another member from the list of eligible candidates to serve as Committee members prior to a vote if you can substantiate that an actual conflict of interest exists that would prevent the Committee member from rendering an informed and impartial vote on your business plan. 
A Committee of three new members shall be selected in situations where you have a new or revised business plan subsequent to a vote to reject your prior business plan. 
After your business plan is approved 

After your business plan is approved by the Business Advisory Committee, your Vocational Rehabilitation Counselor can begin the process of identifying the vendors that will provide the items and services that were approved in your plan. In some cases, there may be contracted vendors who can provide these items or services through a direct purchase. However, because of State of Connecticut purchasing requirements, items or services that are not offered by a sole source or a vendor on contract will require a competitive bid in order to select the vendor who will be awarded the opportunity to provide the product or service. It is possible that the specific item or service that was approved by the Business Advisory Committee may not be the exact item or service that is purchased if a comparable item or service is on contract or is identified through the competitive bidding process. This is particularly the case where your business plan identifies a brand name and other manufacturers offer similar items that can perform the same function.

Your Equity Contribution

Before the Bureau will be able to spend funds to purchase the services and items that were approved in your business plan, you will need to submit proof that you have met the required level of equity match. This can be in the form of receipts for items or services that you have purchased, or in the case of in kind contributions, providing documentation that you have the items that were listed in your business plan as in kind contributions. Remember that for tangible assets you currently own and counted toward the in kind equity contribution, the current market value will need to be documented.
Equipment Ownership

After the Bureau purchases the equipment that was approved by the Business Advisory Committee, arrangements will be made to deliver it to your business location. Your Vocational Rehabilitation Counselor will make an appointment to visit your business to confirm that everything that was ordered has arrived and is available for your business to use. After that happens, the equipment will transfer in ownership to you. Once you take ownership of the equipment, if an item breaks or needs servicing, it will be your responsibility to cover those arrangements and payments. However, BESB is able to reimburse you for the cost of repairs and the shipping costs to and from the repair location after you provide a payment receipt to the Bureau. Subsequent to the transfer of equipment ownership to you, at such time that you no longer need the equipment for the operation of your business, disposal will be at your discretion. 
After my business is up and running
Since the Bureau can only provide the approved items and services for a period of six months from the start of your business, it is very important that you consider this timing when you open your business to the public. For instance, if the Business Advisory Committee approved utilities for your business, this could only be paid for the first six months of business operation (up to the amount approved by the Business Advisory Committee). If you received approval for funding to expand your existing business, the six month time period starts with the date of the first purchase authorization for a service or item from the approved business plan. 

As a condition of accepting funding for your business from BESB, you are required to document the earnings of the business for one full year (at 6 months and 12 months) from the completion of services provided to you from this Bureau for your business. BESB is required to report this information to the federal government as a condition of operating a Vocational Rehabilitation Program. Copies of your Schedule C income tax form, documentation of your earnings from the business submitted by an accounting firm or a copy of your official business reports that shows earnings (or net profit) minus total expenses from gross receipts that you sign, date, and attest to are acceptable forms of documentation. 
Department of Rehabilitation Services (DORS)
Bureau of Education and Services for the Blind (BESB)

BUSINESS PLAN TEMPLATE
SECTION 1: Overview

a) Date:

b) Client Name:

c) VR Counselor:

d) Type of Business Requested:

e) Business Name (or Proposed Name):

f) Town That Business Will Be (or is) Located In:

SECTION 2: Funding Request

Only those items and services that you include in your Business Plan request will be reviewed for funding consideration, so be sure to provide a comprehensive list of all items and services that you are requesting BESB funding for, as well as a detailed description of your matching equity contribution. 
From the Equity Contribution Requirements List below, place an “X” in the category that applies to your request:
EQUITY CONTRIBUTION REQUIREMENTS CHART:

	Business Plan BESB Funds Requested
	Equity

Contribution
	Composition of Equity

Contribution

	Place an “X” in the Applicable Category Below
	
	

	0 to $10,000

	10%
	Can be 100% In Kind contribution

	$10,001 to $20,000

	15%
	Can be 100% In Kind Contribution - No more than fifty (50) percent of the total business plan funding request can be for business equipment.



	$20,001 to $50,000

	25%
	Minimum 50% Liquid and 50% In Kind - No more than thirty-five (35) percent of the total business plan funding request can be for business equipment and no more than twenty (20) percent can be for rent and/or utilities.

	Over $50,000

	35%
	Minimum 50% Liquid and 50% In Kind - No more than twenty-five (25) percent of the total business plan funding request can be for business equipment and no more than fifteen (15) percent can be for rent and/or utilities.


NOTE: Equity contributions are defined as follows:

1. In Kind Contribution – This can take the form of cash, the documented current market value of tangible assets either used or to be used in the business, funds invested in the business, or any related contribution as approved by the Business Committee.

2. Liquid Contribution – Documented cash equity in the form of liquid assets, and/or alternative financing.
FUNDING WORKSHEET

a) List all items and services that you are requesting BESB to pay for here:

 Item or Service ---------Cost------Business Equipment (Yes/No)

1. __________________
_
______

______

2. ___________________
______

______

3. ___________________
______

______

4. ___________________
______

______

5. ___________________
______

______

6. ___________________
______

______

7. ___________________
______

______

8. ___________________
______

______

9. ___________________
______

______

10. _________________
______

______

11. _________________
______

______

12. _________________
______

______

13. _________________
______

______

14. _________________
______

______

15. _________________
______

______

(Add additional lines if needed)

b) List all items and services that you are planning to pay for using your liquid equity contribution (if none or not applicable, enter that response). Attach documentation of the funds that you have available to cover these costs.

    Item or Service----------------Cost

1. __________________

______

2. __________________

______

3. __________________

______

4. __________________

______

5. __________________

______

6. __________________

______

7. __________________

______

8. __________________

______

9. __________________

______

10. ________________

______

(Add additional lines if needed)
c) List all tangible assets that you are planning to count toward the In Kind contribution. Attach documentation of the current market value of each item you list.

Item ----------Current Market Value------Documented (Yes?)

1. __________________

______

______

2. __________________

______

______

3. __________________

______

______

4. __________________

______

______

5. __________________

______

______

6. __________________

______

______

7. __________________

______

______

8. __________________

______

______

9. __________________

______

______

10. ________________

______

______

(Add additional lines if needed)

Enter a response for each item below in a) through h). Enter “N/A” if not applicable to your request.

a) Total Dollar Amount Requested from BESB for Business Equipment:  $___________

b) Total Dollar Amount Requested from BESB for Rent and/or Utilities: $ ____________

c) Grand Total Dollar Amount Requested from BESB for all items and services (including business equipment and rent/utilities): $ _____________
d) Based on the funding level that you are requesting, does the percentage of business equipment and rent/utilities fall within the allowable percentage of your overall funding request (enter Yes or N/A for not applicable). If your request exceeds the allowable percentage, adjust your request in the category that exceeds the allowable percentage):  Yes/NA __________

e) Based on the category that you have checked and the amount of funding you are requesting from BESB, do you have a Liquid Contribution requirement? (Enter “Yes” or “No”) ______

f) If you answered “Yes” to item “e” enter the amount of Liquid Contribution you will put into your business to meet the corresponding percentage requirement: $____________

g) Based on the category that you have checked and the amount of funding that you are requesting from BESB, enter the amount of In Kind Contribution you will put toward the business: $___________

h) Total of Liquid and In Kind Contributions (f + g): $___________
SECTION 3: Economic Forecast

a) Market Analysis of Competition:
In this subsection provide a narrative of the competition that you have identified for the type of business you are seeking. Discuss local competition as well as internet based competition and how you will make your business competitive and profitable. Provide the sources of your research (examples: Department of Labor statistics, Internet searches, etc.)

b) Cash Flow Projection:
The success of a business requires that profits exceed costs to operate the business. Cash flow projections consider all costs for operating the business compared to available resources to pay for those costs. The cash flow projection considers the time it will take to get the business operational as well as how many customers are likely to patronize the business each month over a period of time. In this sub- section, describe the anticipated costs to run the business for the first full year of operation and what your projected sales and cash reserves will be. Your projection should end with a calculation that indicates what your income from the business will be at the end of the first year. 

IMPORTANT: The amount of income that you make from the business will need to be documented for one full year after all services from BESB have been provided and your business is operational. Businesses must have projected earnings that will enable you to make competitive wages, at least at the State of Connecticut minimum wage rate in order to be considered for BESB funding.

REQUIRED: 

You must include an economic viability assessment of your business plan from the Connecticut Small Business Development Center, a local Chamber of Commerce, or the Service Corps of Retired Executives (SCORE). 

Enter Yes after obtaining and attaching letter: (YES): _______

SECTION 4: Liability Insurance

Per policy requirement, you will be required to carry liability insurance for your business.

Name of Insurance Carrier: ____________________

Phone Number:  _____________________________

Amount of Liability Coverage: __________________

Attach a copy of your policy if you already have it.

NOTE: The cost of liability insurance may be included in your request for BESB funding.

SECTION 5: Credentials and Qualifications

Detail in this section any credentials and qualifications that are related to the type of business you are considering. Fill in all that apply.
High School Graduate or GED: (Yes/No)__________

Associate’s Degree In: ________________________
Bachelor’s Degree: In: ________________________

Master’s Degree In: __________________________

Doctorate Degree In: __________________________

Trade School Certificate In: _____________________

Apprenticeship In: _____________________________
Certifications In: _______________________________

Licenses In: ___________________________________

Membership in Professional or Trade Organizations Related to the Type of Business: _____________________________
__________________________________________________

Related Work History (list or attach resume): __________________________________________________

__________________________________________________ 

Related Volunteer Service: ___________________________

__________________________________________________

__________________________________________________

SECTION 6: Adaptive Technology Devices Requested

Please detail in this section the adaptive technology that you are seeking from BESB. While it is not necessary to identify specific products or manufacturers, it is helpful to identify the types of adaptive technology that would make it possible for you to access your business operations, including the work tasks the adaptive technology would be used for. 

SECTION 7: Confirmation of Request

By signing below, I attest that the information I have provided in this proposal is accurate to the best of my knowledge and that I will use the funding provided by BESB specifically for the purposes detailed in this proposal. I further understand that, by accepting BESB funding for the operation of the business described within this proposal, I am required to provide documentation of earnings from the business for the first full year at six months and twelve months after BESB funding and services for the business have been provided. 

Signed: ____________________________

Date:  __________________________


