William Silverberg's Management Plan
June, 1998

Management of Self-Vendored Support

The management of my self-vendored support involves both planning for and control of two major areas:   Personnel and Finance.  Each of these areas then breaks down into a number of elements.  My current design for each of these elements is described in this plan.  

While it is currently my intent to employ San Felipe Supported Living, Inc. (SFSL)  and Paychex Inc. for most of the outside assistance noted in this plan, I recognize that I am free to select others for these tasks whenever more appropriate resources become know to me. 

1.0  PERSONNEL 

1.1  Recruiting Employees
My current experience in locating new employees involves the use of the Independent Living Resource Center, the IHSS Resource List, and my network of friends.  Should these previously-used resources not yield the appropriate applicants, SFSL has agreed to assist me using all the avenues they normally pursue to locate new employees.  

1.2  Screening Employees

I will be using a checklist of tools for screening potential employees.  The Checklist and a number of the non-standard forms are attached.  SFSL will do any required telephone screening and reference checking for me.

1.3  Training

I intend to both direct and actively participate in the training of each new employee, as described in my Service Design.  I will use SFSL for some portion of the training where appropriate, such as the orientation for new employees.  I will be doing the on-going training described in my Service Design with minimal outside assistance.

1.4  Job Descriptions

Job descriptions for both Personal Support individuals and a Housemate have been developed and are attached.  

1.5  Employment Agreements

Employment Agreements for both of the positions outlined above have been developed and are attached.

1.6  Scheduling and Recording Employee Hours

I am currently intimately involved with the scheduling of the individuals that are providing my support.  My Personal Support people are fully capable of assisting  me with the required documentation.  It is my desire to obtain and learn to use a computer.  Time records would be an ideal starting point for me to begin to computerize my support business. 

1.7  Pay Scales

The individuals who are currently supporting me will become my employees and will initially remain at their current rates.  As I become more proficient in managing my support and the associated cost of securing assistance decreases, it is my intent to increase their rates of compensation.  Currently my family is supplementing their pay and I would like to begin to relieve my family of this burden as soon as possible.
1.8  Emergency Backup

Along with my extensive "speed dial" listing and my 911 "panic button", I will have access to the SFSL pager in case of emergencies.  

2.0  FINANCE
2.1  Establish Accounts

Upon being vendored, I will open a new bank account that will be used strictly for this business.  I will also apply to the state EDD for an employer account number. 
2.2  Payroll Services

Because of the relative complexity of the legal and statutory requirements for employers, I will contract with Bobbi Willis to provide the following services:  Prepare paychecks for my signature; prepare and submit checks, 8109's and DE88's for the IRS and EDD monthly payroll tax deposits; prepare and submit 941's and DE6's to IRS and EDD quarterly; prepare and submit a 940 and DE7 to the IRS and EDD annually: and prepare and mail W-2's to Employees and the IRS annually.  Because of both the complexity of the reporting requirements and the ever changing withholding and reporting requirements, I do not foresee performing this function myself.

2.3  Financial Reports

Financial reporting will be done both quarterly and annually.  Because the payroll system is such a significant portion of the financial reports and is so tightly connected, I will contract with SFSL to provide Income/Expense Statements, Balance Sheets and Statements of Cash Flow.  Financial Statements will be devised in such a way that it will be easy for me to complete Schedule C for Form 1040 from the information provided.  My initial Chart of Accounts will be as follows:


11 - Bank Account


21 - Payroll Tax Payable


25 - Loans Payable


29 - Owner's Equity


31 - Support Income


39 - Other Income


41 - Salaries


43 - Benefits


45 - Employment Taxes


46 - Unemployment Insurance


47 - Worker's Comp Insurance


51 - Employment Expenses


52 - Financial Services


53 - Management Assistance


54 - Liability Insurance


50 - Other Administrative Expenses.  

2.4  Insurance

Liability insurance will be provided as part of a homeowner's/renter's package. Worker's compensation insurance for household employees can be provided through a policy extension to this package.

2.5  Personal Considerations   

Because I will be arranging the finances so that I will not personally receive any income from this business, I will have no personal tax liability.  I will, however, have to file income tax returns with Schedule C.  I will also have to "touch base" with the Social Security office to be certain that my benefits remain intact.  Section 2139 of the Social Security Handbook  clearly states that reimbursement for program-approved services is not income.  However, because one individual vendored in Orange County has recently needed to appeal his disqualification, I am in the process of checking to be sure of my status will remain unchanged. 

3.0  ADVISORY GROUP
There will be times when I can benefit from the advice of others with respect to the management of my support,  To provide me with additional assistance, I have formed an Advisory Group.  The following individuals have agreed to serve in this capacity:



    Steven Day - TCRC


Rick Seward - Advocate



    Dave Denniston - SFSL Inc.

Marty Kinrose - UCP



    Linda Silverberg - Mom

I intend to call upon these individuals whenever I have any question or doubt about the proper approach to a problem or action to be taken.   I will also ask my personal assistants and those providing my with management training to make use of this resource if and when they encounter problems or feel that one or more of these individuals can help us to resolve any issues.

These individuals have been selected because of their unique experience and complementary skills.  I do not envision having regular meetings with them as a group other than to ask them to participate in my annual review with my service coordinator.
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