
Individual Work Plan (IWP)



Objectives 

• Describe the purpose of the Individual Work Plan (IWP)
• Discuss when to submit an IWP 
• The IWP as a living document
• Apply the nine pre-determined IWP components as 

expressed in the EN RFQ
• Demonstrate ability to complete an IWP
• Identify resources for completing an IWP
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Introduction to the IWP
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What is the IWP? 

• Written agreement 
between beneficiary and 
Employment Network 
(EN)
o Details beneficiary’s goals 
o Details EN’s efforts to meet 

goals
o Living document 
o Signed by both parties in 

partnership of informed 
choice
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When do I submit an IWP? 

• Must have IWP on file for each 
beneficiary. 

• Only new ENs must submit an IWP 
in order to have a Ticket assigned.

• First step in an EN’s relationship 
with a beneficiary.  

• Submitted to the OSM for 
processing of the Ticket 
assignment.

• Submit the IWP immediately or 
within 14 calendar days to ensure 
timely payments.
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EN Approach to Conversation with 
Beneficiary

• Employment Network and beneficiary have 
responsibility to each other

• Speak in clear language

• Ensure understanding/expectations
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Intake Tool

• Guide for EN’s initial 
conversation with a 
beneficiary 

Ticket to Work Website
• Program Integrity
• Individual Work Plan
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Progress Check

When is the latest that OSM can receive an IWP after it has 
been signed to ensure timely payments?

A. 10 Calendar Days
B. 14 Calendar Days
C. 30 Calendar Days
D. 45 Calendar Days
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Components of the IWP
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Request for Quotation (RFQ)

• RFQ - Understanding of 
Policies and Procedures

• http://www.ssa.gov/work/enrfq.
html (p. 15-18)

• Beneficiary and Employment 
Network Relationship

• Higher Standard of 
Documentation

• 9 Mandatory Components
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http://www.ssa.gov/work/enrfq.html


Template and RFQ
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Minimum 9 Components of the IWP

1. Adequate Documentation
2. Employment Goal
3. Services and Supports
4. Terms and Conditions
5. Permissions
6. Beneficiary Recent Earnings
7. TPR Acknowledgment
8. EN Responsibilities
9. Ticket Assignment

Addendum

Resources

Questions
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• Documentation that the beneficiary and the EN 
have engaged in a one-on-one individualized 
discussion involving career planning and 
development of employment goals and EN supports 
and services: 

o discussion date and modality (e.g., face-to-
face, telephone);

o discussion summary; 

o EN’s assessment that the beneficiary’s short 
and long-term goals are reasonable and 
attainable; and

o how the EN’s services and supports will assist 
the beneficiary to achieve his/her goals. 

RFQ Component 1
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Description of the employment 
goal developed with the 
beneficiary. This employment 
goal shall be clear and 
measurable, and consistent with 
the Ticket Program goal of 
assisting the beneficiary in 
achieving the beneficiary’s 
employment goal and advancing 
to and sustaining self-supporting 
employment. (See Part III--
Section 5.A)

RFQ Component 2
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Specific –What?

Measurable –How?

Attainable – Can the goal be achieved?

Realistic – Something the beneficiary can achieve?

Timely – Maintain focus
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Goals should be: 



Short and Long Term Goals

Short Term Goal: 
“To obtain a customer service 
position within 3 months of job 
searching while working towards 
completing remaining 14 hours 
teaching assistant certification

Long Term Goal
“To obtain a job as a teacher 
assistant after certification. To 
complete 4-year degree in 
education by 2017. To obtain a 
teaching job specializing in working 
with students with disabilities.”

16



Description of the services 
and supports to be provided 
by or through the EN to the 
beneficiary to achieve the 
employment goal and 
advance to and sustain self-
supporting employment in 
(1) above. This component 
should be broken out into 
two sections as described 
below: (on the next slide)

RFQ Component 3
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Initial Job Acquisition and Retention Phase. This 
section shall include a description of the 
services the EN plans to provide the beneficiary 
to support the beneficiary’s progress toward 
self-sufficiency; i.e., sustained employment at or 
above the SGA level. Examples of services in 
this section include, but are not limited to, 
career planning, job coaching/training and job 
placement.  In addition, this section shall include 
a goal for anticipated monthly earnings, which 
must be at or above the Trial Work Level (TWL). 
The EN shall document the actual services 
provided as a condition for receiving phase 1 
milestone payments (see Part III--Sections 
11.E.1.e of this solicitation).

RFQ Component 3 – Part 1 
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Ongoing Support Phase. This section shall 
include a description of any other services the 
EN plans to provide the beneficiary, in particular, 
those services designed to help the beneficiary 
sustain SGA-level employment. Services in this 
section might include, but are not limited to, 
ongoing job supports, assistance to maintain 
and/or advance in employment and further job 
placements if required to ensure the beneficiary 
has an opportunity to earn wages sufficient to 
provide economic self-sufficiency; i.e., 
employment at or above the SGA level. At a 
minimum, the EN shall follow up with the 
beneficiary quarterly to determine if the 
beneficiary requires any ongoing employment 
supports. If a beneficiary states a desire for such 
support, the EN shall work with the beneficiary to 
provide the needed services or assist the 
beneficiary in obtaining the services. 

RFQ Component 3 – Part 2
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Description of any terms and conditions 
related to the provision of the services and 
supports in (3) above.

Statement whereby the beneficiary shall 
give permission to the EN to contact 
employers on the beneficiary’s behalf to 
verify or obtain evidence of work and 
earnings.

RFQ Components 4 and 5

“I give permission to my service 
provider to contact my employer 
on my behalf for the purpose of 
obtaining evidence of work and 
earnings.”
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Description of the beneficiary’s 
recent earnings history for a 
period of up to 18 months, but not 
less than 6 months, immediately 
pre-dating the Ticket assignment 
date if the EN anticipates billing 
for Phase 1 milestone 
payments. While 6 months is the 
minimum requirement for a Ticket 
assignment, the full 18 months 
will be used to determine an EN’s 
eligibility for Phase 1 milestone 
payments.

RFQ Component 6
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Statement acknowledging that the EN has 
informed the beneficiary of the annual progress 
reviews and the Timely Progress Review (TPR) 
guidelines.

The following eight (8) items relating to an EN's 
responsibilities to the beneficiaries to whom it 
provides services:
1. Statement that the EN may not…..
2. Statement that the beneficiary, if…
3. Explanation of the dispute resolution…
4. Statement that the beneficiary's personal……
5. Copy of the completed IWP…
6. Explanation of the conditions… 
7. Statement that only qualified employees…..
8. Statement that if the EN arranges…

RFQ Components 7 and 8

22



Statement that upon approval of 
the IWP by the beneficiary and 
the EN, the beneficiary 
acknowledges assignment of 
his/her ticket to the EN.  

RFQ Components 9

“I acknowledge by signing this document that 
my Ticket is assigned with this employment 
network.”
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Beneficiary Rights

• Review verbally 
with Ticket Holder

• Ensure clear 
understanding 

• Promote informed 
choice
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Signature Section

• Legally binding 
contract

• By signing contract, 
the beneficiary:
o Acknowledges ticket 

assignment
o Agrees to terms
o Gives permission for 

EN to contact 
employer

Must be received by 
the OSM within 14 
days of signing!
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Additional Required Information

Business Model:  Consumer Directed Services or Employer EN
We conducted the interview over the phone
I acknowledge by signing this document that my Ticket is assigned 
with this employment network 
I give permission to my service provider to contact my employer on 
my behalf for the purpose of obtaining evidence of work and earnings.
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IWP Methods of Submission

• FAX
o (703) 893-4020

Attn: Ticket Assignment

• Mail
o Social Security’s Ticket to Work Program

Attn: Ticket Assignment
P.O. Box 1433
Alexandria, VA 22313

REMEMBER: You must protect Personally 
Identifiable Information (PII) at all times.
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IWP Form

Ticket to Work Website
 Information Center

 Forms
 Form 1370

Individual Work Plan
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https://yourtickettowork.com/documents/10404/541442/SSA-+1370.pdf


Questions
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