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4.3.3 Instructions for Completion of the IPE (DARS2303)

...
Consumer or Representative Signatures

A consumer or representative must sign and date an Individualized Plan for Employment (IPE) after the IPE has been developed and agreed upon by the consumer.

The IPE is available in TWorks. If a consumer chooses to complete the IPE without using TWorks or it is unavailable,

· print the DARS2303, Individualized Plan for Employment (IPE);
· have the consumer sign it;

· place the signed DARS2303 in the case folder;

· document in the case note that the DARS2303 was signed; and

· enter the IPE into TWorks and enter a pseduo PIN.

After developing and agreeing to the IPE, the consumer, (or consumer's representative, if any) signs and dates it.

Ordinarily, use the IPE in TWorks.
If TWorks is not available, or a consumer asks to complete the IPE in a manner that does not lend itself to use of the TWorks,

· use a print version of the Individualized Plan for Employment (DARS2303) and have the consumer sign it, 

· place the signed copy of the DARS2303 in the paper casefolder 

· document in a case note that the consumer signed the DARS2303 

· copy/enter the IPE into TWorks and enter a pseudo PIN. 

For more information about PINs, see TUG Section 12, Personal Identification Numbers (PINs).
Ticket to Work Assignment

If the consumer is receiving SSI or SSDI, the counselor must inform the consumer that by signing the plan, the consumer is assigning his or her Ticket to Work to DBS. The counselor, 

· calls MAXIMUS at 1-866-968-7842 to verify that the ticket is available for assignment, and 

· documents the information in a “Ticket” case note. 

If the ticket is available for assignment, the counselor must email dbsticket@dars.state.tx.us notifying them to include the consumer in the tracking database. 

