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) - _° INTRODU®TION = °*

How are you going to. use your JOb skills after you finish

school? - , . »’4~\‘\‘< j‘

s -
.
-

Have .you ever thought about s%arting your own wheelchair ,
transportation service? l)
> ) .\H
This ‘module descrlbes people who have started and managed a
wheelchair transportation service. It gives you an idea of

what they do and some of‘the special skills they need.

@ -

You will read about "J”‘—ﬁf

planning a wheelchgir transportation service ‘
. choosing a location . . T i
getting monéy to start ’
being ia charge .
organizing the work T .
setting prices
advertising and selling
- keeping financia1 records
keeping your business successful

s

.

. - . \ o i «
You will also have a chance to préctice some of the things
that wheelchair transportation service owners do.

Then you will have a better idea of whether a career as a
wheelchair transpd¥tation service owner is for you. 1

*Before you study this module, you may want te rgad
Module 1, Getting Down to Business: What's It All About?

“

When you finish this module, you might want to read )
~ Module 14, Getting Down to Business: Nursing Service;
Module 16, Getting Down to Business: Health Spa.
These-modules are related .to gther dusinesses in the health

.l . L e
area., ., -
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] “ / - R
Planning a Wheelchair Transportation Servic® =
. *
Goal: To hélp you plan your wheelchair transportation .
. service. ' R '
-. ‘ \
. Objectfve 1: Describe the services, customers, and C . .
' competition of a wheelchair transportation
\ service. X .
Objective 2: List three personal qualities a ' A

! A wheelchair transportation service owner should

_ ' ) . . have. - .
- f

bbjective 3: List three ways to help your
wheelcha'ir transportation service “stand out”
from its competition. )
Coe , . .
Objective 4: List rwo special legal wequirements .
for running a wheelchafr transportation service.

. " N -
) - , . -} . _ .
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*CHUCK NG PLANS A WHEELCHAiR TRANSPORTATION SERVICE
. i . '

. .
. -
- N . ~

Chuck Ng always dreamed of owming his own business. He
had tﬁo goals for hi's business. He wanted to make a good
living, and he. wanted to,help other people in some way.
Since graduating from high school‘'five years agos he had’
been.working toward these goals. ‘at . e

. Chuck drove a taxi part time to support: himself and to
save money fo s business. He took business clas§e§ at
night. He also took an. introductory classvon ' ‘Careers in
the Health Field" at a gommunity college to see how he
might combine his interest in helping people with his
interest in business. He also had done some volunteer work
at a hospital duting, high school. : a

For a\while, Chuck thought about starﬂing an ambulance
service. [But he learned that it would cost® too much money
to start the kind of emergency ambulance service that was
needed. Then, Chuck learned about non-etergency medical.
transportation for people who needed assistance or were in
wheelchairs.

4 : : '
“Perhaps this is the business for:me. ébisaily like _
driving a taxi. But I'd-like to be of e~help to

. people in the business I run.” I'm a good driver, and I
can get along with old or handicapped people real well.
I was comfortable around them when I worked at the

hospital a few years ago. :

He also learned, about the business. He learned about.
the vans and equipment he would need and the tasks he would
have to do to run a service. Chuck was.excited'

-

“I think I'm off to,a good start. I've chosen a busi-

ness I think I'l1l be good at, and I know how to\get
started.
worth it.

I know I1'11 have to work hard, but it will be’
I think I'1l name my business 'Medivan.'”

-
.

Chuck began to plan his business. First he decided to-
try it out himself and see what he could learn. He got a
job as a driver with AAA Ambulette Co., one of the two
locgl wheelchair transportatfqn businesses. Chuck liked
dri¥ing elderly and wheelchair patients to their: doctor
appointments or home from hospitals and nursing ‘homes. He
‘enjoyed meeting the doctors and nurses along the way.
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. ) .
Planning a Wheelchair Transportation Service ’
. e v
~ N s
There are many, many small businesses in America. Small businesses
can have as few as one ﬁorker (the owner) or_as many as four workers.
Small business owner -is “self- empfoyed Often a whole family works

9ogether'in a small business. «

— -
<

Chuck Ng wanted to start his own wheelchair transportation serVice.
- 2 >

¢
As you work through this module’, you will see how Chuck's business,

develops.. In this section, you will learn about four tnings involved in

'
i

planning ‘a wheelchair transportation service: E . ,

e * deciding ‘what, services, customers, and competitiod your serv1ce
® - ‘ ‘

will ‘have; .

deciding what personal qualities and skills you wilk need;

-

knowing how to compete well; and,
5

learning about {ge legal requirements for running the business.

»

Services, Customers, and Competition | ’ \

| ~
- . |
!

An*important planning ;step is to decide what services t? offer, who

your customers will be, and what 'your competition is.

. |
,. - . . I

\Services. A wheelchair.transportation servicerorovides non-emergency
transpontation for sick, elderly, and wheelchair patients.x it piovidesi\ )
,transportation mainly for medical purposes. This includes transporta—
tion to and from hospitals and nursing homes. It also i?cludes visits
to~doctors, dentists, clinics and special treatment centers, especially
kidney dialysis units. Services can be provided on a regular basis or
‘on an occasional, as-needed basis. Transportation is sometimes provided

for'non-medical reasons, too. Examples include social and recreational“

.

gaﬁherings, shepping and beauty.parlor,trips,’and alrport transoortation.




.

. . A v
Customers. Customers will be people who are confined to wheelchairs

or who need help in being moved from place’'to place. By far thé largest®
number of customers (90% or more) are elderly patients who are covered

by Medicaid progtams (Medi- -Cal in California), "and whose doctors have
requested transportation for médical reasons.* In-addition, abeut #nlf'
thelpeople who uée,wheelchair‘transpottation are @a&ients needing‘regu—'
lar, medicai treatment. These are nainly patients needing kidney dialy-
sis. Occasionally,_customers will include yOunger people disabled by

accident or illness, and private patients wanting non-medical transpor-

" -
.

tation.

N

‘e

— -
. 4
N ‘w

Competition. The Mheelchair transportatiop business is a growing

industry. In some areas, there is already a lot of competition. In

some communities, especially small ones, ambulance companies may be your

main competition.' If they don't already, have wheelchair vans, you can

‘of fer. much cheaper transportation for wheelc%air patients. 'Tn some
areas, wheelchair transportation services (ambulette services) already
exist. Some taxi coepanies offer wheelchair services, too. Like Chuck
Ng, you can learn about &Our Competition in the Yellow Pages. Look up
“Ambulance Service” and find listings for such things as ambulettes,

wheel chair cars, and wheelchair transportation.

I3
"
~ N ’

#
" -,

A
Personal Qualities and,Skills’

4 * .
- A Y

Chuck Ng decided that hé was suited t’ run a wheelchair transporta—
~
tion service. The.qualities that Chuck had” anq that you Will fleed to

-

run this type of business include these: y
e a désire'to)help people;™ o '

' understanding of elderly people and their illnesses. You must
be gentle and patient. You can t be squeamish; ’ /
interest in the health area and liking to be around pople in

thq health professions, . .

* Medicaid is a government supported medical insurance program for the
. elderly and poora

4 -
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services' and

L3

. . ability to communicate well and to

“"sell”

.

.
“~

)

1

.yourself and your -

o willingness ‘to work Hard and dd all types of JObS ;he business

N needs to have done.
e

executive. right away.”

vice.

is 1mportani.

helpful.

~

.

In addition, a course in basic ffrst aid should be taken.

Willing to” work 125% of the time.

"As. one owner put it,

A

‘ . - ’ '-'

YoP have to be

X

Don't count on being. an

@

There is no et list of requirements for Tunning a wheelchair ser;

Basic office skills such as typlng and filing are also

But a knowledge of basic business ski®ls (especially accounting)

- Finally, experience working for a wheelchair transgeftatlon service, as

4

areae.

Chuck had, would be helpful.

-

Create, a special business image \Create a business image that will *

How to Compefé Hell

.

-

What can lie do to compete chcessﬁulli?

/
L4

4 .

stand’out in people's minds. Think up a “"catchy”

Have nice, neat vans with the name clearly show1ng

to local doctors, hospitals, and nursing homes with Ehis.approach:

‘hew in‘the business.

service.

Try me outq

Hire

yousv gpod will ambassadors.”

you're~going ‘th be late, tell them.

.

| Offer speci;1~sefvices. Try to be unigue.

cempetition does- not offer.

S
following:

.

[

friendly

An .ai ays be .honest to customers.

-

For example, you might consider the

-
N

.
Pl

" Chuck will have to compete,with two_other wheelchair services in his,

Introduce yourself

"I'm

4

.

. -3
e a shuttle service for a senior citizens' <ommunity;

I have the'timé*hnd desire to offer excellent

thoughtful drivers who will be

1f

[

° transportgtion for handicapped outings such as theatre trips,
. 1o i P

- : ‘church activi;ies, and picnics; and

.

0o

-

s

-

Offer serviees that the,

\name'for the bUSiness-

Just;Pe sure you'ge usually on time.

4



£ L]
- Il . - . B V/_ ) v
. . " & assistance to hospitals in transferring psychiatric or alcoholic i \
¢ patients to special treatment centers. ’ . ’ ) \
” <\ N -
. Cooperate with Medicaid.g Almost all of your money will come from v

Medicaid payments, It is important that you try to meet the require-

ments without complaints or éelay. Your .success depends on Medicaid,

3 . L 4ol

" and good .relations will help.f

-~
-

Legal Requirements

*

.

To run a wheelchair transpdrtation service, you will need to get a ®
city business license- Depending on your location, other licenses may
also be needed. If you operate outside your own city--which you \
* probably will—;you may need a transportation licénse. Some cities .

require a,"neea“and necessity” license, which is more expensive. This

meJ?NS yOou must prove that your gservices are needed in the community. ‘
‘ outside your own. Its purpose 15760 protect existing,businesses in that
° ~
city. . T ;

Your state may also have reqdirements for your drivers and your
vans. A driver's license is ﬁﬁﬁ@bvious~requirement. In addition, your.
state will probablp require géﬁirst—aid course for drivers and certain"
safety equipment for your vans. ~ You wiil also need good insurance, ‘.. ) .

which is expensive in this business--

~ A3
. A,
.

In addjition, you will need to apply for a Medicaid Provider Number-
This is true in all states except Arizona, which has no Medicaiﬁ
program. Most of the income in a wheelchair transportation business Coe ¥
comes from Medicaid. Anyone doing business with Medicaid must have a
‘provider number. This takes 30 to 60 days, so ke sure to apply for it N
well ahead of time. When,you apply for it, you will also learn about

the many Medicaid requirementgﬁyou must meet when you run a wheelchair ™

. service. 3}
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Befbre stagzting the business‘ be sure to vi'sit .your local City Clerk
and Health Department to find out exactly what your local requirements
are.’ In additzén, find gut ‘if your state\has an association of people

working in the field of medical transportation. If it does, join if.'

It can help you in many ways  as you plan, begin, and run your business.
DR | N

. . Y
-— N -

N R : ’

<

Summary

J .

- N .
.
. R

. . M ' o

¢

A wheelchair transportation gervice prov1des transportation for

sick, elderly, and wheel¢hair pattents, mi}nly for medical gurposes. A

desire to help people and an understanding for the sick ang" elderly are

important quadih{zs for the owner of. this kind of business to have. The

‘sugccessful owner Will try to offer épeciai and high dality ‘service in

‘order to compéte well. s
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Individual Activities

Learning Activities

LY
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N
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gs; 1. Da §ou.have‘theifight personal‘qua;itiés.td;pun a wheglchair\érans—

4

4,

portation service?. Chetk eabh'sgatgment‘below that describes you.,j
I like,to help‘¥eéple. LT LT : ‘
- I like to be Vith elderly people. I would be gentle and
*patient with them. ! : . ( S :
I don't mind being with sick peop%el I'm no't Léque;mish"
. ‘abéut illness. A' . . .
I,Iigg to be ardund docfors ‘and nurses.

. 1 4
I'm fgiendly afd outgoing and can “sell” myself. . . :
e vy .

. I'm willing to work 1257 timg if necessary to reach a goal.

.

-

Wha;’additional education and experience would you need to start a

wheelchair transportation servi®e?

Look up “Amfbulance Service" .in the Yellow Pages. Decide which
businesses listed there would be competition for you. Call one and

ask what services it provides.
- . .

¢
\

Think of a "catchy” name for your wheelchair busineéss that "also
describes the service you are offering.

4
~ .

Call up your local City'Clerk and Health Department?“Find out what'

legal'requiréments you would have to meet to start your own wheel- *

>

chair transportation service.

1 -

»
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Discg§sion Questions ' . \

1. Do you think Chuck Ng will be successful in runnfig his own busi-

"ness? Why or why not? .

P

2.. What needs do.the services of a wheelchair transportation service
1

§

meet? Do yd:Athink these needs exist in your area? Why or why not?
7 !

.

\ . .
3. What do you think is meant by the statément:. “Your drivers are your

good-will amPassadors"?

N

Group Activity . .

b Y ~ B
Invite an owner/manager of a wheelchair transportation service taq,
visit your class to share her or his experiences running the gérvice.
Use a pefsonal'contact in a hospftal or nursing home, if possible.
Otherwise, use the Yello ﬁhges. List questions you would like to-ask
the visitor, such as: . W . C ‘ ] \
. i What is your backéround? . '
2. Why did you choose to open a wheelchair transportation service?
3. How much‘zime did you sEend pladhing your business before you
opened? What did you do? ) ) S,
4. What kinds of experience or personal qualities have been most
valuable to you?

- a
5. How did you decide on your locagiah?‘ .
*r

.

6. What services do you provide? - , L -
7 How much money did it take to get started? Where did you, get fii/,(
8. Would you do it agadn? : . . - -
" @
., Is- ' ‘ ‘
12
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Choosing a Location
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~ ‘ ' <
Goal: “To help you ¢hoose a location for your wheelchair
L] >
transportation service.

»

@®
:
- . Objective 1: List three things to think'about in

deciding where to locate your wheelchair trans-
portation service. -

2

» . [
Objective 2: Pick the best location for a
wheélchair transportation service from three

choices.
! . .
; N
. v
A »
- # .
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CHUCK CHOOSES A LOCATION  ° : .

L4 B G
. y ’
“Now I need to decide where'to start my business. 1'd
really like to stay here in Oakland, but I have to find out
if my chances here are good." ¢

Chuck knew that there were already two wheelchair
transportjtiqn services in Oakland. His.experience at AAA
tbld him &hat business was good. In fact, AAA was planning
t¢ add a van to its fleet of three. Chuck found out that
- the other company, Handivan, was doing well, too. He also
learned that a new nursing home and a new senior citizens'
housing .development were being built nearby. .
P
“I've—aecided‘Oakland is big enough for me, too. I'm

yo

not afraid of some healthy competition:

. -~

' Next Chuck-had to decide where in Oakland his business ] <
L )

~

should'be. He took a map and located 3ll the hospitals,
nursing homes, and other areas where hls patients would
probably come from. He marked areas that were fairly . .
central to his customers. He knew.that a central location - . \\\
would save gasoline and increase the number of.trips he

coyld make each day. He also wanted to be close to a
freeway to shorten his travel time. ’ ) s

- ;

“What else’ should I look for?" asked Chuck. "I need a
place with parking for my.vans. I want a place that's .
" cheap. My customerg will never see it, and I'd like to . :
save money somewhere. But I'd also like a place with two
rooms so™that the phone and radio tan bé ,separate from.my

- office.” o
. "With these thoughts in mind, Chuck' wént look%ag for an R,
’ - office. Without too much trouble, he found a small ‘ .

two~room office with a parking lot out back for $250 a
month. It was on a side street in downtown Oakland, just

two blocks from the central freeway ramp. . .
- ‘ . -’




Choosing a Location .

A
‘ 4
.
.
. v

There, are 'sevefal things to think about when choosing a location for

your wheelchair transportation service. You mist swer questions such
- ‘

. as these. -t
D . . ' ) N ‘. A
e What type of area should I look for! Are there enough customers

in the area? -

-

e MWhat is my’ competition? >,
. .
’ e Where should my office be located? { ‘

e+ What type of office do I need? .

fype of Area and Customers

| ] ‘ | | .
Look for an area where there is a need for wheelchair transportation

. services. Find an area where large numbefs of elderly and handicappea

"people-live. " The area sh0uid also have several nursing homes and

-

. ggneral hpspitalé. From three to five nursing homes and two hospitals
¢ e . - .
would be ideal. In such an area you can be faiyly sure of enough doctor

PR | .
visits and hospital discharges to support your busagess. : s

* e

N .
Co&tact the nursing homes and hospitals to find out whether a need

v

for yaur'service exists, Find out yhat they would like from a wheel-

- cﬁair transﬁortation service. Try to identify some CUstbmers at this 'y
; “ t%me. ’ ] \ ) . ) ‘ x
! .
3 i ‘ ';
> o Competition - j“ % o ) ; L
] ‘ >

i It would be nice to start yolr business where there is little
pomo%}tipj.on and where a need for y0ur'ser\}ices exists. As mentioned ‘

barlier, use the g llow Pages to find out about your competition. See_ *




4

-

¢
-~

how many exist, .where they are locaged,~and what services they offer.

You may determine, as Chuck Ng did, that your competitors are busy and
that there is a strong demand for your services. If so, don't be afraid
of some _healthy. competition. Common sense will tell y0p to avoid qreas
with too much competition, where. busingsses are failinézze grow or are

failing altogether.

R

Location and Type of Office

When you decide on a central location, here's what to loogffortsk an

office. ‘ )

'y Find.a small, simple effice._lYou don't need a)fancy office.
Your customers will never even see it. Chutk decided on a small
two-room office on a back street. You, too, might want a room
for .yourself and andther room for your relephone and radio
equipment. ° i ;

° Find an inexpensive office. Since your customers won't see your
office, you can- save money here. Of course, don't cut, corners
too much. A rundown office with poor p{’\hing or heating will

> -

cause headaches you don't need.s Also, tcy to rent on a month-

ke—month basis or get the shortest-term lease possible unt 1l yba

\

know how you're doing.
e Be sure theréd is enough parking space. You will need off-the-

o street space to park your vans. ‘

v
p]
-

When you decide-what you need jn a location, get information that
will ngp yoU £ind the best spot. Get suggestions from realtorsf
‘ business people, and the Chamber of Commerce in the areas you are

‘congidering. Look on maps and visit podsible offices to see which meets

your needs best. !

‘.
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L

Summa ' ' ) .

Pick a location for your wheelchair transportation service where '
elderly and handicapped people live and where hospitalé and nursing.
homes exist. Choose a cdntr%l idEation,‘with freeway access, as clo§e

!

to your customers as possible. Find a small, inexpensive office that

hﬁs parking space for ypu} vans. ) !
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) Learning Actitities
Ve &
Individual ‘Activities . ‘s { s
1 *R - - N
1. List five things to looﬂ for when deciding on a location’ for a
*
. Wheelchair transportation service. ' ¢ . . 4 .
¢ N .
0 . ¢ ‘
2, Make a list of the nursing homes. and hospitals in your area——places
," where customers for apwhéelchair transportatiomService might come
from. Use the Yellgw Pages. Mark theierocations;on a map of your
4 N area. ¢ i R
, . 3. Call one of these nursipg homes or hospitals. Find out if they ’
\ S
‘ would (or do) use cheelchair transportation services. ’If _they
: ' already use such 8 rvices, areytheivr needs being met" If not, what
a . 'would they like from a service° . .
. i 4 ’ -
§., Visit one of the wheelchair transportation services in your area
, (from Activity 3 in thé.first_uqft). _Do you think it is in a goqd
location?. Why or why .not? - ‘
4 . ,
. P
. 11.. ’ -
. Discussion Questions | -~
" 1. Based on what you Pearned in the Individual Activities, do you rhink

it would be wise to start a wheelchair transportation service in

-

- your area?

N
A [
'

Do you thimnk phuckag picked a good location for his service? ~WHy'—‘

-

or why not?

- $




3, Do you think that location helps make a good impression on the ‘
customers of a wheelchair transportation service? Why or why not? ' '

What' other things are importa\nt‘,ebou the location?

.

Va ’ h A

Group Activity , ¢
. CF B
y ' -

/Assume that you will open a wheelchair transportation dervice in

your area and do the following.

. . < -
L.

le Use the information you found in the Individual Activities to .
_ decide$what geographical area your service will cover. You can

- cio this in the following way . Take a loc.al map. Locate the .

\ k. hospital and nursing homes in your _ar€a on the map. Draw a -

o . boundary around the area th.a,t includes these places.
. < . .
" 2. Discugs, possible locations for your business. Use your knowl- ¢

edge of the area's roads, traffic patterns, other busiﬁesses, R ‘

and office building.s. Discuss the advantages and’disadvantages

~
o

.of ,each. R

3. Decide on the best location.
\

- 4. Discuss what kind of an office to look for.

b4
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UNIT 3 A

- > ,Getting Moaey-to Sgarﬁ ~

£
1

. - VA
To help you plan how to borrow money to start your -
wheelchair transportation service.'

! .

Objective 1: Write a bysine®s description for your
wheelchajir transportation service.

[ ] .
Objective 2: Fill out a form showing how much money
you need to borrow to start your wheelchair
) tansporfation-service. . >
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1]
eudcx GETS MONEY TO START HIS BUSINESS .
¢ ’

e .. . i )
" Chuck had been able to.save $10,000 £or his business.

"I've begn living on a shoestring for a long time,
saving money for this business. -Now that I'm ready, I
don't want to start the business on a shoestring. "I don't
want to go overboard either. But if I start with two good
-new vans and xadios, I can provide better service to my
¢ustomers and create the kind of professional image I want.
I can borrow most of the money anyway. I'm confident I'll
succeed and be able to pay back the loan w%;h no trouble.”

\
* + To find out just how much,He would need ito borrow,
Chuck made a list of his expenses:

Salaries (2 drivers & office person~—6 months) $13,000

Rent (6 months) - %/~ 1,500
Gasoline and maintenance (6 months) i 1,200
Utilities and phone deposits 200
Furniture and office equipment 500
2"Vans equipped, including 2-way radios and -

" receiver . 25,000
Licenses, insurance, and advice . 2,000
Advertising . - 300
Printing and supplies - 200

Chuck knew the bank would need to ‘know all about his
business plahs. So he prepared a detailed description. He
included information about the servicee provided, the loca-
tion, the customers, the.competition, and his plans for

successs . . .
)

-

Then he made an appoinf/ent with the manager of his
bank. ~—8he gave him a statement of financial need to £ill
-out before their appointm#nt. She was impressed with
Chuck's careful planning, drive, self-confidence, and will=-
{ngness to invest his savings. She smiled and said to
Chuck, "You've planned welT and you're off to a good start.
Your loan is approved.” : .

!

L 4

LIPS
g




’l

"“Getting Money to Start

All new businesses reguire money to start up. ‘You will. probably have
to go to a bankﬁor to the Small Business Administration to borrow money.
When you apply for a lean, you will need to provide information about
yourself and your business. You can start now to keep a{list of your

education and work experience. This will help you provide the informa-

/

P
tion about you.

.
.
a
-~

To provide information about your business, you will need tgﬁprepare

a business description and 3 statement of finantial need.

.
. ) s

Business Description o .

)

Chuck’s banker wants-to know exactly what kind of business Chuck is

planning and how he will run it. She wants to know how carefully he has

,planned for it. Your banker will want the same kind of information.

N
'

A business description should be written cleaxly and simply. It
should include the following\information. .

e Kind. What serviges will it offer? How will it be run?

e Location. Where will it be and why?’

] Customers. .Who are they and where will they come from?

Competition. What is the competition?

® Plans for success.. How will you "beat” the competition? Read on

to-see how Chuck'stbusiness)description covers «this ‘information.’

Kind of business;‘} I plan to start a wheelchair transportation ser-—

vice. 1Its name will ‘be Medivan. It will offer transportation to’ elderly
and wheelchair patients who need help traveling to doctors' offices, to

treatment clinics, and to and from hospitals ahd nursing homes.

’ . 3 ‘ ' B '
., o1 .

24




‘ \fc "I plan to buy two new vans and equip them for:.wheelchair service. -

I will drive the second van. I will also be

. I plan to hire one driver.

I will hire one

in charge of advertising and selling our services.
?; Thi‘s person

full-time office person to answer requégts for service.

also will dispatch the. vans, and do billing and other office work."

v ¢

Location. "I plan to locate at 250 Clay Street, in a small two-room

office with parking space for my vans. I can rent it for only.$250 per

month. It is centrally located and convenient by freeway to the hos-

pitals and nursing homes I will be serving.” . ,
”»» -
) w

-~ v

Customers. "Most of my customers will be elderly patients, on

-

Medicaid, from six local nursing homes and hospitals. I also hope to be
it able to serve customers at the new}pursing home and senior citizens
QOUSing development being built now in Oakland.”™ g
. N »
éompetition. "There are two other wheelchair transportation services
in Oakland, AAA Ambulette Co. and Handivan. They a;e both successful

businesses. I feel there is room in Oakland for another service."”

A »

" - Plans for success. "Medivan;s business image will be friendly and

r . .
service—orienteg; My motto will be 'I'm new and,hate the time and

“desire to offer-excellent service.' I plan to -grow slowly. I will add

vans only when I am sure I have enough calls to support the extra cost.”

s

\ .
You can see that Chuci“&,business description gives much of the

information the bank wants. Next you will learn about the statement of

financial need. B s

- ]

Statement of Financial Need

Your statement of financial need must show (1) yOU?\starting
expenses, (2) how much money you already “have, and (3) how much more }ou

will need. N -~

28
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e

.Starting expgnses. 7Starting expenses that are unique te the

wheelchair transportation business include the folloding:
e -1lor 2 N;ns: $4,000 used - $10,000 new for each S
‘e Equipmenﬁ for vans: 81, 506—2 OOdyvan (whee}chair ramp, holdiQE
device, first aid kit, fire exlinguisher)
¢ 2-way radio and receiver:  $1,000 radio, $1,000 receiver

e Insurance: $1,000/van

' s
.

In addition, from three to~eix'months of operating expenses are ,
needed in the beginning. Remember Chuck: he figured in six months of
salfries and rent- The reason is that’moet ofcyour income will come
from Medicaid. These payments, especially in the. beginning, take from

;/&90 to.120 days. Some business owners say it takes six months "before

money starts to come in on a regular. basis. _

3
° .y

Starting expenses for a wheelchair transportation service Can vary
quite a bit. Chuck, fbr example, did not want to "start on a shoe-
string" He had large savings, a lot of confidence, and was not afraid

to borrow money. Hfs starting expenses were more than $40,000.

%

It is boésible to start @ service with much less money than Chuck.

Here‘areosome ways.to do it.
° Steyt with one van instead of two. Scheduling problems may be
gfeatgr if two patients want to go somewhere et the same tfmel

But if there's little or no co;petition in your area, it is

possible to start with one van. .

~

e~ Lease your vans and equipment or buy.used equipment, This‘an\
*  cost less than half of what new equipment costs. Leased equip-

s’ ment also doesn't require a down payment.

e Delay buying”radios until the amount of business covers’ the cost.

When business is light, calls can beomaQe from pay phones.

t

.

_Sampfe statement. When you know your starting expenses, you are

~ ready to fill ggt argéatement of financial need such as this one.

29 ’




STATEMENT OF FINANCIAL NEED

\ -

. [ '

Starting Expenses Money on Hand

Salaries

—

Building and Property . . -

Repairs and Renovations , Cash on Hand

Equipment and Furniture Gifts or Personal Loahs

Inventory or Supplies Investment by Otﬁ;rs !
« Advertising . TOTAL

Other R 2

TOTAL STARTING EXPENSES
) TOTAL MONEY ON HAND
TOTAL TOTAL LOAN MONEY NEEDED

-

o

The forms you will actually‘use'to apply for a loan may be slightly
different. The items listed may not include all of your own needs. For
example, Chuck had several expensés that would need to be included as
follows: vans and radios under “equipment andffurniture“;\utilities and
phone deposits under "buiiding expenses”; Suslness licenses, insurance,
and accounting under “other.” Chuck shquld'liét these separate items oﬁ

-

his statement of need.

Summary

-

-I;n;pplying for a loan, you wfll need to p}bvide a description of
your business and a statement of financial need. The amount of money
needed - to sta}t a yheelchaif tfansportation §e;;ice depends upon the
number of vans you start with gnd the Emodnt of money you are able té
spend. You ;re likely to need to borrow some &Bney. You also will need

to provide a statement of financial need.
. . »
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Learning %Stivities ,

Individual Activities

4

. ™
I. Write a business description for the wheelchair transportation

service you might start. You may have to "make up” some of "the
fﬁformqtion, such as the addre’'ss. Include information about the
(1) kind of business, (2) location, (3) customers, (4) competition,
and (5) plans for success. Your description should be simple and
clear.. A loén officer should approve of it. -
%.' Answer the following questions about Chuck.
a. How much money did Chuck need to start his wheelchair trans-
portation business? ‘
b. How much money in all did he have available to startlpif\
busingss? .
c. How much would he need to borrow?
d. .ﬁow much less would he spend oﬂ e§uibment if he started with
only one van? :
e. How much less would he need for-salaries, rent, gasoline, and

maintenance if he'planned for only the first Lhree months?

. ! M} . N .
3o Fill out the statement of financial need for Chuck. List items that
don't fit.under “Other."” Include any special exp%anations you think

are needed.
4 >

»

~

Discussion Questions

-

.
b}

1. Do you think Chuck's business description is a good one? Does it
include everythéng it should? If not, what should be added?




» .
, ' 2. If you were the loan officer at Chuck's bank, would, you give him the
loan? Why or why not? Would you need to know more about him™before
lending him the money? '
3. Stagtingegxpgnses for a wheelchair tradsporéation service can
probably «range from.as low as $6,000 to much higﬁer than $40,000. . -
What -reasons can you give to explair? sucl a wide range of s‘tat"ting{’

expenses? What are the advantagés of starting off low? High?

- - i

© Group Activit‘y‘, ) | e .- ~

. Monica Jones 1is starting a whee air' transportation ‘servi-Ce. /

Unlike Chuck Ng, she is on a “shoestri¥g” budget. She ’has $2,000 of her i
own to invest in the buginess. Her paredts are loaning her $1,000. She : -
doesn't want to borrow%re than $6,000 so she will have to start with -

only one van. < '

. ' : .
1. Prepare a statement of financial need for Monica. List all her“ . -

. -

starting expenses, money on hand, and loan money needed.

\ \

-

2. Discuss the advantages and disadvantages of Monica's starting on a ) y

tight budget as compared to Chuck's hig‘her budget.

} . ’ (/

-
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. Being in Charge ,
< - Ce ' o,
g , . ;
Goal: To help-you plan how to hire employees and divide

= the work of your wheelchair transportation service.

v

Objective 1: Decide how to divide the work of your
* busifess among several employees.

Objective 2: Pick the best person for a specific
job in your business. )

‘ & Objective 3: List three ways to keep yvour people . L -
. h . , N
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&
CHUCK "IN CHARGE"
/ ¢
With money in hand, Chuck was ready to start to = |
"manage” his business. He knew that he had to.do several
things right away. He had to decide what jobs needed to be
done. He also had to hire the people to do them.
Chuck thought about the jobs that needed to be done.
"I know the most important job% are driving patients where
they need to go, answering the phone, and telling the
drivers where they need to go. I'll also need to sell our
services to customers and do paperwork like billing and
accounting. With these jobs to do, what do I need in the
way of people?” . ~‘\

Since Chuck was going to start with two vans, he
decided to hire one driver Besides himself. He also
decided to hire a clerk to answer- phones, send drivers out,
and do papetwork. .

Chuck remembeded some words of advice from his teacher
in small business management: “Success or failure depends
on the people yOU:pave, especiallyain a small service
business.” . '

, ] .

He knew he would have to be very careful about whom he
hired. He would 1nteifigw each person and check their
references carefully.™ For his driver, he would seek some=
one who seemed stable, had a good driving recofd, and would
work well with elderly and sic& people. For his clerk,.
Chuck would look for someone who would b2 cheerful and
polite on the phone agnd could do the office work too. This
person wou}ld also have to know the area so that—calls—would

.be organized efficier®ly. Chuck knew thdt "every mile
costs.” Since he was in the business of helping the sick
and handicapped, Chuck also decided to find a handicapped
person to work in the office.

”

After talking with several interested people, Chuck wa
pleased to hire Sarah Casey and Cassie Edwards. ‘Sarah was
a 22-year-old emergency 'nedical technician who had not :
liked the stress involved in driving an’ ambulance. Cassie
was a 43-year-old secretary who had been in a wheelchair
for twenty years after a skiing accident.

EY

~
? : -
.
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. Being in Charge
. ¢
As'you,leérned from Chuck, owning and operating -a wheelchair trams- - - ° >

portation service involves several basic tasks. Getting these tasks done
involves hi;ing and being in charge of other people. In this.unit you

s

will learn about: - .
. the tasks involved and the peagple needed to do ;hem;
S hiring these people; and . ,

® v keeping them happ&;f . '

Deciding Who Will Do Each Task

- “
&

.

Six major tasks are involved in running a wheelchair transportation

service. . S0 ) ) ‘
.0 Driving onstoners (patients) where they need to go.
'Y Filling customer requests (or work orders). This involves a lot

. .- of telephone work matching work orders with available drivers.

‘e "Selling" your services to patients and medical peoz}z<who mfght .
. wén&_to call 6n you. s . ) @ ’
o Keeping the vans in good working order. This includes regular

servicing and repair, getting new tires, and providing\gas and oil.
o Keeping financial and other records (billing, bookkeeping, etcs). ’
' Interviewing, hiring, managing, and sometimes firing people. It '

T “is possible, in a new small business;—for two people to do all six

£

,i tasks. If you start with one van, you, the owner, can be the
‘ driver, the saIesperson,' and the manager all in one. You would

need to hibe\a,elerk to answer the telephone, tell the driver where

L to go, help affange for servicing the van, and do the reqordkeeo- //
_ . ]
ing. This person is often called the dispatcher. Chuck started
. with two vans, so he needed to hire another driver besides himself. .
35 ~
. 34 . s
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‘ . Picking the Best Person for the Jog J : - X
» ' ‘ - . ' :
T *  Probably the m:?t important job you will have is to,choose well- l
r . qualified, reliablel people to work for you. Remember .the advice from R
.Chuck's teacher: "Your success or failure depends on the. people you .

have." Here are some Lhings to look for in the people you Hire.

~ -

" A drive} should have: |, . . ‘ ' Co
‘ ‘e a good driving record; ) : . o ) .
e = the ability to read a map and knowledge of your "area; .
- o the ability to get along well with elderly and handicapped peoplesb ) ’ :
\ and to de§1~¥ith their problems without being sgpeamish, !
° physical strength to move a patient in and out of a wheelchair; ) "
and + . . ‘ v
. basic first aid skills,. - # -
. . | \ ° . .
. A dispatcher/clerk should have: |, ' : T s . |
i e a pleasant telephone persona};ii.y;‘ ’ CL ‘ !
° a knowledge of ‘the area and the ability to read“ a map; . ) . |
, e~ a good memory for voices and names (to ;gmember°CUstomers on the' ﬁw‘
' telephone) and the ability to take messages torrectly, and -
° ,ﬁgsic office skills and an ability to be well organized. * . %
N ‘ A
’ Now you are ready to advertise the job you want to*fill. Have each -~ ‘
person who applies for a job (1) fill out a written job application, . ~
(2) have a personal interview, and (3) provide personal:references.. "
- .

The personal interview is especially important. It can reveal per—
| sonal qualities that do not show up on an application. *YOur judgment N
about each person's personality is im ortant in selecting qualified .
people. Personal xeferences should-also be checled 0ut carefully.. Look ’
for stability in the{r job records. Hire people on a probationary basis. .
. Evaluate them for satisfactory service after a period of, say, 90 days. .

Only after that time should you offer continued employment and fringe

L] 1‘
i

benefitﬁ. . ’
. ) ~J . . oo
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Keeping People Happy ' . . -

A wﬁeelchair transportation service, as any¥ other business, must .
keep iés'people happy. As owner‘of'such a business, fou can keep your
.people happy in these ways: N i ‘
)] provide enough training;

e have clearly stated policies; and .

¢ establish good personal relatioms. -

"Training. .Provide enough training and instruétions to alloﬁ your
people to car}y out their assignments. Offer firs afd training to
drivers if Ehey do not yet have skills in this area. Have a new driver
work foi/awhile with an experienced driver before going gut on' her or

his own. . .

°

Policies. Be clear and honest about your policies and ﬁay. Tell
intergsted people exactly how much you'pay and what raises and benefits
théy can expect when they work fo; you. Iry to offer salaries apd
fringe benefits tﬁ/z are as least as good as your competitors. If
possible, g1ve written information on your policies so that your people
know exactly how sou operate. And when.you establish policies, follow
them in a businesslike manner.

¥ :

Personal relations. Job satisfaction comes when people likg what

they are doing and feel they are*doing well. Tell your people if they
are doing a ‘good jobg Be understanding when they have problems and help
them work towerd solutions. Have regular and personal contact with

them, letting them know you care. As much as possible, make your =

company a pleasant, fun place to be. ). S

. )

Summary:

[y
-~

To operate a wheelchair tra tion service, you need one‘or moge

drivers aﬁd'a dispateher/cler «f Hiring good people involves reviewing
their applications, interview ng thefm, and checking personal references,
N .
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Keepipg the people you hire happy involves giving them enough training

to do their job well, having clearly stated policies, and establishing

good personal relations. ~

L
A
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Learning Activities

Individual Activities.

oot - \

1

-~

1. Here is a list of some of the tasks that .heed to be done in a wheel-

chair transportation service:;

a. Answer the phone. .
b. Deal with patients on a day-to-day 'basis. 4
c. Do billing. . .

d. Take patients to the doctor.

e. Visit tals and nurging homes to "sell” the services.

f. Gas up(the vans. - ' \

s Write the letter(s) of the task(s) that Chuck, Sarah, and Cassie

would haveyto do in their jobs af Medivan. _ B -
Chuck = P
Cagsie - ,

2. Match each person with the qualities théy need to do their job in a

wheelchair transportation service. If the quality applieg to botﬁ’

. Ability to fread map
. Strength*

. Pleasant pefsonality

people, mark A and B-.

A

A. Driver %
B. Dispatcher/Clerk

J.,

. _ Good driving record ,
. First aid skills

f“\"

. Typing and bookkeeping skills

w

|

(<))

P ~
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L%éi three tyg%s of personal qualities that could show up in a

personal interview but not on an employment application that might

keep you from hiring someone.

»
s

Who would you hire as a dispateher for:your wheelchair trangporta-
tion service?

a. Stan Campanella, friendly disabled veteran who has had five

‘office‘jobs in the 6ast year, good typist. '

»

Vivian Ford, 36-year-old divorcee who needs a ‘job to support her‘

children, was a secretary for three years before being married.
Carm Ruiz, 21-year-old woman who just graduated from secretarial
school, has lived in the area all her life, and has a pleasant

[ 4 4 .
. [ s -
personality. 4 < .

Who would you hire as a driver? .. ) _

a. Stuart Little, partly disabled airplane pilot with excellent
references, frequent health problems that would make him«
understanding of the sick and elderly. ° T .

Ann Cochran? former school bus driver arnd marathon jogger, want:
jgb~wh6re she can meet and help people. §* . -
Michael Wong, A+ science.student "needs a job to help support

his .way through school, wants to be a doctor.

.

Discussion Questions

1.

. .

¢ s 4
What advantages will Chuck have as a _manager by, starting with two

vans and drivers instead of one? Think of the jobs he would have to

-

do with one vs. two vans.
You are the director of Handicab Wheeichair Service. You have just
interviewed .David McGrath for a driver job. You like him very well.
He écems well qualified for the job. He has good references from
two nursing homes where he has worked as an orderly. The only
problem is that he was once arrested on a dr%nk driving charge.

What should you do? Why’

L

s

~
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Group Activity

P .
What do you think is meant by the statemert, “Your drivers are your.

AN

Why do you think Chuck wanted to hire a handicapped person? What

v advantages might hiring Cassie Edwards offer? An} aisadvantages?

ambassadors”?

.
&

.
PR 4

In groups of two, role play one or more of the following situa-

tions. Trade places.,with your partners to see how it ‘feels to be on

’

each side. . .

2.

3.

" well-qualified person. .

’ o’ *»

1

Della Johnson statted her wheelchair service with one van. Her
business has grown almost too fast for her. She has received two
requests from patients who each have doctor’s appointments at 11
a.m. Role play Della's call\to patient No. 2 asking him to change -
his appointment.’ ) C
. . A ] ~
Bob Rabin, owner of Medicab Inc., has been unhappy with his dis-
patcher, Fred Deutsch. -Fred has becbme'laay and rpde to patients
and ‘nurses on the phone. Business has dctually declinei. In
addition, his billings have fallen behind. Bob has decided to fire
Fred. Role play Bob*firing Fred. 7‘ ‘ '

-
.

Sall?gFriedman, owner of ' AAA Ambulette, wants to hire a replacement
for Chuck Ng, who has Just left to open his own business. She is
looking for a full-time driver with some experience with elderly
people ang,- know}edge of “the area.- Role.play.Sally interviewing a

<
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UNIT 5 . ‘
| . A T
. Organizing the Work
.
Goal: To help.you organize the work of your wheelchair
- transportation service. .
’
Objective 1: On a work order form, list what needs
! . to be done for one of your customers. ) -
. / . ‘\;?Q" 4".'.“:_,‘—’ , .
Objective 2: Write a workf sched,ulée for yourself or
- L an employee. R '
, ~ S
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v

- . . CHUCK ORGANIZES THE WORK

Chuck developed a work order form for Cassie to use for
patient requests. He- also developed a prescription form
for-dactors to sign requesting transportation for their
This was required by Medicaid« As a driver at
AAA, Chuck "'was given a schedule of his assignments each '
day. He decided to use the same d¥iver schedule sheet for
Medivan. On it e cowld also list the non-driving jobs ‘
that he, as owner, knew he would have to fiit in between
driving appointments. ' _

- 4

Chuck was pleased with the dumber of calls Medivan was
getting. He also liked his days. They were busy and
interesting. However, he was not sure how well the jobs
were being organized. To check on thig, he tape-recorded
all incoming calls for several days. He also examined the
work orders and schedudes Cassie prepared. Here are the
morning work orders he recorded for Monday, May 19.

1. Dr. Rowe requests pick-up for Carver Jonek 311 State
St., att 9 a.m., for appointment at Madsen Clinic to
x-ray his broken hip. Clinic is 5 miles from Jones's
home. ) ’ s ’

2. Oakland Hogpital-calls. Regina Lee, 4090 Louis Ave.,
needs to be taken home at 11. She has been. recovering
from a stroke and is under Dr. Martin's care.

3. Sidney Allen, 21 Porter St., has a dialysis appointment
at Oakland Hospital at 11. He's 15 minutes from the
hospital. His doctor' 8 name is Wong..

4. Susan Sanchez wants to leave Frommer Comvalescent
Home' at 11 after récovering from heart surgery by
Dr. Shumway. She lives at 950 °‘Truman Ave.

5. Belva Plain, 791 Fordham, needs to be picked up at
9:15 for appointment with Dr. Ruiz. She has severe
arthritis.~ ) a

6. Tom Webster; MS»patient of Dr. Tom's, must be taken
from El Camino Hospital to Frommer Convalescent Home, a
half~hour ride. Anytime is OK. 3
Chuck was happy with the work Cassie was doing. He

said to himself, "I think we're off to a good start.”

-

E
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Organizing the Work

0 . :/
. Doing the work of any business,‘large or sﬁall, involves three main

.steps: organizing the work, doing it, and finally checking the work to

ensure high-quality and customer satisfaction. This unit covers the

first step, organizZing the work of a wheelchair tranépprtatién service.
l First you will learn about recording and keepiqg track of the work to be

done. This ‘particularly ihvolves-filling the patient requests (or work

orders). Then,” you will learn about scheduling jobs for yourself anq

your eméloyges.

o'

L L3

Keeping Track of the Work

—

-You will. need to keep track of several things relating to the work

sFrvice: ‘ A

transportation requests by patienﬁs (work ordefs); '

doctors' "prescriptions” for patients' transportation; and
" patient information.

4

"+ Work order form. When the dispatcher gets a request from a patient,

he or she must write down the request so that the service can be

scheduled and carried out properly. A work order form is dSed for this

purpose. -

Chuck uses the form at the top of the next page for the work orders

in his business.
I

-~

LS




MEDIVAN .

503 South Gate Road .
Oakland, Illinois
(517) 345-0700

DATE ;

TO

TO

DISABILITY

Mileage Charge

ONE WAY

CASE NO. ‘ RETURN TRIP
&

DR.

BILL TO

EBach request is recorded on a work .order forms, As you can see, the
drirer assigned, date, time, patient name and disability, and travel
points are all written down. Each work order is filed according to the
date of the appointment. All work orders for a single date are pulled

. ahead of time in order to schedule drivers and times. Then they are
given to the driver. After the service is performed the ariver fills
out the bottomv%alf of the form. This provides information on the

mjleage driven and the chargES. It also is used for billing purposes.
- ’ . *
. . & i

Prescription form. If you recall, most of your epSQomers will'he

.

covered by Medicaid. Medicaid requires a doctor's preicription for all

non—emergency medical trangportation. Here is the form that Chuck uses

for his Medicaid patients.

[




! . . Date
! MEDICAID TRANSPORTATION PRESCRIPTION

MEDIVAN
) 503 South Gate Road
Oakland, Illinois
ey (517) 345-0700

P

is under my care and nonemergency
transportation is requested for the following diagnosis and
treatment: v

A\

[
3

ahead of time to allow time to 'send their prescriptions to

edicaid for approval. This also helps you make‘schedules ahead of
time. Probably more than half of your customers will have regular
appointments, weekly or more often. This wiil reduce the number of

[

prescniptions and make séheduling easier.
. ' ?

Patient information. When a new Medicaid patient calls, you must

. : get basic information about him or her. This includes name, address,

doctor, Medicaid number, and.medical problems. Chuck's~d1§patcher puts
this information on 3x5 cards and keeps them in g-ﬁggsle file box on her
d‘esk‘. * ! ‘

/

\ . » ¥
Scheduling the Work ' ~ .

1
o

. Qhuék has to schedule the work of his wheelchair transportation
service. He has to schedule all of the work orders. He has to decide
how to divide them up between’ himself and his other driver. He also

nust sthedule the other tasks he has to do as owner of the business.

e ’ 8 °

»



Driver schedule sheet. Chupk's dispatcher organizes all of the work

’

3

orders for a single day by preparing a schedule sheet for eéch‘driver.

Here's a three-hour section of that sheet:

Date

Driver's Daily Schedule

—

Van #

Patient Name

Pick-Up Mileage

Drop—-Off Mileage

9:00

* 145

~

The driver fills in the mileége sections when be‘is transporting

patienEs.

The disﬁatcher also has a copy of the schedule.

orders come in, she can know at a glance whether and how it can be
r'd

9

filled. She then can assign the job to the driver by radio.

. Genéral work schedule.

1

As we said before, Chuck has ‘other tasks to

do in his day besides driving. He has to “sell” Medivan, arrange to

service the vahs, and keep financial records.

He sometimes has to’

interview people for jobs or talk with his lawyer or accountant.

Although allvof these tasks are not iikely to occur on a single day,

severél might.
should be done fixst. He must include these'taskg in his daily schedule,

Chuck must decide which tasks are most important amd

along with his driv ng jobs. Chuck.writes down these tasks on his

driver'g daily scped le. A

If new work

\

i
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ERIC.

Aruitoxt provided by Eic:

“

‘Summary ' .

You Qill need to keep track of\wo>k orderg,:doctor's préscriptions,
and‘patient information in your wheelchair transportatign service. You
will also need to schedule the wqu. The forms Chuck.Ng uses may not
exactly suit ydur needs. Use, whatever methods work for you. The impor-
tant thing is to keep‘records of every work order-and assignment. You

also need to scheduié all work so that business will run smoothly.

«}
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! Learning Activities ! ) )

. . . . /

Individual Activities .

a

. L
1. List three forms that a wheelchair transportation service. is likely

to use. Y .
A - o

-

Use the information in the case study to complete items 2-5. Use the

.blank forms in this unit for your answers. , i;\‘v//

2. Fill out a wotksorder form. for Dr. Mowe's request. F{ll out all

® N .
sectiops for which you have the information. Have Chuck drive.
N, . l; ﬁ " ’:,' j N f -

’ E 8 - o = 4
3. Fill out a prescription. form for Sidney Allen. : l
. * N . :«v . < \ R L

03 LS

4, Make out Chuck and Sarah's.work sch;dules for May 19.. You will need

AP
o, 4 Py
to*use your own paper for one of the schedules. S s
. . e t's LN .
5. On May 19, Chuck also-wants to do three things.- He‘wants to meetu .

Yo
with his lawyer, visit the business office at the Madsen, Clinic :xL\_
sell his services, and gas up his van. Wheq,§hou1d he schgdu%e .

these, tasks? s

Discussion Questions . !

1

1. Rita Casey started the TLC Wheelchair Service with one van. - Assume

that she received the sane work orders that Chuck did forsMay 19.°
How should she best handle the same requests? ’
/ -

b S

Il

‘(h‘
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2. Do you think that Cassie, the dispatcher, should have a work )
schedule too? Why or why not? If "yes," what tasks would be

included? How would they be scheduled?

N

] -
3. When Frank Antoneli started Carecab, he said: "I hate forms and
paperwork. Inventing and printiné forms is expensive, too. We'll
use scratch paper in the office and put pencils and pads in the
vans.

well."

I'1l hire people who have good memoties and can organize

How do you think Frank's business will run? What problems might

Frank run into doing it his way? »
Group Activity il ‘
" As a group, see hdbw many tasks you can think of that the owner of a

-wheelchair transportation service like Chuck's might have to do during a

busy day. Tonsider both routine and unusual or unéxpected tasks.

\

List these tasks on the chalkboard. Then number them in order of
A fmportance.'.Indicate which tasks should be dgne first,.second, and so
forth. Remember that Chuck's routine driving’ jobs must be scheduled

throughout the day.

Then make up a schedule for Chuck's day. Assume that Chuck has four
driving jobs. If there are too many tasks for him to complete in one

day, suggest how and when these should be done.

-
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ERIC .

Aruitoxt provided by Eic:

H

Goal:

- UNIT 6

) . \
v Setting Prices

»

To help you decide how to set prices for your
wheelchair tran¥portation service.

Objective 1: Pick the best p%i&e for your services.

’ T a d
3 J ' 3
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CHUCK SETS PRICES | - .

'‘Before Chuck actualfy began to make driving appoint-
ments, he had to decide on prices. He had to set a base
price for a one-way trip and a price per mile for each
trip. He also had to decide on any extra charges for
things like unusual hours or long waits.

Chuck knew that setting prices was fairly simple in
this business:

"1 expect that Medicaid will pay for most of my
patients. I- know that Medicéid now pays $11.90 for a
onecway trip plus $.85 per mile. It pays an additional
$4.00 for a wait longer than 15 minutes and another $4.00
for a night or early morning pickup:. 1I'll have to use

‘these-rates to figure my prices. I know that AAA charges

$15.00 3 trip, plus $1.00 pexy mile, and $5.00 for extra7~
Handivan charges $15. 50 $1.00, and $5.50."

~ Chuck decided to charge the same prices asjAAA. As a
newcomer, he wanted to start out at the lower of the going
rates. He also wanted to provide the highest quality
service to get some business from his competitors .
custémers. . . ' .

Before he firmly set these prices, Chuck made some
estimates. He wanted to find out if he could make enough
money in his first year to stay in business. Chuck did not
like his estimates very much. At the Medicaid rates, he
would barely break even the first year. Chuck decided to
go ahead with these priceé but he set two more goals for ’
himself:

"I will keep my costs as low as possible. I won"t even
think of adding -a new.van or driver until I am sure of an
extra 12 trips a day. And I'll try to build up my number
of private cmstomers as fast as possible.” ’

7
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. Setting Prices -

. f\\ , A ' .

e \

To be QEgcessfu You must set prices.for your wheelchair transpor-

. tation service that .

B -

" ] ére*compétitivé with similar bdsinésses;
°? o' are acceptable to Medicaid and to your pfiﬁéte customers; and
e allow enough profit} .
‘ This is what Chuck tried to do when he set prices: ) .
In this unit, you will learn dfnfour things to think about in»
. general whenisetting your prices: ‘
. . ° -demand for your services; - T
e. competition; . ) ' ‘ .
° operating expenses; add )
N . o profit.' ) )
"o Y ‘  You will also learn about another important consideration that is

-

unique to the wheelchair transportation business. This is the fact’ that

most- of your services will be paid for by Medicaid. : .
. o ' ) . Cw ™
F - c'
. Demand for Services < * =

. . , . . ’ ./

5

v 7

and less fOr services that are easy to come by. For example, if there
were plenty of other wheelchair transportation services in the area, you

. . ) * ’
would Mave to charge your customers less than if there-were few or none

available. L .
Ay - N
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Customers are willing to pay more for services that are hard to get

®




Competition

- po ; ‘ -
]

N Your customers will ‘not pay highef prLces unless you offer extra

o

seryices or better services. A customér will look for the lowest pnice,
*
. but will also consider ‘the quality of your ‘services. wHow helpful aré

the drivers you send? How polite‘and helpful is your dispatéher?
L4 \%:‘ v ,

Take Chuck as an‘example. He‘plans te offer excellent service. He .
also will introduce himself to.cusfomers as a new business person deter-

.

mined to please customers withipronpt and reliable service.

*

dperating Expenses

-~

o,

N ."P ) - ' ‘ ‘
Yy Your prices must more than cover %he cost of running jour business.

-

These costs are called operating)expenses.

- el
-

P & ’ I s
- } . ] - . ’e
) * Expenses to run a wheelchair transportation service include such
. ' N B : -
. items as: .
o salaries; .. ’ . N R

° building e&penses (rent and utilities), ‘ .
. \ . \ f’ R

e et g~ -ingurance; - -om—— - s - e - o -
e van operation (maintenance and gasoline); ;1 : - , 77
. '\advertising; and R ’ .o . ) : ,‘6
] furniture, equipment,»and¢supplies. BN ' : ‘ \
. S cto ' . ' ).
. . In a typical wheelchair service, about 50% of the costs wiii be ) .

salaries, 25% van operation, 8% insurance, and the remaining 17% divided

3

LYY

.~ up among the other expenses.
. .

- You will need to figufe out how high your own operating expenses
will be. If your ‘expenses are very- high you may want to raise. prices,
if'possible. This may not be possible, however. So you may ed to

. fdgure out how to out your expenses. A good manager, in fact, tries to

’ keep operating expenses as low as possible, or at least to save money \

¢ ° , < N -
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where;iﬁ is easiest to-do. Remember how Chuck saved as much as he could’

L4
on rent. .

(I - Al
Profit ' t

Your profit will®be your reward for all-of your hard work. Your
p%ices must allow you to make ,some profit. Profit is what's left after
everything has been paid for. It may be’your own salary or some amount
over and above that. You muat decide how much profit you can maké and
whether this is acceptable for you. .Remember that many successful

businesses start out.wygh little or no profit in the.first few years.

Chuck, found this out, too.

- o

"Medicaid—-A Special Consideration ' Py

.
As you learned earlier, over 90% of the customers of wheelchair
transportation sérvices are on Medicaid. Because Medicaid pays for the
services, iq%ﬁust approve eachsprescription. It also determines exactly
how much will be paid for the service. Differentzstatés have diffarent
Medicaid programs. Approval procedure’s and payment scheéules var;
state-to—-state, One thing is clear, hpyevef. Medicaid determines
exactly how much your wheelchair service will get for serwices‘to

Medicaid patients. oo

-

2

’ v . . 7
.For'example, Medi-Cal (California's ﬁ;dicaid program) currently, pays
the rates given in Chuck's case study. This is the most Medi-Cal will "’
pay a wheelchair service in Californ&a, regardless of the prices of fi-
cially charged by thE service. Medi Cal patients will not pay the
difference,. You get what MedivCal (or Medicaid) pays.r
. . d .
You can see that pricing in this buginess depends mostly on what
Melicaid allows for eaca service. You cannot- look simply at custémer
demand, competition, operating expenses, and profit to set prices. Most

of your income will come at Medicaid' rafes.

A +
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ERIC

Aruitoxt provided by Eic:

This does not mean What you automatically set prices to match the ,

Medicaid payments. In fact, you should do the following.

*

Set prices somewhat higher than Medicaid rates--how much higher will

“depend on the other things you must consider (demand ‘competitiong

etc. ). Most Wheelchalr transportation services follow this practice for

-

two reasons: . .

te o to encourage Medicaid to raise‘its‘payﬁené schedule;.gnd

™ to allow for some extra'incbme from_private, non—yedicaid
patients (fbr medical and'ndn—medical transportatiqﬁ).

3

For example, Chuck set his prices at $15 for a one-way trib plus
$1.00 per mile. This was similar to his.competitors' rates. The com-

petition had a fair number of Erivate patients willing to pay these

prices, and Chuck felt he coquld dq as "well or bethr. Howeve because

i

he would not be getting these prices from most customers, he knew“e had

to depend on attracting large numbers of patients and on keeping his
costs down:iTRE‘WOuld not be as.free to raise prices as many other

. - ' . & : ! - PR
businesses would' be.

’ - ~ - -

.

Summary : .

-

. < ., B -
There are four things to consider in generdl when setting prices:

“ .
demand for services competition, operating expenses,ﬂand profit. In the
wheelchalr transportation business, there is a fifth and special consid-
“eration. This is the amount that Medicaid will pay. for your services-

It is the main guideline in setting wheelchair -transportation service
. R . ) <

prices. o ‘ T .

o




Learning Activities

‘

N

Individual Activities . ) -

List the five things to consider when setting prices for a
_ .

) 1.

wheelchair transportation service.

Which of these things is most important?

S ‘ - ~
.

Ask what -
Try'to find out what Medicaid “

.Gall a wheelchair transportation service in your grea?
they charge for their services.

-3

pays. Tell them you're a student doing research. Compare these

s prices with other students’ findings from other wheelchair ser-
5 vices. Is there a "going rate” in your area? . ' & é

Aséume you are just starting your wheelchair transporiationaservice. ‘
Your competition charges $12 a trip,
Medicaid will.

You are trying to set prices.

$.90 per mile, and $3.00 for waits or off- hour calls.

. pay you $10 a trip, $.75 per mile, and $2.50 for “extras.”
..

How much should you cha?ge and why9 Pick from the prices below.

a.
b.
c.

d.

t

L ‘ prices?

Chuck finds he must r&ise his employees’
His operafing expenses also will increase byeloz.

however,

$9, $.-65, and $2. 25
$10, $:75, and $2.50

. 811, 4.85, and $2.75 - . . ,

$12, $.90, and $3.00
. .
. . IS ———
salaries by 10% next year.
Medicaid, 5
Should Cpuck increase his_

- =

Why? ) . .

does not increase its rates.

If yes, by hoew much?




- “ 4 »
' Discussion Questions
J N I

* r'd
1.#'If both of Chuck's competitors fiad charged the same rates ($15,
$1.00, and $5.00), what should Chuck have done? Why?
2. Why do you think such a large part of the operating ékpenses of a
"wheelchair ESensportatiOn service goes to van operation and
insurance? What do you think these expenses will be like in the

future?

-

Group Activity

+

Read the following tase study and answer the quesiions\thap follow. .

s . ’ : F
i Sari Hesse wanted to start a wheelchair service that was differ-

_ ent from most others. She wanted to provide non-medical transporta-
-~ . -
/' ' tion to elderly and handicapped people. She would take customers on

v personal and group outings, to airports and 'train statioms, etc. .

-

She would specialize in group recreation. She would locate in an

homes and senior citizen housing projects. -

¢ « s -
t . ¥

Answer these questions to help Sari decide how to set prices: '
1 .. , : . %
List the five things Sari must_think about when she sets prices. . . ’

Arrange this list in order of the item's importance to Sari in
setting prices.. Which will be most important? Which willﬁbe -

least Impoftant? Y. \

How is Sari's\situation different from Chuck's?

14
L] . . -

What are the advantages and disadvantages of each?

.
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Advertising and Selling o :

o ‘

H

To help you learn ways to advertise and sell your
wheelchair transportation service. > »

.

@
<

Objective 1: Pick one way to advertise your -
wheelthair transportation service.

r
-

Objective 2: Design a printed ad for your
wheelchair transportation service.
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1\EHUCK "SELLS" MEDIVAN

o

-~

Chuck was pleased.with how fast the number of customers
and calls was growing. Remember how, within a few weeks of
_opening, Medivan was getting six calls for a single, morning.

How did Chuck manage to get off to such a fine start?

’ From the very beginning, Chuck knew he would have to
S plan for advertising and selling the services of Medivan.
He had learned a lot from Bob Washington, his boss at AAA.
Bob had spent many hours visiting local hospitals and
nursing homes. He let the people in charge know that AAA
was ready and able to proVide reliable transportation for
their patients. 1In fact, one day Bob talked with, Chuck.
"Do yau know, in my first year of business, I visited over
75 places, three times each, for a half-hour visit each

tima!

I kept going back to remind them that we wanted to

ve of seivice to, their patients. 1 never knocked the

PR S

wum

'petition-

I just let them know how good AAA was.,"”
—Chuck dgecided on the same sales approach. After all, o
it had worked for Bob. .

"I know business will be slow at first. Since I'm
going to hire.a full-time driver, I!11 be able to spend
plenty of my time introducing Medivan to the-community."

Chuck designed a one-page flier describing Medivan and
- its services. He printed business cards and small notee:
pads with Medivan's name, address, and phone number ‘printed

v = at the top. - : - : o . : g
P - * )'\

- Even before,“he hired Sarah and Cassie, Chuck started '
visiting local clinics, nursing homes, and hospitals. When
business finally got started, he continued to make calls.
In fact, he even got Saral in on the act. She became his
unoffical "ambassador of good will,” When she came to pick
up a patient, she would stop- to chat with the director of
nursing and leave a note pad. Me@ivan's name would always
be on the director's desk:

.

63
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Advertising and Selling

! Advertising and selling the wheelchair transpontation services you .
provide are very important to the success of your business. You can see

how important it was to Chuck -as he was starting Medivan.

. As Chuck: found, the best way to attract customers in this business

is through personal visits to places dealing with elderly, sick, and

- handicapped persons. Printed literature is helpful to have for these

visits.” Other ﬂ%inted ads can Qé used but are not as important? . -

:

Personal vifits oo - EE ¢ - "

r - b .
§ ~ . -
v N LI r
. - 4.‘

Making visits to-places your customers will‘probably come from is

- LIS - N .

vital in the wheelchair transportation business. It is a personal and ) -

w____________eff_-em:isze_way~to~'-introduce—yourself and your services. - % P

~ You, as owner, are likely to be the one to make these visits. It

can be ano;her‘person~—your.other-dfiver, for example. It should be

Y someone who gets along well with other people aqe is_good at "selling” ‘ ., _
-~ the business. _ ° - ) ’ L. : .

¢

> First, make a list of all the places you think may need your ser-
vices. Consider hospitals, nursing homes, .therapy centers (radiation,
physical), rehabilitation centers (drng, alcoholic), medical and dental
_clinics, senior«ei&iaeaewmeenEers, and so forth. Make .a schedule for "
visiting edah of them for the first time. You can visit some when you
are picking up or Jélivering patients. You do not have to make appoint~
ments ahead of time. Just drop in. ’fg you are not able to talk with

N the proper person at that time, then set up an appointment for a later.

-1

date.




i

.. ”
Ask for the person in charge of qrranging‘patient transportation.

You might find‘Ehis person at any one of a number of .placeés. The person

could be at the director of dursing's office, the a@ministratof's‘x

office, or the office of social services, for example.

-
-

Approach this perso;’}s Chuck did. Explain your serviées. Provide;

a busine%s,c5rd—and—élie%—éezﬁbgoehure)* Don't knock the competition.

Merely say something like this. “We're new in the business. We have

the time and desire to offer excellent service. We'd like the oppor-—
, o

b
-

tunity to be of service to you. Try us."

©

Once business has started, repeat these visits, perhaps in a less
formal way. Have your driver drop in between-.calls to chat and leave a

brochureor “freebie” note pad.

&

¥

In addition, day-to-day teleéhone contact between customers and your
dispatcher is extremely important to your success. If your dispatcher
is helpful and friendly on the telephone, ‘he or she will be your best

" "
salesperson.

Printed Brochures and Giveaway's

AN ’ I

. —~

* * Reémember that Chuck printed business cards and fliers to give to the

‘'people he visited. Medivan's flier is shown on the next page.
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. ‘ It is impdrtaht for you to have a one-~page flier or small brog;:?b\\~ \\\\\

B that describes your services. It should be simple and attractive.

also should provide fmportant information about your b;siﬁess. Include

any special featureé or services you provide. Include an illustration, ‘
if po@sible, as.Chuck did.\ You will also need a simple business card.

Printed giveaways, or “freelies” such as Ehe note pads Chuck used,’or

' pens and calendars are als¢/ effective ways to_ advertise. All of these

printed items are‘given t when 'making perﬁonal calls.




_Referralé

Referrals are an important source for new customers. As your-repu-
tation grpows as a reliable, proﬁpt wheeld¢hair service, your business
/

will probably grow. Customers wipll use your services'ﬁore. _ They may

. have been using other services besides yours. And they may refer other

customers Lo you.

a

S

. Advertisements

Most forms of printed advertisement are not very helpful in the

-

wheelchair transportation business. .

iou will need t6 advertise in the Yellow Pages, but the ad probably
will not bring.many customers. So just take out a small, inexpensive
ad. Do it well ahead of time so that the ad wiil, appear by the time you

open. ) . . .

)

.

"
v

Newspaper advgrtising does not have quch payoff in this business
either, especially in a large city dail;?\‘lf:you are in a ®mnall com— .
munity, an ad in a small weekly might be wortﬁgmile.

‘e - . .

The best place to put an ad, if;possible, is in a specialized pub-

lication. Examples include a ‘medical directory or a senior citizens' or

handicapped group's publication. |

Summary - .
Advertising and selling your servicg% is very important in the
wheelchair transportation business. Th? best way to "sell™ is through
personal visits and regular contact with the hospitals, nursing homes,

kY .

and other places from which your customers will come.
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Learning Activities

Individual Activities /7 1'

do they include?' Which ad do you think is best? )

- L4

¢
-

- N

Match the‘followiné forms of advertising a wheelchair transportation

service with the words best* describing it:

. A4 .
Newspaper A. Most impopzcnt "sale" technique
Flier B.” Important every single day
Personal visit C. Must be simple but attractive
Yellow Pages D. Not- very helpful in gener;l ) ’
: , Phone calls E. Every small business needs to have one -
Look in the Yellow Pages under "Ambulances” (or "Wheelchair Trans- '

portation” in-'some locations). Find ads for wheelchairetransporta-

tion services. Compare them. What size are they? What information

4

Call one of the services you found in Item 2. fell them you'are a . .
student léarning about small buqiness advertising Ask them to send - ) *
you‘fheir flier or brochure. Examine it. Compare it to Chuck's
Medivan‘flier. , . -

, . &

-

_List at least five ideas for special’featufes or ideas that would

appeal to customers of a wheelchair serwice and-should be included

"in'a flier or brochure. L




‘ Discussion Questions . . o ' e

* : ‘ I v o e'r- M ~
. l. Why do. you think it is, so important ;o'make visits to places like )
hospitals and nursing homes when you are starting a wheelchair

transportation service"

-, . 2. Tammy Rozinsky was starting Ambucar Wheelchair Service. To attraot/ ) .
customers, Tammy ,placed a large ad in the Sunday Tribune classifieds

. under “Services.. She offered customers half- price rates for the

first month and discount coupons for referrals. What do you think”

. - 3
of Tammy's advertising approach?

*
’

3.. What do you think of Chuck's adw;ertising and sales approach? Does
his flier meet the‘requirements you read ‘about? Is there ‘anything )

else Chuck might do to help sell"(ﬂ“edivan"

. ’
! h -
. - \ M . - -
' Group Activity N .
- N EE . N y
. R L - ) ) .
. 3 i ’ vl )
' In small groups, make out an advertising and sales plan for your own .
wheelchair transportation service. Design a simple and attractive flier . 4
or brochure that describes your business.’ o s . . 2
. ) P ‘
) 5
. . T v
i ¢ . . RS . . -
> \
- 3 . ~n - " ) R
s ")‘ I
[N :l k4
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To Help* you learn how' to keep financial records for
yout wheelchairyﬁransportation service.

-t
. .

. . - - . ’
v Y

Objécgive 1:: Fill out a customer billing form for
servigés youado.fbf a customer-

Objective 2: Fill out a déily cash sheet for money

you receive and pay out in one day:
a A\ d
» ¥ &
4
'_ » .
v
]
o .
2 L -
. « o i
y .
.
. .
e N ‘ »
° o
< L
& N
VA : .
.
.
- . -
- 65
- ’ .
1}
- \ * :

.«

-
'
»
-
-
»
.
-
~
-
L
' v
e
. -
K L
2 .~
.
»
P
ae ! .
-
r
. s
RS
-
.
. 4 -
’
" o
-
.
o
AR
»
v
» .
’
.
1




CHUCK KEEPS FINANCIAL RECORDS
.- .

"Am.I ever glad I took those business and accoeunting
classes before startimg Medivan. ;E,knew nothing about
bookkeeprmg and billing before then. And I sure need to
know about them nowf® I have to set up a system of my own
for Medivan.' . ' '

-
LY

Chuck thought carefully about the way he expected his
business to run. He them set up a bookkeeping system he
hoped would meet his needs. He had his accountant look it
over and approve. it. )

f ¥

Chuck ‘bought a recdr& book in which he could show How
much money came in and went out of Medivan each day. Each
month he would be able to summarize his income and expensese
by using the records he had kept to fill out a monthly
financial summary.: ) :

He also decided to bill customers once a month, having
seen this system work well at AAA. Since most of his bill-
ing would be to Medicaid, he'd use the billing forms and
methods Medicaid provided. For his ‘private customers, he
would use a standard customer billing form‘Qe bought at- the
local stationery store. He'd bill these customers monthly
if they'used Medivan regularly. .

“I think when we drive a customer for the first time we
should be paid on the spot,” thought Chutk, “like a taxi. )
We'll ask new customers if they plan to return during the
month. If they say 'yes,' we can bill them monthly after
that.” o B -

After sevéral months of business, Chuck'!s bookkeeping
and billing systems:seemed to be- working well. His only
problem was delayed payments from Medicaid. When Chuck's
accountant came to review the books after six monxhs, she
called the system~ 'a job well done.” She told Chuck “'Once:
the money startsYcoming in regularly from Medicaid, you're
on your way.' o .

N

-

i - ! 2




) T
Keeping Finéncial Records

a

L : ‘ . 4
As avbuszness owner, you must have a clear way to keep track of your
income and expenses. You must keep.good financial records to know how
your business is doing and to make-important decisions. As a wheelchair
transportat%gn sqrvicé owner, you also mgiihProvide information to the

government, especially Medicaid records and income tax information.

-

Different businesses havg'different recordkeeping needs and methods.
The needs of your wheelchair transportation service will be fairly sim—
ple. You willlneed a way to bill customers for services provided. You
also will need a wax to keep track of the money coming into your busi-
ness (révenues) agd)going out of_ your business (expenses). In this

leit, you will learn about customer billing forms and datly cash sheets. ‘

¢

Cus;;;;::hilling Form

‘

If your wheelchair transportation service is typical, like Chuck's,
you will use two bilfing forms, one for Medicaid patients and one for

your private customers.

-

Medicaid patients. Since Medicaid brocedures vary state-to-state,

the billing forms and methods you use for Medicaid patients will depend "
. ) on where your business is located+’ Each patient will give you his or
. her prescription. After it has been approved by Medicaid, you will bill

the state on the forms provided.
»

. . ‘ Vi .
It is very important that you carefully follow all directions Medic-
"aid gives for filling out forms. If they are'not_filled out correctly, _
you may have to redc; them.ﬁ”This can cause long delays in payment. You ‘

. . . . 71
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.

-Private customers. A small percentage of your customers will not be

covered by\Medicaid. You will need to bill then, probably monthly as

Chuck did.. Yhis is the billing form that he used: ,
- . s

‘

MEDIVAN CUSTOMER BILLING FORM ) ’ S .
Customer: Doris Ross oL Lt : ° -
. . ) Amount Payment -] Balance
Date Dates of Service Charg;d. Received
5/31 5/1 - 5/31 $80 - $80
6/12 ) - $80 -
6/30 6/1 - 6/30 . $94 -- $94

A sample entry is made to show that on May 31 Doris Ross was billed
$80 for services in May; on June 12, she paid the $80; on June 30, she

was billed $94 for services in June.

- =

An item—by item listing of all services provided should be included
with the bill. Chuck simply attached customer copies of a11 work orders
for the month. You might wish to do this or to attach a form such as —

this. Your .own needs should determine the method you choose.




¥ .
- ¢ - ;
SERVICES PROVIDED .
) Base Chg.d Lxtia Total
Date ~ From To Mileage|&Mleage| Charpe| Charge
6/7 311 Clay Dr,, Oakland | Stonestown Shopping 7 s$22 - $o2
. Center
. Stonestogn S.C.e 311 Clay Dr. . 7 $22 - $22
6/41 | 311.Clay Dr. Oakland Senior Center 10 826 - $25
Oakland Seniors Center | 311 Clay Dr, ° \ |- 10 28 - $25
\f
e, * n
A sample entry is made to show how the form 1s used. On June 7
Medivan picked Doris up at her home, 311 Clay Prive, took her to the , ,
Stonestown»Shopping Center (a 7-mile trlp), and returned her home. At
$15 per one-way trip plus $1.00 per mile, the charge each way is $22. -
’ <
. On June 21 a 10-mile trip was made, at a cost of $25 each way.
Daily Cash Sheet \ B
-.A daily cash sheet suéh.as this can be used to keep track of the
money coming in and going out of your business each'day. Here, too, the
form you actuall& use in your business may be sifferent. Chuck, for
_example, used a record book instead of a cash sheet for his daily
finances. -« .

LY

~J
RAS
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DAILY CASH SHEET

3

>
for June 30 .

Cash Receipts Cash ngmeﬁts
Medicaid Sales $1,045° Salaries $1,660
Private Customers Building Expenses ,

. Equipment and Furniture -
ol Inventory or Supplies
Adgertising ; -
. —
. Other
. TOTAL CASH RECEILTS $1,043 TOTAL CASH PAYMENTS $1,660

&

A samﬁle entry is made for June 30. A check for $1,045 from Medic—

aid was received, and checks for salaries in the amount of $1;660 were

written. At the end of each month, these dailx forms (Br fecords in the

case of Chuck) would be summarized.

year's end to providé\;

They would be summarized agaih at

complete statement of profit and loss. This

\

will be discussed furtber in the next unit. .

Summary’
———

4

Keeping good financial records is a necessary part of rdinning a

wheelchair transportation service.

It involves properly billing both ~

Medicaid and private customers for services provided. It also TIfvolves

regularly keeping track of the business' income and expenses. .

77




Learning Activities

1. Fill in the blanks, usfng what you have learned about keeping

——e

Individual Activities

v financial records for a wheelchair transportation service:
a. Special billing forms proviJed by the state are used

for patients.

b. Standard customer4$illing forms are used for

- N

customers.
c. In this business, billing is likely to be done each
d. A daily cash sheetfié a daily record of ®he business'

-

and .

¢

- w

2. Fill out a customer billing form for Carver Jones,-who was driven
Ence,son May 19, round-trip between his home at 31l -State St. and
the Madsen Clinic, five miles away.

. ]
. -([

- P - N h
\ . ’
' . MEDIVAN CUSTOMER BILLING FORM
-~ -
Customer: \
, Q )
Déte ) Dates of §erviée Amount Payment -Balance

harged Received

-

Al




‘ _.3. Chuck sent Hortense Lee the following monthly bills:

.3/31 $145
’ 4/30 87
5/31 110 °
. © 6/30 95
Chuck received the following payments from Hortense:
4/15 . $145 .
7 5/10 87 ’ |
Fill out the Customer Billing Form below: A
MEDIVAN CUSTOMER BILLING FORM, \
Customer: ./
: < - .
A
Date c - Amount Payment Balance
a Dates of Service Chargsd Received 7

' d

A

r

4. Chuck received tBese checks on April 15: Mrs. Lee, $145; 1
Mr. Carter, $105; Medicaid, $940. He paid: salaries, $750;

insurance, $175; advertising, $150; Fill out-his April 15 cash

sheet.




DAILY CASH SHEET

Cash Receipts . éash Payments
Medicaid Sales Salaries
Private Customers Building Expenses

Equipment and Furniture

Inventory or Supplies

| : Advertising , , .
- Ot her
TOTAL CASH RECEIPTS 4+ TOTAL CASH PAYMENTS |
. -
/ . *
r ’ _ ( : ’
Discus'sion Questions ) -
]
1. Why do you think Chuck chose to use a record book for his daily P
' revenue and expenses instead of daily cash_sheeks? What wduld you

choose and why? : ot . W
2. Why is it so important to,follow Medicaid procedures and fill out

its forms so carefully? What problems are. likely if you do not?
3. What other tyg%s of financial records would the owner of a yheel-

chair transportation service have to keeb?: Think of othey types of

money dealings this business would have. '

) .}

4. How would the financial recordkeeping of a retail business—-a

clothing store, for example~-be different f;dm that of a wheelchair

transportation service? , °
Group Activity . - g RN N

- . ' L) . . ’
Study the “Services Provided” section of Doris Ross's billing form ‘

in this unit. Notice where she went and how much it cost. Do you think

Chuck is 1likely to have many private customers like her? Why or why not?

80 ’7(5
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keeping Your Wheelchair Transportation Service Successful

Goal:

5

uNIT9

<

~y

.

To help you learn how, to stay successful.

‘

Objective 1: Figure out the
taxes), 'profit ratio, and
‘wheelchair transportation

-

Objective 2: State one way

Objective 3: . State one way
wheelchair transportation
sales.

1

.

/

-

net profit (before
expense ratio for a
service.

to increase profits.

to change your
sefvice*c increass
8
\
L}
' L ]
»y
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- of my,worst fears have come true.”

CHUCK WORKS TO KEEP MEDIVAN SUCCESSFUL

Medivan is now three years old. Business grew quite
rapidly during the first two years. Growth during this
past year, however, has declined. Chuck said: “When I
went into this business, I didn't like the fact that I
would have to depend on Medicaid for my success. Now some .

’

-~ .

What changed in the past year? Medicaid tightened up
some of its requirements in order to cut costs. It has
been refusing to approve prescriptions like those it was
approving last year. Chuck's Medicaid busine has fallen
off by about 10%. And his expenses have gone up by the
same amount. Although Medivan has a few more private
patients this year, the added income has hardly dented the
income lost from Medicaid.

Chuck was.worried about this alarming trend. He called
in his accountant to review the books. A careful look at
the figures confirmed Chuck's fears. Income was way down,
expenses were up, and profits had greatly decreased.
“Chuck, you have a problem, and it can't be-ignored.

You're going to have fo cut costs, raise prices, or get
more bu%iness,” the accountant advised.

*  Chuck decided to act quickly. He knew raising Prices
would met be very helpful since Medicaid rates had stayed
the same. eIt would also beyhard’ to cut costs very mucq
because of inflation and the debts he owed for his vaps and
equipment. Chuck decided instead to offer new services to
a new kind of customqf.

Chuck kne¥ f;ZE se
and aldbholic patients
treatment centers. Th
patients, but they were
als also didn't like bei

1 local hospitals had psychiatric
had to be taken to special
ospitals had been moving the
n%tmoney doing so. The hospit-
ng in the transportation business.

. Chuck was able to get the hospitals to sign sontracts with

Medivan, which would provide transportation at a lower cost.




. }  Xeeping Your Business.Sudéessful

~ ' e
.

Chuck Ng very much wanted Medivan to be successful. He was willing
- ' .

to wiiﬁ,hard“for it to happen. -
{

1 - -

You, too, will want to be successful in your businesk§. How to.be
1k successful is not always easy to see. . \ \
There are three important ways to keep your business successful. -
e Make sure you have enough cash.
e Keep your profits up and costs down.

* .
. Improve or change your business when mnecessary.

.
>

. ‘ ’ \
In the last unit you learned how to keep track of money to make sure

you have enm_xgh.~ In this unit you will learn how to keep' track of and A

increase profits and how to change your business to increase sales.

-

‘ . "7 . .}\

-

Keeping Track of Profits . . - ’

N ) * N hd -« °
- 4

v
Keeping careful records of your income and -expenses from year to

year, as Chuck did, is a necessary step in determining profits.

\

\ - ¢ .

Profit/loss statement. Your income and expenses can be summarized

each year on a profit/loss,statement such as the one Chuck useﬁ. He

filled outyone for each year. The one shown on the next page is his

« “two—year statement, which he uses to compare years.




S

TWO-YEAR PROFIT/LOSS STATEMENT

Year 2 Year 3
s $ % $ %
Revenues '
Medicaid
patients 72,120 - 64,800
Private ,
patients . 3,795 ¢ 4,175 !
TOTAL 75,915 100% 69,075 100%
Expenses 1 - '
Salaries 21,000 4 23,100
Building
Expenses
(rent) j " 3,000 3,000
Utilities /- 600 700
Van Operation 18,100 19, 000 )
Insurance 5,000 5,200
Advertising 1,600 1,250
Supplies 250 300
Other t I
- (licenses,
accountant,
lawyer, ch.) 5,400 5,900 -
TOTAL 54,950 72% 59,050
Net Profit 20,965\ 28% .

From this statement, you can see-that in his second year Chuck had

- revenues §or income) of $75, 9%2Land expenses of $54 950. His net profit

_was $20,965--the difference.between total revenues and total expenses.

»

Two percentages are shown on the profit/loss statement:

-

ratio and the expense ratio. ’

‘s

s .

/

.

85 631:

the profit
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Changing Your Business to Increase Sales " ' . -

/4 ¥ e -

. . } -
= 1}
. ——

- - .
e The profit ratio is a percentage comparing net profit to rekenues. .

. < A 7 .
. . _ Net Profit - _$20,965 _ .. T . .
Profit ratio = Revenues x 100 75,915 28% .

This means that in Year 2 Chuck's profit was 28% of the to&al . .

meney Medivan earned that year.

e The expense ratio is a percentage comparing expenses to revenues.

LN B .
. »

Expenses v_ $54,950. - .
Revenues x 100 §75,915 12%

.,

Y

This means that in‘Year i, 72% of Chuck's revenues went to pay
; o

~ Expense’ ratio =
*

his expenses.

These percentages can be usgful in comparing your profits and s
expenses from year to year. They alsa can be used in comparing your

business, with other wheelchair transportation services. ,

a R -

Two-year profit/loss statement. The two-year profit loss statement
makes 1t easy to compare figures. In comparing Chuck's figures, you can '

see that his revenues are down in Year 3, while his expenses have p
¢ ~
increased. s 4

1
N - ]

* Improving profits; If you feel that your proflts are too low or not

grow1ng enough, as ? Chuck dld you can try one QE‘:ore ways to increase

them. Three basic ways to increase profits in a¥y business are to: . -

° increase sales (%?t more customers);

/ e raise prices; or % . ) ~ »
- - . F) ] -

- e reduce expenses.

.
’, -

g
Chuck felt he could neither raise prices nor reduce expenses to

increase hls profits., He decided instead to increase saleg by gettiné

-~

new customers. If you decide you want to increase sales in order to ‘ : .
raise proflts, there are two main ways to go about 1t. ' ‘

r .
'Y Improve the quality of your service. .
¢ S
™ Change your service. B} \ P
ree ¥ o822 f C

: 86 . . .
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Before you try to do.éither of these things, you must find out
whether ahd ‘how your service should be changed. To find out, ‘ask your’
cusgbmers and the hospitals, nursing homes; and clinics that serve thems
'Loqk at your comﬁunity and your competition. Study new business trends.

Profits and sales may be lagging for any one of a number of reasons. In

Chuck's case, it was because of new restrictions by Medicaid that

reduced the number of approved services. Other g%%éible reasons include

z

dissatisfied customers and increased competitién. .You must find out why

your salés are down before you decide how to change. ' = . *
‘Depending on the problems, there are many types of changgs you might
consider for, your wheelchair transportation service. You might need to
improVe~personal relations with- your customers or staff. You might need
to improve the quality of your~§5aff. You might need to add (or drop)

types of services or customers, as Chuck did.

s

Summaty '

1

’

¢

¥You can figure out profits\and coﬁpaie them year—-to-year py record-
L ) N ’
ing revenues and expenses-on a profit/loss statement. If you want to
increase profits, you must increase sales, raise prices, or reduce .

expenses. To;increase sales, you may need to improve the quality or

t
mab§~ba§ic changes in your wheelchair transportation service.’

- . v
.

~ B
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Individual Activities

3

Learning Activities

»

]

the

+

"h

Use Chuck's case study to do the following: Write your answers on

2-Year Profit/Loss Statement in the unit. .

Compute Chuck'é Net Profit for Year 3.

Compute Chuck's beflt Ratio for Year 3.

Compute Chuck's Expense ‘Ratio for Year 3.

Which year was a better one for Chuck?

percent?

i

/ .

¢ .

By how many dollars and what

What is the sum of the profit and expense ratios?‘ Why?

-

Discussion Questiops

1.

LN

Why is Chuck concerned about his declining profits? He still has a
profit of more than $10,000.

q \

What reasons can you think of for sales of a wheelchair transporta-

tion service to decline?

.

-/

. ¢
.

Po you think Chuck's.business is a success in his eye3 and in the

-

eyes of the bank and community?

-

88
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¢ .
4. Handivan, one of Chuck's competitors, suffered the same loss in
profits due to Medicaid restrictions. Handivan went into the school
‘' busing business instead. Was this a good way'to increase profits?

»

Compari(}his approach to Chuck's.

—

Group Activity ' : | C

. .
Here are some new facts about Chuck's business. Read them and

develop a plan to get his business back on the right track--to see his

ofits o ain.
pr S grow a% n . o~

~

> ’ 4
1% Medicaid prescription approvals continuefto decrease. '
. v N .
. Bob Washington becomes ill and decides to sell AAA, one of Chusng

2
\ . , ¢

competitors. - 4

- ' -

'

3. Handivan goes into the school busing business in a big way.
4. Chuck hé; been feeling overworked and‘Pas been thinking about hiring

,a part—time driver to free him to promote the business more.

J

5. Chuck really would«likéfa third van.

- - ‘
& . . [}

4

- . N

e . 8" .85 . | '




+ for sick,

°

. SUMMARY

. . ' . ;

A wheelchair transportation service provides transportation
elderly, and wheelchair patients, mainly for medical
purposes. A desire to help people.and an understanding for the
sick and elderly are importamt qualities for you to have in

order to own this kind of B&siness.
¢ N -

L

1)
Locate your wheelchair transportation/service in an area
where elderly and handicapped people, live and where hospitals
and nursing homes exist. -Choose a location close and central to

. I4
customers; with ffeeway access and parking spaee for your vans.

Y
<

’You\will probably need to,porrow'noqey'to sgart your
business. In applying for a loan, you will need to provide a
description of your businesd and a statement of .financial need.
The amount of money you will need to bgrrow will’ depend on the
number of vans you start with and the amount of money you are
able to spend at first. ’ .

To.operate a wheelchair transportation service, you will
need one or more drivers and a dispatcher/clerk. Hiring good
people involves reviewing their applications, interviewing them, .
and checking personal references. Keeping the people you hire-

happy involves providing enough trpining for them to do gheir

y
jobs well, having clearly stated policies, and establishing goad

pérsonal relations.
»

.

~

»~

You will alsoineedgto :2ganize the work of yoE}gservice.

. particular, yon will need

? . mation. ‘ ) )
i ' — 4

develop work schedules amd keep

track of work orders, doctors'

3

L

«

-
-
’

In ®

0

prescriptions, and pagient infor-

-«

¢’ L

e T




S

In setting prices, you will need to consider demand for

services, competitiong operating expenses, profit, and the

amount that Medicaid will pay for your services. There are many

ways to ‘sgll your services, including personal visits and regu-

= lar contact with <he hospitals, nursing homes, and other places

., from which your customers will come.,
o ) ) ! - .
Keeping good financia)&ecords is a necessary part of run-

3 - R .
ning 'a wheelchair transportation service. You must properly

bill both Medicaid patients.and private customers for services

provided. You must also regularly keep track of revenues and
expenses. By keeping good records, you can figure of¥ your
profits and compaye them year-to-year. 4

[N

To own and operate a successful wheelchair tfansportation

service, yoq\need work experience in the field. You also need
’ s 2 ) -
the special business management skills we have covered in this

module.

¢
ness classes, experience, or by using the advice ang example of

’
- an expert. ) : !
e ) .

v

. b

~You may not make a lot.of monef by o@ning a wheelchair .
,transportation seruicé. Ho r, you would have. the persoghl
satisfaction of being'fesé;:::i}e for your business and making

your'own.decisions. Think about how important these things are

~ = to youin cogsidering whether you should start your own wheel~"

chair transportation service.
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You can learn business management skills through busi-

Y
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QUIZ
)

x
°

‘ . 4 —~
.

The .main service provided by a wheelchair transporta-
tion business is transporting " /

a. .wheelchair patients to outings and‘social

— LS

L d

gatherings. .
b. kidney transplant patients to hospitals for
follow—ﬁp care.

c¢. elderly patients to doctors' offices and treatment
t {

centers.. -

\

d. Medicaid patients to and from airports and

¥ .

shopping ceaters. .

°

Whigh of ‘the following persofial qualities is least

iﬁportant for the owner’of a.wheelchair transportation
' 2
service to have? . S

¢ - -

o B

a.' Experience working in a doctor's office
b. Knowledge of accounting and other business skills CT -

&. Acceptance of eldérly‘peoplé and }heir brpblems

9
‘d. Ability to sell and communicate well . . ]
» R ] .\ .

. ) . PN . { S
List three things the owner of a wheelchair trans-
pdrtation service can do to "beat’-qhe'competition, .
la,. v N e

. * . , »
b. : = :
Coe Lol s

- I_' Y

Anyone operéting a wheelchair transportation service s

- .

must get -

“a: a special driver's license.

b.‘.?pprOGal from the state highWﬁz patrol. -
c. 3 need and necessity licens?. ’ .

d. a local business license. °~

+
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5. In choosing a location for a wﬁeelchair tranBportation
//service, you must thing %bout Lhe competition, the
____ elderly-population, and the number of
Py nqrsing homes and ho%pitals ?n the area.
b. small service businesses in the area.
c. freeways wirthin a short distance. —
d. officés with parking lots available in the area.’
6. Essi€ Washington plans to open a wheelchair transpor-
tation service that,will serve a 15 mile area from
- Arnow to H?pe. Most.of her customers will be closer
to Hope. Which of these locations should she'choose?
o A first floor office on Main Street in Hope, mear

_stores. and parking, rent $400 per month.

b. Her own garage.

She is midway between Arnow and

Hope and the rent is $0.

»

A small office near the fféeway, abou; halfway .

between Arnow and Hopé. Rent is $250 pe% month.

3
.

7. List at least three of the important parts of_ a busi-
ness description.
c‘a.. :

b.

. Ce . »

d.

T

., € - .

+

. . . V-

8. Mike Carter's startiﬁg expenges for his new wheélchair
transportation service are $26,708. He had $5,000 of
his own money to invest amd $2,500 from his parents.

'How- much money will Mike need to borrow? §$

[




9. Which of these tasks will Linda Friedman, dispatcher

for Handicab Wheelchair Service, be doing most of the

time?

a. Driving patients to and from hoépiééls and

4
— g

doctors' offices

[+4

L AY

rd
. . .

?

b. Calling hospitals andgnursingnﬁomes asking then to
uéé/Handicab's servfhes. ’

c. Answering calls from patients needing to go to anq
from hospitals and “doctér's doffices *

d. Keeping the vans in gogd working order through

proper servicing ?nd new tires

* A p
10. The following people applied to w$rk as %f%vers for _

Medivan. Which one should Chuck Ng hire?

a- Darmon Wing, disabled veteran, gjéd sense of
directi#®n and basic first aid skills, nice guy )
S@ndy,Cohenw fémale weight lifter, nursing héme
, volunt%fr, eager to learn the job‘ . .
c. Francis Gonzales, good driver, pleasaqigPerson~
) ality; occasional muscle q?d nerve problems
d. Diane Porti', friendly, small woman, experience as’

a medical assistant, poor sense of direction \

. . ~
\

11. List three ways a wheelchair transpo%tatio owner can
. 4

keep her_kr hié nursing staff happff

' S

a. L : s

Ce’

3

\

i{ff; work order/fbrm for a bheelch&ir transportation
service includes the name of the pat{ént, the’#ate and -
time of the ?atient'é pickup, and the - ' .
a. - time of the patient's return. ’
- b, \agé of the patient. : < | °
c; -approval of the patient's doctox.

d. hame of the patient's doctor.




/

/

o8

L]

13. Which of tﬁe following tasks wog}d the owner/driver of

a wheelchair transportation service have to consider

»

most important in her or his daily schedule?

Driviné customers where they need to go

a.
b. Filling work orders

c. Interviewing ,possible employees |

d.

Visiting hospitals and nursing homes

%

14. Tom McBain is setting prices for his “TLC Wheelchair

- Service. .
tu A plus $.80 per mile..
‘ $.67 per mile.

His two competitors charge $10.00 a trip
Medicaid pays $9.00 a krip plus
How mueh should Tom probably charge?
$9.00 and $.65

L] a- -
b. $9.50 and $.75 °* v
c. $10.00 and $.80 - B
d. "$10.50 and $.85 '

-~

To advertise a new wheelchair transportation service,

the most important thing you should first do is

ae

place an ad in the Yellow Pages.

—Db._place an ad in the local newspapers.

c. visit all the hospitals in the area.
d¢« get local doctors to refer you. s
A ' a .
/ . :
16. A good flier or brochqu should above all °
a. describe ybur sergices in detail. _ A

~

b. have an attractive iliustration. o

c. show your name, -address,aand phone number in bold

. P t.
d. fit easily on a single sheet of paper. o
. f
~ )
Ed — ('. - , )
. ) -
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. - 17. The front pf a standard cuétomer billing form will )
X show thetliouﬁt*CEE?gEHTABaIancEaﬁg;(and the ' . o
r a.' points of tra;el. .
B b. ‘'dates of service. B
¢ o . number of miles trdveled. o
) d. amount of gasoline used.
18. Which of the following information doé% a(Déily Cash .
Sheet include? ’ {
« a. Cash sales and payments.
b. Cash sales, payments, %ﬁd profits ‘ -
¢. Cash sales, paymed§§, and debts
d. Cash sales, payments,,profits, and debts ’
.
19. In Year 1, Chuck Ng's total sales were $60,0084 and
total expenses were $50,000. Compute the folJowing.
a. Net profit = $
‘ b. Profit ratio = %
c. Expense ratio = : % b
20. The profits of Heinz Kafka's Medicab Servicé have. been
y . : declining fér the past year? Wh;t can Heinz,db to

increase profits?

, a. ‘Lowepgp}ices per mi%s
" B. Get rid of his unhappy customers ‘
c+. Find some new customers
4. Fild a nicer officel ‘ ,
1 21. To increase his sales, Heinz codid
. a. 7 ' l!{\;
N b. i R . \ '

!
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Vocational Dis’c ipline
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