Memorandum
To:     ALL SES Consultants






(Rev. 8.10)
From:  C&R Human Resources (HR) Department
First, we would like to welcome to Carter, Reddy & Associates, Inc. (C&R) team.  We look forward to working with you.  Please review the items below and feel free to contact us at anytime for assistance.  
The following is the information needed in it’s entirety to ensure that we are able to process your application quickly and accurately.  Please closely review the personnel and payroll guidelines to make sure we are all on same page.  And again, please don’t hesitate to contact us for anything. Have a great day, and thank you for choosing C&R.
1.      All SES Contractors/Staff need to submit a completed version or copy of the following items (via email, mail or fax as noted): 
	Document
	Method of Delivery

	1. Application (must be signed)
	Mail or Email or Fax

	2. Driver’s License (copy)
	Mail or Email

	3. Social Security Card (copy)
	Mail or Email

	4. W-9 (or W-4) (must be signed)
	Mail or Email or Fax

	5. Release of Information Authorization (must be signed)
	Mail or Email or Fax

	6. Contract (must be signed) – Please note that any blanks you are not certain of (ex. “Fees” Section) will be completed by C&R HR Department.
	Mail or Email or Fax

	7. Resume
	Mail or Email or Fax

	8. Transcripts or Diploma (copy)
	Mail or Email or Fax

	9. Criminal Background Clearance (must be signed) - Mandatory for ALL Instructional Staff.
	Mail or Email or Fax

	10. Independent Contractor Statement  (must be signed)
	Mail or Email or Fax


2. All CL/R and Field Staff (Recruiting Services) 
· must complete a Weekly Activity Sheet listing dates and times of SES meetings/appointments attended and services rendered. (Excludes Clerical and Instructional Consultants/Staff who work with tutoring students.)
· must complete a Timesheet and submit to your supervisor PRIOR to due dates (ex. 14th and second to last day of each month).  Please contact your local supervisor for more information or contact HR department.
· must submit Reimbursement Forms with receipts to your local office if applicable. If no local contact, it must be submitted to the Human Resources Office.  These must be submitted with the Timesheet.
3. ALL Instructional Staff (Clerical, Tutors, Site Coor’s, Program Coor’s)

· will be paid ONCE monthly for the previous month (ex. All January hours will be paid on Feb. 20). Payroll will be entered by the 15th each month to be mailed out and received by the 20th of each month.
· must submit Attendance Sheets (Staff and Student as applicable) to Supervisor or HR Department DAILY.  Please contact your local supervisor for more information or contact HR department.
· must fill out a Timesheet for the entire month.  Please complete in full (ex. Name, Site, Start and End Date, etc.).
4. ALL Regional Directors
· will be paid twice a month (semi-monthly). 
· must submit an SES Weekly Report.  Please contact your supervisor or HR Department for more information.
· must submit Reimbursement Forms with receipts to your supervisor or the HR Department for approval PRIOR to payroll ending dates.
