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Memorandum

To:
SES Consultants
From:
C&R
Welcome to C&R:

The following is the information needed to ensure that your commitment to C&R is met with excellence, and that we are all on the same page with personnel and payroll guidelines.

1. All consultants with C&R need to submit a completed version or copy of  the following items:

· Application (must be signed)

· Driver’s License
· Social Security Card
· W-9 (or W-4) (must be signed)

·  Release of Information Authorization

· Contract (must be signed).  Please note that any blanks (“Fees” Section will be completed by C&R HR)
· Resume

· Transcripts (mandatory for ALL Instructional Staff)

· Criminal Background Clearance (mandatory for ALL Instructional Staff)

2. All CL/R and Field Consultants must complete a Weekly Activity Sheet listing dates and times of SES meetings/appointments attended. (Excludes Clerical and Instructor consultants)
3. Only clerical field and instructional consultants must fill out a TIMECARD.

4. All Consultants must complete an Independent Contractors Statement each time you submit paperwork for payroll.
5. All Instructional consultants should submit staff sign-in sheets and student sign-in sheets daily to the Human Resource office. (upon beginning a tutorial program)
6. All CL/R and Field consultants must submit mileage expense/meal reimbursement forms with receipts to your local office following appointments. If no local contact, it must be submitted to the Human Resources Office.

7. SES Instructional Staff will be paid ONCE monthly for the previous month (ex. All January hours will be paid on Feb. 15). Payroll will be submitted by the 15th each month. To be mailed out and received by the 20th of each month.
8. All Payroll Documents for Non-SES Instructional Staff (Bi-Monthly) will still be submitted on the 1st of each month to be received NO later than the 5th of each month (to HR Office).
9. Paychecks will be mailed/available for pick-up on the 20th and the 5th of each month.
Should you have any questions concerning these forms or processes, please do not hesitate to contact Ms. Mullins in the Business Office. You can reach us by phone (866-903-7323 or 248-233-6370), fax (248-233-6173) or by e-mail at pmullins@crandassociates.org.
Thank you.

M. Mullins
Human Resources
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