Eagle Business Solutions, Inc.

Congratulations and Welcome Aboard

Important items for you to know
· Work Hours will be the client’s regularly scheduled work hours unless prior agreement has been reached between you, the client and Eagle.
· Pay period - paychecks are issued twice each month.  Each pay period represents one twenty-fourth of the annual rate (only for salaried employees).  The paycheck for the 1st to the 15th of each month will be issued on the 23rd.  The paycheck for the period of the 16th to the last day of the month will be issued on the eighth day of the following month.  If a regular payday falls on a non-workday, payment will be made on the preceding workday.  Your employee number and project number will be provided to you once you begin your assignment.  We do not have the automatic bank deposit.
· Overtime is paid at the employee’s straight hourly rate for all client-approved hours in excess of the client’s normal workweek that are billable to the client.  Normally, payment is made on the second pay date following the period during which the overtime was worked.
In this package you will receive your Employee Forms. Here is a brief outline of the forms enclosed in the package.

· Offer Letter

· Employment Agreement

· Employee Handbook Acknowledgement Form

· (Your State) Withholding Tax Forms

· W-4  Federal Tax Forms

· I-9  Employment Eligibility Verification

· Professional Profile

· Time Sheets

· Expense Reports

· Project Information

· Offer Letter - return one copy of the letter with your signature.  This will indicate acceptance of the terms and content.
· Employment Agreement  return one signed copy of the agreement.  Offer is contingent upon your review and acceptance of our Standard Employee Agreement.  This should be returned with your signed offer letter.
· Employee Handbook Acknowledgement Form It is important for you to review the Employee Handbook and comply with the policies contained in the handbook.  Please sign the Acknowledgement Form and return it to Eagle.  
· (Your State) and W-4  Tax Forms are self explanatory and should be returned within five (5) business days to ensure proper payroll processing.  We cannot issue a paycheck unless these forms are returned.
· I-9 Immigration and Naturalization Service, Employment and Eligibility Verification
This form is required by Federal Law and documents must be presented either from List A or List B and C.  Please attach a copy of your documents to the form and return to us ASAP.  Identification will be verified.  We cannot issue a paycheck until this is filled out.
· Time Sheets  should be faxed to the office at 123-456-7890 on the first work day after the 15th and end of month.  The faxed copy should have an approved  client signature.  If it is not possible to get client signature in a reasonable timeframe, fax a copy of your time sheet to us as soon as possible, so that payroll can be implemented.  Payments will be checked against approval by the client and adjustments will be made if necessary.
· Project/Client contact Information.  Upon your first day on your new assignment, please call the office 123-456-7890 or 123-456-7890 and let us know a number where we can reach you and the name of your client manager.  If you have any questions or concerns regarding your assignment, please talk to your Eagle Account Manager  as soon as possible.  It is much better to have a discussion with Eagle before you voice any concerns with the client.
· Project Updates for Resume should be updated as quickly as possible so that we have all your new technical experience documented when we submit you for the new assignments.
· Expense Reports  should be filled out on a regularly scheduled basis (on the 15th and end of month) and all original receipts attached.  Reimbursement for expenses usually takes approximately 2 weeks.
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