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WELCOME!
Welcome to Alliance Telecom Solutions and to our team of Professional Consultants.  Please read the information attached to help you in your new position.  Any questions you have about the client, the project or even the town you are staying in are questions that we will help you answer.  We are interested in long-term satisfaction on your part and the part of our clients.  It is critical to us that you feel comfortable bringing any issues to us to be resolved.  

In addition to your Resource Manager, you may want to note Geri Michau’s name; Geri is our Director of Operations and handles payroll and expense processing.  You and your concerns are important to us as you ARE Alliance to our clients!


WHAT TO EXPECT AS AN ALLIANCE CONSULTANT
Consulting offers exciting opportunities and unique challenges to those who accept assignments both in the short term or as a career option.

· Consultants are given a set of goals and objectives to be accomplished in a set amount of time.  You will either be expected to be part of a project team that is responsible for development or implementation or you will be expected to lend your expertise to an existing department to help its development.  Remember that you are not "Just another employee"- in fact you are not their employee at all.  You work for Alliance; this means you are set apart in terms of what you are expected to accomplish and how you are to accomplish it.  Some of the differences include:

You are paid more than the people you work with side by side.  Be respectful of this.  Your expertise is worth the added expense to our client but is not always accepted by the staff members.  Make diplomacy a priority and do not discuss your wages with others.

You are not part of the politics of the firm where you are working. Be careful not to verbalize opinions or offer suggestions that do not pertain to the contract you are fulfilling.  The internal workings of the firm will probably be resolved long after you leave. Remember, if the firm did not have unusual challenges, they would not need supplemental expertise like yours!

You will be expected to work much more independently than in-house staff.  This means that you will be given a set of limited instructions and be expected to carry them out with little direction.  You will notice that we have designed our timesheets to assist you in communicating your accomplishments on a weekly basis to the client you are working for.  We find this is an effective forum for extended direction if you need it.

You will be expected to set a professional tone for your area.  This means that professional demeanor and professional business attire will be required at all times.  You will be a highly paid Consultant and you must look and act the role! 

· Consulting can be difficult because you are in a new city without familiar patterns. If you have brought your family with you, this can be especially challenging.  One solution is to get involved in the community.  Encourage your spouse to become involved with a church group, a health club and other activities that will bring interaction with established residents.  Frequently, communities also have "Newcomers" groups that will help familiarize you with the area.  When you contract and move, you don't look for the same long-term friendships that evolve from a permanent job but it is fun to know people to have dinner with on Friday night.

Also, when you are new in town, explore the city you're staying in.  Plan weekend activities to become acclimated.  Enjoy the adventure of living someplace new. 

· One of the differences between permanent employment and consulting is the realization that there is a set time limit involved in your project.  This time limit could be two weeks or two years but there is a limit. It is necessary, therefore, for you and for everyone involved with Alliance Telecom Solutions to be a part of the development team.  Just as we are always looking for your next contract, you can always be looking for new contracts for others of our staff.  The most important way for this to take place is to perform your responsibilities mindful of the client's goal.  

Be early every day; stay an extra few minutes at the end of the day.  Be sure to only bill our client for productive time; if you take a lunch or breaks, please do not bill the client for that.  You are considered by Alliance and our clients to be a management level Consultant.  This does not necessarily mean you have people to manage, but that you maintain a pro-management attitude.  This is critical when appraising your cost effectiveness as an investment.  If you actually work seven hours, please fill out your timesheet to reflect exactly the work you have performed for that day. 


Maintain records of what your time was used for on a weekly basis.  This will accomplish two things: it will help the client account for the time they are paying for and it will help you and us to estimate time needed to finish future projects.  If you regularly maintain documentation, you appear to be a professional who is mindful of the corporation's goals and bottom line. 


STARTING YOUR NEW PROJECT

At the beginning of a new project, it is critical that you take two to three weeks to assess the needs of the department and how best to get things accomplished.  Our Consultants find one of two challenges when they initially start an assignment: either they are put on pedestals as "Gurus" who know all and see all or they may be resented for having been brought in.  The way to deal with both of these is the same - quietly observe for three weeks.   The point is to get an understanding of the situation.  Perform your functions without fanfare and with quiet diplomacy and you will find that you will be accepted easily and your work will be judged fairly.

When Consultants start off trying to show their expertise by offering suggestions too early, we find their effectiveness is reduced.  Each of you must be a salesperson for your skills and impact.  Taking the time to show some value to the client and coworkers before taking too much control does this best. Even if you are starting as a Project Manager, you need to take time to assess the needs of the environment. Each firm is unique, its needs are unique and its corporate personality is unique.  Do not try to do things the way they were done at your last firm or your last contract.  Mold your skills and experience into the needs of this particular firm.  Performing quietly and observing for three weeks can best do this. 

When you begin, take a notebook to all meetings to make sure that you understand exactly what the mission is for your project and what the time frames are for completion.  It is critical that you try to get as much information down as possible because it will mean something different to you after a few weeks in the environment.

Also, one of the differences between consulting and being a permanent staff member is that Consultants frequently hear all of their instructions in the first few days; they do not have the advantage of a slow adjustment time like a long-term staffer.  This is because there is a limited emotional investment both on your part and on the part of the department; you are not there to become a part of their lives just a part of their accomplishments.


TAKING TIME OFF
You are paid straight time for each hour or day worked.  If you are being paid on a daily rate, please be aware that 4 hours or less is billed and paid as a half day, over 4 hours is billed and paid as a full day.  

The client will set your hours--starting times are traditionally critical although working early or late is frequently approved of in any professional environment.  This is another area that will be important during your first three weeks to establish what the hours are in your department.

If you need time off - an extended weekend, sick days, or vacation - you need to call us at Alliance and you will need to clear it with the client.  Know that as a Consultant, your work will probably not be done while you are out so that you may want to plan extra hours before and after your time off to accommodate both the client's goals and your own financial goals.

GETTING PAID
Getting paid by Alliance is relatively simple. We have a Weekly Timesheet / Progress Report that requests four pieces of information - Accomplishment for the previous week, goals for the coming week, any impediments, and planned time.  In most cases, this will be created from the Excel template or Word template on the enclosed disk. Your signed Weekly Timesheet / Progress Report needs to be faxed to us at (847) 782-1900 (or emailed to michau@atswireless.com) each Tuesday by noon.   Then mail the original with signatures to Alliance.  We also use a bimonthly timesheet for some clients.  If the clients have their own timesheets, use them.  Alliance does not require you to duplicate your efforts by also filling out our timesheet.  If you are using this form, you will have to fill out a separate Progress Report.

Most clients require a signature from your supervisor regardless of the number of hours you’ve worked, and they all require that you sign the timesheet.  Double check the dates.  Depending on the timesheet form, there can be several places where dates need to be changed.  Change them all.

When you submit your timesheet, please verify that all information is correct, as this is our record of your effectiveness.  It is also essential that you complete all information so there cannot be a question at any future time about your hours.  This is a protection for both you and us.

You will be paid on every other Friday, either by direct deposit or live check that is mailed out the day before payday.  Please review attached payroll schedule.

Insurance:

An insurance package is available to employees and their families through Alliance Telecom Solutions that includes Major Medical, Prescriptions, Dental, Vision and Life and AD&D.  Alliance pays half of the monthly premium; you pay the other half in equal payments deducted from each paycheck.  This is deducted pre-tax under a modified S125 plan, and the amount withheld is reported on your W-2 at the end of the year.  You must enroll within 30 days of employment to be eligible for the insurance program.

401(k)

We also offer you the opportunity to participate in our 401K plan, with Principal Financial Group, after one year of service.  This is a versatile plan with options that you control.  You may have any percentage of your earnings withheld tax-deferred in this plan from 1% to 15%, up to the annual IRS limit.  Information will be mailed to you a month prior to your 1st year anniversary.

Important:

You will receive a separate mailing for the health insurance plan after you have returned your completed contract, application, and other forms included in this packet.  You will not be put into our payroll system until all the items in this packet are completed and returned to Alliance.

EXPENSE REIMBURSEMENT

Please read over the enclosed Expense & Travel Policy carefully.  This will tell you how to submit expenses so that they can be billed to the client and paid to you promptly.  Improperly completed Expense Reports will be returned to you to be corrected and resubmitted.

Reimbursable expenses require original receipts submitted with an Alliance or our Client's Expense Report form, either the domestic or international version.  The amount due you will be added to your paycheck, and is not reported as income on a W-2 or 1099.  Your signed Expense Report and receipts needs to be faxed to us at (847) 782-1900 (or emailed to michau@atswireless.com) each Tuesday by noon. Then mail the original with receipts to Alliance.

A Per Diem must meet federal guidelines.  It is not required that you submit receipts to Alliance, and we do not issue a 1099.  You will need to report the per-diem on an expense report for us to bill our client.

Please help us process your expenses quickly and accurately by taping or gluing small receipts to a full size piece of paper.  This avoids these items being lost or mixed with someone else’s forms.  Virtually all expenses submitted are copied in our office before payment.  If the receipts are loose, it makes the process slow and inaccurate.  Thank you for helping us reimburse you on a timely and accurate basis.


DOCUMENTATION

As a Consultant, there are two types of documentation, which may be required at some point in your tenure.  One is for the client's benefit and the other is for your financial records. 

For the client, there may come a point when someone besides the individual you directly report to needs to allocate your time and your accomplishments.  This may come as a budgeting function or an accounting function or simply as an appraisal of what the client firm is receiving in return for your rate.  

It is difficult, in retrospect, to justify how you have spent time.  It is our requirement that you document in the form of a weekly progress report what you have accomplished and what your upcoming objectives are. This not only accounts for your achievements but also keeps the client informed of your progress and challenges.  This professionalizes the service that you are providing.  This should be done using the enclosed Word document that is a combined Weekly Timesheet / Progress Report.  A copy should be forwarded to your client representative with a copy faxed to Alliance by each Tuesday noon and a hard copy mailed.

The second type of documentation you will need is accurate records and receipts for all of your expenses during your contract.  At the end of each year, you will need to document either to us or the IRS or both the cost of doing business away from home. We recommend that you speak with an accountant or a business manager to assess the best way to handle your own situation.  This will help maximize the tax advantages for you.

AFTER HOURS / OFF-SITE WORK

Sometimes in an effort to help the client stay on schedule, you may take work home and work in the evening.  If you are asked to do this, tell the client Alliance will bill for these hours and make sure they understand it will be on your timesheet.  If you feel the client would benefit from your after-hours work, we request you always discuss your plans in advance with the client.  After you have taken work home for a few days; ask if this is working out.  This gives a client the opportunity to back away without pressure.

TRAVEL

During your assignment, the client may ask you to travel on business.  This brings up the question of how to bill for travel time.  Common sense and fairness will ultimately guide these decisions, but here are some guidelines to help you. 

Travel time from your home to the client’s site is never billable.

If you have a day of some travel and some work, we would normally bill for the time actually worked and one-half the travel hours with a minimum of eight total hours. (The client’s own employees are normally paid for eight hours, regardless of their schedule.  Use this as a point of comparison, as the client is bound to do.)

Be fair to yourself, but this is an easy opportunity to make sure the client feels they are getting value for their dollar by not billing the maximum amount.  Always feel free to call the office and we will give you some input.
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