To:

All BSI Craftsmen

From:

Payroll Department

RE:

New Procedure

Starting next week the Payroll Department will be instituting a new and improved mechanism by which BSI Craftsmen can submit their timesheets.  Hopefully these changes will make it easier and more convenient for craftsmen to get their timesheets in on time while simultaneously simplifying the coordination process on the part of the accountants.  

Dubbed an "e-Timesheet," BSI is moving to a system whereby any craftsman with access to the World Wide Web can quickly and painlessly download a copy of the standard timesheet.  From that point, you will have the opportunity to fill out the form electronically or print it out and fill it out by hand.  If you choose to submit your sheet electronically, you will have the option of emailing it directly to Erin Macejkovic or faxing it right from your computer [if you have such a capability].  Fax number is 414-375-1254.
Detailed instructions are posted on our website.  To access this new resource, point your browsers to http://www.buildingservice.com/ and click on the "Employment" link in the left menu.  From there, choose "Fill out your e-Timesheet" and you will be transported to timesheet central: from here you can download the timesheet, read instructions, or get contact information and procedures straight from the Payroll Department.  

This system will allow you to seamlessly transfer your timesheet to Erin without worrying about getting to BSI early and on-time.  If you choose, you can also fill out your timesheet the "old-fashioned" way, so no one - even the most technologically challenged among us - should feel overwhelmed by the transition.

In order to move to the new system, we are requesting that each craftsman contact the Payroll Department and provide your valid email address.  This can be done either by emailing Erin Macejkovic at emacejkovic@buildingservice.com, calling her at 414-375-1054, or by dropping off a short note with your name and email address.  To ensure timely receipt of the timesheet, a copy will be emailed each week to the address you provide.  If you would like more information about the changes, please contact Erin Macejkovic.  She can answer any questions you may have about the system and its intricacies.

Thanks!
