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                       Illume                 4/11/2008
	Company Name:
	Illume

	Address:
	     2000 W. 94th St. 
	Phone:
	    952-885-9600

	City:
	    Bloomington
	ST
	MN
	Zip
	55431
	Fax:       
	    952-885-2764


	Website:  www.illumecandles.com 

	Product / Service: 
	       Candle Manufacturer

	Parent Company:  
	


	
CONTACTS


	1ST Point of contact:
	Kelly McPherson

	Phone:
	(952) 885-9600 Ext. 254
	Email:
	kellym@illumecandles.com 

	
	

	2nd Point of contact:
	Nelson Tirado

	Phone:
	(952) 885-9600 Ext. 234
	Email:
	nelsont@illumecandles.com 


	OPERATIONS INFO FOR CMG CORPORATE OFFICE

	Pay Periods:               
	Sunday-Saturday   1 week pay periods 

	Timecards:
	CMG Associates will punch Illume’s Time-in-a-box timekeeping system. 

	Reporting of Hours:  
	Hours will be faxed to CMG corporate by end of business on payroll Monday’s.

	Vacation Accrual:                                   
	0-2 years (accrue 1 week per year) 
2-6 years (accrue 2 weeks per year)     
7+ years (accrue 3 weeks per year)

	Check Distribution:   
	Paychecks will be sent to Illume attention Kelly McPherson. She will oversee the distribution of our paychecks until we have an on-site in place. 

	Invoicing Contact:
	Kelly McPherson

	Payment Terms:        
	Net 30 – EFT.


	OPERATIONS INFO FOR CMG REGIONAL OFFICE

	Hours/Shifts:              
	1st Shift: 6am-2:30pm    2nd Shift: 2:30pm-11pm.

	Interview:                       
	Illume will leave it up to CMG’s Interview process and will not interview them.

	Orientation:               
	Not much provided. New hires get a tour of the building when they start and that’s about it.


	Training:                    
	Not much provided. New hires shadow a lead for a day or until they get the hang of it.

	Education:                  
	None needed.

	Safety Equipment:
	None needed at this time. If anything is needed Illume will provide it or we will discuss options.

	Dress Code:                    
	No loose clothing or open toes shoes.

	Breaks/Lunch:           
	One 30 minute lunch break and two 15 minutes breaks.

	Environment:             
	Manufacturing environment. Strong smell due to the fumes. It gets warm in the summer. 


	CLIENT  TEMPORARY POSITION INFORMATION


	Hourly starting rate:
	$8 (both shifts)

	Positions recruiting:
	These positions are entry level assembly & packaging positions. Responsibilities include: 

-Searching for defects in the quality of the candle. 

-Placing labels on the glass and tins of the candles. 

-Making sure the wick is straight and located in the center of the candle.

-Packaging of the candle.


	Additional Information:
	Criminal Background Checks, Drug Testing and Physicals:

Illume has asked us to use the MNCriminals.com free website. They will use a more extensive check when they bring anyone employees on direct.
There is no drug test or physical required.
Screening Process:
Illume has asked us to implement a hand dexterity text and a basic (3rd grade) reading text for all new hires. 




