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Addressed with Teresa today the following: 
Addressing team members with respect 
Following the policies and procedures we have set at CMG 
incl. contacting Laura at corporate for any payroll adjustments, duplicate checks, etc 
all of these matters go to Laura and then to ESSG 
On Sites are not to contact ESG directly and this was previous direction that was communicated to all on sites. 
Teresa understands and respects this and it will not happen again. 

Gave her suggestions for improvement:

I asked Teresa if she remembers the direction of on site teams not contacting ESSG directly, something we discussed on ops call and previously, she was fully aware and admitted so. She said she was trying to help Laura and save her some time and I explained that by deviating from the process, she is not helping Laura and by her email makes it sound like she just decided to take care of it on her own instead of following process.  I let her know if ever there is lag time to where she feels she can’t get answers on an issue an employee has and she is trying to resolve it, then bring that to our attention but since that is not the case here and we don’t owe the employee an immediate response given the employee washed his own check, she needs to follow the process.

Follow the procedures in place

Emails can be easily misinterpreted: they can come across direct or in the wrong tone. Suggested a call or ways to make the email she wrote sound less with attitude: take out “already” “has been”. 

The use of “I already spoke to Greg about it and there will not be a fee to replace the check” etc. as she knows when the employee is at fault, there “always” is a fee to re-cut a check.

(I explained to her the timeliness of recutting a check and how we should not expect ESSG to do that without cost even if they were to offer that to Laura, we would not take them up on it”

She shared with me that she brought the cmg time glitch to Matt’s attention 3 weeks ago because it was keeping the pay rate in the left queue box but not computing on the right side as it usually does automatically. Matt let her know the programmers would fix it. 
As far as the pay rates go, Teresa did enter them but CMG Time had a glitch and the Pay Rate field didn’t get updated.  I have a request in to fix this problem but she didn’t catch this on her own.  I know we talked recently about the on-sites running most (if not everything) thru you or Laura when it comes to talking with ESG.  The duplicate check issue is very similar to the issue we had with Heather & work comp recently.  If CMG was paying this person instead of ESG, we would incur a $25 stop payment fee, not to mention the extra work involved in order to cut this guy’s check.  He was the idiot that washed it and should have to pay any costs to get a new one.  Maybe she simply doesn’t understand the costs involved but I do not expect ESG to eat this cost for him.

Will you please discuss this with Teresa.  I also expect all staff members to speak to each other, be it on the phone or via email, with respect and no attitude.  

Matt 

From: Laura Martinez 
Sent: Thursday, June 10, 2010 1:45 PM
To: Kendra Stewart
Cc: Matt Forss
Subject: FW: Adjustment

Kendra,

We’re getting some sort of attitude, I’m not too sure why.  The questions are clear and concise. 

Matt is wondering two things:

Why is this employee (Juan Laspina Rodriguez) getting a duplicate check with no fee?

Why is Teresa handling this directly with Greg?  Onsites are not to talk to ESG directly.

From: Teresa Montanez 

Sent: Thursday, June 10, 2010 1:36 PM

To: Laura Martinez

Cc: Kendra Stewart

Subject: RE: Adjustment

Laura,

Both Walter and Kao’s pay rate is added to CMG time already, it has been but I will give them to you:

Walter Garcia is a Driver at #14.25/hour.

Kao Lee – Bench/Curt at $8/hour.

Thank you

From: Laura Martinez 

Sent: Thursday, June 10, 2010 2:32 PM

To: Teresa Montanez

Cc: Kendra Stewart

Subject: RE: Adjustment

I need his pay rate in CMG Time and Kao’s too please.  I have hours for him.

From: Teresa Montanez 

Sent: Thursday, June 10, 2010 1:31 PM

To: Laura Martinez

Cc: Kendra Stewart

Subject: RE: Adjustment

Hi Laura,

Walter does have the hours in already

____________________________________________________

From: Laura Martinez 

Sent: Thursday, June 10, 2010 1:32 PM

To: Teresa Montanez

Cc: Kendra Stewart

Subject: RE: Adjustment

Its highlighted in yellow, the only one in yellow on the hours report.  It should have been on his check. I will ask  Greg for a copy of his paystub from last week to confirm.

________________________________________________

From: Teresa Montanez 

Sent: Thursday, June 10, 2010 1:30 PM

To: Laura Martinez

Cc: Kendra Stewart

Subject: RE: Adjustment

I saw the hours and it only had 36 hours. And some minutes.

From: Laura Martinez 

Sent: Thursday, June 10, 2010 2:27 PM

To: Teresa Montanez

Cc: Kendra Stewart

Subject: RE: Adjustment

Hi Teresa,

So for Juan Laspina Rodriguez, wouldn’t this adjustment have been on the check that he washed?  I have attached last week’s hours report as you can see I had added that adjustment last week so it should have been on his check.  I just don’t want to submit it again if he had already received it.  Let me know what you can find out.

Also I do not have pay rates in CMG Time for Kao Lee or Walter Garcia.  Please add them in CMG time and let me know when it has been done.

Thank you,

~Laura

From: Teresa Montanez [mailto:teresa@corpmgmtgroup.com] 

Sent: Thursday, June 10, 2010 9:26 AM

To: Laura Martinez

Cc: Kendra Stewart

Subject: Adjustment

Importance: High

Hi Laura,

Here is the list of the payroll adjustments:

Juan Rodriguez is still missing 5:24 hours of overtime pay from last week’s adjustment. He is also going to receive a duplicated check without fee because he washed his. (I already talked to Greg about it)

Lorling Lopez – she had 2 time cards and her total hours are 15:25. (Page 10 is one of them, same pay for both)

Sok Puth – he had 2 different time card with different pay rate page 11 is $8/hour and page 17 is $8.75/hour.

Bonifacio Dominguez – his pay rate changed from $8.75 to $8/hr. 

Luis Rivera Hernandez – He didn’t get paid holiday pay, so we owe him 4 hours.

2 uniform deductions for Tou Vang and Wes King.

Thank you

Teresa Z. Montañez

On-Site Representative

Corporate Management Group, Inc.

Direct: (952) 406-2941

Fax:      (612) 395-5574

teresa@corpmgmtgroup.com

