Fletcher Leasing, Inc.
10545 Business 371
Brainerd, MN 56401

218-825-8824
218-825-3715 (fax)
fletcherleasing@brainerd.net
Subcontractor Handbook/ Policies
Paydays
Subcontractors are paid weekly. Tickets are to be turned in each Monday. Upon startup there will be a one week waiting period for payment – hours worked the first week will be paid two Mondays after they are turned in – checks will be cut weekly thereafter. 
Subcontractor payments are available on Mondays after 3pm. If Monday is a holiday your check will be available the following open office day after 3pm. 

Please do not call or stop by the office “just to see if checks are done” any earlier than 3pm on pay days.
Fletcher Leasing, Inc., office staff with either hold settlement checks in the office for pickup (in your box) or mail them after 3pm on payday. You will be asked upon startup which is your preference, mail or pick-up. We will then handle your check accordingly each week. We do not take any responsibility for any change in preference (mail or pick-up) on the part of the subcontractor. If you choose to pick your checks up each week, you must pick it up during open office hours (before 5pm). 

If settlement checks are not picked up the day after pay day by 5pm – they may be mailed. We do not want checks sitting in the office for extended periods of time. Please be sure to pick them up after 3pm and before 5pm each pay day.

Fletcher Leasing, Inc. will not take responsibility for checks lost in the mail or subcontractors whose checks are mailed (if they are not picked up in a timely fashion as described above). If a new check needs to be cut, subcontractor will pay $25.00 service and cancelled check fees (per check) and any overnight postage costs as applicable.
We do not assume any responsibility for any checks lost in the mail for any reason. Subcontractors are advised to call the local post office with any lost mail inquiries. 

Tickets need to be postmarked or turned in to the office by Monday each week. If Monday is a holiday, the next open office day will do. Please be sure your tickets get in on time. Late tickets will delay your settlement or paycheck. 
Payment will be held if the subcontractor has missing, incorrect or illegible paperwork. This may include tickets, file paper work such as health cards, forms or contracts. Fletcher Leasing, Inc. reserves the right to hold payment at any time for any reason. 

Fletcher Leasing, Inc. also reserves the right to subtract general contractor shortages from any subcontractor payment.
Payment Advances
Fletcher Leasing, Inc. does not give payment advances for any reason. Please be sure that you have sufficient fuel and operating funds for startup until your first check arrives. See payment section for first check information.

Charging on fuel, parts or repair accounts
Subcontractors are responsible for all costs related to operating as indicated in your contract. This includes costs associated to repair and maintenance of the equipment, fuel and all employee related costs. 

*Subcontractors are never authorized to charge on Fletcher Leasing, Inc. fuel, parts or repair accounts. 

Should a subcontractor charge on a Fletcher Leasing, Inc. account as indicated above (with “emergency permission” or not) – a 25% handling fee will be added to the total bill. Subcontractors who do not obtain permission for emergency charges will be terminated. Unauthorized charges may also be subject to any additional handling charges we deem necessary above the 25%.

We do not want any subcontractor charging on our fuel, parts or repair accounts. Please do not ask us to make any special exceptions. Please set up your own charge accounts.

Charging parts and labor in Fletcher Leasing, Inc.  Service Truck or Shop
We will allow you to charge parts and labor in our shop and service truck. Credit will be issued on an individual basis. We reserve the right to deny credit for any charges to any subcontractor at any time for any reason.

Payment of charges
Subcontractors may pay Fletcher Leasing, Inc. service and parts bills directly at the time of service by check, money order, cash, or credit card. If the subcontractor qualifies for Fletcher Leasing, Inc. credit, the subcontractor may also have the bills deducted from future settlements.

The entire bill will be deducted from the next settlement. A copy of the bill will accompany the settlement. 

Fletcher Leasing, Inc.  Tickets Policy/Procedure

Tickets generate subcontractor payments. Tickets are also used to bill general contractors. Tickets that are missing, incorrect, illegible or missing information cannot be billed and therefore will not be paid.
Procedure:


1) Tickets are to be turned in to the office by Monday each week. If you are mailing your tickets they need to be postmarked by Saturday. Tickets that are not in the office by Monday or postmarked by Saturday will be considered late. Late tickets will not be paid until the following pay date. 
2) Get the job specific tickets if necessary. Check with the job foreman on each job site to be sure that you will not be required to complete one of their tickets in addition to a Fletcher Leasing, Inc. ticket. For example Central Specialties, JD Donovan, Shaw and Bauerly Brothers jobs typically require that we bill them with copies of their own tickets. In these cases you will need to complete and turn in Fletcher Leasing, Inc. tickets with matching job specific tickets (ie JD Donovan tickets). With all job specific tickets, be sure that you also turn in a Fletcher Leasing, Inc. ticket that matches it. Job specific tickets can be obtained from job site foreman. In some cases, drivers and subcontractors may be required to complete two or three job specific tickets in addition to Fletcher Leasing, Inc. tickets. For example, Shaw may be working for Bauerly Brothers who may be subbed out to Central. In these cases, two or three tickets may be required in addition to your Fletcher Leasing, Inc. tickets. Check with the job site foreman for all of this information. If you are missing tickets or they are incorrectly completed, we cannot bill for your work, if we cannot bill we cannot pay you. In any case where tickets are incomplete and or job specific tickets are missing Fletcher Leasing, Inc., we will return the tickets to the driver or subcontractor for follow up. These tickets will not be paid until the driver or subcontractor corrects any errors and turns them back in. The corrected tickets will then be paid the following pay date.
3) Get your tickets signed. Check with the job site foreman to get your tickets signed. Tickets that require a signature (all Shaw tickets, and many other contractors) and are turned in to the Fletcher Leasing, Inc. office without one will be returned to the driver or subcontractor. These tickets will be paid the following pay date after they are turned in with the proper signature.
4) Be sure your tickets are complete and accurate before turning them in. This will include the date, your truck and trailer number. The job “bill to” information (such as Bauerly Brothers or Shaw), the total loads, your total hours, load times, weights, etc. must be complete and accurate.  Also be sure that any job specific tickets you are completing are completed legible.  The signature and date are also required information. Fletcher Leasing, Inc. tickets and or job specific tickets that are missing any required information or contain illegible or inaccurate information will be returned to the driver and or subcontractor for correction. The tickets will then be paid the following pay date after they have been corrected and turned in. 


5) Be sure you are billing correctly. For example, by the ton, yard or load. Ask the dispatcher or job site foreman how the tickets should be written out.  Your start time should reflect the time that you were first loaded for the day (rounded to the first 15 minutes). Do not document your start time as the time you arrive on the job, we will short your tickets. General contractors pay us (and we pay you accordingly) by the first load time not the time spent waiting in line to be loaded.

6) Be sure you turn in the correct copies of the tickets. The white and green copies of your tickets are to be turned into the Fletcher Leasing, Inc. office. With job specific tickets, be sure you follow the job foreman instructions as to which copies are turned in. 
Workplace Harassment Policy & Procedure
Definition of Workplace Harassment: Any unwelcome or unreciprocated behavior which makes an employee, co-worker, fellow subcontractor, customer, the general public or any person in any Fletcher Leasing, Inc. work environment feel intimidated, offended, or belittled  while working or in any work related environment or on any Fletcher Leasing, Inc. job site. This also includes any two way or CB radio discussion or commentary.
Policy: Fletcher Leasing Inc. or any Amie Fenn or Shawn Fletcher related company or entity will not tolerate any of the above described behavior at any Fletcher Leasing, Inc. workplace by any employee, subcontractor or affiliate. 

Procedure: Failure to comply may result in verbal warnings, suspension and or termination of subcontractor. 

Individuals who feel that they are being harassed as described above should report it as soon as possible verbally and also in writing to Shawn Fletcher or Amie Fenn.
Subcontractor Liability Insurance Policy Requirements
Subcontractor Liability Insurance requirements are as follows. Subcontractors shall provide this proof in the form of a Certificate of Insurance from the insurance agent.

1) At least one million dollars coverage

2) Proof of “Non Owned Trailer Coverage” with $10,000.00 comprehensive coverage with no more than $1000.00 deductible listed on the Certificate with the exception of a Fletcher Walking Floor Trailer.  Proof of $70,000.00 comprehensive coverage, with no more than a $1,000.00 deduction must be on a Fletcher Walking Floor Trailer.
3) Proof that Fletcher Leasing, Inc. is listed as an “additional insured” on the certificate.

Subcontractors shall keep these items current and on file at Fletcher Leasing, Inc., and/or Shawn Fletcher Trucking, Inc.  Policy lapse and or failure to carry insurance with the above requirements shall be grounds for immediate dismissal.

Please provide the above information to your insurance agent so that they may issue the proper Certificate of Insurance to Fletcher Leasing, Inc.
If insurance is lapsed or cancelled, a written notice must be provided to Fletcher Leasing, Inc. at least two weeks in advance.
Trailer Maintenance

As stated in your service agreement/contract, you or your company are/is responsible for regular greasing, washing and maintenance of the Fletcher Leasing, Inc. trailer you are pulling. Failure to properly grease and maintain the trailers will cause unnecessary breakdown and thusly lost time. Subcontractors are responsible for weekly greasing of axle components, daily greasing of gates, filling of oil daily, hydraulic hoses and oil from tractor to trailer, washing of unit, regular inspection and adjustment of brakes and tires. Please see your contract. 

Subcontractors will be charged for any repairs due to abuse or neglect. Please see your contract regarding the abuse/neglect penalty of $ 250.00 dollars. Fletcher Leasing, Inc. mechanics will randomly inspect trailers on the job sites to ensure that maintenance is being done on a regular basis. If evidence of neglect is present Fletcher Leasing, Inc., mechanics will inform the office to deduct the penalty fee from your next settlement. Subcontractors may contact Shawn with any questions.
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