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2511 East 46th Street, Suite D
Indianapolis, IN 46205-2460
Ms. Emma Ferguson
D&E Counseling & 

    Community Services, LLC

It was nice meeting and briefly speaking with you.  Thank you for the opportunity to share our temporary staffing agency with you.  
Today’s economy is tough, and the business environment as a whole is very competitive.  In order to compete successfully, companies must remain “lean.”  Businesses can only do so by hiring the most essential personnel as temporary or permanent staff.  Because of this, it makes perfect sense to hire a reliable temporary agency to provide all other staffing needs as they may arise.  This is where we come in.
KGM Temporary Staffing (KGM) can provide all your Administrative/Clerical and Light Industrial staffing needs, this is our specialty.  KGM has a pool of experienced personnel from which we can draw.  That is because KGM is constantly recruiting, screening and training personnel to stay in business.  
By retaining the services of KGM, your company can avoid the minuscule details involved in hiring, firing and training personnel.  If for some reason a person hired by your business is not performing up to par, your company is at liberty to ask for a replacement.

Another benefit is that there are no penalties to worry about, such as dealing with the State’s unemployment agencies, social security, medical health insurance, or even payroll.  KGM Temporary Staffing takes care of everything, including paying the salary:
ADMINISTRATIVE & MANUFACTURING SUPPORT & MORE

General

· Hospitality / Housekeeping
· General Office Clerk

· Inventory Clerk

· Mail Clerk

· Receptionist

· Receptionist/Typist

· Switchboard/Console

· Switchboard/PBX

Typists

· Clerk Typist

· Policy Typist

· Statistical Typist
· Technical Typist

Secretarial

· Administrative Assistant

· Executive Secretary

· General Secretary

· Secretary

Graphics

· Desktop Publishers

· Layout Specialist

· Publisher

· PowerPoint
Light Industrial
· Assembly / Inventory
· Packing/Shipping
· Maintenance, etc.
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Rate Schedule
Mark-up Rate = 1.415
Pay Rate  x  Mark-up  =  Hourly Bill Rate

Example:
Company hires a Receptionist at the hourly rate of $10.00 per hour, times 1.415 mark-up.  Hourly bill rate is $14.15.

Fee Conversion Table (if you wish to hire a temp employee):

	Days of Service
	Conversion Fee

(pay rate = $9/hr.)
	Conversion Fee

(pay rate up to $13/hr.)
	Conversion Fee

(pay rate over $13/hr.)

	1-30 Days
	13%
	17%
	19%

	31-60 Days
	9%
	15%
	16%

	61-90 Days
	4%
	5%
	9%

	More than 90 Days
	No Charge
	No Charge
	No Charge


KGM’s Core Values:
· Dependability – Our companies need someone they can count on being there.

· Efficiency – Our team of workers are trained to work smart.

· Professionalism – Our attire and work ethic is an asset to the companies we serve.

· Proficiency – Skilled, seasoned individuals with knowledge of various computer software programs.

· Punctuality – Is not an old-fashioned or outdated concept, being on time is crucial.

(
For State contracted agencies, KGM is certified with the State and city as a Minority/Women Business Entity (MBE/WBE).  UNSPSC Codes: 80111600.
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Temporary Worker Request Form
Fax To: 1.866.910.3763
	Business Name:
	     

	Business Address:
	     

	Zip Code (Indianapolis):
	     

	Business Phone w/Area Code:
	     

	Contact Name:
	     

	Title for the position you are requesting:
	     

	Please describe principal duties for this position:
	     

	Duration of Position:
	Desired Start Date
	End Date

	
	     
	     

	Temp will report to:
	First Name
	Last Name

	
	     
	     

	Authorizing Supervisor / Manager’s Name:
	     

	Authorizing Supervisor / Manager’s Phone:
	     

	Date of Request:
	     


(
Feel free to use this form, or to access our Online Staffing Request Form, type the address below into your web browser today:
http://www.kgmstaffing.info/online_staff_request_form.asp

	To be completed by KGM Temporary Staffing

	Temp Name:
	     
	Reporting in Date:
	     




