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Welcome to BCI!
 
BCI (Brosna Communications International Inc.) was founded in Ireland over 10 years ago. The company’s primary objective has been to establish itself as the Number 1 partner of choice for Service delivery in all engineering fields for Ericsson worldwide, and is a globally approved Vendor for Ericsson.

It is our goal to achieve and maintain equal employment opportunities. It is the responsibility of all to conform to the letter and the spirit of all applicable Civil Rights Laws. 
BCI is an Equal Opportunity Employer and is in compliance with Title VII of the Civil Rights Act of 1964 as amended, Age Discrimination in Employment Act of 1967, and the Rehabilitation Act of 1973, and employs without regard to sex, race, color, national origin, religion, age, handicap or status as a disabled or Vietnam era veteran. 

Additionally, it is our policy to maintain a work environment free from discrimination based on race, color, religious creed, national origin, gender, sexual orientation, age, disability, genetic information, veteran/military status, marital status or other status protected by federal or state law, with regard to any term or condition of employment. 


The attitude and trend of large telecommunications company has increasingly been to down size its internal workforce and lean towards outsourcing. The biggest issue for a company in this mould is how to protect itself from the partner becoming a competitor.

BCI was set up as an “Ericsson friendly” organisation which has developed into a very unique partnership within the Ericsson group. So much so that while working on a customer site or in the Ericsson offices, BCI consultants are effectively seen as 'Ericsson people'. If you wish to make a career working for this 'blue-chip' vendor while maintaining a consultant status then you have come to the right company. BCI operates solely through Ericsson in several worldwide markets where we do not compete with Ericsson for services or products and as a result have forged a very strong relationship.
 
The primary service has traditionally been in the RF engineering field but today, BCI has operations in Ireland, Portugal, Mexico, Canada and the US and is now placing consultants in many telecommunications disciplines eg. RF, Core Network, Transmission, Project Mgmt etc. 


 
The company HQ is in Dallas, TX. 

Enjoy your time with BCI!
 
Oliver Mulligan						
Operations Manager, BCI Inc.
				 



















BCI Contact Information:

BCI Dallas Office 17440 N. Dallas Pkwy Suite 210 Dallas, TX 75287
972 250 4230 (office)
972 692 5489 (fax)

Ciaran Moynihan, President, based in Ireland / Dallas Office
Ciaran.Moynihan@brosna.com

Maurice Byrne, CEO, based in Canada / Dallas Office
Maurice.Byrne@brosna.com

Oliver Mulligan, Vice President Operations, based in US Dallas Office
Oliver.Mulligan@brosna.com

Fiachra Moynihan, Operations Manager, based in Dallas Office
Fiachra.moynihan@brosna.com

Gerry Wyse, Vice President of Business Development, based in US Dallas Office
Gerry.Wyse@brosna.com

Carey Thornton, Financial Controller, based in Dallas
Carey.thornton@brosna.com

Yvette Harris, Administrator, based in US Dallas Office
Yvette.Harris@brosna.com

[bookmark: _GoBack]Jessica Hernandez, Assistant Administrator, based in the US Dallas Office
Jessica.Hernandez@brosna.com

Jon McGahey, Core Network Operations Manager, based in Dallas Office
Jon.mcgahey@brookconsultants.com

Other Useful Addresses and Phone Numbers:

Ericsson Office Address
6300 Legacy Drive
Plano, TX 75024

National Car Rental – Plano Office Address
4140 Legacy Road Ste. 300
469 241 0780
www.nationalcar.com
Rental discount code: XZ09057

Microtel Inn & Suites
19373 Preston Road
Dallas, TX 75252
972 248 7045
 
1. Agency Handler Instructions:

1. Log on to https://www-s.ericsson.com/AgencyHandler/ with the personal username and password. 
2. Please be sure to fill out your hours in AH©, by close of business each Monday, not doing so will result in delayed payments.
3. Select the current week (below Submission history and status).
4. Network code, will be assigned by your project manager.
5. Activity code will be assigned by your project manager.
6. Under location, select which State and City you are working in.
7. Enter your Approver’s name from the drop down menu.
7. Enter your hours.
9. Click on the “Add to timesheet” tab.
10. If you worked on more than one project in one week, you must submit your details on separate lines.
11.  Once you have entered all of your timesheets, click on the “Send for approval” tab.
 
**It is imperative that you submit your hours on time. Failure to do so will mean delays in you getting paid so please be sure to set a reminder to have it done each week by Monday 5pm.**


2. Expense Reporting:

1. You will receive a BETS© id for online reporting, you must use this to itemize your expenses.  Online submissions and receipts must be submitted to Yvette.Harris@brosna.com via Email or Fax to 972 692 6981 by the 7th of every month for the previous month.  Receipts not submitted by the 7th of the month will have to be re-submitted the following month.
2. Please itemize individually each receipt in BETS. 
3. Please mail (by ordinary post) or deliver, the originals of the receipts C/O Administrator at BCI at: 17440 N. Dallas Parkway, Suite 210, Dallas TX 75287. 
4. It is important to have the expenses and receipts submitted as close to month end as possible in order to meet the cut off time for payments.
 

3. BCI Expenses details:

ACCOMODATIONS ALLOWANCE- You will receive a pro-rated allowance per month.  This incorporates all your living expenses.  If the entire month’s weekdays are not worked, the allowance will then be prorated to reflect days worked.  Please remember to enter the allowance into BETS.

CAR RENTAL- BCI will provide you with a vehicle if required. You will either receive a fleet vehicle from BCI or you will be required to rent a car directly and recharge it on a monthly basis. BCI has a discount membership with National Car Rental for the Intermediate Cars only, membership number XZ09057; please refer to this whenever making a car reservation so you may receive our corporate discount and most importantly, our corporate vehicle insurance. 
As a BCI employee, you are entitled to free membership with National’s “Emerald Club” program. This entitles you to a full size car and higher (based on availability at the location) for the same rate as intermediate. Go to www.nationalcarrental.com for details.

As with most contracts, the BCI rental car agreement will be reviewed every year. If we change from National, ample notice will be given to all. 

In most states it is necessary to rent a car for a maximum of 30 days. However to prevent having to return the car on a monthly basis, you can ask for an extension to be done by fax each month at the time of pickup. This will save you time in the long run as you will only have to call/fax the extension request as opposed to going to the National office to close out your current account and re-open a new one.

To ensure the best possible price please reserve on the internet (nationalcarrental.com), be sure and use our discount/contract number, and not at an airport as airport concession tax can be high.  You may take a taxi to the off airport location if it is convenient.  If reservation is made at an airport, within 24 hours please bring the vehicle to the closest city/town National Car Rental location and have the contract switched to that location to avoid the excessive airport taxes.  

*Please be aware that BCI has an insurance policy in place for you; never accept any insurance from National Car Rental as we have insurance for all consultants already.  National is aware of this policy; however the person “selling” you the rental behind the counter will suggestive sell anyhow.  If insurance is listed on your expenses it will not be approved for reimbursement.  There are a few certain cities that are in a higher market, therefore car expense is more, and those will be researched and paid accordingly (The maximum allowed for car rental allowance is 1000USD per month).

· Please note, our corporate insurance policy covers any BCI employee to drive the vehicle. Spouses, family members, friends are not covered under this policy.

· If a situation arises where National Car Rental does not have any vehicles available for you please contact the Dallas office for alternate instructions.

PETROL- Please retain all petrol receipts for submission with your expenses, any petrol listed on the expense template without a receipt will not be approved. The amount allowed will be in your Schedule A. If you go above the maximum and/or are using your vehicle for your projects travel please bring this to Yvette’s attention. 

CELL PHONE - Your compensation package may include a cell phone allowance, if so you will be informed of the plan details.

PROJECT RELATED EXPENSES- From time to time, you may be expected to purchase hardware or products directly related to the project. In order to be reimbursed for such items, you must first have any such purchases approved in writing (e-mail) by your Ericsson Project Manager. In practical terms it is better to have the PM or another EUS person make the purchase as reimbursement from Ericsson can be a lengthy process.

Tolls, fines, GPS charges, travel time and personal expenses are not chargeable to BCI.


4. Bank Account:

Once you arrive in the US you will need to open a US bank account.  You may choose any bank though we have an arrangement with JPMorgan Chase, to make it easier for BCI employees. The contact information is as follows:

JPMorgan Chase Bank
5050 Quorum Drive, Suite 100   Dallas, TX 75254
972 934 6925 (local)   800 235 8522 (toll free)


5. Social Security Number:

You will need to apply for a Social Security Number at your local SS office upon your arrival.  If you go to http://www.ssa.gov/ you should be able to obtain the address of your local Social Security Office and the application form needed. It can take up to 6 weeks to obtain the SSN, so it is imperative to apply for it as soon as you arrive.  


6. Drivers License:

It is recommended that you obtain a US drivers license upon your arrival. This will make it easier for you to function in the US. It will help to set up bank accounts etc. but is also the most recognizable form of ID in the US. In order to obtain a US drivers license you must visit your local Department of Transportation and apply for a driver’s license. The requirements differ from state to state so if you visit your states government website you should be able to obtain information on how to get a US drivers license in your area. Any costs incurred are your own responsibility.


7. Internet Access:

LAN access is provided in both Ericsson and customer office. In some cases there are strict fire walls in place which prevent usage of your BCI mail account.  If there is no LAN or internet access at your job site, please contact Yvette directly for alternate instructions.


8. Pay Day:

Pay day for all monthly BCI Employees is the 26th of the Month, or the last business day before hand. Employees work one month in arrears. Employees on a Bi-Weekly arrangement will be paid every other week, with three weeks in arrears. In certain circumstances, BCI may forward an employee a month’s living allowance, to tide them over. 

9. Vacation planning:

All vacation, while on contract with BCI is at the discretion of the Client in Question. All requests for vacation must be accompanied with supporting E-mail from the Customer (Ericsson, not Ericsson’s Customer). Even though in certain staff augmentation situations, BCI’s staff can from relationships with Ericsson’s customer, it’s still imperative that the proper procedure for Vacation planning be adhered to. Always make your Market Lead aware of your vacation plans. If there is any doubt as to whom that person may be, please contact Oliver Mulligan (Oliver.mulligan@brosna.com), and we’ll see the proper people are notified of your vacation. You will then receive an e-mail, in a timely manner, approving or rejecting your submission. 

A notice period of 1 Month for Vacation lasting more than one week is necessary. 


10.  Traveling and Arrival:

When traveling on a Visa, your local consulate will have pre stamped your passport with the relevant Visa, be it, H, L, E or J. You may still be asked some questions by the immigration officer as you enter the USA. Be precise, short, clear and non contradictive with your answers. 


11. Hotel:

A Hotel will be reserved by us for you, unless you stipulate otherwise. As with the rental car you will be responsible for paying that bill. You may choose to reserve a hotel yourself, and we encourage you to do this, since you’ll be responsible for the charges. Depending on your package, your living expenses will come out of your Per Diem. 


12. Code of Conduct:

BCI Supports the United Nations Global Compact Initiative. In order to make this commitment clear to all employees, suppliers, customers and other stakeholders the code of Conduct shall be publicly available.

Our Code of conduct is based on the United Nation global Compact’s ten principles derived from: the Universal Declaration of Human Rights, the International Labor Organization’s Declaration of Fundamental Principles and Rights at work, The Rio Declaration on environment and Development and The United Nations Convention against corruption.

A copy of The code of Conduct , supplier by our customer (Ericsson) is contained in the package you have received and must be read and sign acknowledge prior to starting on an Ericsson assignment


13. Code of Business Ethics:


To the extent applicable, the employee shall at all times comply and abide by all policies and procedures of BCI and its Customer (Ericsson) that reasonably pertain to security, computer access, code of conduct and ethics, environmental and rules related to use of our customer’s trademarks , service marks, logos, brands and trade names in connection with the employee’s performance of work under the contract that they have signed to begin work on an Ericsson project.

All employee’s must be aware of and comply with the rules and guidelines summarized in the Code of Business Ethics document contained in your New hire folder. 

Each employee must sign the Code of Business ethics acknowledgement form and return same to BCI Admin prior to starting work on an Ericsson Project


14. Credit Cards:

It’s not unusual to see someone buy a $1.00 news paper and pay for it with a credit card. You should arm yourself with a major credit card, Visa, MasterCard, Amex with a credit limit of at least $4,000.00 to see you through your first month here.   If this is not something you can do, please make prior arrangements with our Admin PRIOR to traveling.

15. 
401K:

BCI also offers 401K for employees, you will find in your documentation pack an application form  

1. All employees are automatically enrolled at a contribution of 2% of their taxable salary.  If you wish to decline participation, please fill out page 7 of the enrollment document attached and in Section III (Acknowledge and Signature) put a check mark in the box to decline enrollment.  Sign this form and send back via fax, mail or e-mail. If you do not opt out of the 401k plan your first paycheck will have 2% deducted.  This money cannot be reimbursed to you by BCI.
1. Please send your enrollment form back to us ASAP.
1. 401k plan enables employees to save pre-tax dollars for retirement.
1. Maximum contribution per year is $16,500.
1. The employee selects the % to be contributed on the enrollment form.
1. 401k deduction will begin with your first pay period. 
1. Page 13 of the enrollment brochure outlines your investment options.  They are listed from most conservative to most aggressive.  The plan default is the T.Rowe Price Growth and Income Fund.  The fund will be selected for you based on your date of birth.  For example, if ADP calculates you to be retirement age in 20 years the T. Rowe Price 2020 will be selected; 30 years the 2030.
1. There is also a risk assessment test for you to complete on page 5 which can help guide your investment selection.
1. If an employee would like professional assistance with their retirement portfolio on an on-going basis; there is an option to select Guided Choice.  There is an additional fee of $3/year/$1,000 invested.
1. If you are no longer an employee or BCI and if your balance is over $5,000 you have the option of keeping your 401k plan with ADP.  You may also roll it over to your new employers 401k.  If your balance is less than $5,000 invested you will have to roll it over to a new 401k/IRA or you will have to cash it out (tax and 10% penalty for early withdrawal will be due).
1. If you have an existing 401k with another provider, you have the option of rolling it over to the ADP 401k.  Please contact ADP before you do this so the transfer in correctly done as a roll over and not an early withdrawal.
1. After enrollment a welcome package will be sent to you with more information about the plan.

There will be no company match. BCI are paying for the administration fees associated with the 401k.  This benefit is free of charge to the employee
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