
! " #$%&' " ( ) * ' +* * $' , ) * -. " * /0 #$%' 1, -' ( ' . " #/* ' $, . ' ( $2' #3' " ( &' +* * $' 3, , ' /, $%' &#$4* ' 5, 6'
.*-*' (+/*' 3,'3(7*' (' )(4( 3#,$8'06 4"' /*&&'&9* $2' ( '2( 5' . #3" '5, 6-'1( 0 #/5:' ' ; , 6' " ( ) * '1#$( //5'
2* 4#2* 2' 3, ' " #-* ' 5, 6-' 1#-&3' * 0 9/, 5* * 8' +63' 2, $<3' 7$, . ' . " * -* ' 3, ' +* %#$' , -' . " ( 3' 3, ' 2, :' '
=* /, . ' ( -* '&, 0 * '&3* 9&'3, '7* * 9'#$'0 #$2'. " * $'" #-#$%'5, 6-'1#-&3'* 0 9/, 5* * :'

>:' Modify your mind-set.' '? , &3'&0 ( //'+6&#$* &&', . $* -&'3" #$7', 1'3" * #-'+6&#$* &&'( &'3" * #-'
+( +58' 3" * -* 1, -* ' 3" * 5' " ( ) * ' ( ' 2#11#46/3' 3#0 * ' 2* /* %( 3#$%' -* &9, $&#+#/#35' ( $2' ( 44* 93#$%'
, 63&#2* ' " * /9:' ' @" ( $%* ' 5, 6-' 0 #$2A&* 3' ( $2' /* 3' %, ' , 1' &,0* ' 3(&7&:'' B$&3*(2' ,1' 3(7#$%'#3'( //'
, $' ( $2'%* 33#$%' , ) * -. " * /0 * 28'9-* 9( -* ' 3, ' 2* /* %( 3* '&,0* ' -,6 3#$*8'(/+*#3'#0 9,-3($38'3(&7&'
3, '( '$* . '* 0 9/, 5* * :'

C:' Define the position.  D#$4* '3" * '2( 5'5, 6'+* %( $'5, 6-'+6&#$* &&'5, 6'" ( ) * '9* -1, -0 * 2'
* ) * -5' 3( &7'$* 4* &&( -5'3, ' -6$'5, 6-' +6&#$* &&:' 'E-, 0 ' ( $&. * -#$%'9" , $* &'3, ' 9* -1, -0 #$%'3" * '
. , -7:' @/* ( -/5' 2* 1#$* ' 3" * ' 3( &7&' ( $2' -* &9, $&#+#/#3#* &' -* F6#-* 2' , 1' 3" #&' $* . ' 9, &#3#, $' ( $2'
4-*(3* '(' .-#33*$'G, +'2* &4-#93#, $:'

H:' Define compensation.' ' ! ( 7* ' ( ' /, , 7' ( 3' 5, 6-' 4( &" ' 1/, . ' ( $2' 2* 4#2* ' . " ( 3' 359* ' , 1'
9, &#3#, $' 5, 6' 4( $' ( 11, -28' . " * 3" * -' #3' #&' 16//' , -' 9( -3A3#0 * 8' &* ( &, $( /' , -' 9* -0 ( $* $3:' ' ! " #&'
&" , 6/2'( /&, '" * /9'5, 6'3, '2* 1#$* '3" * '3( &7&'( $2'-* &9, $&#+#/#3#* &'#$'3" * 'G, +'2* &4-#93#, $:'

I :' Seek out candidates for the position.  ! " * -* ' ( -* ' ) ( -#, 6&' ) * $6* &' #$' . " #4" ' 3, '
( 2) * -3#&* ' 3" * ' 9, &#3#, $8' &, 0 * ' ( -* ' 1* * ' +( &* 2' . " #/* ' , 3" * -&' 1-* * ' , 1' 4" ( -%* :' ' J, , 7' #$3, ' 3" * '
1, //, . #$%K'

!" L, &3#$%' , $/#$* ' M. . . :G, +&#$0 * :4, 0 8' . . . :G, +&#$0 ( #$* :4, 0 ' , -' 5, 6-' /, 4( /'
$* . &9( 9* -8'1, -'* N( 0 9/* O'

!" P&#$%' 5, 6-' /, 4( /' 4( -* * -' 4* $3* -' M" 339KQQ. . . :0 ( #$* 4( -* * -4* $3* -:4, 0 QO' , -' /, 4( /'
4, //* %* '9/( 4* 0 * $3', 11#4* '

!" P&#$%'(/60$(*' 9/(4*0* $3'&*-)#4*&', 11*-*2' +5'5,6-' (/0( '0( 3*-'
!" @, $3( 43#$%'3" * '? ( #$* 'R* 9( -30 * $3', 1'J( +, -'M" 339KQQ0 ( #$* :%, ) Q/( +, -QO'

R* 3* -0 #$* ' . " #4" ' ( 2) * -3#&#$%' -* &, 6-4* M&O' . #//' +* &3' -* ( 4" ' 5, 6-' 3( -%* 3' ( 62#* $4* :' ' B$'
( 22#3#, $' 3, ' ( 2) * -3#&#$%8' 2, $<3' , ) * -/, , 7' 3" * ' $*3.,-7' ,1' 1-#*$2&8'1(0#/5' ($2' +6&#$*&&'
( &&, 4#( 3* &' 3" ( 3' 5, 6' " ( ) * ' 2* ) * /, 9* 2' , ) * -' 3" * ' 5* ( -&:' ' D, 0 * , $* ' #$' 5, 6-' $* 3. , -7' 0 #%" 3'
7$, . '&6#3( +/* '4( $2#2( 3* &'. " , '4, 6/2'+* 'G6&3'3"*' -#%"3'1#3'1,-'5,6-' $**2&:'

S:' Organize resumes you receive.' ' T13* -' 4( -* 16/' -* ) #* . ' , 1'3" * ' -* &60 * &'5, 6' -* 4* #) * '
5, 6'&" , 6/2' , -%( $#U* '3" * 0 '#$3, '3" -* * ' 4( 3* %, -#* &K'5* &8'0 ( 5+* 8'$, :'@, $3( 43'3" * ' 9* , 9/* ' #$'
5, 6-' V5* &W' 9#/* ' ( $2' &* 3A69' #$3* -) #* . &:' ' ? ( 7* ' &6-* ' 3, ' &* 3' ( &#2* ' 3#0 * ' 3, ' 1, 46&' , $' 3" * '
#0 9, -3( $3'3( &7&', 1'-* ) #* . #$%'-* &60 * &'( $2'4, $2643#$%'#$3* -) #* . &:'

X:' Interviews.' ' ! " * ' #$3* -) #* . ' #&' 5, 6-' 4" ( $4* ' 3, ' * ) ( /6( 3* ' 3" * ' 9* -&, $<&' F6( /#1#4( 3#, $&'
( $2' 9-, 1* &&#, $( /#&0 :' ' Y( ) * ' F6* &3#, $&' 9-* 9( -* 2' 3" ( 3' 3, 64" ' , $' &7#//&' ( $2' F6( /#1#4( 3#, $&'
5, 6' ( -* ' /, , 7#$%' 1, -:' ' E, -' * N( 0 9/* 8' ( &7' ( +, 63' 3" * #-' &3-* $%3" &' , -' 9-, 1#4#* $45' #$' . " ( 3* ) * -'

(Continued on page 2) 

Hiring Your First Employee – Taking the Plunge 
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Keep your  

calendar open!  
The Transportation 

Business 
Matchmaker will 

be held in  
November 13,  

2008 in Portland. 

K L 

http://www.jobsinme.com/%00
http://www.jobsinmaine.com/%00
http://www.mainecareercenter.com/%00
http://maine.gov/labor/%00


P A G E  2  

&, 13. ( -* ' 3" * ' 9, &#3#, $' -* F6#-* &' ( $2' " ( ) * ' 3" * 0 ' %#) * ' ( $' * N( 0 9/* ' , 1' ( ' 4* -3( #$' 359* ' , 1'
&#36( 3#, $' 3" ( 3' 0 ( 5' 4, 0 * ' 69' #$' 3" #&' 9, &#3#, $' ( $2' " , . ' 3" * 5' " ( $2/* 2' #3:' ' B$' ( 22#3#, $' 3, '
F6( /#1#4( 3#, $&' 5, 6' $* * 2' 3, ' 2* 3* -0 #$* ' . " * 3" * -' ( $' ( 99/#4( $3' #&' ( ' V%, , 2' 1#3W' 1-, 0 ' ( '
9* -&, $( /#35'&3( $29, #$3:' ' =* '&6-* '3, '%#) * ' 3#0 * ' 1, -' ( 99/#4( $3&'3, ' ( &7'5, 6'F6* &3#, $&:' ' T3'
3"*' *$2' , 1'3"*' #$3*-)#*.'( &7'1,-'-*1*-* $4*&'#1'3" * 5'" ( ) * '$, 3'( /-* ( 25'9-, ) #2* 2'3" * 0 :'

Z:' Check references.' 'B3'#&')*-5' #09, -3($3'3,'4"*47' 3"*' -* 1*-*$4*&',1'3"*'4($2#2(3*'
5,6' #$3*$2'3,' ,11*-' 3"*' G,+'3,:' ' B2*(//58'3" * ' 4( $2#2( 3* <&' -* 1* -* $4* &' &" , 6/2' #$4/62* ' ( 3'
/*(&3' ,$*' 9-#,-' &69*-)#&,-' ,-' *09 /,5 * -:' ' [ " * $' &9* ( 7#$%' . #3" ' 3" * ' 4( $2#2( 3* <&'
-* 1* -* $4* &8' -* F6* &3' #$1, -0 ( 3#, $' ( +, 63' 3" * ' 9* -&, $<&' &7#//&8' . , -7' * 3" #48' 3* ( 0 . , -7' ( $2'
*11#4#*$45:'' =*' (.(-*' 3"(3' 9-#,-' * 0 9/,5*- &'3"(3'(-*' $,3' 9-,)#2*2' (&' -*1*-*$4*&' (-*'
%* $* -( //5' /#0 #3* 2'3, '4, $1#-0 #$%'3" * '4( $2#2( 3* <&'2( 3* &' , 1' * 0 9/, 50 * $3' ( $2' * /#%#+#/#35'1, -'
-*"#-*:'

\ :' Offer the job.' ' ["*$' , 11*-#$%'3"*' G,+8' -*#3*-(3*' 3"*' 9(58'.,-72(5&' ($2' ", 6-&'3"*'
9, &#3#, $' -* F6#-* &8' ( $5'+* $* 1#3&' ( 99/#4( +/* ' ( $2'3" * '&3( -3'2( 3* :' 'T//, . ' ( 3' /* ( &3' ( '2( 5'1, -'
3"*0 '3,'4,$ &#2*-'3"*'9, &#3#,$:'' ]$4* '3" * 5'( 44* 938'5, 6'" ( ) * '5, 6-'1#-&3'* 0 9/, 5* * :'

^:' 'Contact all applicants.' 'B3'#&'+, 3" '4, 6-3* , 6&' ( $2'9-, 1* &&#,$(/' 3,'3(7*' 3"*' 3#0*'3,'
1, //, . '69' . #3" ' ( //' ( 99/#4( $3&:' 'T'+-#* 1'$, 3* '3" ( $7#$%'* ( 4" ' ( 99/#4( $3'1, -'3" * #-'#$3* -* &3'#$'
3" * ' 9, &#3#, $' ( $2' ( 2) #&#$%' 3" * 0 ' 3" ( 3' 5, 6' " ( ) * ' " #-* 2' ( ' 4( $2#2( 3* ' 3" ( 3' 0 , -* ' 4/, &* /5'
0 * * 3&'5, 6-'4, 0 9( $5<&'46--* $3'$* * 2&'. #//'&611#4* :'

=*' (.(-*' 3"(3'3"#&'9-,4* &&'3(7*&'3#0*:'' _ #) * ' 5, 6-&* /1' ( ' -* ( &, $( +/* ' 2* ( 2/#$* :' ' ! ( 7* '
5,6-' 3#0*'($ 2'1#$2'3"*' -#%"3'9*-&,$' 1,-'3"*'G,+:'

(Continued from page 1) 
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"339KQQ...:&3(3*:0*:6&Q?( #$*R]!Q4, 0 9-*" *$ &#) * A/#&3A9-,G*43&Q9-, G*43A#$1,-0 ( 3#,$:9"9'

Projects Under Advertisement (As of 7/2/08) 
Attention to all Contractors & Suppliers:  The latest bid packages cannot normally 
be purchased prior to the advertising date given on the notice to contractors. 

Bid 
Date PIN(s) Municipality Location Work Type 

ZQCH' `>`S II:``' L,-3/($2' [( --* $'T)*$6*'
Y#%" . ( 5'

a * 4, $&3-643#, $'

ZQCH'
`>H` C\:``'
`>H` H\:``'
`>HHH^:``'

=( #/* 5) #//* '
@( /( #&'
@( /( #&'

a3*:' >'
D, 63" 'D3'
D, 63" 'D3'

Y#%".(5' B09-,)*0*$3&'
Y#%".(5' B09-,)*0*$3&'
D#2*.(/ 7'@,$&3-643#,$'

ZQCH'
`>SX>S:``'
`>SX>X:``'

B&/*&+,-,'
J#$4, /$) #//*'

B&/*&+,-,'B&/($2'
] 11'a 3* :'>'

!-($ &1*-'=-#2%*'
a*9/ (4*0*$3 '

ZQCH' `>S\ ^`:``' =-6$&.#47' a3*:' >'b=' Y#%".(5' a*&6-1(4#$%'

ZQCH'LYC`` \`Z `CDL' c(&3'?(4"#( &A@63/*-' a3*:' >^>' D$,.' L/, . #$%'d' B4*'

Upcoming MaineDOT Projects 

Schedule of 
Events 

!" Oct. 8th, 2008            
     8:00 am to noon -   
 Outlining Your Marketing 

Plan Workshop 
presented by Jodie 

Lapchick of Lapchick 
Creative 

!"Nov. 13th, 2008,        
7:30 am to 3:30 pm -       

Maine Business 
Matchmaker: 

Transportation, 
Construction and 

Government Contracting 
hosted by DBE 

Supportive Services 

http://www.state.me.us/mdot/comprehensive-list-projects/project-information.php%00


; , 6' . * -* '9-, +( +/5'3" #$7#$%'( 13* -'-* ( 2#$%'3" * '1#-&3'( -3#4/* '#$'3" #&'$* . &/* 33* -8'3" ( 3'#3<&'$, 3'3, , '2#11#46/3'
3, '" #-* '&, 0 * , $* :' ' [ * //8'( &'. #3" '0 ( $5'3" #$%&'#$'/#1* 8'#3<&'$* ) * -'3" ( 3'* ( &58', -'9( 9* -. , -7'1-* * :' ' ! " ( $7&'
3, '3" * '0 ( $5'/( . &'#$'9/( 4* 8'3" * -* '#&'0 64" '9( 9* -. , -7'3, '2, '( $2'0 ( $5'-* %6/( 3#, $&'3, '1, //, . ' . " * $'
" #-#$%'( $'* 0 9/, 5* * 8'9( -3#46/( -/5'5, 6-'1#-&3:' ' ! " * '1, //, . #$%'( -* '&, 0 * ', 1'3" * '9-#0 ( -5'#&&6* &'3" ( 3'5, 6'
. #//'$* * 2'3, '( 33* $2'3, :'

; , 6-' ] 11#4* '

>:' Set up your payroll system.  ; , 6' . #//'$* * 2'3, ' . #3" " , /2'( '9, -3#, $', 1'* ( 4" '* 0 9/, 5* * <&'
9( 54" * 47'1, -'9( 50 * $3'3, '3" * 'Ba D'1, -'E* 2* -( /'3( N* &'( &'. * //' ( &'D, 4#( /'D* 46-#35'( $2'? * 2#4( -* '3( N* &'
M7$, . $'( &'VEB@T'! ( N* &W'1, -'3" * 'E* 2* -( /'B$&6-( $4* '@, $3-#+63#, $&'T43O:' 'P$* 0 9/, 50 * $3'
4, 0 9* $&( 3#, $'( $2'D3( 3* '3( N* &'. #//'( /&, '$* * 2'3, '+* ' . #3" " * /2:' '? ( 7* '&6-* '5, 6'( -* '4, 0 9/#( $3'. #3" '( //'
E* 2* -( /'( $2'D3( 3* '. #3" " , /2#$%'-* F6#-* 0 * $3&:' 'E, -'0 , -* '#$1, -0 ( 3#, $', $'E* 2* -( /' . #3" " , /2#$%') #&#3'3" * '
Ba D'. * +&#3* 'M. . . :#-&:%, ) O'( $2'2, . $/, ( 2'Ba D'L6+/#4( 3#, $'>S8'@#-46/( -'c 8'c 0 9/, 5* -<&'! ( N'_ 6#2* :' '
! , ' /* ( -$'0 , -* '( +, 63'D3( 3* '. #3" " , /2#$%') #&#3'" 339KQQ0 ( #$* :%, ) Q-* ) * $6* Q1, -0 &Q:' 'B1'5, 6'2, '$, 3'. ( $3'3" * '
-* &9, $&#+#/#35'1, -'&* 33#$%'69'( $2'-6$$#$%'5, 6-'9( 5-, //'&5&3* 0 '3" * -* '( -* '4, 0 9( $#* &'3" ( 3', 11* -'9( 5-, //'
9-, 4* &&#$%'&* -) #4* &'( &'. * //' ( &', $/#$* '-* &, 6-4* &'3, '( &&#&3'. #3" '3" #&'3( &7:'

C:' Post required federal and state notices.  E* 2* -( /'( $2'
&3( 3* '/( . &'-* F6#-* '* 0 9/, 5* -&'3, '9, &3'$, 3#4* &'. #3" '#$1, -0 ( 3#, $'
, $'. , -7* -'-#%" 3&'( $2'&( 1* 35'#$'( ' /, 4( 3#, $'( 44* &&#+/* '3, '( //'
* 0 9/, 5* * &:' 'e#&#3'3" * 'R* 9( -30 * $3', 1'J( +, -<&'. * +&#3* 'M" 339KQQ
. . . :2, /:%, ) Q* /( . &Q9, &3* -&:" 30 O'( $2'6&* '3" * '* /( . &f 'L , &3* -'
T2) #&, -'3, '( &&#&3'5, 6'#$'2* 3* -0 #$#$%'. " ( 3'9, &3* -&'5, 6'( -* '
-* F6#-* 2'3, '2#&9/( 5:' 'E, -'#$1, -0 ( 3#, $', $'3" * 'D3( 3* ', 1'? ( #$* '
-* F6#-* 0 * $3&'( $2'" , . '3, ' , +3( #$8'( 3'$, '4" ( -%* 8'3" * '-* F6#-* 2'
&3( 3* '( $2'1* 2* -( /'9, &3* -&'%, '3, '" 339KQQ. . . :&3( 3* :0 * :6&Q/( +, -Q
9, &3* -&Q#$2* N:" 30 /:'

H:' Set up employee benefits.  R* ) * /, 9'( $'* 0 9/, 5* * '+* $* 1#3'9, /#45'+5'2* 3* -0 #$#$%'. " ( 38'#1'( $58'
#$&6-( $4* '3, ' , 11* -'M" * ( /3" 8'2* $3( /8'/#1* 8'* 34:O'( $2'* &3( +/#&" #$%'( ' /* ( ) * '9, /#45'M&#478'9* -&, $( /8'
) ( 4( 3#, $8'" , /#2( 5O'( $2'( $5', 3" * -'+* $* 1#3&'MI ` >g8'&3, 47', 93#, $&8'* 34:O:' '@-* ( 3* '( '&#%$'69'9-, 4* 26-* '
1, -'* 0 9/, 5* * &'3, '* $-, //'#$', -' , 93', 63', 1'3" * '+* $* 1#3'9-, %-( 0 '5, 6-'+6&#$* &&', 11* -&:' ' ; , 6' . #//'$* * 2'3, '
7$, . ' . " ( 3'+* $* 1#3&'3" * 5'. #//'9( -3#4#9( 3* '#$'( $2'3" * '$( 0 * &', 1'( $5'9( -3#4#9( 3#$%'2* 9* $2* $3&:'

I :' Create an employee handbook.' 'T$'* 0 9/, 5* * '" ( $2+, , 7'2* 3( #/&'( //'* 0 9/, 5* * '9, /#4#* &'( $2'
+* $* 1#3&8'#$4/62#$%'+63'$, 3'/#0 #3* 2'3, '* 0 9/, 5* * '4, $2643'( $2'2#&4#9/#$( -5'( 43#, $8'" * ( /3" '( $2', 3" * -'
#$&6-( $4* '+* $* 1#3&'( &'. * //' ( &') ( 4( 3#, $8'&#478'" , /#2( 5'( $2', 3" * -' /* ( ) * '9, /#4#* &:' ' ! " * 'VL/( $$#$%'; , 6-'
=6&#$* &&K'T'_ 6#2* '1, -'D0 ( //'=6&#$* &&* &W'@R8'9-, ) #2* 2'3, '( //'4* -3#1#* 2'R=c &'+5'R=c 'D699, -3#) * '
D* -) #4* &8'" ( &'#$&3-643#, $&', $'" , . '3, ' . -#3* '( $'* 0 9/, 5* * '" ( $2+, , 7:'

Organize personnel files.  @-* ( 3* '( '1#/* '1, -'* ( 4" '* 0 9/, 5* * '1, -'G, +A-* /( 3* 2'2, 460 * $3&'&64" '( &'
( 99/#4( 3#, $Q-* &60 * 8'Ba D'1, -0 &8'9* -1, -0 ( $4* '* ) ( /6( 3#, $&'( $2'* 0 9/, 5* * '+* $* 1#3&'&#%$A69'1, -0 &:'

(Continued on page 4) 

The Legal Side to Hiring Your First Employee 

http://www.irs.gov/%00
http://maine.gov/revenue/forms/%00
http://www.dol.gov/elaws/posters.htm%00
http://www.dol.gov/elaws/posters.htm%00
http://www.dol.gov/elaws/posters.htm%00
http://www.dol.gov/elaws/posters.htm%00
http://www.state.me.us/labor/posters/index.html%00
http://www.state.me.us/labor/posters/index.html%00
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D3( 3* '

>:' Register with the Maine Department of Labor.' ' ; , 6' . #//'$* * 2'3, '9( 5'&3( 3* '6$* 0 9/, 50 * $3'
4, 0 9* $&( 3#, $'3( N* &:' '_ , '3, '" 339KQQ0 ( #$* :%, ) Q/( +, -Q'3, '-* %#&3* -'1, -'( $'* 0 9/, 5* -<&'6$* 0 9/, 50 * $3'
#$&6-( $4* '( 44, 6$3:'

C:' Report each new hire to Maine’s new hire reporting agency.'c 0 9/, 5* -&'( -* '-* F6#-* 2'3, '
-* 9, -3'#$1, -0 ( 3#, $', $'( //'$* . '* 0 9/, 5* * &'1, -'3" * '96-9, &* ', 1'/, 4( 3#$%'9( -* $3&'. " , ' , . * '4" #/2'&699, -3:' '
_ ,' 3,'" 339KQQ. . . :&3( 3* :0 * :6&Q2" " &Q] BTDQ2&* -Q* 0 9/, 5* -Q$* . A" #-* :" 30 /'3, ' , +3( #$'#$1, -0 ( 3#, $', $'
" , . '3, '-* 9, -3'$* . '" #-* &:'

Obtain workers’ compensation insurance.' 'D3( 3* '/( . ' -* F6#-* &'5, 6'3, '" ( ) * ' . , -7* -&<'
4, 0 9* $&( 3#, $'4, ) * -( %* :' 'e#&#3'" 339KQQ0 ( #$* :%, ) Q91-Q#$&6-( $4* Q4, $&60 * -Q. , -74, 0 9:" 30 '1,-'0,-*'
#$1, -0 ( 3#, $:'

E* 2* -( /'

>:' Obtain a Federal Employer Identification Number (FEIN or EIN).  ! " * 'c Bb '#&'6&* 2', $'3( N'
-* 36-$&'( $2', 3" * -'Ba D'2, 460 * $3&:' ' ! , ' , +3( #$'( $'c Bb '%, '3, '" 339KQQ. . . :#-&:%, ) Q+6&#$* &&* &Q
#$2*N:"30/'( $2'( 99/5', $/#$* :'

C:' Each employee fills out IRS Form W-4.  ! " * ' [ AI '1, -0 '2, 460 * $3&'3" * ' . #3" " , /2#$%'( //, . ( $4* '
1, -'* ( 4" '* 0 9/, 5* * '&, '5, 6'4( $'. #3" " , /2'3" * '4, --* 43'( 0 , 6$3', 1'1* 2* -( /'3( N'1-, 0 '3" * #-'9( 54" * 47&:' '
! " #&'1, -0 '#&'&3-#43/5'1, -'5, 6-'1#/* &'( $2'&" , 6/2'+* '692( 3* 2'* ) * -5'5* ( -:' ' ; , 6'4( $'2, . $/, ( 2'3" * '1, -0 '
1-, 0 '3" * 'Ba D'. * +&#3* :'

H:' File IRS Form 940 every year.' ' ;,6 '(-*' -*F6#-*2'3,'1#/*'BaD'E,-0' ^I`' 1,-'*)*-5' 5*(-' 5,6' 9(#2'
. ( %* &', 1'h>8S̀ ` ' , -'0 , -* '#$'( $5'F6( -3* -' , -'1, -'( $5'5* ( -'( $'* 0 9/, 5* * ' . , -7* 2'1, -'5, 6'#$'( $5'C̀ ' , -'
0 , -* '2#11* -* $3'. * * 7&', 1'3" * '5* ( -:' ' ! " * '1, -0 '4( $'+* '2, . $/, ( 2* 2'1-, 0 '3" * 'Ba D'. * +&#3* :'

I :' Fill out Form I-9, Employment Eligibility Verification for each new employee.' ' ! " #&'1, -0 '#&'
-* F6#-* 2'+5'3" * 'P:D:'@#3#U* $&" #9'( $2'B0 0 #%-( 3#, $'D* -) #4* &'MPD@BDO'( $2'6&* 2'3, ') * -#15'3" ( 3'* ( 4" '
* 0 9/, 5* * '" #-* 2'#&'* /#%#+/* '1, -' . , -7'#$'3" * 'P$#3* 2'D3( 3* &:' 'T//'BÂ '1, -0 &'0 6&3'+* '7* 93'1, -'( 3'/* ( &3'
3" -* * '5* ( -&'#$', $* '2* &#%$( 3* 2'1#/* 8'&* 9( -( 3* '1-, 0 '3" * '* 0 9/, 5* * '9* -&, $$* /'1#/* :' ' ! " * '1, -0 '4( $'+* '
1, 6$2', $/#$* '( 3'. . . :6&4#&:%, ) :'

Be OSHA compliant.  ; , 6'0 6&3'4, 0 9/5'. #3" ' ] 4469( 3#, $( /'D( 1* 35'( $2'Y* ( /3" 'T43'M] DYTO'
-* F6#-* 0 * $3&'+5'9-, ) #2#$%'( '&( 1* '. , -7#$%'* $) #-, $0 * $3'( $2'* 0 9/, 5* * '&( 1* 35'3-( #$#$%8'( 0 , $%', 3" * -'
3" #$%&:' 'E, -'0 , -* '#$1, -0 ( 3#, $') #&#3'3" * ' ] DYT'. * +&#3* '( 3'"339KQQ...:,&"(:%,)Q:'

! " * '( +, ) * '#$1, -0 ( 3#, $'#&'#$3* $2* 2'3, '%#) * '5, 6'( $'#$3-, 2643#, $'3, '3" * ') ( -#, 6&'-* F6#-* 0 * $3&'3" ( 3'5, 6'
0 6&3'0 * * 3'#$', -2* -'3, '+* 4, 0 * '( $'* 0 9/, 5* -:' ' [ * '&3-, $%/5'-* 4, 0 0 * $2'3" ( 3'5, 6'4, $&6/3'. #3" '5, 6-'
3( N'9-, 1* &&#, $( /'( $2'/* %( /'4, 6$&* /'9-#, -'3, '3( 7#$%'3" #&'1#-&3'#0 9, -3( $3'&3* 9'#$'5, 6-'+6&#$* &&* &'
%-, . 3" i'

(Continued from page 3) 
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V O L U M E  3 ,  I S S U E  2  P A G E  5  

Now Open:  

Portland Plan Room 

? ( #$* 'D=R@'] 11#4* ' '
X\ 'Y#%" 'D3-* * 3'

L , -3/( $28'? ( #$* '
 

Bangor Plan Room 

c?R@'
I ` 'Y( -/, . 'D3-* * 3'
=( $%, -8'? ( #$* '

' ' '
E, -'0 , -* '#$1, -0 ( 3#, $'( $2'3" * 'L /( $'a , , 0 '

B$) * $3, -5'/#&3'1, -'+, 3" ' /, 4( 3#, $&8'9/* ( &* ') #&#3', 6-'
. * +&#3* '( 3'. . . :0 ( #$* 2+* :, -%:'

Plan Room – 2 Locations! 

Ace Detective & Security Agency 
Contact: Rene Bernier!Phone: (207) 784-2890 

 
Credere Associates, LLC  

Contact: Theresa Patten!Phone: (207) 828-1272 
 

Sealander Studio, LLC 
Contact: Robin Sealander!Phone: (207) 667-7755'

Congratulations to Our Newly 
Certified DBEs! 

B' . , 6/2' /#7* ' 3, ' 3( 7* ' 3" #&' , 99, -36$#35' 3, ' 4, $%-( 36/( 3* ' ( $2' . * /4, 0 * ' a ( 4" ( * /' @6$/#11* ' M&, , $' 3, ' +* '
a ( 4" ( * /' @" ( 0 +* -&O' 3, ' 3" * ' R=c ' D699, -3#) * ' D* -) #4* &' 3* ( 0 :' ' a ( 4" ( * /<&' &7#//&8' * N9* -#* $4* ' ( $2' #$'
2* 93" ' 7$, . /* 2%* ' , 1' 3" * ' R=c ' 9-, %-( 0 ' . #//' +* ' ( ' %-* ( 3' ( &&* 3' 3, ' 3" * ' R=c ' D699, -3#) * ' D* -) #4* '
9-,%-(0:'
'
B$'" * -'$* . '9, &#3#, $'( &'T&&#&3( $3'L-, G* 43'? ( $( %* -8'" * -'1#-&3' , -2* -' , 1'+6&#$* &&'#&'3, '0 * * 3' . #3" '* ( 4" '
? ( #$* '4* -3#1#* 2'R=c '1, -' , 6-'$* . ' , 63-* ( 4" '9-, %-( 0 :' ' ! " -, 6%" '3" #&' , 63-* ( 4" 8'a ( 4" ( * /' . #//'2#&46&&'
3" * ' &* -) #4* &' , 11* -* 2' 3" -, 6%" ' 3" * ' D699, -3#) * ' D* -) #4* &' 9-, %-( 0 ' ( $2' " * /9' #2* $3#15' . " #4" ' , 1' 3" , &* '
&* -) #4* &' . #//' +* &3' 0 * * 3' 3" * ' $* * 2&' , 1' 3" * ' R=c &:' 'D" * ' . #//' +* ' 4, $3( 43#$%' 3" * ' R=c &' &, , $' 3, '&* 3' 69'
0 * * 3#$%&' , -' #1'5, 6' ( -* ' ( ' ? ( #$* '@* -3#1#* 2'R=c 8'9/* ( &* '1* * /'1-* * '3, '4, $3( 43' " * -' ( 3' C̀ ZÂ I CAXH\ ^'3, '
&* 3'69'( '0 * * 3#$%'$, . :'

Congratulations to our new Assistant Project Manager! 

How can we help you? 

DBE Supportive Services is here to help. 
If you have any suggestions  about what 
we can do to better assist you and your 
business, contact Amy Stewart at 942-

6389 or  email astewart@emdc.org 



I ` 'Y( -/, . 'D3-* * 3'

=($%,-8'?c' '

!,' 0(7*' /*(-$#$%' 4, $)*$#* $3' 1,-' 5,68' R=c'
D699, -3#) * ' D* -) #4* &' " ( &' 9-, ) #2* 2' 3. , ' , $/#$* '
.,-7&",9&:'

VConnecting with Contractors”' ,$/#$*' .,-7&",9 '
#&'(+,63' 3"*' 9-,4*&&' ,1' $*3.,-7# $%' 3,' 4-*(3*'
9,3*$3#(/'+6&#$*&&'-*/(3#,$&"#9&:'' B3'2#&46&&*&'3"* '
9-*9(-(3#,$ ' $*4*&&(-58' ",.' 3,' -*&*(-4"' 3"*'
+6&#$*&&*&'5,6' #$3*$2'3,' 4,$$*43' .#3"'($2' " ,.' 3, '
%,'(+,63'0( 7#$%'3"(3'4,$$*43#,$:'

T&' (' &6+4,$3-(43,-8'5,6' &",6/2 '
+*' 1(0#/#(-' .#3"' (' &6+4,$3-(43'
2,460*$3:' ' !"*' “What to 
Expect in a Subcontract”'
,$/#$*' .,- 7&",9' 4, )*-&' 3"* '
3*-0&' ($2' 4,$2#3#,$&' ,1' ( '
&6+4,$3-(43'2,460*$3'( &'.*//'(&'
9-,G*43'&9*4#1#4'($2' 0($2(3,-5 '
1/,.A2,.$'4/(6&*&'1-,0'3"*'1*2*-(/'% ,)*-$0*$3:'

! , ' ) #* . ' 3" * &* ' . , -7&" , 9&' ) #&#3' , 6-' . * +&#3* ' ( 3'
. . . :0 ( #$* 2+* :, -%' ( $2' 4/#47' , $' ] $/#$* '
[ , -7&" , 9&'#$'3"* '$( ) #%( 3#,$'+( -:'

Online Workshops 

2nd Annual Maine Business Matchmaker: 

! -( $&9, -3( 3#, $8'@, $&3-643#, $'( $2'_ , ) * -$0 * $3'
@, $3-( 43#$%'

Y, &3* 2'+5'R=c 'D699, -3#) * 'D* -) #4* &'

b,)* 0+*-' >H8'C``\'
!" #$%&'%()%#"#$%*'%

%
+&, (-&. / %0&12%3) (4-%

56! %3789%: (144(%
0)1(-&./ ;%<&7.4%

%=)1%' ) 14%7.>)1' &(7).%?). (&?(%@'A %: (4B&1(C%

%

SAVE THE DATE! 

http://www.mainedbe.org/%00

