


Mission Statement –  

DLC takes PRIDE in SAFELY maximizing both VALUE for the customer and PROFITABILITY for the 
company by providing the highest QUALITY of roofs through SUPERIOR WORKMANSHIP and 
EXCEPTIONAL SERVICE in the most EFFICIENT means possible.  

*“Equal Share” of work load is the amount that each member of the crew would perform if everyone 
performed an equal amount. Ie on a crew of 5 people, each person would perform 20% of the work. 

 

Laborer – General labor tasks 
Approximate pay scale (*not absolute, exceptions made either direction based on specific performance) 
- $15-18/hr 

Duties Is Responsible For: Expectations 
● Aid in Tear-off of old 

roofs and removal of 
debris 

● Provide Assistance to 
Roofers in their tasks 

● Maintain a clean and 
organized jobsite 

● Manage Materials in an 
orderly and efficient 
manner 

● Assist in the installation 
of: insulation, field 
membrane and skirts 

● Run errands: (Dump 
runs, get materials) 

● Maintaining a clean and 
orderly work 
environment 

● Gaining basic 
understanding of task at 
hand including 
knowledge of operation 
of basic tools 

● Gaining understanding 
of common roof systems 

● Learning to operate 
equipment 

● Using safety systems to 
maintain personal safety 

● Secure tools and 
materials from damage, 
wind, and theft.  

 

● On time and prepared 
for work every day 

● Learn to operate tools 
and equipment 

● Actively try to learn all 
aspects of the job 

● Is familiar with company 
mission statement 

● Performs slightly less 
than “equal share” of 
work load 

● Maintain absolute 
professionalism when 
interacting with 
architects, General 
Contractors, Customers, 
and others 
 

 

  



 

Roofer –  
Approximate pay scale (*not absolute, exceptions made either direction based on specific performance) 
- $16-20/hr 

Has served 160 hours as Laborer with DLC Inc. AND/OR equivalent experience as determined by 
management, AND: meets the following duties, responsibilities and expectations. 

Duties Is Responsible For: Expectations 
● Tear-off old roofs 
● Install new roofing 

systems : insulation, 
membrane, skirts and 
details 

● Complete basic details 
● Maintain a clean and 

organized job site 
● Manage materials in an 

orderly and efficient 
manner 
 

● Maintaining quality of 
work completed by 
individual 

● Gaining knowledge in 
doing details 

● Using safety systems to 
maintain personal safety 

● Secure tools and 
materials from damage, 
wind, and theft 

● Can weld proficiently 
● Is familiar with 

completing details 
● Familiar with DLC metal 

shop and warehouse 
● Can operate most 

equipment (telehandler, 
dump truck/trailer) 

● Has a basic 
understanding of 
common roofing 
systems 

● Performs an “equal 
share” of work load 

● On time and prepared 
for work every day 

● Identifies, prioritizes and 
takes on tasks without 
being directed 

● Knows company mission 
statement and 
understands quality 
control expectations 

● Maintain absolute 
professionalism when 
interacting with 
architects, General 
Contractors, Customers, 
and others 

 

  



 

Task Forman – Utilizes a team of 1-3 people to perform any ordinary task without direct supervision or direction. 
Approximate pay scale (*not absolute, exceptions made either direction based on specific performance) - $18-
20/hr  

Has served minimum 320 hours with DLC Inc. AND/OR equivalent experience as determined by management, 
AND: meets the following duties, responsibilities and expectations. 

Should be able to; Oversee the operations of a Task 

Duties Is Responsible For: Expectations 
● Tear-off old roofs 
● Install new roofing 

systems: insulation, 
membrane, skirts and 
details 

● Regularly complete details 
of all kinds 

● Motivate team members 
to work more effectively 

● Utilize 1-2 helpers to 
complete any typical task 
without direct supervision 

● Assist Forman in their 
duties 

● Train and oversee roofers 
and laborers 

● Identifies, prioritizes and 
assigns  tasks to team 
members 

● Fill out service and leak call 
forms 

● Maintaining quality of 
work completed by 
individual and team 

● Maintain and implement 
safety systems for 
individual and team 

● Organize 1-2 helpers to 
complete a task and keep 
them on task and 
productive 

● Completing specific tasks 
without direction or 
supervision 

● Fill out and email in service 
and leak call forms 

● Can weld proficiently 
● Can perform complex 

details 
● Have knowledge of 

practical and OSHA safety 
systems 

● Is familiar with completing 
complex details 

● Implements and 
contributes  ideas and 
systems to increase 
efficiency 

● Familiar with DLC metal 
shop and warehouse 

● Can operate all DLC  
equipment 

● Has in-depth 
understanding of most 
roofing systems 

● Performs more than an 
“equal share” of work load 

● Identifies, prioritizes and 
takes on new tasks without 
being directed 

● Enforces quality control  
● Maintain absolute 

professionalism when 
interacting with architects, 
General Contractors, 
Customers, and others 

 

  



 

Forman – Completely manages any single jobsite 
Approximate pay scale (*not absolute, exceptions made either direction based on specific performance) - $18-22+/hr PLUS:  
access to, or assigned company vehicle, expense account, performance based bonus and other benefits 

Qualifications;  Has served minimum 1000 hours with DLC Inc. AND/OR equivalent experience as determined by management, 
AND: meets the following duties, responsibilities and expectations. 

Duties Is Responsible For: Expectations 
● Tear-off old roofs 
● Install new roofing systems : 

insulation, membrane, skirts 
and details 

● Formulate safe goals that will 
allow us to meet project 
budget and schedule 

● Regularly complete details of 
all kinds 

● Motivate crew members to 
work more effectively 

● Maximize efficiency of the 
crew 

● Assign tasks to crew members 
that will result in meeting 
goals 

● Oversee Day to day field 
operations of a jobsite 
-Decisions about weather 
-Minimize risk of: water 
intrusion, wind damage, 
damage to customer or DLC 
property 

● Train and oversee Task 
foreman, roofers, and 
laborers 

● Identifies, prioritizes and 
assigns tasks to crew 
members 

● See a job through from start 
to finish 

● Fill our service and Leak call 
forms 

● Fill out daily foreman logs 
● Daily inspection of jobsite 
● Final inspection of jobsite for: 

quality, cleanliness and 
completeness 

● Fire employees when 
necessary 

● Maintaining quality of work 
completed by individual and 
crew as a whole 

● Maintain and implement 
safety systems for individual 
and crew 

● Organizing crew to complete 
all tasks for the day and keep 
them on task and productive 

● Ensuring that effective night 
seals are in place every day 

● Securing all materials and 
tools on the jobsite 

● Maintaining a watertight 
jobsite 

● Mitigating risk  
● Keeping every project on 

schedule and under budget 
● Fill our service and Leak call 

forms 
● Filling out daily foreman logs 
● Efficiency of entire crew 

● Can weld proficiently 
● Can perform complex details 
● Have knowledge of practical 

and OSHA safety systems 
● Is familiar with completing 

complex details 
● Implements and contributes  

ideas and systems to increase 
efficiency 

● Familiar with DLC metal shop 
and warehouse 

● Can operate all DLC  
equipment 

● Has in-depth understanding of 
most roofing systems 

● Performs  an “equal share” of 
work load 

● Has basic knowledge of 
management strategy of DLC 
and general business practices 

● Enforces quality control 
● Maintain absolute 

professionalism when 
interacting with architects, 
General Contractors, 
Customers, and others 

 



Superintendent – Manages multiple jobsites 
Approximate pay scale (*not absolute, exceptions made either direction based on specific performance) - $20-
25/hr PLUS: assigned company vehicle available for personal use, expense account, large performance based 
bonus  

Duties Is Responsible For: Expectations 
● Tear-off old roofs 
● Install new roofing 

systems: insulation, 
membrane, skirts and 
details 

● Formulate safe goals that 
will allow us to meet 
project budget and 
schedule 

● Regularly complete details 
of all kinds 

● Motivate crew members to 
work more effectively 

● Maximize efficiency of a 
crew 

● Assign tasks to crew 
members that will result in 
meeting goals 

● Oversee Day to day field 
operations of a jobsite 
-Decisions about weather 
-Minimize risk of: water 
intrusion, wind damage, 
damage to customer or 
DLC property 

● Train and oversee Foremen 
● Oversee multiple jobsites 

and multiple crews 
● Fill our service and Leak 

call forms 
● Fill out daily foreman logs 
● Final inspection of jobsite 

for: quality, cleanliness and 
completeness  

● Hire/fire employees 

● Maintaining quality of 
work completed by 
individual and crews as a 
whole 

● Maintain and implement 
safety systems for 
individual and crew 

● Organizing crew to 
complete all tasks for the 
day and keep them on task 
and productive 

● Ensuring that effective 
night seals are in place 
every day 

● Securing all materials and 
tools on the jobsite 

● Maintaining a watertight 
jobsite 

● Mitigating risk  
● Keeping all projects on 

schedule and under budget 
● Fill our service and Leak 

call forms 
● Fill out daily foreman logs 

● Can weld proficiently 
● Can perform complex 

details 
● Have knowledge of 

practical and OSHA safety 
systems 

● Is familiar with completing 
complex details 

● Implements and 
contributes  ideas and 
systems to increase 
efficiency 

● Familiar with DLC metal 
shop and warehouse 

● Can operate all DLC  
equipment 

● Has expert  understanding 
of most roofing systems 

● Performs  slightly  less than 
an “equal share” of work 
load 

● Has basic knowledge of 
management strategy of 
DLC and general business 
practices 

● Enforces quality control 
● Maintain absolute 

professionalism when 
interacting with architects, 
General Contractors, 
Customers, and others 

  



Ideal Organizational Chart 
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Dave Loden Construction  

Vested Benefits Schedule 
 

• 2 Months – Eligible for Profit Sharing Plan 
 

• 3 Months – Eligible for QSEHRA Health Insurance Reimbursement 
 

• 3 Months - Eligible to sign up for Aflac Supplemental Insurance at 50% 
discounted rate 
 

• 1 Year – Start Accruing Paid Time Off 
 

• 1 Year – Eligible for 401K – RETIREMENT PLAN 
 

• 3 years – Paid Time Off Doubles 
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Dave Loden Construction INC 
 

Employee Handbook 
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TREATMENT OF CUSTOMERS: 
Owners, Owner's representatives, architects, occupants and etc. will be treated with the utmost 
courtesy and respect at all times. 

 
DISCRIMINATION: 
Dave Loden Construction does not and will not tolerate discrimination based on: age, sex, race, sexual 
orientation, political affiliation, or discrimination of any kind. Any discrimination against co-workers or 
subordinates will not be tolerated. Discrimination will result in appropriate disciplinary action up-to 
and possibly including termination as determined by management. Any discrimination should be 
reported in writing to DLC management. You can email: eloden@davelodenconst.com 

 
SEXUAL HARASSMENT: 
Dave Loden Construction has a zero tolerance sexual harassment policy. Any sexual harassment 
against co-workers, subordinates, customer, or the general public will not be tolerated. Sexual 
harassment will result in disciplinary action as determined by management up-to and possibly 
including termination. Any sexual harassment should be reported in writing to DLC management. You 
can email: eloden@davelodenconst.com 

 
COMMUNITY RELATION: 
It is expected that all employees represent the company within our community and in the job site 
community in a professional manner at all times regardless of whether on or off the job. This includes 
but is not limited to the content and context of your speech, your dress, and your conduct. 

 
SMOKING: 
-There will be no smoking inside any of the job site buildings unless it is designated as a smoking area by 
the owner. 

 
-There will be no smoking over newly installed roofing materials or in the proximity of flammable 
chemicals. 

 
-There will be no smoking in company vehicles or in the office. 

 
-Employees will respect the smoking policy of any owner, building or establishment where they are 
performing work. 

 
PHYSICAL CONDITION: 
Employees are to report to work physically capable of doing their specific job to the best of their ability. 
(Unacceptable Examples: intoxicated - hangovers - excessive tiredness - etc.) Any employee that arrives 
to work unable to perform their job may be sent home without pay.  Repeated offense is cause for 
termination. 

 
PUNCTUALITY AND MISSED DAYS: 
Tardiness and no shows are not acceptable and repeated offense is cause for termination. One minute 
late is still considered late. You are expected to be on the roof ready to start work at 6:00 or the start 
time set by your supervisor.  If you must leave work or miss work for some reason it must be approved 
by your supervisor. Inform your supervisor of your situation as soon as possible to get approval. If your 
absence is approved, remind your supervisor 24 hours prior to leaving/missing work. 

 
 
 

ALCOHOL: 
There will be no consumption and/or storage of alcoholic beverage on the job site or company vehicles. 
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ILLEGAL DRUGS: 
Any use of, or involvement with illegal drugs on or off the job will result in immediate termination. 

 
 
 

MOONLIGHTING: 
After hours work is allowed so long as your work at Dave Loden Construction, Inc. is in no way affected. 
After hours work must also be out of the realm of work performed by Dave Loden Construction, Inc. 
Furthermore, company tools, equipment or vehicles are not to be used without prior permission. 

 
 
 

RATE OF PAY: 
Employees will be paid overtime of 1.5 times the normal rate of pay for any time worked over 40 hours 
in a week. 

 
Employee’s hourly rate of pay will be continuously assessed and adjusted according to your attitude, 
production, quality of work, knowledge, reliability and longevity with the company.  Employees wishing 
to move up in pay and responsibility should: 

 
 Have a positive company minded attitude 
 Have a positive effect on the attitudes and production of others 
 Increase production through both hard work and time/labor saving ideas 
 Maintain a top quality of work 
 Take initiative to perform any and all tasks at hand in an efficient manner 
 Show up reliably, and on time 
 Display trustworthy character 
 Gain knowledge and skills both with the various systems we install and the 

tools/vehicles we use 
 

A $0.50 per hour raise MAY be assessed for each of the following: 
 

- Official Dave Loden Construction training on use of both our dump trailer and dump truck 
- Obtaining a forklift operator certification 
- Obtaining a Commercial Class A driver’s license 
- Recieving a certification card for and OSHA 10 hour Construction Safety class within the first 6 months 

 
 

TRANSPORTATION: 
Employees are responsible for their own transportation to and from the job site at their own expense. 
Employees are welcome to any space available in the company trucks to and from the job site, but are 
subject to any inconvenience that may arise. 
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SCHEDULING & BREAKS: 
-A "regular work day" is defined as approximately 10 working hours starting at 6:00 a.m. and working until 5:00 p.m. 
with one unpaid hour for lunch. Lunch time is to be determined by the Forman/supervisor. Start and end times may 
be altered or adapted by the Forman/supervisor. Employees may take short (less than 5 minute) water breaks as 
needed throughout the day. If break- times become excessive in length or frequency, this will be addressed by the 
foreman/supervisor on site.  Employees are not to leave the job site to purchase "break items," they are to be 
brought in the morning or from lunch. The supervisor can make an occasional exception to this rule if he/she feels 
the crew is well ahead of schedule and will easily meet the expected goal for the day. 

 
-During peak season all employees will be scheduled for five regular work days per week. Each employees days 
off may differ. If one of your work days is missed for any reason (personal, weather, material delays, etc.) you 
must get permission to make up the day, it is not automatic. 

 
-During off peak season the schedule will commonly be a 5 day Monday- Friday schedule. There will be frequent 

alterations of this schedule. If work is missed on a normal work day, and/or the project is behind schedule, the 
foreman/supervisor may decide to work Saturday and/or Sunday to make up for lost time. 

 
 
 

TOOLS: 
Employees are to provide the following basic hand tools: 

 
- Tool belt 
- Chalk line 
- Scissors 
- Tape measure 
- Straight and Phillips screwdriver 
- Razor knife 
- Hammer 

- Jab Saw (sheetrock saw) 
All other tools, equipment and incidentals (blades, chalk, etc.) will be supplied. 

 
 
 

CHARGE ACCOUNTS: 
-All employees can charge job materials where ever the company has an account when authorized by their 
supervisor. You must sign the ticket and list the name of the job the purchase is for. 

 
-When charging gas, please list which vehicle the gas was for. 

 
 

PERSONAL VEHICLE USE: 
If you are ever asked, and you agree (not mandatory) to use your personal vehicle for company use (not simply 
getting yourself to or from the work-site)  you are entitled to charge an appropriate amount of gas to the company. 
Write on the ticket that the gas was for your vehicle and list the reason you were using your vehicle for company use. 
In addition to the gas you may document the distance traveled and be compensated at a rate of $0.25/mile for the 
use of a personal vehicle. This does not include transportation to and from work (see Transportation above). 

 
 
TERMINATION: 
Dave Loden Construction, Inc. reserves the right to terminate any employee at any time with or without cause. 
Employment at Dave Loden Construction, Inc. is AT WILL as defined by Wyoming Statute. 
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TIME CARDS & PAYDAYS: 
-DLC uses TSheets phone app to track time. Please ask your supervisor for an invitation to the app. It is the employee’s 
responsibility to keep track of their own time on the app. 

 
-You are required to check in and out every time you begin or leave work (including lunch hour). It is not acceptable 
to try to reconstruct your time cards every few days or at the end of the week. It simply is 
not accurate. 

 
- You must clock in and out to the exact minute, do not round up or down, even to the nearest 5 minutes. 

 
-If you are owed any out of pocket expenses, please make note of it on the appropriate receipt and turn it in to 
the office or your direct supervisor. 

 
-The pay period is from 12:01 a.m. Monday to 11:59 p.m. Sunday. 

 
-Payday is every Wednesday. Employees may pick checks up in Buffalo at the office (400 Hemlock). 

 
- An employee may elect to have DLC Inc deposit your paycheck directly into any bank account held with a bank that 
operates a branch in Buffalo, WY. To do so, simply provide DLC with a deposit slip. 
 
 
COMPANY VEHICLE POLICY: 
-Seat belts will be used by all employees while in company vehicles as required by law. 

 
-There will be no smoking in company vehicles. 

 
-Company vehicles are not to be used for personal use without prior consent. 

 
-If you use a company vehicle for any reason, you are responsible for removing any personal items and garbage 
after its use. Company trucks should be returned with clean and empty interiors. This includes dump trucks. 

 
-Each employee is responsible for removing their personal belongings and any debris on a daily basis. Dave 
Loden Construction takes no responsibility for personal items left in company vehicles. 

 
-Alcoholic beverages will not be consumed or stored in a company vehicle. 
 
 
- If permission is given for you to use a company vehicle for personal use, you must provide DLC with an insurance 
certificate showing that you are covered by a personal auto policy or a named non-owner policy. 

BENEFIT SUBSISTENCE: 
Whenever we are working at a job site where it is not feasible to return home each evening, Dave 
Loden Construction will provide lodging for the night prior to each day you are scheduled to work. 

 
 
 

SAFETY COURSES: 
The tuition will be paid for any employee wishing to take a safety/first aid course. Other incentives may apply for 
extensive classes (BEC & EMT). 
 
 
Retirement: 
Each full-time employee is eligible to participate in our Safe Harbor 401K retirement plan after 1 year of 
service. This plan also includes a company match contribution. Please see the attached documentation for 
further information. 
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Insurance: 
All employees are eligible, after 3 months of employment, to partake in the group discounted rate for Aflac 
supplemental insurance. The employee is responsible for all premiums. Premiums will be deducted 
from paychecks on a weekly basis and paid monthly. Upon termination, the employee is able to retain 
the insurance policy at the established group rate by simply taking responsibility for payment of the premiums. 
This insurance, procedure and policy is dictated by the insurance company and is subject to change at 
any time without the consent of employee or DLC Inc. 

 
QSEHRA Health Insurance Reimbursement Program - After 3 month employment, employees are eligible (subject to 
plan requirements) to receive reimbursement for health insurance costs. Please see attached document 
for further information. 

 
 

Paid Vacation: 
Upon 1 full year continuous employment with Dave Loden Construction employees will start accruing paid 
vacation time at a rate of 0.02 hours paid vacation for each hour worked. 

This rate will be increased to 0.04 upon 3 years continuous employment with Dave Loden Construction. 

Vacation time must be used in increments of full days (8 hours). Vacation time will always be added on to the 
end of the hours worked for that pay period and paid vacation time will always be paid at regular time rate. 

 
The use of paid vacation time must be approved in advance; it is not to be used when missing work without notice. 

 
Paid vacation time will be re-set as of January 1 each year. Up to 40 hours paid vacation time may be carried 
over into the next year at employee’s discretion. All other accumulated vacation pay will be paid out in the 
form of a bonus at the end of the year. 
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To: ALL Dave Loden Construction Employees 

RE; New Punctuality and Attendance Policy 

As a result of recent punctuality and attendance issues, DLC management is instituting a new policy to 
take effect 6/23/2020.  

Any tardiness of more than 5 minutes or absence from work without prior arrangement will result in a 
demotion and reduction of pay in accordance with Wyoming state labor laws regarding demotion for 
cause. This policy will be enforced universally without regard to position, time served, race, sex, sexual 
orientation, or any other distinction. Each occurrence will result in a reduction of pay by $1.00/hr for the 
subsequent pay period from which the offence occurred and all subsequent pay periods until such time 
as the employee in question has demonstrated a full week of perfect punctuality and attendance.  After 
a full week of perfect punctuality and attendance, pay will be restored for subsequent pay periods.  

An employee may receive “stacked” or subsequent demotions and reductions in pay for subsequent 
infractions down to the state mandated minimum wage. Each occurrence will require a separate 
demonstration of 1 full week’s perfect attendance before being reinstated.  

For the purpose of the policy, prior arrangement will be constituted by notification AND APPROVAL of 
tardiness or absence by your immediate supervisor more than 24 hours in advance. In the event of 
emergency circumstances that do not allow 24 hours’ notice. It will be expected that you notify your 
immediate supervisor immediately after becoming aware of the situation. Determination of whether or 
not those circumstances constitute an emergency will be made by your immediate supervisor at the 
time of notification.  

In addition to the demotion and reduction in rate of pay, any employee who has 2 or more infractions in 
a single profit sharing period will be considered ineligible to participate in the company profit sharing 
program for that period.  Their share of the profit sharing will be surrendered to the profit sharing pool 
and will be distributed to those with perfect attendance for that period.  

 

Best Regards, 

Erick E Loden, President 
Dave Loden Construction 



Special Notice to Eligible Participants of the Dave Loden Construction, Inc. 401(k)

Plan

This Special Notice provides important information relating to your participation in the Dave Loden Construction,

Inc. 401(k) Plan for the plan year that begins 01-01-2019 (called the "2019 plan year" in this notice).

Making or changing your deferral election:  As a Participant in your Employer's 401(k) Plan, you may

elect to defer to the Plan a portion of your compensation.  Your Employer will contribute this amount

(your "deferral contributions") to the Plan.  If you have not previously made an election to defer a portion

of your compensation, you must complete and return the salary reduction agreement provided by the Plan

Administrator.  Any existing deferral election will continue until you modify that election.  You may start

or change a deferral election at any time during the next 30 days and during each deferral election period

thereafter as described in the Summary Plan Description or per your Employer's administrative guidelines.

You may make an initial deferral election or modify an existing deferral election by accessing your plan's

website at www.eplanservices401k.com.

You may make Regular 401(k) deferrals (pre-tax) and/or Roth 401(k) deferrals (after-tax).  Your election

regarding the amount and type of deferrals is irrevocable with respect to any deferrals already withheld from your

compensation.  If you make Regular 401(k) deferrals, your deferrals are not subject to income tax until distributed

from the Plan.  If you make Roth 401(k) deferrals, your deferrals are subject to income tax at the time of deferral.

However, if you satisfy certain distribution requirements (see Part V below), your Roth 401(k) deferrals and

earnings on the deferrals will not be subject to income tax when distributed from the Plan.  Both types of deferrals

are subject to Social Security taxes at the time of deferral.  Your Employer will deduct the Social Security taxes,

and in the case of Roth 401(k) deferrals will deduct income taxes, from your remaining compensation.

Type and amount of compensation you may defer:  You may defer any amount of your compensation for

the Plan Year, not exceeding the annual deferral limit of $19,000.00 for 2019.  For purposes of your

deferral election, "compensation" (available for deferral) means your W-2 wages earned for the year (or

Earned Income for a Sole-Proprietor or a Partner in a Partnership).

Auto Enrollment Safe Harbor matching contribution:  A matching contribution equal to 100.00% of your

deferral contributions which do not exceed 1.00% of your compensation, plus 50.00% of your deferral

contributions which exceed 1.00% but do not exceed 6.00% of your compensation.  For example, assume

you earn compensation of $30,000 for the Plan Year and you defer $1,800 of your compensation (6%).  You

would receive a total matching contribution of $1,050.00. Your matching contribution would consist of a

100.00% match on your first $300.00 (1.00% x $30,000) of deferral contributions and a 50.00% matching

contribution on your next $1,500.00 (5.00% x $30,000) of deferral contributions.  You would not receive a

matching contribution on the remaining $750.00 of your deferral contributions, the amount of your

deferral contribution which exceeds 6.00% of your compensation.

Note:  If you are eligible to make salary deferrals into the Plan, you also are eligible for the special matching contribution.  The
Employer will consider the salary deferrals you make for each payroll period in determining your matching contribution.

Auto Enrollment Deferral Schedule:  If you do not make an affirmative deferral election (including an

election to not defer into the Plan) then your Employer will automatically defer into the Plan a portion of

your compensation based upon the following schedule:   a 5% deferral during your first year of

participation, a 6% deferral during your second year of participation, a 7% deferral during your third

year of participation and a 8% deferral during your fourth year of participation.  You may "opt-out" of

this schedule at any time by making your own affirmative deferral election.  Any deferral contribution you

make whether by your own affirmative election or by the automatic deferral election will entitle you to

receive the matching contribution based upon the formula described above.

Modification of contribution:  If your Employer decides to increase, decrease or cancel the Safe Harbor



contribution, your Employer will notify you of this decision at least 30 days before the effective date of the

change.

Other Employer contributions:  Your Employer, in its sole discretion, may make additional contributions

as described on page 3 ("Plan Highlights").

Distribution and vesting provisions:  You generally may not withdraw your deferral contributions, the Safe

Harbor contributions or other Employer contributions except when one of the following events occurs:

severance from employment with your Employer, death, disability or attainment of age 59 1/2.  You are

always 100% vested in your deferral contributions and in the Safe Harbor contributions your Employer

makes on your behalf.  Employer contributions vest per the applicable vesting schedules as described on

page 3 (Plan Highlights).

In addition to the distribution events listed in the previous paragraph, if you make Roth 401(k) deferrals, you may

take a qualified distribution of your Roth 401(k) deferrals only if you satisfy two requirements.  First, the

distribution must be on account of attainment of age 59 ½, death or disability.  Second, the distribution must not

occur prior to the end of the 5-year participation period that begins with the first taxable year for which you made

a Roth 401(k) deferral to the Plan, or if earlier, the first taxable year for which you made a Roth 401(k) deferral to

another Roth 401(k) plan or Roth 403(b) plan that you rolled over to this Plan.  If you take a qualified distribution

of your Roth 401(k) deferrals, you will receive tax-free the earnings on the Roth 401(k) deferral, in addition to the

Roth 401(k) deferrals.  If you take a distribution of your Roth 401(k) deferrals that is not a qualified distribution,

the earnings on the Roth 401(k) deferrals will be taxable to you.

Default Investment of Plan Contributions: You are permitted to select the investment option(s) for the

contributions made to the Plan on your behalf. However, if you fail to provide investment direction (that is,

you do not provide a valid instruction as to how the contributions should be invested), then the

contributions will be invested in the Plan’s Default Fund.

The Default Fund may be a Qualified Default Investment Alternative (QDIA). A QDIA is an investment option

under the Plan which is intended to promote the long term capital growth of your account balance in order to

achieve meaningful retirement savings. If a plan contribution is invested in the QDIA, you still have the right to

transfer the contribution from the QDIA to any other investment option available under the Plan. Prior to

requesting any movement of funds, please review the fund prospectus for policies regarding frequent trading and

market timing, if any.

You may contact the Plan Administrator to obtain information regarding the specific investment(s) that will serve

as the Default Fund/QDIA, fees and expenses that may be associated with the Default Fund/QDIA, and alternative

investments available under the Plan.   You may also refer to the Investment Performance Information and

Disclosure for more information.

Employer's right to terminate:  Pursuant to the terms of the Plan, your Employer has the right, at any

time, to terminate the Plan.  Termination of the Plan will result in the discontinuance of all contributions to

the Plan (including the Safe Harbor 401(k) contribution) with respect to any compensation you receive

after the effective date of termination.  Termination of the Plan will not affect your right to receive any

contributions you have accrued as of the effective date of the termination.

For further information:  Please refer to the Summary Plan Description for a complete explanation of the

Plan features.  Please ask the Plan Administrator if you have any question regarding your rights or

obligations under the Plan or if you would like to obtain an additional copy of the Summary Plan

Description.  Please see page 3 ("Plan Highlights") for your Plan Administrator's contact information.



PLAN HIGHLIGHTS ATTACHMENT

Dave Loden Construction, Inc.

Employer: Dave Loden Construction, Inc. Plan Year End: December 31

TIN: 83-0315284 Plan Effective Date: January 1, 2019

Plan Number: 001 Amendment Date:

Who Can Participate? If you are an employee age 19 or over who has completed one year of service with the

employer then you have met the plan’s eligibility requirements.

To complete “one year of service” you must work at least 1,000 hours during the twelve

(12) consecutive month period following the date of hire.

You will join the plan on the first day of the next month after meeting the eligibility

requirements.  See information below regarding your initial login and access to your

account to complete the plan enrollment process.

How Do I Contribute to
the Plan?

You may elect to defer as much as 100% of your gross wages (“compensation”) up to a

maximum of $19,000 per year (annual maximum for 2019). If you are age 50.0 or older

during the year there is a “catch-up” provision to contribute an additional $6,000. All

contributions are pre-tax (federal and state income taxes) but post-tax for FICA and

FUTA.

The Plan offers you the flexibility to designate all or part of your elective deferrals as

Roth contributions. Roth contributions are made with post-tax payroll dollars.  In other

words, the money you contribute is post-tax but the money you withdraw at retirement

(including investment gains) is tax free.

If you do not enroll, your deductions will be as follows:

Year of Plan
Participation

Automatic Deferral
Election

1 5% of compensation

2 6% of compensation

3 7% of compensation

4 8% of compensation

Does My Employer
Contribute to the Plan?

Yes.  Your Employer makes the following contributions to the Plan on your behalf.

A Safe Harbor matching contribution of 100% of your elective deferral•
contributions up to 1% of compensation plus 50% of your elective deferral

contributions over 1% up to 6% of compensation.

A new comparability non-elective or “profit-sharing” contribution.•
To receive these contributions you must:

Be employed on the last day of the Plan year; ando

Work more than 1000 hours during the Plan year.o

How Do I Become
“Vested” In My Plan
Account?

Vesting is your ownership in your account balance. You are always 100% vested in

your deferral account balance and rollover account balance.

The account balance from employer contributions vest according to the schedule below:

Years of Vesting Service



Contribution Type 0 1 2 3 4 5 6

Profit Sharing 0% 0% 20% 40% 60% 80% 100%

AE Safe Harbor Match 0% 0% 100% 100% 100% 100% 100%

Regular Deferral 100% 100% 100% 100% 100% 100% 100%

Roth Deferral 100% 100% 100% 100% 100% 100% 100%

Regular Rollover 100% 100% 100% 100% 100% 100% 100%

Roth Rollover 100% 100% 100% 100% 100% 100% 100%

Note:  You earn a Year of Vesting Service for any Plan year that you worked at least
1,000 hours.

Can I Borrow Money
From My Account?

No.  Your Employer does not allow loans from the Plan.

When Can Money be
Withdrawn From My
Account?

Money may be withdrawn from your Plan account in these events:

Retirement at age 65.0•
Termination of employment, disability or death•
After reaching age 59.5 while still employed•
Upon certain immediate and heavy financial needs•

See the Summary Plan Description for more details regarding the tax implications of

any withdrawal from your account.

How Do I Obtain
Information About My
Account?

You may access your account 24/7 using either of the following methods:

Internet: www.eplanservices401k.com

Initial Username: Social Security Number (no dashes)•
Initial Password: Last 4 Digits of SSN•

Note:  You will be prompted to change both your username and password

immediately upon log-in. User names and passwords must be at least 8 and up to

16 letters and/or n umbers and are case sensitive.

Voice Response System (available in English and Spanish): (866) 797-4015

In addition, you may contact Customer Service at 888-827-4749 Monday through

Friday between the hours of 7:00 am and 5:00 pm Mountain Time.

Who Do I Contact At My
Company To Obtain
Additional Information
About The Plan?

Employer Trustee(s)

Dave Loden Construction,

Inc.

400 Hemlock St.

Buffalo, WY 82834

Erick Loden

Cindy Loden

Contact Name Phone Number eMail Address

Loden, Erick 307-217-0773 eloden@davelodenconst.com

Trustee Address(es) are the same as Employer Address referenced above.

NOTE: This Plan Highlights Attachment Is Not Meant To Be A Substitute For A Thorough Reading Of The Summary Plan
Description. The Provisions Of The 401(K) Plan Are Very Complex And Cannot Be Fully Explained Through This Plan Highlights



Attachment. You Should Use The Plan Highlights Attachment As A Reference While Reading The Summary Plan Description. You Should
Always Consult The Summary Plan Description If You Have Any Questions About The Plan. If You Still Have Questions After Reading The
Summary Plan Description, You Should Consult The Plan Administrator.



Investment Performance Information and Disclosure1 (AS OF 03-31-2019)

Dave Loden Construction, Inc. 401k Plan

Fund Information Ticker Category Total Return Average Annual Total Return Expense(%)2,3 Concession(%)6

YTD 3 mos. 1 3 5 10 ITD
BANC Master Deposit Account B4 BMBXO Cash Account 0.18 0.18 0.67 1.27 - - 1.47 - 0.00
www.bancofcal.com $0.00
   Crane Taxable Money fund Indexes (benchmark) 1.73 0.88 0.54 0.30 0.00

DFA Intermediate Govt Fixed-Income I $ DFIGX Intermediate Government 2.53 2.53 4.97 1.04 2.40 3.04 - 0.13 0.00
www.dfaus.com $1.30
   - - - - - -

Franklin Convertible Securities Adv FCSZX Convertibles 14.02 14.02 13.45 15.13 9.28 14.24 - 0.60 -
www.franklintempleton.com $6.00
   - - - - - -

MFS Massachusetts Investors Gr Stk R4 $ MIGKX Large Growth 17.69 17.69 16.59 16.40 12.61 16.84 - 0.48 0.14
www.mfs.com $4.80
   - - - - - -

T Rowe Price InstitutionalBlue Chip Growth Fund TBCIX Large Growth 16.20 16.20 12.24 20.18 15.04 18.96 16.26 0.57 -
www.troweprice.com $5.70
   - - - - - -

John Hancock US Global Leaders Growth I $ USLIX Large Growth 16.83 16.83 20.34 16.90 12.85 16.70 - 0.91 0.09
www.jhfunds.com $9.10
   - - - - - -

Harbor Cap App Inst $ HACAX Large Growth 17.54 17.54 11.52 18.49 13.94 17.21 - 0.66 0.09
www.harborfund.com $6.60
   - - - - - -

Franklin Rising Dividends Fund $ FRDAX Large Blend 15.08 15.08 12.12 12.98 9.66 14.81 - 0.63 0.14
www.franklintempleton.com $6.30
   - - - - - -

Parnassus Core Equity Investor $ PRBLX Large Blend 13.32 13.32 13.41 12.37 10.46 15.33 - 0.87 0.23
www.parnassusfunds.com $8.70
   - - - - - -

Vanguard Equity-Income Adm $ VEIRX Large Value 11.11 11.11 7.58 11.26 9.38 15.42 - 0.18 0.00
www.vanguard.com $1.80
   - - - - - -

BlackRock Mid-Cap Growth Equity Instl $ CMGIX Mid-Cap Growth 20.76 20.76 16.80 21.91 14.00 18.58 - 0.80 0.23
www.blackrock.com $8.00
   - - - - - -

Vanguard Mid-Cap Index Fund Admiral $ VIMAX Mid-Cap Blend 16.77 16.77 5.98 11.59 8.85 16.67 - 0.05 0.00
www.vanguard.com $0.50
   - - - - - -

Vanguard Mid-Cap Value Index Admiral $ VMVAX Mid-Cap Value 13.81 13.81 1.05 9.77 7.70 16.57 13.73 0.07 0.00



www.vanguard.com $0.70
   - - - - - -

AB Small Cap Growth Portfolio Class I $ QUAIX Small Growth 21.84 21.84 15.03 23.72 10.96 19.76 - 0.91 0.09
www.alliancecapital.com $9.10
   - - - - - -

Vanguard Small Cap Growth Index Adm $ VSGAX Small Growth 19.50 19.50 10.40 15.77 8.72 17.53 14.20 0.07 0.00
www.vanguard.com $0.70
   - - - - - -

Dreyfus Sm Cap Stk Index $ DISSX Small Blend 11.48 11.48 1.12 11.89 7.95 16.54 - 0.50 0.09
www.dreyfus.com $5.00
   - - - - - -

Goldman Sachs Small Cap Value I $ GSSIX Small Blend 12.49 12.49 -1.26 10.51 6.15 15.35 - 0.94 0.00
www.gs.com $9.40
   - - - - - -

Oppenheimer International Diversified I $ OIDIX Foreign Large Growth 11.75 11.75 -5.17 8.52 4.30 11.77 8.39 0.88 0.00
www.oppenheimerfunds.com $8.80
   - - - - - -

Oppenheimer Develop Mkt A $ ODMAX Diversified Emerging Mkts 12.31 12.31 -4.14 11.34 3.44 11.19 - 1.29 0.46
www.oppenheimerfunds.com $12.90
   - - - - - -

Vanguard Global Equity $ VHGEX World Stock 12.92 12.92 2.19 11.88 7.33 13.62 - 0.48 0.00
www.vanguard.com $4.80
   - - - - - -



Footnotes
1The Employee Retirement Income Security Act of 1974, as amended, (“ERISA”) requires service providers like ePlan Services, Inc. to provide disclosure of investment  information as well as disclosure of fees earned from providing

services to a qualified retirement plan.  This disclosure provides a portion of that required information.
2The Net Expense Ratio displayed reflects any fee waivers or reimbursements that may be in effect. The fund may discontinue the waivers at any time. Please see the prospectus for more details.
3The Expense dollar amount reflects the cost impact of the Net Expense Ratio upon a $1,000.00 investment over a one year period.
4The Employer hereby agrees and directs this investment option will be the investment vehicle into which Plan contributions made on behalf of Participants who have not made affirmative investment elections will be invested (the

"Default Fund").
6The Concession rates indicate a shareholder service fee that the custodian of the plan assets makes available as revenue to ePlan Services, Inc.  ePlan Services, Inc. does not retain this amount as fee revenue but rather reallocates

these amounts into plan participant accounts.

$The following funds indicate a possible redemption fee as described.  Please see the fund prospectus for more information.

DFA Intermediate Govt Fixed-Income I: 0% deferred sales charge subtracted from amounts withdrawn within null of purchase.

MFS Massachusetts Investors Gr Stk R4: 0% deferred sales charge subtracted from amounts withdrawn within null of purchase.

John Hancock US Global Leaders Growth I: 0% deferred sales charge subtracted from amounts withdrawn within null of purchase.

Harbor Cap App Inst: 0% deferred sales charge subtracted from amounts withdrawn within null of purchase.

Franklin Rising Dividends Fund: 0% deferred sales charge subtracted from amounts withdrawn within null of purchase.

Parnassus Core Equity Investor: 0% deferred sales charge subtracted from amounts withdrawn within null of purchase.

Vanguard Equity-Income Adm: 0% deferred sales charge subtracted from amounts withdrawn within null of purchase.

BlackRock Mid-Cap Growth Equity Instl: 0% deferred sales charge subtracted from amounts withdrawn within null of purchase.

Vanguard Mid-Cap Index Fund Admiral: 0% deferred sales charge subtracted from amounts withdrawn within null of purchase.

Vanguard Mid-Cap Value Index Admiral: 0% deferred sales charge subtracted from amounts withdrawn within null of purchase.

AB Small Cap Growth Portfolio Class I: 0% deferred sales charge subtracted from amounts withdrawn within null of purchase.

Vanguard Small Cap Growth Index Adm: 0% deferred sales charge subtracted from amounts withdrawn within null of purchase.

Dreyfus Sm Cap Stk Index: 0% deferred sales charge subtracted from amounts withdrawn within null of purchase.

Goldman Sachs Small Cap Value I: 0% deferred sales charge subtracted from amounts withdrawn within null of purchase.

Oppenheimer International Diversified I: 0% deferred sales charge subtracted from amounts withdrawn within null of purchase.

Oppenheimer Develop Mkt A: 0% deferred sales charge subtracted from amounts withdrawn within null of purchase.

Vanguard Global Equity: 0% deferred sales charge subtracted from amounts withdrawn within null of purchase.

Legal Disclosure

The performance numbers shown reflect SEC “standardized performance” for each applicable investment vehicle.  Thus, these figures are total return numbers and reflect performance net of all investment management and related fees
and expenses.  These returns do not reflect any asset based fees, which may be assessed to each client’s account.  These fees would have reduced the performance shown.

The above performance data represents past performance and past performance does not guarantee future results.  Investment returns and principal value will fluctuate so that an investor’s shares, when redeemed, may be worth more
or less than their original cost.  There are specific risks associated with different asset classes and investment strategies including but not necessarily limited to the special risks associated with foreign stocks, small-cap stocks, sector
funds and high yield bonds.

Information contained herein that has been provided by Morningstar:  (1) is proprietary to Morningstar and/or its content providers; (2) may not be copied or distributed; and (3) is not warranted to be accurate, complete or timely.  Neither
Morningstar nor its content providers are responsible for any damages or losses arising from any use of this information.  Past performance is no guarantee of future results.

An investor should carefully consider the investment objectives, risks, charges and expenses of each investment before investing.  More information is provided on the product website including Fund Fact Sheets, fund prospectus and
the value of a share of each fund.  Please read this information before investing.

ePlan Advisors, LLC shall not be responsible for investment decisions, damages or other losses resulting from the use of this information.



This document includes important information to help you compare the investment options under your retirement plan.  If you want additional information about your investment options, you can go to the specific Internet Web site
address shown above or use the contact information shown on the “Fee and Investment Disclosure” document.  If necessary, use that same contact information to obtain a free paper copy of the information available on the Web site[s].

The cumulative effect of fees and expenses can substantially reduce the growth of your retirement savings. Visit the Department of Labor’s Web site for an example showing the long-term effect of fees and expenses at
http://www.dol.gov/ebsa/publications/401k_employee.html. Fees and expenses are only one of many factors to consider when you decide to invest in an option. You may also want to think about whether an investment in a particular
option, along with your other investments, will help you achieve your financial goals.



 

Introduction to QSEHRA 

Great news! Your employer is offering you a health benefit called a QSEHRA, which stands for 
Qualified Small Employer Health Reimbursement Arrangement. It is a special kind of HRA designed 
specifically for small employers like yours. It is fully funded by your employer (you do not need to 
add money to your account), and it is designed to reimburse employees for eligible health insurance 
premiums tax-free in most cases! 

The way it works is you purchase an individual health insurance plan that best fits your health 
needs, you pay for your healthcare costs out-of-pocket, and your employer will reimburse you up to 
a certain amount each month! 

Eligibility Requirements 
To receive reimbursements through the QSEHRA, you must have health insurance that qualifies as 
Minimum Essential Coverage (MEC). Most plans today meet MEC requirements, such as plans 
purchased from Healthcare.gov, employer group plans, COBRA, TRICARE, Medicare (A or C), 
Medicaid, and more. 

Plans that do not qualify as MEC include: critical illness, indemnity, short-term plans, vision or 
dental only, and plans that only offer discounts on medical services. If you need to shop for your 
individual health insurance plan, Take Command Health can point you in the right direction! 

Reimbursements 
Each month Take Command Health will send your employer a report telling them how much you 
claimed for reimbursement. After your employer has reviewed the report, they will reimburse you 
directly or through your payroll. Please note: reimbursements do not come from Take Command 
Health. 

Have Questions? 
Want to learn more about your small business HRA plan? We have a variety of articles on our blog 
and help center to help answer many of your questions! You can also contact support anytime via 
chat directly on our website or via e-mail at support@takecommandhealth.com. 

https://www.takecommandhealth.com/blog
https://intercom.help/take-command-health
mailto:support@takecommandhealth.com


 

How to Get Started with Take Command Health 

Your company has set up a Qualified Small Employer Health Reimbursement Arrangement 
(QSEHRA) with Take Command Health. You can now get reimbursed for healthcare costs. Getting 
set up with Take Command Health is easy! 

Eligibility 
In order to be eligible for reimbursements through your company's QSEHRA, you must be covered 
by a health insurance plan that provides Minimum Essential Coverage (MEC). When you access the 
Take Command Health member portal, we will ask for proof of your coverage to verify eligibility. 

1. Activate Your Account 
Follow the instructions in the welcome email from Take Command Health. If you don't see that 
email, let your employer know, or reset your password, and then log into the Member Portal with the 
email address your employer used. 

2. Purchase Insurance 
You'll be responsible for purchasing your own health insurance that qualifies as Minimum Essential 
Coverage. If you don't have health insurance yet, Take Command Health can point you in the right 
direction to find a plan. If you're already on a plan, you can use that, too! 

3. Provide Proof of Coverage 
Whether you're already covered by a plan or purchasing a new one, you must provide proof of 
coverage to get started. Take Command Health will check that your plan qualifies as Minimum 
Essential Coverage, which is required to receive reimbursements through the QSEHRA. 

Reimbursements 
Once we verify your eligibility, then you can begin submitting claims for reimbursement! 

1. Set Up Your Premium as an Automatic Recurring Premium 
You can submit your monthly premium as a recurring expense on the Member Portal instead of 
submitting a separate claim each month. By doing that, we'll automatically create a claim for you 
each month during the calendar year. Don't forget to update this if your premium or coverage 
changes. 

2. Get Reimbursed! 
Take Command Health will track and report your reimbursements to your employer each month, and 
your employer will reimburse you. You can always see the status of your claims on the Member 
Portal. 

https://app.takecommandhealth.com/password-reset
https://app.takecommandhealth.com/member-portal
https://app.takecommandhealth.com/member-portal/compliance
https://app.takecommandhealth.com/member-portal/compliance
https://app.takecommandhealth.com/member-portal/reimbursements/recurring
https://app.takecommandhealth.com/member-portal/reimbursements/recurring


 

What Premiums Can Be Reimbursed Through 
QSEHRA? 

Through your company's QSEHRA, your employer will reimburse you for your monthly insurance 
premiums. You must be covered by a Minimum Essential Coverage (MEC) health insurance plan 
in order to receive QSEHRA reimbursements. As long as you are covered by a Minimum Essential 
Coverage (MEC) health insurance plan, you are eligible to receive reimbursements through 
QSEHRA for certain types of insurance premiums. However, there are a few types of plans to be 
aware of that cannot be reimbursed through your company's QSEHRA, even if you have a MEC 
Plan. Below is an outline of which plans are and are not eligible for reimbursement through 
QSEHRA. 

Eligible Premiums 

Major Medical Plans 
Major Medical plans are those compliant with the Affordable Care Act (ACA) and qualify as 
Minimum Essential Coverage. If you purchased your plan through Healthcare.gov or your state's 
public marketplace, your plan is a Major Medical plan, and your reimbursement through QSEHRA 
will be tax-free. 

Spouse's Employer Group Plan 
If you're covered by your spouse's group plan there are some nuances to know regarding premium 
reimbursement. First, only the portion of the group premium that is not paid for by your spouse's 
company is eligible for reimbursement. Second, most group plans are already paid on a pre-tax 
basis from your spouse's paycheck. This is great! However, the IRS doesn't want you to "double 
dip" by also getting a pre-tax QSEHRA reimbursement, so your QSEHRA claim for your premium 
will be paid on a taxable basis. If you can verify that your premium is paid post-tax by your spouse 
(very rare), then you can still be reimbursed tax-free through QSEHRA! 

Government Plans 
Medicare, Medicaid, Tricare, and VA Care are all eligible healthcare plans and qualify as Minimum 
Essential Coverage. If you are on one of these plans and pay a monthly premium out of pocket, 
those can be reimbursed through QSEHRA tax-free. 

Dental Insurance & Vision Insurance Plans 
Monthly premiums paid for individual and dental insurance plans can be reimbursed tax-free 
through QSEHRA. If you have dental and vision benefits through your spouse's employer,  only the 
portion of the group premium that is not paid for by your spouse's company is eligible for 



reimbursement. In addition, if your spouse pays the premiums for your dental and insurance plans 
pre-tax, you can only be reimbursed for these premiums on a taxable basis. 

Limited Benefit Plans 
Limited Benefit Plans are usually significantly cheaper than Major Medical plans but only provide a 
fixed amount of benefits (vs. unlimited benefits). These plans include short-term plans, fixed 
indemnity plans, accident plans, and any other plan that pays a medical benefit. As long as you 
also have a Minimum Essential Coverage health plan, and the limited benefit plan pays a medical 
benefit to the provider (not a cash benefit to you), the premiums on these plans can be reimbursed 
tax-free through QSEHRA. 

Health Sharing Plans 
Health Sharing Plans are not technically insurance under the Affordable Care Act, and the 
"premiums" you pay to be a member of a Sharing Plan, typically referred to as a "monthly share" 
amount or similar, are not recognized by the IRS as being actual insurance premiums under IRS 
Section 213(D). For that reason, even though they cannot be reimbursed tax-free through QSEHRA, 
they can be reimbursed outside of QSEHRA on a taxable basis (included in income). You'll submit 
reimbursement claims just like everyone else through the Take Command Health platform to get a 
taxable reimbursement for your monthly share. 

Ineligible Premiums 

Cash Benefit Plans 
Cash Benefit Plans pay you cash if you're sick or injured. These plans are sometimes called Critical 
Illness, Gap, or Out-of-Pocket plans. The premiums on Cash Benefit Plans are not eligible for 
reimbursement because these plans by definition do not provide a medical benefit. If you have a 
policy that provides payments for other than medical care, you can include the premiums for the 
medical care part of the policy if the charge for the medical part is reasonable. The cost of the 
medical part must be separately stated in the insurance contract or given to you in a separate 
statement. 

Other Types of Insurance Plans 
Additional insurance policies that do not pay a medical benefit and therefore cannot be reimbursed 
through QSEHRA include: 

 Life insurance policies 
 Policies providing payment for loss of earnings 
 Policies for loss of life, limb, sight, etc. 
 Auto insurance 



 

What happens to Premium Tax Credits with 
QSEHRA? 

What is a Premium Tax Credit? 
Premium tax credit is a subsidy which is available to those purchasing health insurance from the 
health insurance marketplace (exchange). The credit provides financial assistance to pay the 
premiums for the qualified health plan offered through a Marketplace. 

How will my QSEHRA affect my tax credit? 
If you are receiving a tax credit from the government to subsidize your monthly premium, in general, 
the QSEHRA will reduce your eligible tax credit amount dollar for dollar. Basically, you will be 
exchanging the tax credit from the government with the QSEHRA tax-free reimbursement from 
your employer. You may still access their tax credits if the benefit is less than the premium tax 
credit (PTC) available to you, or if you are already not accepting your full benefit. 

It's important to note that you can't opt-out of the QSEHRA and still receive your full tax credit. 
Your eligibility for tax credits is based on the reimbursement amount offered to you, not on the 
amount you actually receive. 

For example, if you are eligible for a $400 premium tax credit but receives $300 allowance from 
their small business HRA, they would be able to use only $100 of the tax credit. The tax credit can 
be reduced to zero, but it can't go below zero. 

You may or may not already be using your entire tax credit, but the QSEHRA allowance will offset 
your eligible tax credit amount. 

What should I do? 
When you purchase your policy, you should request an adjusted tax credit from the exchange. If 
you've already purchased your plan, you can contact the exchange to let them know you want to 
reduce the tax credit that you are receiving. 

We can help you understand the numbers and answer your questions about tax credits & QSEHRA. 
Reach out to support@takecommandhealth.com with your questions! 

A friendly reminder: Please note that we at Take Command Health are not licensed tax professionals. 

mailto:support@takecommandhealth.com


























USCIS  
Form I-9 

OMB No. 1615-0047 
Expires 10/31/2022

 Employment Eligibility Verification 
Department of Homeland Security  

U.S. Citizenship and Immigration Services 

Form I-9  10/21/2019   Page 1 of 3

►START HERE: Read instructions carefully before completing this form. The instructions must be available, either in paper or electronically, 

during completion of this form. Employers are liable for errors in the completion of this form. 

  
ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT specify which document(s) an 
employee may present to establish employment authorization and identity. The refusal to hire or continue to employ an individual because the 
documentation presented has a future expiration date may also constitute illegal discrimination. 

Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form I-9 no later 
than the first day of employment, but not before accepting a job offer.)
Last Name (Family Name) First Name (Given Name) Middle Initial Other Last Names Used (if any)

Address (Street Number and Name) Apt. Number City or Town State ZIP Code

Date of Birth (mm/dd/yyyy)

- -

 Employee's E-mail Address Employee's Telephone Number U.S. Social Security Number

1. A citizen of the United States

2. A noncitizen national of the United States (See instructions)

3. A lawful permanent resident

4. An alien authorized to work    until 
(See instructions)

(expiration date, if applicable, mm/dd/yyyy):

(Alien Registration Number/USCIS Number):

Some aliens may write "N/A" in the expiration date field.

I am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in 

connection with the completion of this form. 
  

I attest, under penalty of perjury, that I am (check one of the following boxes):

Aliens authorized to work must provide only one of the following document numbers to complete Form I-9:  
An Alien Registration Number/USCIS Number OR Form I-94 Admission Number OR Foreign Passport Number.

1. Alien Registration Number/USCIS Number:

2. Form I-94 Admission Number:

3. Foreign Passport Number:

Country of Issuance:

OR

OR

QR Code - Section 1   
Do Not Write In This Space

Signature of Employee Today's Date (mm/dd/yyyy)

Preparer and/or Translator Certification (check one):     
      I did not use a preparer or translator.  A preparer(s) and/or translator(s) assisted the employee in completing Section 1.
(Fields below must be completed and signed when preparers and/or translators assist an employee in completing Section 1.)
I attest, under penalty of perjury, that I have assisted in the completion of Section 1 of this form and that to the best of my 

knowledge the information is true and correct.

Signature of Preparer or Translator Today's Date (mm/dd/yyyy)

Last Name (Family Name) First Name (Given Name)

Address (Street Number and Name) City or Town State ZIP Code

Employer Completes Next Page



Form I-9  10/21/2019   Page 2 of 3

USCIS  
Form I-9 

OMB No. 1615-0047 
Expires 10/31/2022

 Employment Eligibility Verification 
Department of Homeland Security  

U.S. Citizenship and Immigration Services 

Section 2. Employer or Authorized Representative Review and Verification 
(Employers or their authorized representative must complete and sign Section 2 within 3 business days of the employee's first day of employment. You 
must physically examine one document from List A OR a combination of one document from List B and one document from List C as listed on the "Lists 
of Acceptable Documents.")

Last Name (Family Name) M.I.First Name (Given Name)
Employee Info from Section 1

Citizenship/Immigration Status

List A
Identity and Employment Authorization Identity Employment Authorization

OR List B AND List C

Additional Information QR Code - Sections 2 & 3 
Do Not Write In This Space

Document Title

Issuing Authority

Document Number

Expiration Date (if any) (mm/dd/yyyy)

Document Title

Issuing Authority

Document Number

Expiration Date (if any) (mm/dd/yyyy)

Document Title

Issuing Authority

Document Number

Expiration Date (if any) (mm/dd/yyyy)

Document Title

Issuing Authority

Document Number

Expiration Date (if any) (mm/dd/yyyy)

Document Title

Issuing Authority

Document Number

Expiration Date (if any) (mm/dd/yyyy)

Certification: I attest, under penalty of perjury, that (1) I have examined the document(s) presented by the above-named employee, 

(2) the above-listed document(s) appear to be genuine and to relate to the employee named, and (3) to the best of my knowledge the 

employee is authorized to work in the United States. 

The employee's first day of employment (mm/dd/yyyy):  (See instructions for exemptions)

Today's Date (mm/dd/yyyy)Signature of Employer or Authorized Representative Title of Employer or Authorized Representative

Last Name of Employer or Authorized Representative First Name of Employer or Authorized Representative Employer's Business or Organization Name

Employer's Business or Organization Address (Street Number and Name) City or Town State ZIP Code

Section 3. Reverification and Rehires (To be completed and signed by employer or authorized representative.)
A. New Name (if applicable)
Last Name (Family Name) First Name (Given Name) Middle Initial

B. Date of Rehire (if applicable)
Date (mm/dd/yyyy)

Document Title Document Number Expiration Date (if any) (mm/dd/yyyy)

C. If the employee's previous grant of employment authorization has expired, provide the information for the document or receipt that establishes 
continuing employment authorization in the space provided below.

I attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if 

the employee presented document(s), the document(s) I have examined appear to be genuine and to relate to the individual. 

Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy) Name of Employer or Authorized Representative



LISTS OF ACCEPTABLE DOCUMENTS

All documents must be UNEXPIRED

Employees may present one selection from List A  
or a combination of one selection from List B and one selection from List C.

LIST A

2.   Permanent Resident Card or Alien 
Registration Receipt Card (Form I-551)

1.   U.S. Passport or U.S. Passport Card

3.   Foreign passport that contains a 
temporary I-551 stamp or temporary 
I-551 printed notation on a machine-
readable immigrant visa

4.   Employment Authorization Document 
that contains a photograph (Form 
I-766) 

5.   For a nonimmigrant alien authorized  
to work for a specific employer 
because of his or her status:

Documents that Establish 

Both Identity and 

Employment Authorization

6.   Passport from the Federated States 
of Micronesia (FSM) or the Republic 
of the Marshall Islands (RMI) with 
Form I-94 or Form I-94A indicating 
nonimmigrant admission under the 
Compact of Free Association Between 
the United States and the FSM or RMI

b. Form I-94 or Form I-94A that has  
the following:
(1) The same name as the passport; 

and
(2) An endorsement of the alien's 

nonimmigrant status as long as 
that period of endorsement has 
not yet expired and the 
proposed employment is not in 
conflict with any restrictions or 
limitations identified on the form.

a. Foreign passport; and

For persons under age 18 who are 

unable to present a document 

listed above:   

1.   Driver's license or ID card issued by a 
State or outlying possession of the 
United States provided it contains a 
photograph or information such as 
name, date of birth, gender, height, eye 
color, and address

9.   Driver's license issued by a Canadian 
government authority

3.   School ID card with a photograph

6.   Military dependent's ID card

7.   U.S. Coast Guard Merchant Mariner 
Card

8.   Native American tribal document

10.   School record or report card

11.   Clinic, doctor, or hospital record

12.   Day-care or nursery school record

2.   ID card issued by federal, state or local 
government agencies or entities, 
provided it contains a photograph or 
information such as name, date of birth, 
gender, height, eye color, and address

4.   Voter's registration card

5.   U.S. Military card or draft record

Documents that Establish  

Identity 

LIST B

OR AND

LIST C

7.   Employment authorization 
document issued by the 
Department of Homeland Security

1.   A Social Security Account Number 
card, unless the card includes one of 
the following restrictions:

2.   Certification of report of birth issued 
by the Department of State (Forms 
DS-1350, FS-545, FS-240) 

 
3.   Original or certified copy of birth   
      certificate issued by a State,  
      county, municipal authority, or  
      territory of the United States  
      bearing an official seal

4.   Native American tribal document

6.   Identification Card for Use of 
Resident Citizen in the United 
States (Form I-179)

Documents that Establish  

Employment Authorization

5.   U.S. Citizen ID Card (Form I-197)

(2)  VALID FOR WORK ONLY WITH 
INS AUTHORIZATION

(3)  VALID FOR WORK ONLY WITH 
DHS AUTHORIZATION

(1)  NOT VALID FOR EMPLOYMENT
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Examples of many of these documents appear in the Handbook for Employers (M-274).

Refer to the instructions for more information about acceptable receipts.



 

400 Hemlock St   |   Buffalo, WY 82834   |   Phone (307) 684-5838   |   Fax (307 684-2185 

 

 

Date_____________________________ 

 

I ___________________________________________________________________(printed name) 
and employee of Dave Loden Construction Inc. herby authorize Dave Loden Construction Inc. to 
withhold any money due them from my paycheck(s). 

Money due may be due to, but not limited to any of the following reasons: 

• Deliberate vandalism or destruction of company property 
• Damage incurred to company property in my care/possession due to negligence 
• Advancement of pay or loans received from Dave Loden Construction 
• Unauthorized charges to accounts Dave Loden Construction accounts or Cards 

 

I further agree that if I become delinquent or behind, reasonable/encured attorney fees and collection 
costs will be added to the balance owed to Dave Loden Construction Inc.  

 

 

 

__________________________________________________(signature) 



 

Dave Loden Construction INC Credit Card Use Agreement 

Please sign below indicating that you have read and understand the following rules, regulations and restrictions 
regarding the use of a Dave Loden Construction Company Credit Card. If at any time you are entrusted with a 
company credit card; either one assigned to you, or one given to you for a temporary basis the following rules or 
restrictions apply for its use. Violation of these rules will result in deduction of pay to cover the cost of purchases 
as well as disciplinary action up to and including termination of employment.  

*You must turn in all receipts for all credit card purchases weekly! 

*special, and unique exceptions may be made on a case by case basis, only if approved in advance by Erick Loden 

The Card May be used for:  

• Motels for crew members the night prior to a day they are scheduled to work 
• Gas for company vehicles when used for company use (not personal use of company vehicles) 
• Gas in personal vehicles when you have agreed to use your vehicle for company use (this does 

not include getting to or from a regular job site) 
• Materials needed on a DLC site 
• Tools, incidentals, and safety equipment that the company typically provides (not personal hand 

tools) 
• Ice and Water for the job site 
• Food for the crew  - *only when approved or instructed to do so by company management 

The Card may not be used for (to include by not exclusive to): 

• Gas for personal use 
• Motels outside of the night prior to scheduled work days 
• Food 
• Personal tools or building materials 
• Any other personal use or items 

 

Agreed (Sign)  __________________________________         Date  ____________ 

 

Print  __________________________________ 



 

Dave Loden Construction INC Vehicle Assignment Agreement 

Company Trucks/Vehicles are available to you (only with permission / any time (circle one)). 

Please use a company credit card to purchase fuel for all business related activities.  

You must personally pay for an appropriate amount of fuel for any personal use of the vehicle. 
*With Prior Approval  

*In order to use the vehicle for personal use, you must carry and have proof of either an unowned 
vehicle insurance policy or a personal vehicle insurance policy that includes unowned vehicle coverage. 

You are responsible for: 

• Keeping the truck clean of garbage, spills or general debris on a daily basis (inside and 
outside) 

• Protecting the truck from damage  
o Interior – seats from tears or damage by tools 
o Exterior from damage from load 

• Reporting any necessary repairs or damage to be fixed 
• Informing your superior when a vehicle needs service 
• Following all state and federal laws concerning the operation of the vehicle 
• *Maintaining an unowned vehicle insurance policy or a personal vehicle insurance policy 

that includes unowned vehicle coverage (Required to ever use a company vehicle for 
personal use) 

 

 

Agreed (Sign)  __________________________________         Date  ____________ 

Print  __________________________________ 
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