The Analysis Factor

Policies and Procedures for Hourly Consulting Clients

Please save this document.  It has detailed information about how to contact us, set up and access appointments, and any other information we need to send to you.  We use a number of great technologies to help us give you an excellent consulting experience.  And since statistics, and its software, can be frustrating enough, we want to ensure that working with us doesn’t add to it.  This document should guide you easily through the various services we use.  But if you get stuck at any point, feel free to contact our customer support at Consulting@analysisfactor.com.

If you’ve attended any of our online workshops, you’ll be familiar with some of these, but there are specific details here for using them in consulting.

Contacting us

For any sort of technical, service, or billing assistance, please contact Jenifer at jenifer@analysisfactor.com.

To contact a consultant with questions or to set up appointments:

Phone/Fax: 877-272-8096
Email: Consulting@analysisfactor.com
The Analysis Factor Office

Email: office@analysisfactor.com
Snail Mail: 678 Valley Road, Brooktondale, NY 14817

Fax: 877-272-8096
We are open and available for appointments from 9am to 3pm M-F.  We can, by request, also schedule appointments between 3pm-5pm or from 7-9pm, M-F.  All times are Eastern Standard Time (New York).

Our office is closed on the following US holidays:

New Year’s Day

Memorial Day

Independence Day

Labor Day

Thanksgiving (including the Wednesday before and the Friday following Thanksgiving)

Christmas eve and Christmas day  

We are open for reduced hours in the week between Christmas and New Year’s.

Billing

There are two ways you can pay for hourly consulting.  

1.  Pay a deposit of $300, and you will be invoiced as the project progresses.

Pay this deposit using our secure shopping cart at http://www.analysisfactor.com/services/consulting-programs.html#Hourly.   Just click on “Click Here to Purchase” and it will take you directly to the shopping cart.  Check out of the shopping cart by paying directly with your credit card or through PayPal.

We invoice on a monthly basis, or at the end of the consultation process, whichever comes first.  At the end of each month, we will invoice you for hours used in the previous month.  The deposit will be applied to your last invoice.  

If you make your initial deposit payment via PayPal, we will invoice you via PayPal.  Payment is due within 7 days.

If you pay directly using your credit card, we will email you an invoice, then directly charge your credit card 7 days later.  Please review the invoice upon receipt and inform us of any errors or questions within those 7 days.




2. Purchase a block of at least 5 hours at a 5% discount.  This discount is in addition to academic and student discounts. (Why a discount?  It’s less work for us, so we’re passing the savings on to you).

Pay for a block using our secure shopping cart at http://www.analysisfactor.com/services/consulting-programs.html#Hourly.   Just click on “Click Here to Purchase” and it will take you directly to the shopping cart.  Choose the number of hours you would like to purchase and pay directly with your credit card or through PayPal.

If you use run out of hours, you will need to purchase another block to continue consulting.  Blocks of hours can be used for up to a year from the date of purchase.

We will keep a dated, ongoing tally of the number of hours you’ve paid for and have used up at your Basecamp account (see below).  We realize that if you are paying out of your pocket, cost can be a concern.  We always strive to be as efficient as possible, but if you have a firm limit on what you can spend, please let us know and we will not exceed it.

If your department, grant, or institution is paying for your statistical consulting and requires payment by check, we can invoice you for both the deposit and on a monthly basis.  Just contact us at Consulting@analysisfactor.com to make arrangements.  All checks must be payable in US dollars.

Appointments

Appointments can be made by contacting us at Consulting@analysisfactor.com.  We strive to schedule all appointments within a week of request.  Our busiest times of year are fall (September-November) and late winter (February-April).  During these times, you will need to allow more lead-time to make appointments.

Should you need to cancel an appointment, please notify your consultant as early as possible.  If you are late or do not show up for an appointment, we will wait 15 minutes and you will be billed for that time at your regular rate.

If for any reason, you show up for an appointment on GoToMeeting and your consultant is not there, you should call our office right away.  It is rare, but it has happened that the system failed to connect the two waiting parties.

Hourly Consulting Rates

We want to support the work of academics, non-profits, and students and understand differences in the ability to pay.  At the risk of complexity, we offer a variety of discounts to our clients in different job roles.

Regular rate:



$100/hour

Academic rate: 



$ 85/hour (15% discount)

Student/Non-profit charity rate: 
$ 75/hour (25% discount)

· Students must be enrolled in an accredited degree program.

· The academic rate applies to all employees of academic institutions, including faculty, staff, and post-doctoral associates.

· Non-profit charities are non-profits that do work with end beneficiaries.  Large non-profit organizations can use the academic rate.

If you believe the aforementioned categories do not reflect your personal situation, please contact us at consulting@analysisfactor.com.

Web Meetings

We use GoToMeeting® for our web meetings.   The first time you use GoToMeeting, it will automatically download a small file to your computer.  It can take a few minutes to log into GoToMeeting, so we suggest you arrive a few minutes early the first time.

To join the consultation meeting:

1. go to: https://www2.gotomeeting.com/join/120718514

2. For audio, use your microphone and speakers (VoIP) - a headset is recommended. Or, call in using your telephone. 

Switzerland: +41 (0) 225 3301 90 
United Kingdom: +44 (0) 203 355 7648 
United States: +1 516 453 0013 
Access Code: 120-718-514 
Audio PIN: Shown after joining the meeting 
Meeting ID: Will be sent to you with the GoToMeeting request.

PC System Requirements:

· Internet Explorer® 6.0 or newer, Mozilla® Firefox® 2.0 or newer (JavaScript™ and Java™ enabled)

· Windows® 2000, XP, 2003 Server or Vista

· Cable modem, DSL, or better Internet connection

· Minimum of Pentium® class 1GHz CPU with 512 MB of RAM (recommended) (2 GB of RAM for Windows® Vista)

Mac® System requirements:

· Safari™ 3.0 or newer, Firefox® 2.0 or newer (JavaScript™ and Java™ enabled) 

· Mac OS® X 10.4 (Tiger®) or newer

· PowerPC G4/G5 or Intel processor (512 MB of RAM or better recommended)

· Cable modem, DSL, or better Internet connection

Basecamp

We use Basecamp as a private, online center for us to share files and messages and to keep your project well organized.  When we get busy, as we generally do during semesters, we find that email attachments get out of hand.  Basecamp allows us to keep everything in one place, and to make sure you and we are always viewing the same, most recent version of any given document, whether it is a research proposal, program, data file, output, etc.

Within about 24 hours of setting up hourly consulting, you should receive an email from us giving you instructions to set up a login and password to Basecamp.  Please write down your username and password in a secure location.

You can always access our Basecamp at: http://analysisfactor.basecamphq.com.  If you’ve attended any of our online workshops, you already have a Basecamp login.  We will create a new, secure Basecamp project for your consultations, and give you access to this new project.

If you have any collaborators that you would like to also have access to your Basecamp project, please notify us with their name and email address and we will give them access.

There are 2 main tabs on Basecamp that you will find useful, although you should feel free to use the others as well.

1. The Files tab is where you’ll find any consultation recordings, output, or any other files we need to send you.  Feel free to upload any files you need to share with us.

2. The Messages tab allows us to keep communications in one easy-to-find place.  Any message you send your consultant through the Messages tab can and should also be emailed.  Before you send the message, just click on your consultant’s name where it says “Subscribe people to receive email notifications.”

