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HOA Maintenance Services, Inc.

Approved Vendor Application
Please type or print.  Note: your application must be complete before we can approve you as a new vendor.  

[image: image1.jpg]Company Name:

Contact Person:

Type of Service:

Mailing Address:

City, State, Zip Code:

Telephone:

Fax:

Email & Website:

Federal Tax I.D. #:

Social Security #:

1) Will you drive onto the property to provide your product or service?  Yes _____  No _____

2) Is your business a Corporation _____  Partnership _____  Sole Proprietorship _____

3) Does your company have other locations?  Yes _____  No _____

4) Does your company use the same Federal Tax I.D. at all of its locations?  Yes _____  No _____

5) Are you related to an employee of anyone associated with HOA Maintenance Services, Inc.?    Yes _____  No _____ 
If yes, please explain relationship on back of this page.

Vendor’s Signature:  _______________________________________________  Date: ______________

HOA Maintenance Services’ Signature:  ____________________________  Date: ______________


HOA MAINTENANCE SERVICES, INC.

VENDOR CONTRACT TERMS AND PROVISIONS

The terms and provisions (“Contract”) hereof apply to all contracts for service/materials for  any property, which is a client HOA Maintenance Services Incorporated (HOA).  The terms and provisions apply whether HOA is acting  Independent Contractor on behalf of the owner of the property(s) (“Owner”).  The terms and provisions hereof shall supersede and replace any terms of other contracts with suppliers of service/materials to the contrary.  When signed, the following terms and provisions will affect contracts currently in existence.  

Section I.  Minimum Insurance Coverage Required

The following is a brief explanation of the insurance required to become an approved vendor for HOA Maintenance Services.  Vendors must submit an ORIGINAL certificate of insurance.  The certificate must name HOA Maintenance Services Inc. as additional insured.  See example enclosed.  

1. GENERAL LIABILITY

The minimum coverage required is as follows:

· General Aggregate 
$
1,000,000


· Product-Com/Ops Aggregate
$
1,000,000


· Personal & Advertising Injury
$
500,000

· Each Occurrence
$
500,000

· Fire Damage (Any one fire)
$
50,000

· Medical Expense (Any one person)
$ 
5,000

2. WORKER’S COMPENSATION

Worker’s Compensation Insurance is required if you will perform a physical service on a property.  The minimum coverage required is as follows:

· Each Accident
$
100,000

· Disease – Policy Limit
$
500,000

· Disease – Each Employee
$
100,000

3. AUTOMOBILE LIABILITY

All vendors required to drive onto the property, to either deliver a product or provide a service, must have automobile liability insurance.

4. ADDITIONAL REQUIREMENTS

A. Subcontractor(s) – If you plan to use a subcontractor you must submit insurance certificates for the subcontractor before work can be performed.  This includes General Liability, Automobile Liability, and Worker’s Compensation.

B. Waiver of Subrogation – the Vendor must provide a Waiver of Subrogation of the extent of the Vendor’s negligence naming HOA Maintenance Services for General Liability, Automobile Liability, and Worker’s Compensation.

C. Additional Insured – The insurance certificate must have a provision naming HOA Maintenance Services for General Liability and Automobile Liability.

D. 30-day notice – The Vendor’s insurance carrier must provide HOA Maintenance Services notice of cancellation and/or modification of the Vendor’s insurance coverage.  Renewal insurance certificates must be in our office BEFORE each renewal date so that you will remain on the approved vendor list.  

E. Cancellation – HOA Maintenance Services reserves the right to remove any vendor from Approved Vendor Status without notice if the vendor fails to provide require information on a timely basis.  

Section II.  General Contract Terms

1. HOA or the vendor can cancel the contract with a thirty-day written notice to the other party at the address shown in the contract.  There shall be no penalty for cancellation with notice.  

2. Vendor contract must include a provision that requires a thirty-day written notice to cancel and/or modify insurance coverage under the contract.  Contracts shall be made in the name of the property and/or the owner.  HOA shall not be named in any capacity other than contractor and shall not bear any liability for payment of said contract/services.  

3. Vendors need to open a separate account (#) for each property to which materials/services are supplied.  The signed HOA Vendor Contract Terms and Provisions form will apply as a blanket agreement for all properties being served.  This applies to all vendors.  Credit references to open separate accounts shall be those of the Property(s) and the Owner(s).  The credit of HOA shall not be considered.  

4. The following accounting procedures are required for payment:

A. All invoices should be in the name of the Property and mailed to the individual property requesting goods/services c/o HOA Maintenance Services, Inc. 4 SW Monroe Parkway Suite M, Lake Oswego OR 97035.
B. Invoices must be numbered.

C. Payments will be processed 30 days from the date the property receives the invoice. 

D. Any questions regarding past due invoices should be directed to the accounting department at HOA Maintenance Services.

5. Vendor shall indemnify and hold harmless HOA Maintenance Services, Property, and Owner, their agents, officers, directors, employees, representatives, heirs, or assigns from all claims, damages, losses, expenses (including attorney’s fees and court costs) of whatsoever nature resulting from the work performed or being performed by the Vendor or its subcontractor(s).  The Vendor and/or its subcontractor(s) shall waive any and all rights of subrogation against HOA Maintenance Services, Property, Owner, their agents, officers, directors, employees, representatives, heirs, insurers, or assigns.

6. Vendor shall perform all work in compliance with applicable federal and state laws, and all local ordinances.  Vendor and/or subcontractors shall indemnify, hold harmless, and defend HOA Maintenance Services and Owner from any and all claims or damages that result from the violation of such laws by the Vendor or its subcontractor(s).  This indemnity specifically includes attorney’s fees and court costs incurred by HOA or the Owner.

7. Vendor agrees to instruct its employees and/or subcontractor(s) that any violation of HOA’s Harassment Policy that is proven legitimate, shall be grounds for immediate termination of the contract.  Payment for work in progress and/or services/products delivered shall be calculated on a “work completed” basis and HOA and the owner shall not be held responsible for monies outstanding for uncompleted work or products not delivered (see Exhibit “A” – Harassment Policy).

8. Payment to the Vendor will be made after goods/services have been rendered and approved.  Vendors shall charge no finance charges until 60 days from the date the invoice is received at the property.  Vendors shall refund monies paid for services for any time services were interrupted.  

9. Payment to the Vendor releases HOA, Property, and Owner from all obligations to Vendor or its subcontractor(s).  Submission of a request for payment, and payment of that request shall be construed as a Release of Lien for all labor and materials.  Vendor will indemnify, hold harmless, and defend HOA and Owner, and immediately discharge any liens threatened or filed by any subcontractor(s).  

10. Vendor acknowledges that HOA is, and will be, acting solely as  Independent Contractor on behalf of Owner when procuring services and/or materials for the property.  All extensions of credit shall be based solely on the credit of the Owner or Property.  Vendor acknowledges that HOA is not obligated now, or in the future, to Vendor for such services and/or materials furnished to such properties.  Vendor hereby agrees to indemnify and hold harmless HOA from any and all claims for payment, and agrees to look solely to the Owner of the property for payment and/or restitution.  

11. Vendor agrees that there are no oral agreements between Vendor, HOA, and/or Owner that would contradict the Terms and Provision hereof.

12. A minimum of three current references with contact information must accompany document.

13. HOA signature must be Vice President or above.

SIGNED:

HOA Maintenance Services, Inc.

By: 

Printed Name:

 Title: 

Date:

VENDOR

(Print or type vendor tradename)

By:

Printed Name:

Title:

Date:

EXHIBIT “A”

HARASSMENT POLICY

Associates and other individuals providing services to the Company (such as vendors and subcontractors) are prohibited from engaging in unwelcome sexual advances, requests for sexual favors, or other verbal, visual or physical conduct of a sexual, racial, ethnic, or age-related nature which could create a hostile, intimidating or offensive work environment.  Such harassment is intolerable, against the law, and will result in appropriate discipline, up to and including termination.

Unwelcome sexual advances, requests for sexual favors and other verbal, visual, or physical conduct of a sexual nature may constitute harassment in violation of this policy when (i) submission to such conduct is made, either explicitly or implicitly, a term or condition of employment; (ii) submission to rejection of such conduct is used as the basis for an employment decision; or (iii) such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile, or offensive working environment.

Examples of conduct which would constitute sexual harassment include, but are not limited to, verbal or visual harassment or abuse (e.g., degrading sexual comments, unwelcome propositions, and sexually offensive jokes, materials, and tricks), unwelcome requests for sexual favors or activity, inappropriate touching of a sexual or abusive nature (pinching, hugging, patting or repeated brushing against another individual’s body), or a suggestion, threat, or action that makes the affected individual’s employment, work-related opportunities, or benefits subject to submission to sexual demands, harassment, or sexually offensive conduct.

Associates who believe they have been harassed on account of their sex, age, ethnicity, or race should immediately report the alleged incident to their supervisor or the on-site manager.  Incidents of harassment should be reported as soon as possible so that the Company can begin a prompt investigation.  If associates do not wish to discuss the incident with their supervisors or on-site manager, they should report it immediately to the Director of Human Resources at the Company’s central office.

Associates who observe incidents of sexual, age, ethnic, or racial harassment against others should report such conduct to their supervisor, on-site manager, or the Company’s Director of Human Resources.

All claims of harassment will be investigated in a confidential and objective manner.  The investigation will be a genuine attempt to identify and remedy the problem.  If, upon completion of the investigation, it is determined that harassment in violation of this policy has occurred, immediate corrective action will be taken against the associate, supervisor, or manager involved, up to and including termination of employment.  

The Company prohibits retaliation, harassment, or intimidation against employees complaining of harassment on sex, age, ethnicity, or race.

Confidentiality

It is HOA’s policy not to release information concerning a complaint of harassment to third parties or to anyone with the Company who is not directly involved in the investigation.  Information will not be released to a prospective employer.  The purpose of this provision is to protect confidentiality, encourage the reporting of any incidents of harassment, and protect the reputation of any associate wrongfully charged with harassment.

Sanctions of Violations

Any associate who is found to have engaged in any discriminatory acts or practices prohibited by law shall be subject to serious disciplinary actions up to and including termination as well as potential civil liability in court to the person discriminated against. 
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