Covington Square Subdivision Association
Work Approval Request  -- submit this request prior to commencing work

Purpose and Instructions
Use this form to submit requests for subdivision purchased goods and services, or to obtain authorization for homeowner provided services for the subdivision.  

Send this form to board@covingtonsquare.org before engaging the contractor or incurring any expense.  Include a written quotation with this form for contracted services.

The subdivision encourages homeowner involvement in the maintenance and upkeep of our common areas.  Homeowners may be eligible for compensation for services provided on behalf of the subdivision, if authorized by the board in advance of performing the service or purchasing goods.  The board will confirm the service need, applicability, and price.  Requests without board pre-authorization will be denied.


Requestor name:_________________ 	Date of request:  _________________

Requestor address: _________________ 	Requestor phone #: _________________

	Description of Service or Product
	Contractor or Name
	Amount1

	1. 
	
	$

	2. 
	
	$

	3. 
	
	$

	4. 
	
	$

	5. 
	
	$

	
	Total
	$



[bookmark: _GoBack]1Please estimate labor hours to complete activities performed by homeowners or submit a firm fixed price quote.  Firm fixed price quote for service > $750 without an accompanying competitive bid from at least 2 contractors will be rejected.

Only subdivision board members are authorized and insured to approve and sign contracts on behalf of the subdivision.  Before approving an agreement for contracted services, the board will request a certificate of liability insurance and a W-9 form from the recommended contractor.  The insurance certificate must list Covington Square Subdivision Association as the certificate holder.

A W-9 form is required from each person exceeding $600 labor in a calendar year.  The treasurer will withhold any payment that will exceed the $600 threshold until a W-9 is received.

Board approval: _________________ 	Date: ______________
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