Covington Square Subdivision Association
Work Request Procedure

Purpose 
This procedure outlines the steps necessary to submit requests for subdivision purchased goods and services, or to obtain authorization for homeowner provided services on behalf of the subdivision.  

For purchased services:
1. Obtain a quote from one or more contractor(s).  Evaluate at least 2 contractors for services exceeding $750.
2. Complete the Covington Square Subdivision Association Work Approval Request form.
3. Submit a copy of the contractor quote(s) and Work Approval Request form to board@covingtonsquare.org.
4. Board will approve or reject the work request.
5. If approved, board will obtain insurance certificate and W-9 from contractor.
6. Board will sign contract and engage the contractor.
7. Contractor will submit invoice(s) to requesting committee member. 
8. Committee member will forward invoice to treasurer@covingtonsquare.org, if services were performed satisfactorily as defined by the supplier contract.
9. Treasurer will issue payment to contractor.

For homeowner provided services:
1. [bookmark: _GoBack]Complete the Covington Square Subdivision Association Work Approval Request form.  Estimate the labor hours to complete the work and requested rate or requested firm fixed price quotation.  The board has general agreed rates for most tasks.  Requests for higher rates may be denied.  Estimate cost for purchased materials, if any. 
2. Obtain a quote from one or more contractor(s) for estimated services exceeding $750.  This step may be omitted if the subdivision already has a similar quotation on file from prior work requests (cite example if requesting omission).
3. Provide a W-9 to secretary@covingtonsquare.org, if any person will exceed $600 labor during the calendar year. 
4. Submit a copy of the contractor quote and Work Approval Request form to board@covingtonsquare.org.
5. Board will approve or reject the work request.
6. If approved, complete the work.
7. Submit the name and actual number of hours worked for each worker along with a receipt for purchased materials, if any, to treasurer@covingtonsquare.org.
8. Treasurer will confirm W-9 is on file for any person exceeding $600 in a calendar year.
9. Treasurer will issue payment, if W-9 is on file or unnecessary (as defined in Step 8 above).

For ease, documents (other than W-9’s) may be provided in the newspaper slot in the mailbox of the responsible board member in lieu of scanned documents via e-mail. W-9’s are only to be sent by email if the attachment is encrypted, by US mail, or delivered in person.
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