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Best Practices When Working with Vendors
Every outside vendor hired to work for the ROC should be able to provide proof of insurance and a list of references. All vendors are required to provide a W-9. 
If the ROC is seeking competitive bids, a written and detailed Scope of Work should be provided to all vendors. This ensures that all bids are based on the same information and criteria. Once a vendor is selected, the ROC should enter into a contract executed by all parties before any work is performed. The ROC may choose to have the corporate attorney review any and all contracts before signing.
When creating a Scope of Work, be sure all vendors have the same due date. All bids should be kept together and reviewed by a committee or the Board of Directors after the due date. When evaluating bids to determine selection, it is best practice to consider the 5 C’s*:

1. Competency – When reaching out to references, inquire to the quality of workmanship and customer satisfaction. Do not be afraid to ask if there were any issues. 
2. Capacity – Does this vendor have the time and staff to handle the ROC project? Is the vendor able to meet the ROC deadline? Does the vendor have the right skillset for the job? What kind of response times does the vendor have?
3. Commitment – Is this vendor willing to make the ROC project a priority? Does this vendor want to establish a long term relationship with the ROC?

4. Communication – Is the vendor aware of the ROC corporate structure? If not, are they willing to learn? Often times involving a committee and a Board of Directors can lengthen a process – are they understanding of this timeframe? Is the vendor willing to attend a Board of Directors or Membership Meeting for clarification? Is the vendor willing to give the ROC a heads up on all timing of work in order for the ROC to communicate with residents? 

5. Cost – Most people consider cost to be a key factor when choosing a vendor, but remember to balance it against the other C’s. Is this bid the highest? Lowest? Did the vendor bid according to the Scope of Work?
*After a vendor has completed work, it is always best practice to re-evaluate the vendor based on the 5 C’s. The 5 C’s should be used to present a Preferred Vendor List to the Board of Directors for formal approval. A preferred vendor list should be kept in the Operations Handbook and updated no less than annually. Even when working with a preferred vendor a Scope of Work should be utilized for all quotes and updated insurance should be obtained periodically. 
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