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07 3426 9888
419 Fairfield Road Yeronga,

 QLD, 4104
       pm1@jensenproperty.com.au
jensenproperty.com.au

Dear Potential Contractor,
Our Agency is committed to providing the highest levels of customer service. We require Contractors seeking work through our Agency to become an ‘Agency Approved and Preferred Contractor’.

The first step in this process involves providing us with the information and documentation as enclosed. A checklist has been included to assist you. This must be returned for you to qualify as a Preferred Contractor.
As it is our policy that only approved Contractors shall be referred work from our Agency, I thank you in anticipation of your co-operation in this matter. 

If you have any queries please do not hesitate to contact us via pm1@jensenproperty.com.au or phone 07 3426 9888.

Yours faithfully

Jensen Property

Property Management
Enc:
Agent Requirements for Contractors


Contractor Service and Price Schedule Sample


Contractor Appointment Form
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AGENT REQUIREMENTS 
FOR CONTRACTORS
Jensen Property
Address: Shop 1/419 Fairfield Road, Yeronga QLD 4104



Contact: 07 3426 9888                              Email:  fiona.wilson@jensenproperty.com.au
Our Agency is committed to providing the highest levels of customer service.  We require Contractors seeking work through our Agency, to become an Agency Approved and Preferred Contractor.  Please note the following important information and provide the required documentation as the first step to achieve the required Contractor status.

PRIOR TO COMMENCING WORK FOR OUR AGENCY

· Complete Contractor Appointment Form.

· Provide copies of applicable current Licences and Card numbers.

· Provide copies initially and then annually of Certificate of Currency of Insurances for Indemnity, Public Liability and Work Cover Policies.

· Ensure your Staff and Contractors are aware of our processes and requirements.

· Supply a list of your main services and fees and charges current and then annually update information for next year – as a price guide.

· Provide at least 2 References and contact numbers to enable us to confirm the quality of your work and reliability. 

PRIVACY POLICY

· Please refer to the Privacy Statement included in the Contractor Appointment Form and also our Company’s Privacy Policy available on our website or upon request.

AVAILABILITY

· Tradespeople used must have a mobile number with active message bank which is checked and responded to regularly. 

· Tradespeople who are required for Emergency work – e.g. Plumber, Electrician, Locksmiths, must be contactable 24 hours / 7 days a week. 

· If going away / time off etc, please advise our office of your alternate / relief contact numbers prior.

· If you are not able to accept the work and complete it in the required time period, please advise the Property Manager promptly, so the job can be reallocated.

HOW WORK REQUESTS WILL BE SUPPLIED

Emergency / Urgent Work:

· Emergency work is telephoned to you and followed with an email or fax Work Request, at the earliest opportunity.

· Tradespeople are to reply immediately to messages left of urgent nature.

General Work / Quotes:

· All Tradespeople will require preferably an email address and/or a reliable fax machine as all work orders are produced in writing and emailed or faxed to you with full details of the job or quote required and access information.

To ensure that our Agency complies with the relevant Legislation, as well as to meet our contractual obligations with Clients, Tradespeople are required to:

1. Respond to our work requests by ALWAYS CONTACTING THE TENANT THE SAME DAY OR WITHIN 24 HOURS if not a vacant Property. Advise Tenants you have received authority from our office to attend to work required. Briefly outline what you will be doing, discuss and arrange a time for entry. 

Advise our office of the arrangements so we know the status also and follow-up with an Entry Notice to the Tenants, if applicable.

2. If you are not able to contact the Tenant within 48 hours of receiving the job, please call the Property Manager, who will send an Entry Notice, with your details and date and time of entry or assist in the contact process.

3. Do not enter the Property without the above steps first taking place.

4. If our office advises that you can collect the key from our office, you are still required to contact the Tenant as a courtesy. Advise us of your entry details or if you have not been successful in contacting the Tenant/s. If necessary, we will contact the Tenant/s on your behalf and send an entry notice to the Tenant/s.

5. If a Tenant is home at the time when you attend to the job/quote, please, wear your name badge, company uniform, be neatly attired - applicable for the work you do, show the Tenant your business identification or introduce yourself etc. Offer to remove your footwear before inside entry, if not required for the job you are doing e.g. safety. 

Please do not park on the driveway without first consulting the Tenants.
6. Work quietly and quickly and remove all rubbish, tools etc and clean up before leaving the Property. 

7. Keep the Tenant and the Property Manager informed of the job status at all times.

8. If the Tenant is not home and you have had approval to enter with our keys, always leave your business card either on the kitchen bench or in the letter box, with a brief note, ‘see over’ and on the reverse advise of job status. E.g. ‘Tap fixed’ or ‘Need a part, will return Thursday.’

9. If a limit of an amount authorised to repair is given, determine the cost first. If the cost is over the authority amount you must advise the Property Manager, whilst on site, and seek further instructions. Of course, if it is an emergency, this step does not take priority.

10. When you are at the Property, we appreciate your vigilance. Please report to our Agency, if you find any other concerns or issues we need to be aware of.

PAYMENT PROCESS

· Our Tradespeople are usually paid within 30 days of receiving the invoice. 

· If work relates to a Tenant’s Bond, payment will be made from the Landlord’s account, wherever possible. The Bond will reimburse the Landlord.

· We pay Tradespeople electronically into a nominated account - please provide your BSB and account details. 

· An itemized statement is forwarded to you within 48 hours of a direct deposit processed into your account.

· No other payment options are available.

· All invoices are to be addressed to ‘THE OWNER’ c/- Agency.

· We recommend that you request a 50% deposit to commence work over $1,000. 

· End of month accounting preparation commences after the 23rd of the month. Please have invoices to our office by this date to be given priority processing.

· Invoices received after 23rd of the month will be included in the next month processing.

THANK YOU

We appreciate your skills and service and value our working relationship.

Communication is the key ingredient to ensuring we both benefit from our association. That is why we have outlined our Policies, processes and requirements in writing for you. From our experience, by following the process described in this document all parties know the status of work and jobs provided to your company which in turn helps to minimise issues which can arise, such as delays in completion of work, client communication and payment to you.

YOUR SUGGESTIONS / FEEDBACK

If you have any suggestions that can assist or improve the way we work together, we would appreciate hearing from you! 


CONTRACTOR ACKNOWLEDGMENT AND ACCEPTANCE 

OF AGENT REQUIREMENTS

On behalf of the Contractor / Company, the Agency Requirements for Contractors supplied has been read, understood and accepted.

Please find attached the completed Contractor Appointment to Act, copies of all Insurance Certificates of Currency and Licences, as requested.

	Contractor Name
	
	

	Signature
	
	Date

	Contractor Name
	
	

	Signature
	
	Date

	Agency Name
	Jensen Property
	

	Signature
	
	Date


	Contractors Checklist

Please complete the information below and return with all relevant documents

	BUSINESS NAME
	

	T/as
	

	CONTACT DETAILS
	

	Address
	

	
	

	Mailing Address
	

	
	

	M 
	W 
	H 

	Fax
	Is messagebank active?
	Yes / No

	Email

	BANK DETAILS

	Bank

	Branch
	BSB
	A/C #

	Statement Delivery
	(
Please fax/email me my statement at the end of each month

	
	(
Please post me my statement at the end of each month

	REFERENCES

	Name
	M 
	W 

	Name
	M 
	W 

	PLEASE READ AND COMPLETE

	(
Privacy Statement on the Contractor Appointment Form. Our Agency’s Privacy Policy is available on our website or upon request. 

(
Appointment of Contractor Form completed and returned with copies of the following attachments:

(
Applicable and current licences/card numbers - copies attached

(
Certificate of Currency of Insurance for indemnity, public liability and work cover policies – copies attached

(
Agent Requirements for Contractor Form acknowledged, signed and returned with list of main services and current fees and charges attached (see Contractor Service and Price Schedule – Sample)

(
It is noted that by the Contractor that the Agent is NOT liable to pay the Contractor except as Agent of the Owner. The Contractor agrees to issue all Tax Invoices to ‘THE PROPERTY OWNER C/- Jensen Property’

	CONTRACTOR ACKNOWLEDGEMENT AND ACCEPTANCE OF AGENT REQUIREMENTS

	On behalf of the Contractor/Company, the information supplied above has been read, understood and accepted.

Please find attached the completed items as indicated below:

(
Contractor Appointment Form

(
Agent Requirements for Contractors

(
Contractor Service and Price Schedule

(
Copies of all Insurance Certificates of Currency

(
Copies of Licences

	Contractor NAME
	

	Signature
	
	Date
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