Scorton Shores Association

Financial Guidance when using Contractors
 

1. Projects and expenses that are not approved as part of the association budgeting process and budget acceptance by the general membership, must be approved prior to starting the unplanned project or incurring unplanned expenses.
- For unplanned projects or expenses not exceeding $500, approval is required by the SSA President.
- For unplanned projects or expenses not exceeding $2000, approval is required by the SSA Board of Directors.
- For unplanned projects or expenses exceeding $2000, approval is required by the general membership.
 

2. If contracted services are to be used in the execution of the project, insure that the following guidance is adhered to:
 
- A Certificate of Liability Insurance is to be obtained prior to contracting for the service. SSA does not use contractors or independent contractors who do not carry liability insurance.
- A W-9, Request for Taxpayer Identification Number and Certification, should be requested from the contractor. Though it is desirable to receive a W-9, the project can proceed without a W-9.
- To the extent possible, multiple quotes should be sought prior to accepting a contractor to perform the service. The accepted quote must be in writing (email or hand written is acceptable) and must have the name of the contractor or independent contractor on the quote.
- For large and involved projects, it is desirable to have a written contract describing the work to be performed that is signed by both the contractor and an SAA representative prior to starting the work.
- Upon completion of the project, an invoice must be submitted to the association for payment. The business name on the invoice must match the business name on the quote and the business name on the Certificate of Liability.
- The invoice must be 'approved for payment' by the chair of the committee paying for the service. Email approvals are acceptable. Approvals along with a copy of the invoice must be sent to the SSA Treasurer for payment.
- The invoice will be paid using the 'Bill Pay' application that SSA uses associated with our Rockland Trust account. It is important that the invoice correctly reflect the business mailing address, as this will be used by the bank to deliver the payment.
- SSA does not pay for contracted services with a personal check (prepared by the Treasurer) and does not pay any invoices in cash. Payment by personal check or in cash is not to be agreed to for any contracted services.
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