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JWB Property Management (collectively referred to as “JWB PM”) uses the same line item pricing for

materials as the Construction department for all maintenance on currently-rented or vacant

post-construction homes. All pricing for a Vendor’s specific trade is transparently provided and agreed

upon during the onboarding process. PM has a slightly different billing process because of the nature of

our business- coordinating with residents, trip charges, etc. Each vendor agrees to the following billing

structure:

● 1st hour is covered by the agreed upon trip charge

● Every additional hour is covered by the agreed upon labor charge

● Material is billed with no mark-up based on JWB’s Chart of Accounts or actual material cost

o If using actual cost for billing, please include a copy of your receipt when billing

● Scope of work and materials needed are clearly and specifically outlined on every estimate and

invoice. Each need to be broken down by trip charge, hourly labor and hours spent, and each

material cost.

Our approval thresholds for maintenance:

● Less than $400- if repairs are below $400 no approval is needed unless otherwise noted in the

email (so long as you are sticking with agreed upon pricing)

● More than $400- a formal estimate is required to be sent via email to the Maintenance

Coordinator who ordered the work within 24 hours. Owner approval is needed, and the vendor

must wait for approval before proceeding. Each quote must be broken down including trip fee,

estimated hours spent for labor cost, and all materials listed individually.

● Certain homes have a $250 max threshold- Always doublecheck for the threshold on each WO.

Certain homes have a $250 threshold. If the cost of work will exceed this amount, do not

proceed with work and send in a quote to the maintenance coordinator.

***Any time additional work beyond the original work order is needed, the Maintenance Coordinator

must be notified before proceeding***

**Please read email entirely for exceptions **

Work Order Submission and Communication

● Work orders will be submitted via email. The work order will include;

o address, resident name, contact information, description of issue, priority, WO#,

threshold, and any related photos and information

● NON- EMERGENCY- Residents must be contacted by vendor within 24-48 hours from the time

the WO is sent

● EMERGENCY- Residents must be notified ASAP. If unable to take the WO the Maintenance

Coordinator must be notified immediately

● Email Maintenance Coordinator once scheduled and provide the date and time of appointment



● Completion notes from job should be submitted with photos and description of work done via

email within 24 business hours from the time of the appointment

● Any job completed for over $1,000 must have completion photos. Invoice will not be paid until

completion photos are received.

● Communication with the Maintenance Coordinator assigned to the work order is imperative. If a

work order is not confirmed within 24 hours of receiving, the Coordinator will make one final

attempt to contact the vendor again, and will dispatch elsewhere if they cannot reach you.

Additionally, when pending scheduling, the MC must receive updates - if they are unable to

reach the vendor, the job will be pulled and assigned elsewhere.

Invoicing Procedures for PM

Invoice must contain the following information:

● Date of service

● Property address of service location

● Work order number (provided by Maintenance Coordinator)

● Breakdown of charges: service charge, labor charge, and material/scope breakdown by lf, sqft,

etc.

Invoice must be submitted to the following location by Tuesdays at NOON to pay out the following

Wednesday:

maintenance@jwbcompanies.com

Any invoices received after Tuesday at NOON will be processed the following week and paid out a week

after that (2-3 weeks in arrears).

Invoices for all work MUST be sent within 30 days of completion, otherwise they will not be paid.

When in doubt with questions about invoicing or cost, please email the Maintenance Coordinator who

ordered the work for clarification before billing. This avoids confusion and a bill being skipped or denied

once it is in the approval process.

A reasonable expectation for invoice payment should be 10 days in arrears if the bill is submitted before

Tuesday at NOON.

Once onboarded you will set up your ACH (direct deposit) with our payment system, Bill.com. Once the

ACH is set up, you will begin receiving e-payments for your invoices.
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JWB HOLIDAY INVOICE POLICY

We honor the following holidays with time and a half on the labor charge. This means the service charge

would stay the same, the labor charge could be billed at time and a half, and material charges would stay

the same.

New Year’s Day

Memorial Day

Fourth of July

Labor Day

Thanksgiving Day

Christmas Eve

Christmas Day

What We Require:

General Liability Insurance

JWB Construction Group requires that each subcontractor have a minimum of $1 million per

occurrence/$2 million aggregate of General Liability Insurance coverage, as well as having JWB

Construction Group listed as an additional insured on the policy. **new policy must be submitted to

fixit@jwbcompanies.com before the expiration date so we can update it in the system***

Example of what the General Liability section should look like on your Certificate of Liability Insurance:

Workers’ Compensation Insurance

All vendors seeking to work with JWB must also have a Workers’ Compensation insurance policy with $1

million in coverage or an exemption (if you are owner-operator with no employees at all).**new policy

must be submitted to fixit@jwbcompanies.com before the expiration date so we can update it in the

system***

Reference the following table for requirements:

# of Employees Requirement

owner only

Workers’ Comp Policy or State of Florida

Exemption†

mailto:fixit@jwbcompanies.com
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owner and 1+ Workers’ Comp Policy

†To apply for exemption: https://apps.fldfs.com/bocexempt/#b

Example of what the Workers’ Compensation section should look like on your Certificate of Liability

Insurance:

Hold Harmless Agreement

By agreeing to perform services for JWB Construction Group, all vendors hereby agree that the terms

of the following indemnification agreement are deemed incorporated into, and made a part of all

contracts, purchase orders or agreements to perform services, whether written or verbal, between

such vendor and JWB Construction Group or its affiliates:

Vendor hereby holds JWB Construction Group, LLC and its owners, employees, agents,

attorneys, affiliates, parents and subsidiaries (collectively referred to in this provision as

“JWB”) harmless from and indemnifies JWB against any liability, causes of action,

lawsuits, litigation, damage, expense, including attorneys’ fees and court costs, or any

type of claim whatsoever arising out of or relating to Vendor’s (including Vendor’s

employees, agents, independent contractors, sub-contractors or suppliers) rights,

obligations, actions or inactions in connection with (i) this purchase order or project;

and/or (ii) the performance of any other services for JWB or on any other projects

involving JWB.

Additionally, in consideration for JWB utilizing Vendor’s services, Vendor shall agree to enter into a

Separate Hold Harmless agreement with substantially the foregoing terms, prior to performing any

services of JWB. If any Vendor changes ownership or corporate structure, such Vendor must execute a

new Hold Harmless agreement prior to performing any work for JWB.



Other Paperwork

● Application

● Licensing

● W-9

● Property Management Vendor Manual Acknowledgement

Your completed application with contact info and references, Certificate(s) of Liability Insurance, any

licensing required by law, a completed W-9, a signed Hold Harmless Agreement, and a signed Property

Management Vendor Manual Acknowledgment must be submitted to the JWB Construction

Administrative Assistant to be kept on file prior to scheduling any work. The Acknowledgment reads as

below:

I hereby acknowledge the receipt of this Property Management Vendor Manual and

affirm that I have read it in full. I understand all of the procedures laid out in this

Manual, and/or will direct all questions and concerns to the Manager of Property

Management before accepting any job assignments.

Please contact the Administrative Assistant to update contact and insurance information as needed.



Property Management Vendor Manual Acknowledgment

I hereby acknowledge the receipt of this Property
Management Vendor Manual and affirm that I have read it
in full. I understand all of the procedures laid out in this
Manual, and/or will direct all questions and concerns to
the Manager of Property Management before accepting
any job assignments.

Vendor Company Name:__________________________________________________________________________

Employee Status: ( ) Owner/Operator - no employees ( ) Have employees

Signature:______________________________________________________________________

Print Name:____________________________________________________________________

Title (choose one): ( ) Owner/Co-Owner ( )Authorized Agent

Legal Name of Company: __________________________________________________________________________

Date: _____ of ________________________, 20_____

















MIYA’S ACKNOWLEDGMENT

[INSERT NAME OF CONTRACTOR] is aware of the requirements established by Miya’s law.
We understand this includes: (1) requiring background screening for employees (Section 83.515
of the Florida Statutes); (2) requiring a minimum 24 hours-notice for a landlord’s access to
dwelling Units (Section 83.53 of the Florida Statutes); and (3) setting up requirements for
maintenance of unit keys (Section 509.211 of the Florida Statutes). This will confirm that in
complying with its obligations to JWB Companies, [INSERT CONTRACTOR] is (and will remain)
in compliance with all applicable requirements of Miya’s law.

____________________________________ __________________________

[INSERT NAME OF CONTRACTOR Date

____________________________________

[INSERT NAME]


