
New Vendor Information   

Vendor Name:  _________________________________________________________________ 

Contact Name:  _________________________________________________________________ 

Vendor Address:  _______________________________________________________________ 

________________________________________________________________ 

________________________________________________________________ 

Telephone:    Office:      ___________________       Mobile:   ____________________ 

URL:   ________________________________________________________________________ 

 Email Address:  ___________________________________________________________ 

Merchandise or Services Provided:   _______________________________________________ 

 Payment Terms:  ____________________            Discount %: _________________  

 *Form W-9 listing federal ID is required for ALL vendors.

*Certificate of Insurance is required for all vendors who provide services, rather than merchandise, to
CHR.  Chestnut Hill Realty Corp and all entities where work will be performed
must be named as additional insured.
*Copy of Certificate of Insurance and W-9 must be attached in order for invoices to be processed.
Please see back of form for guidelines.

ALL SERVICE VENDORS MUST ACKNOWLEDGE RECEIPT OF: The conduct when entering units 
policy, the CHR anti-harassment policy, the lock-out tag-out policy, and the insurance guidelines.   

Requested By:  _________________________________ Date: _____________________ 

INTERNAL USE ONLY   

Vendor Code Assigned:  ___________________________________________________   

Expense Type:   ________________________   Default GL Account:   ________________ 

1099 Required?             Yes              No   

Approved By:  ______________________________    Date:  ____________________  

   Entered By:                                                                      Date:    ____________________ 

Check here if a copy of this form should be returned to the person making the request.  
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Contractor Guidelines and Conduct  

At Chestnut Hill Realty (CHR) we depend on our vendors to assist us in maintaining the high quality of 

services that our clients and residents have come to expect.  We want to make sure that all vendors are 

aware of CHR policies.  To that end, enclosed please find CHR’s Conduct When Entering Units, CHR’s 

Anti-Harassment Policy, CHR’s Lock Out Tag Out Policy, and CHR’s Insurance Guidelines.  Please read 

these policies and sign and return the acknowledgment form to CHR as soon as possible at the following 

address:  

Chestnut Hill Realty Corp.   
Attn:  Accounting Department 

Post Office Box 67396 Chestnut Hill, MA 02467 

Please note that the acknowledgement form states that you have been made aware of these policies and 

that you are responsible for informing your employees who conduct work at CHR owned and/or managed 

properties of these policies.  We must have this acknowledgement form back from you before you can 

perform work at any CHR owned or managed property.  

We also have enclosed all of the required paperwork for you to review and return to us.  In order to 

perform work at any work at CHR owned or managed properties, we must have a W-9 form for tax 

purposes, as well as a certificate of insurance confirming that your coverage is current.  In the future you 

will be asked to provide updated copies of this certificate of insurance when your coverage is renewed.   

We appreciate your attention to this matter and look forward to working with your organization. 
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GUIDELINES FOR APPEARANCE  

All Contractors should maintain a clean, well-groomed appearance, as they are representing Chestnut Hill 
Realty while on all CHR properties.  

All Contractors who enter a CHR owned apartment/house must wear a clean and professional company 
uniform (to include shirt, sweatshirt, or jacket with the company name on it).  

All Contractors must have a picture ID and/or company badge visible on their person before performing 
any work at CHR Properties.  

CONDUCT WHEN ENTERING UNITS  

Cleanliness and Safety:  While you are in a unit, treat it as if it’s your own home.  Please clean up after 
yourself.  Carry a rag and cleaning solution if necessary.  Use caution cones/barriers to assure safe 
conditions.  Keep tools, equipment, cords and hoses clear of sidewalks.  Notify the office if you observe 
potentially hazardous conditions.  Do not leave debris outside.  Do not leave handprints on the walls, 
debris, dust, etc.  Do not place your belongings on top of the residents’ furniture (ie. kitchen table).  

Treat Residents with Respect:  Be courteous and polite to the residents.  Limit discussion to only things 
they need to know.  If the resident will not allow you to perform the work, contact the office.  Perform 
only the scheduled work.  If the resident asks you to do anything else, report the request to the office.  If  
you should break anything in the unit, notify the office immediately.  Do not argue with the residents.  
Report any disagreements/problems to the office.  

Procedures:  Please follow these procedures when working in any CHR owned apartment. 

When entering a unit:  Please double check the address to be sure you are at the right place.  Be sure to 
knock loudly at least two times.  If the resident is not home, before completely opening the door be sure to 
announce your name and your business in the unit.  Always wipe your feet before entering the unit.  Leave 
a card on the outside of the front door, letting anyone who comes to the unit that “Maintenance is in the 
Unit”.  Keep the door locked at all times (while you are in the unit and when you leave the unit).  If you 
go into the wrong unit, notify the office immediately.  Chestnut Hill Realty tries to limit work in occupied 
apartments to the hours of 8AM to 5PM.  Unless it is an emergency, please check with the office if you 
must work in a unit at any time other than the preferred hours.  

While in a unit:  Please use common sense!  Do not use the toilet.  There are bathrooms available at the 
CHR office.  Do not smoke in the unit.  Do not play music in the unit.  Do not eat in the unit.  Do not use 
resident’s belongings.  Do not use resident’s phone.  Do not use the resident’s trash can.  Do not enter 
rooms that are not being worked in.  Do not allow anybody in the unit unless they have a key that works in 
the unit’s door.  Do not use resident’s electricity (supply your own generator or battery operated tools).  
Do not leave the unit unattended.  If you must leave the unit, you must lock the doors.    
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When leaving a unit:  If you turn off a power or water source to perform work, remember to turn it back 
on when you leave.  When working in a unit, if for any reason you aren’t able to finish the job, notify the 
office.  When the work is complete, fill out and leave a “Sorry I Missed You” tag.  Do not leave lights on 
if the resident had them off when you got to the unit.  Do not turn lights off if the resident had them on 
when you got to the unit.  Turn the keys in when your scheduled work is completed.  If the office is 
closed, contact management to find out where to leave the keys.   

While on the property:  Do not drive on the lawns.  Do not drive faster than the posted speed limit on the 
property.  Do not park anyplace but a parking space (not in handicap space).  Do not leave tools 
unattended.  

Chestnut Hill Realty reserves the right to back-charge a contractor for any work that must be done to clean 
up after a vendor.  If the above listed conduct is not followed by the contracted employees, Chestnut Hill 
Realty reserves the right to terminate a job without prior notification.  

GUIDELINES FOR BILLING  

In an effort to increase efficiency and expedite the payment process, we have moved to a paperless 
invoicing process.    

As of April 30, 2014, you have two options for invoice submittal. Please select one option or the 
other. DO NOT SUBMIT INVOICES IN BOTH MANNERS.   

1) Mail all invoices to the following address:

Chestnut Hill Realty
PO BOX 67396
Chestnut Hill, MA 02467

2) If you would prefer to submit your invoice (s) electronically you may do so by sending a 
PDF file via email. The PDF file may contain multiple invoices or a single invoice. You 
may send these invoices to:   invoices@chestnuthillrealty.com

Please make sure the attachment is in PDF format ONLY. Invoices will not be 
processed if they are received in Word, JPG, Excel, download link, etc. 

 A separate invoice is preferred for each property. Please note that all invoices must be addressed in 
one of the two ways above. Invoices that are not may result in a delay of payment.   

Each invoice should indicate the property location that the work was performed at, specifying the building 
and unit numbers (if applicable) as well as the applicable work order number.  

It is the contractor’s responsibility to pay all State Sales Taxes on materials supplied for work completed 
at Chestnut Hill Realty properties. 

If you have any questions or concerns please contact sstaires@chestnuthillrealty.com or 6173232100 ext. 280. 
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GUIDELINES FOR WORK ORDERS  

Chestnut Hill Realty utilizes a work order system to perform and schedule the maintenance work.  A work 
order should be generated for all work assigned to in-house staff as well as to outside vendors.  These 
work orders should be signed by the person performing the work and the completion date and/or time 
should be noted, along with technician notes describing all of the work completed.  You may be asked by 
the CHR staff to call a voicemail box to close out your work orders.  At that time, you would call the 
number that you are given and state the following:  

• Work Order Number
• Status (Work Completed)
• Work Performed
• Technician’s Name and Company Name
• Date and Times
• Location
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CHR ANTI-HARASSMENT POLICY 

   
   

CHR will not tolerate verbal or physical conduct by anyone that harasses, disrupts, or interferes with 
another’s work performance or which creates an intimidating, offensive, or hostile environment.  While it 
is not possible to list all those specific circumstances that may constitute harassment of a sexual or 
nonsexual nature, the following are some examples of conduct which if unwelcome, may constitute 
harassment, depending on the totality of the circumstances including the severity of the conduct and its 
persuasiveness:   
   

• non-consensual and unwelcome touching, sexual advances or propositions, verbal abuse of a 
sexual or non-sexual nature   

• graphic comments about someone’s dress or body, color, religion, sex, origin, age, disability or 
sexual preference   

• sexually or otherwise degrading words describing people   
• the display or distribution of sexually or otherwise offensive material including posters, letters, 

poems, cartoons or drawings  • physical harassment   
• racial, ethnic or religious slurs.   

   
You should also take note that retaliation against an individual who has complained about harassment, and 
retaliation against individuals for cooperating with an investigation of a sexual harassment complaint is 
unlawful and will not be tolerated by CHR.  Any accusation of harassing conduct to a CHR employee or 
resident will result in an immediate investigation that will include recording the accuser’s statement of 
events.  Consequences of violation of the CHR Anti-Harassment Policy may include, but are not 
limited to: removal of offender from CHR property; and CHR’s discontinuation to utilize a vendor 
for any services.  Questions about the CHR Anti-Harassment Policy should be directed to the Human 
Resources Department.   
   

ACKNOWLEDGEMENT   
   
I have received a copy of the Chestnut Hill Realty (CHR) policies on Anti-Harassment.  I understand that 
it is my responsibility to read these documents and to follow the policies contained therein.  I further 
understand that it is my responsibility to ensure that all of my employees are aware of these policies and 
agree to follow them before conducting work at any CHR owned or managed property.  I further 
understand that these policies are for informational purposes only and that they may be changed at any 
time with no notice.   
   
   
   
   
                                          

   Signature                   Printed Name   
   
   
                                          

   Company Name              Title/Position of Person Signing   
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CHR Lock Out / Tag Out Policy 

It is Chestnut Hill Realty’s policy that before any work or maintenance is performed on any machine, 
equipment, tool, or electrical system, that they be made totally safe before work starts by removing any 
source of energy or power to them.  

The Lockout/Tagout Program provides for a safe method of working on, near, or in machinery or equipment 
that can cause serious injury.  This program shall be used to ensure that the machine or equipment is stopped, 
isolated from all potentially hazardous energy sources, and locked out before employees and/or contractors 
perform any servicing or maintenance where the unexpected energization or start-up of the machine or 
equipment, or release of stored energy, could cause injury.  

This program does not apply to cord and plug connected equipment if the plug is unplugged and 
controlled by the employee performing the maintenance, or to hot tap work.  Also, normal production 
operations are not covered unless a guard/safety device is removed or the employee is exposed to a point 
of-operation hazard.  

Exemption:  Certain single-energy-source equipment can be exempted from the written procedures 
requirement but only if eight specific conditions are met.  Written procedures are not required for a 
particular machine or equipment, when all of the following elements exist: (1) There is no potential for 
stored or residual energy or re-accumulation of stored energy after shut down; (2) there is only a single 
energy source which can be readily identified and isolated; (3) the isolation and locking out of that energy 
source will completely de-energize and deactivate the machine or equipment;  (4) the energy source is 
isolated and locked out during servicing or maintenance; (5) a single lockout device will achieve a locked-
out condition; (6) the lockout device is under the exclusive control of the employee performing the 
servicing or maintenance; (7) the servicing or maintenance does not create hazards for other employees; 
and (8) the employer, in utilizing this exception, has had no accidents involving the unexpected activation 
or re-energization of the machine or equipment during servicing or maintenance.  

It is the responsibility of each employee and/or contractor:  1) to comply with the restrictions and limitations 
imposed upon them during the use of lockout;  2)  to perform the lockout in accordance with this procedure; 
and 3)  upon observing a machine or piece of equipment which is locked out for servicing or maintenance 
to not attempt to start, energize, or use that machine or equipment.  Any employee who does not follow this 
lockout/tagout program may be subject to disciplinary action to include suspension or termination.  

In the event that a particular assignment makes it impractical to follow all the provisions of this program, 
the supervisor directing the work activities will be notified immediately and before work starts.  

ACKNOWLEDGEMENT  

I have received a copy of the Chestnut Hill Realty (CHR) policies on Lock Out / Tag Out.  I understand 
that it is my responsibility to read these document and to follow the policies contained therein.  I further 
understand that it is my responsibility to ensure that all of my employees are aware of these policies and 
agree to follow them before conducting work at any CHR owned or managed property.  I further 
understand that these policies are for informational purposes only and that they may be changed at any 
time with no notice.  

_______________________________________  
Signature   Printed Name  

_______________________________________ 
Company Name Title/Position of Person Signing  
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CHESTNUT HILL REALTY CORP. INSURANCE GUIDELINES AND   

INDEMNIFICATION, HOLD, HARMLESS AGREEMENT   

Acceptable Certificates of Insurance must provide the following coverage:   
   Comprehensive and General Liability          Limit required $300,000 up to $1,000,000    

    
Liability shall apply as Primary and non-contributing insurance before any other insurance or  
self-insurance, including any deductible, maintained by, or provided to, the additional insured.    
    

   Automobile Liability                    Limit required $300,000 up to $1,000,000    
    
Both of these policies should name Chestnut Hill Realty Corp. and the entity where services are being 
provided using ISO Additional Insured Endorsement CG 20 10 11 85 or CG20 10 10 93 and CG 20 37 10 01 
or CG 20 33 10 01 and CG 20 37 10 01 or an endorsement providing equivalent coverage to the 
additional insured’s.       
    
Worker’s Compensation – Subcontractor agrees to keep in force WC coverage including Employer 
Liability to the full statutory limits.                       
    
Worker’s compensation coverage is required for a contractor who employs one or more employees.  
Under MA law, a sole proprietor cannot obtain worker’s compensation coverage.  Therefore, if CHR 
employs a contractor who works strictly by himself and has no employees, coverage is not mandatory.    
    
Expiration Date – All policies must have a current expiration date.  Subcontractor agrees to provide 
Chestnut Hill Realty Corp. an updated certificate upon expiration of any of the above policies.  Invoices 
will not be processed if any part of certificate is expired.      
    

INDEMNIFICATION AND HOLD HARMLESS AGREEMENT    
    
To the fullest extent permitted by law. __________________________________   (Subcontractor) 
Agrees and its own cost to defend, indemnify and hold harmless, Chestnut Hill Realty Corp., it’s officers, 
directors, shareholders, agents, representatives, managers, employees, and affiliates from and against 
any and all claims, suits, liens, judgments, damages, losses and expenses including reasonable attorney 
fees and legal expenses and costs arising in whole or in part and in any manner from the acts, omissions 
breach or default of Subcontractor, in connection with the performance of any work by subcontractors, 
its officers, directors, agents, employees, and subcontractors.  This agreement is continuous until 
terminated by either party with written notice.      
    

 ______________________________________     ___________________________________    
 Signature                        Printed Name    

    

 _______________________________________     ___________________________________ 
 Company Name (Subcontractor)            Date       
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CERTIFICATE OF LIABILITY INSURANCE 

COVERAGES CERTIFICATE NUMBER: REVISION NUMBER: 
THIS  IS  TO  CERTIFY  THAT  THE  POLICIES  OF  INSURANCE  LISTED  BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD 
INDICATED.    NOTWITHSTANDING  ANY  REQUIREMENT,  TERM  OR  CONDITION  OF  ANY  CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS 
CERTIFICATE  MAY BE  ISSUED  OR  MAY  PERTAIN,  THE  INSURANCE  AFFORDED  BY  THE  POLICIES  DESCRIBED  HEREIN IS SUBJECT TO ALL THE TERMS, 
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS. 

INSR 
LTR TYPE OF INSURANCE ADDL 

INSR 
SUBR 
WVD POLICYNUMBER 

POLICY EFF 
(MM/DD/YYYY) 

POLICYEXP 
(MM/DD/YYYY) LIMITS 

A 

GENERAL LIABILITY 

xxxxxxxxxxxxxxxxxxx xx/xx/xxxx xx/xx/xxxx 
EACH OCCURRENCE $ 1,000,000 

X COMMERCIAL GENERAL LIABILITY 
DAMAGE TO RENTED
PREMISES (Ea occurrence) $ 

CLAIMS-MADE    X   OCCUR MED EXP (Any one person) $ 

PERSONAL & ADV INJURY $ 1,000,000 
GENERAL AGGREGATE $  2,000,000 

GEN'L AGGREGATE LIMIT APPLIES PER: PRODUCTS - COMP/OP AGG $ 2,000,000 
POLICY PRO- 

JECT LOC $ 

B 

AUTOMOBILE LIABILITY 

xxxxxxxxxxxxxxxxxxxx xx/xx/xxxx xx/xx/xxxx 

COMBINED SINGLE LIMIT 
(Ea accident) $ 1,000,000 

X ANY AUTO BODILY INJURY (Per person) $ 

ALL OWNED 
AUTOS 

HIRED AUTOS 

SCHEDULED 
AUTOS 
NON-OWNED 
AUTOS 

BODILY INJURY (Per accident) $ 
PROPERTY DAMAGE 
(Per accident) $ 

$ 

C 
X UMBRELLALIAB 

EXCESS LIAB 
OCCUR 

CLAIMS-MADE 

EACH OCCURRENCE $ 

AGGREGATE $ 

DED RETENTION $ $ 

D 
WORKERS COMPENSATION 
AND EMPLOYERS' LIABILITY Y / N 
ANY   PROPRIETOR/PARTNER/EXECUTIVE 
OFFICER/MEMBER EXCLUDED? 
(Mandatory in NH) 
If yes, describe under 
DESCRIPTION OF OPERATIONS below 

N / A 
xxxxxxxxxxxxxxxxxxxx xx/xx/xxxx xx/xx/xxxx 

X WC STATU- 
TORY LIMITS 

OTH- 
ER 

E.L. EACH ACCIDENT $ 500,000 
E.L. DISEASE - EA EMPLOYEE $ 500,000 
E.L. DISEASE - POLICY LIMIT $ 500,000 

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES (Attach ACORD 101, Additional Remarks Schedule, if more space is required) 

See additional insured with respect to the General Liability policy list attached. 

CERTIFICATE HOLDER CANCELLATION 

9 © 1988-2010 ACORD CORPORATION. All rights reserved. 
ACORD 25 (2010/05) The ACORD name and logo are registered marks of ACORD 

Chestnut Hill Realty Corp 
300 Independence Dr 
Chestnut Hill, MA 02467 

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE 
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN 
ACCORDANCE WITH THE POLICY PROVISIONS. 

AUTHORIZED REPRESENTATIVE 

DATE(MM/DD/YYYY) 

xx / xx / xxxx 
THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS 
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY  AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES 
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED 
REPRESENTATIVE OR PRODUCER, ANDTHECERTIFICATE HOLDER. 
IMPORTANT: If  the  certificate holder  is an ADDITIONAL INSURED, the policy(ies) must be endorsed. If SUBROGATION IS WAIVED, subject to 
the terms and conditions of the policy, certain policies may require an endorsement. A statement on this certificate does not confer rights to the 
certificate holder in lieu of such endorsement(s). 

PRODUCER 

Insurance Co. Name or Brokerage Name 
Address, City, State, Zip 
Contact Number / Fax 

CONTACT   Insurance or Brokerage Contact Information
NAME: 
PHONE 
(A/C, No, Ext): 

FAX 
(A/C, No): 

E-MAIL
ADDRESS: 

INSURER(S) AFFORDING COVERAGE NAIC # 

INSURER A :     Insurer Name 
INSURED 

Vendor Name and DBA Name (if applicable) 
Address, City, State, Zip 

INSURER B :     Insurer Name 
INSURER C :     Insurer Name 
INSURER D :     Insurer Name 
INSURER E : 

INSURER F : 
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FOLLOWING COMPANIES ARE LISTED AS ADDITIONAL INSURED: 

Chestnut Hill Realty Corp. 
1-3 Charles Chauncy LLC
1341 Beacon St LLC
1443 Beacon LLC
15-17 Langdon Street Realty Trust
55 Langdon LLC
769 Centre St LLC
1640 Mass Ave Realty Trust
Alden Tower LLC
Alden View LLC
Auburn & Harris LLC
Beacon Fairbanks Manor LLC
Brattle Arms LLC
Cambridge Centre LLC
Chauncy Court LLC
George McHugh Trust
Griggs Investments LLC
Hampton Court Realty LLC
Hancock Estates LLC
Harvard Manor LLC
HV 676 LLC
HV 91 LLC
John Harvard LLC
Kilsyth Manor LLC
Kilsyth Village LLC
Langdon Square LLC
LG GST LLC
NWW LLC
Norwood Gardens LLC
Regency Plaza I LLC
Ridgecrest Village LLC
RMZ Condos
ROSB Affordable Units LLC
ROSB Realty LLC
St Paul Gardens LLC
TCV LLC/Simons Colonial LLC
Telephone Building LLC
The Residences of Newton Park LLC
TSFH LLC
VCH-SC LLC
Village Manor LLC
Waterfall Hills at Canton LLC/Simons Waterfall LLC
Water View Terrace LLC
Waters Edge East LLC
Wendell Terrace LLC
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