
FBM PROPERTY MANAGEMENT is dedicated to providing outstanding 
service to our clients and customers. We are always seeking licensed and 
insured vendors that have high standards, take pride in their work, 
communicate well, and charge competitively for their services.

We strive to create value in the properties we manage by utilizing vendors 
that are cost conscience, safe, and respectable to our tenants. 

In this packet, you will find the Vendor Information Form, W-9 Form, the 
Division of Workers Compensation Form, and Policies on Work Orders. 
Please review the forms. When completed, submit them to
info@fbmproperty.com

You may also bring the form to the FBM office with the address located 
below.

If you have any questions, contact our office at (972) 878-7368, and an 
FBM team member will be happy to assist you. 

We look forward to working with you. 
FBM PROPERTY MANAGEMENT 

107 S. Dallas St, #203, Ennis, TX 75119 
Phone: (972) 878-7368

Fax: (972) 875-5868
www.fbmproperty.com 

Vendors

Mallori Hollingsworth
@nick@fbmproperty.com Please view this document. You can also comment on it.



1. Any work order given to a vendor should be completed within 3 business days of being 

created. If it cannot be completed within that time, the Vendor is to notify the property 

manager of the property for which the work is assigned.

2. The invoice for any completed work orders that are not turned in within 45 DAYS of the 

date it was created WILL NOT BE PAID.

3. Invoices for Property Management:
a. You can submit invoices to FBM Property Management by emailing billing@fbmproperty.com or 

delivering to our office at 107 S. Dallas St. Suite 203 Ennis, TX 75119.

b. Invoices received between the 1st and the 20th of each month will be paid on the 1st

of the next month. (Example: Invoices turned in between January 1st-20th, will be paid

on February 1st.)

c. Invoices received between 21st and the 31st will be paid on the next pay cycle.

(Example: Invoices turned in between January 21st-31st, will be paid on March 1st.)

4. Vendor invoices must have a work order and a property address on the invoice to get 

paid for that invoice. All invoices must separate labor from the material.

5. Vendors need to fill out the Vendor Information Packet, which includes contact 

information, bank information, a W-9, and a completed Subcontractor Agreement.

6. If the Vendor has insurance, we will need a copy of their Certificate of Insurance, and you 

will need to add FBM Property Management as an additional insured.

Thank you for your service and we appreciate your business. These policies 
are to better serve our owners, and to create consistency within FBM 
Property Management. 

Sincerely, 

FBM Property Management 

Policies on Work Orders



How would you like to receive your checks? 

Required Vendor Information Form
Please fill out the form and return to the front office

PLEASE READ AND SIGN BELOW 

ALL VENDORS MUST HAVE A W-9 AND A SUBCONTRACTOR 
AGREEMENT ON FILE

BEFORE ANY CHECKS WILL BE ISSUED
PROPERTY MANAGEMENT:

INVOICES MUST BE RECEIVED BY THE 20TH OF EACH MONTH AND 
WILL BE PAID ON THE 1ST 

______________________________________________ ______________________________________________
Authorized Signature Date

FBM Property: 107 S. Dallas St,#203, Ennis, TX 75119 | Phone: (972) 878-7368 | Fax: (972) 875-5868 | www.fbmproperty.com 

Legal Company Name: _________________________________________________________________________ 

Name: __________________________________________________________________________________________

Address: ________________________________________________________________________________________ 

Contact Phone #: (__________) __________ - __________

Email: _______________________________________________@________________________.__________________ 

SSN/Tax ID #: ____________________________________________________________________________________ 

(This will be the number that FBM will use to file 1099s)

Describe the type of work that will be performed: ____________________________________________ 

____________________________________________________________________________________________________ 

Do you have general liability insurance?                 YES                   NO

(If yes, please provide FBM with a copy of your insurance certificate)

MAIL DIRECT DEPOSIT
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107 S. Dallas St,#203, Ennis, TX 75119
 Phone: (972) 878-7368

Fax: (972) 875-5868
www.fbmproperty.com 

Authorization to Credit 
This document must be signed to authorize FBM to credit the account described below in lieu of
sending monthly checks via mail. Please attach a voided check for the account to help verify the
account numbers and bank routing numbers.

Bank Name: _____________________________________________________________________________

Bank Routing Number: _________________________________________________________________

Account Number: _______________________________________________________________________

Account Type (circle one):   Checking    Savings

attach a voided check for the account here

Authorization
Upon receiving this signed and dated document, FBM Property Management will begin crediting the above account. Should the above information
change, I agree to notify FBM Property Management immediately in writing prior to the due date of the next payment. This document authorizes FBM
Property Management to send credit entries, electronically or by any other commercially accepted method, to the account indicated above and to
other accounts identified in the future. This authorizes the financial institution holding the Account to post all such entries. I agree that the ACH
transactions authorized herein shall comply with all applicable U.S. Law. This authorization will be in effect until FBM receives a written termination
notice and has a reasonable opportunity to act on it. 

_____________________________________________________

_____________________________________________________

_________________________
Authorized Signature Date

Printed Name



      As a condition of doing business with our company, please ensure
that you provide the endorsed Certificate of Liability insurance with
limits of liability not less than $1,000,000. 

      The Certificate of Liability insurance must be provided directly from
your insurance agent or insurance company. We will also expect to be
notified by the agent if a mandatory insurance policy is canceled for
any reason.

      Thank you for your prompt attention to this request.

Sincerely,

FBM Property Management   

FBM PROPERTY MANAGEMENT 
107 S. Dallas St,#203, Ennis, TX 75119 

Phone: (972) 878-7368
Fax: (972) 875-5868

www.fbmproperty.com 

RE: Current Certificates of Insurance





Subcontract Agreement Rider 
(Contractor/Subcontractor)

1. Indemnity. In consideration of the Contract Agreement, and to the fullest extent permitted by 
law, the Subcontractor shall defend and shall indemnify, and hold harmless, at Subcontractor’s 
sole expense, the Contractor, the Owner of the property, and the officers, directors, agents, 
employees, successors and assigns of each of them from and against all liability or claimed 
liability for bodily injury or death to any person(s), and for any and all property damage, including 
all reasonable attorney fees, disbursements and related costs, arising out of or resulting from the 
Work covered by this Contract Agreement to the extent such Work was performed by or 
contracted through the Subcontractor or by anyone for whose acts the Subcontractor may be 
held liable, excluding only liability created by the sole and exclusive negligence of the 
Indemnified Parties. This indemnity agreement shall survive the completion of the Work specified 
in the Contract Agreement.

2. Insurance. The Subcontractor shall procure and shall maintain until final acceptance of the 
Work, such insurance as will protect the Contractor, all entities the Contractor is required 
indemnify and hold harmless, the Owner, and their officers, directors, agents and employees, for 
claims arising out of or resulting from Subcontractor’s Work under this Contract Agreement, 
whether performed by the Subcontractor, or by anyone directly or indirectly employed by 
Subcontractor, or by anyone for whose acts Subcontractor may be liable. Such insurance shall 
be provided by an insurance carrier rated “A-” or better by A.M. Best and lawfully authorized to 
do business in the jurisdiction where the Work is being performed.

2.1. The Subcontractor’s insurance shall include contractual liability coverage and additional 
insured coverage for the benefit of the Contractor, Owner and anyone else the Owner is required 
to name (as set forth in the schedule below), and shall specifically include coverage for 
completed operations. The insurance required to be carried by the Subcontractor and any Sub-
Sub-Contractors shall be PRIMARY AND NON-CONTRIBUTORY. With respect to each type of 
insurance specified hereunder, the Contractor’s and Owner’s insurances shall be excess to 
Subcontractor’s insurance.

2.2. The Subcontractor warrants that the coverage provided under the commercial general 
liability policy shall be written on an “occurrence” basis with coverage as broad as the Insurance 
Service Office Inc.’s form and that no policy provisions shall restrict, reduce, limit or otherwise 
impair contractual liability coverage or the Contractor’s, Owner’s (or others as required and as 
listed below) status as additional insured.

FBM Property Management 
107 S. Dallas St. Suite 203 

Ennis, TX 75119
(972) - 878 - 7368



2.3. Not less than five (5) days prior to commencement of the Work and until final acceptance 
of the Work, Subcontractor shall provide Contractor with certificate(s) of insurance evidencing 
the required insurance coverage with the limits stated below or elsewhere in the Subcontract 
documents. The Subcontractor shall provide Contractor thirty (30) days written notice of a 
change or cancellation in coverage. In addition, all insurance policies shall state that the insurer 
will provide Contractor thirty (30) days prior written notice of a change or cancellation in 
coverage.

Subcontract Agreement Rider (continued)

2.4. Unless otherwise stipulated in the Contract Agreement, the Subcontractor shall maintain no 
less than the limits specified for each of the following insurance coverages:

a) Commercial General Liability using an industry standard unmodified coverage form including 
contractual liability & products/completed operations, with minimum limits of
$1,000,000 each occurrence, $2,000,000 aggregate with either per project or per location 
endorsement for property damage and bodily injury; the products/completed operations 
coverage shall remain in effect for at least two (2) years from the date the work is
substantially completed.

b) Comprehensive Automobile Liability insurance with minimum limits of $1,000,000
combined single limit each accident, including bodily injury and property damage liability;

c) Workers' Compensation and disability benefit insurance including Occupational Disease
in the minimum amounts as required by the jurisdiction where the Work is performed.

2.5. The Subcontractor and his insurer shall waive all rights of subrogation against the 
Contractor, Owner and any other indemnified party, except as respects Worker’s Compensation 
insurance. 

2.6. If Subcontractor engages a Sub-Subcontractor, it is the affirmative duty of the Subcontractor 
to ensure that any Sub-Subcontractor complies with the insurance and indemnification 
requirements of this Contract Agreement.

List of Indemnified Parties and Additional Insureds:

Acknowledged by:
Contractor _________________ Subcontractor____________________

Signature:___________________________ Signature:____________________________ 
Name:______________________________             Name:  _____________________________ 
Title:_______________________________              Title: _______________________________
 Date: ______________________________             Date:_______________________________  
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