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NEW VENDOR INFORMATION – VENDOR SETUP PROCEDURES 

1. Introduction
The Management Trust manages the administrative and financial operations of the community association 

that contracted your services and is responsible for the processing all invoices and payments for the association. The 
Management Trust is committed to promptly paying you for your services provided to the association and in order to 
do so we have provided the following invoice and payment processing instruction. 
Please note: NO invoices will be processed or paid until The Management Trust receives all completed 
required documents listed below. Please visit the following website http://vendor.managementtrust.com to fill out 
the vendor information and to upload all the required PDF format only documents.  

2. Required Documents

IRS W-9 Form
• All vendors must provide a completed/signed IRS W-9 Form

INSURANCE REQUIRMENTS: 
• The Management Trust requires an up to date Certificate of Insurance to be on file for all vendors providing any

services to any Association/s. Listed below is the following minimum coverage (the minimum coverage required
could be increased based upon contract size and work performed):

o Liability
 $1,000,000 per occurrence
 $2,000,000 aggregate
 $1,000,000 umbrella (for larger companies)

o Workers Compensation (is required to be on file and up to date)
 Statutory Limits Required

o Additional Insured Endorsement
 Vendor must provide an additional insured endorsement naming The Management Trust LLC on

the policy. The Management Trust must receive this endorsement prior to commencing work.
LICENSING: 

• Business License – All vendors are required to provide a copy of their current business license.
• Contractor/Industry’s License – Any vendor who provides services in excess of $500 is required to    provide

a copy of their State Contractor/Industry’s License. Contractor/Industry’s licenses will be verified. License
must be active and in good standing prior to commencing work.

3. Invoice Information Requirements (Please ensure your invoices meet the following criteria):
• Full name and address of your company should be clearly noted on invoice.
• Full Association Name
• Invoice Number & Date
• Total amount for service being invoiced
• Invoices should NOT by handwritten & Statements will not be processed for payment

4. If you would like to Mail the forms instead: complete the attached forms and return to one of the following:
• Fax: 714-259-1709 Attn: Vendor Management
• Mail to:     The Management Trust

     C/O Vendor Management 
     15661 Red Hill Ave # 201 
     Tustin, CA. 92780 

http://vendor.managementtrust.com/
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  VENDOR SETUP FORM 
(Type or print legibly) 

 

 

  Please check all that apply: 
 

 New Vendor 

 W-9 Attached 

 Certificate of Insurance Attached 

  Workers Compensation Attached 

  Contractor License Attached 

  Existing Vendor Information Change 
 

 

Vendor Name:    
 

Doing Business As:    

(DBA) 

Payment Remit 

Address: 
 

 

City, State, Zip:    
 

 

Contact Name:    
 

 Phone: 
 

 

Email: 
 

Type of Trade:    
 

Sub-Contractors:    
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