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What We Provide



MWSF Mission Statement



M E E T I N G  A G E N D A

CONTRACTOR HANDBOOK APPLIANCES

RECEIVING & STARTING NEW JOBS

JOB TYPES

ADDENDUMS TO SCOPE OF WORK

03 of 13

INITIAL WALK & PERMITTING

DAILY RESPONSIBILITIES

MATERIALS

NOT PERMITTED

PREPPING & PAINTING

COMPLETING A JOB

BAD HABITS COMPANY SUPPORT 

INVOICE PROCESS



• Basic Policies
• Receiving Work Orders
• Job Start
• Invoicing
• Materials Purchasing
• Appliances
• Communication with the 

Main Office
• Paperwork with Examples
• Contacting the Vendor 

Department 877.253.3445

ask

Purchasing Department 
Property Masters 

Indep

This document contains the basic process flow for REO contractor jobs. This 
document is not all inclusive but is to be utilized as a guide for completing jobs.

Any questions on particular jobs should be referenced in this guide first then 

asked of the Project Manager for the job. 

Independent Contractor 
Handbook 

From Job Start Through Job Completion

2025

Purchasing Department 
Property Masters 

Contractor Handbook
It Will Help You As Much As Your Project Manager

You can have a 
copy emailed to 
you at anytime. 

Just ask your 
Project Manager 
or the Regional 
Director. 



Work Request
Reply All

Making sure you fully understand the scope 
of work before you begin will save you time and money. Call your 
Project Manager with any problems or issues you run into as soon 
as you identify them. 

Questions/Problems

Job Start Date

Declining Jobs
Reply All



Property Masters, Inc 117 

Towne Lake Parkway, Suite 

300 Woodstock, GA 30188

Work Request

Sales Order 

SO-48822

Vendor Due Date

2/28/2025

#   Description

Bid

Standard

PO Type

Turnkey

Project Estimator

9/10/2024 9:46 AM

140 Pershing Avenue
 
Kampsville IL, 62053 
Calhoun County

Project Manager

Matt Krpan

Quantity

1.00 

26.00

GS-016014-WR-33661

Project Administrator

Carrie Short

John Blasingame

Sink cutout for new granite tops Granite Countertops - APPROX 26 sf
Quality: Level 1 Granite, thickness is usually 3/4". Mostly domestic materials, few imports, 

neutral (light) colors, square/small radius or bevel edges
Includes: Granite countertop and/or 4” backsplash IF tile backsplash has not been 

approved – not both, sink cutouts, faucet holes, caulk, and installation labor. Labor cost to 
remove existing countertop and to discard in a job-site waste receptacle

Excludes: Undermount sink and labor to finish edge of sink cutout ($100 allowed for each 
sink cutout/polish for undermount sink)

5636

Vendor Information: Property Address:

Contact LockboxCode

PO Number Date Work Request

1

2

Total : $2356.14

Phone # 

866.200.0110

Fax # 

770.874.1863

Email 

pd@propertymasters.com

Website 

www.propertymasters.com



JOB TYPES

•

•

•

•

•



INITIAL JOB WALK
& PERMITTING



MATERIALS



PREPPING &
PAINTING



Painting the 
Wall Plates

Skipping 
Surface Prep

Painting 
Without Primer

Failure to 
Protect the Floor



APPLIANCES
• Currently these are being 

delivered to the house. We require 
someone to be present to accept 
these deliveries. 

• If you accept delivery and sign, you 
must send your Project Manager a 
picture of the delivery paperwork 
and pictures of the appliances to 
ensure they are not damaged.

• All Appliance Paperwork must be 
put in one kitchen drawer.

• Always install the anti-tip bracket 
for a freestanding range.

• Test all appliances after install 
when possible.



Addendums & 
Change Orders

•

•



Daily Responsibilities
Be Professional

Honesty

Pictures

Treat the home like it will be inspected daily, as it very 
well may be by one of our clients or your Project 
Manager. Look professional, use quality materials, 
clean up after the crew, and secure the property daily.

Communicate

“Honesty is the best Policy” applies to our line of 
work more than anything. Do what you say you 
are going to do, and if something changes let 
your Project Manager know quickly.

Pictures should be sent to your Project Manager during the 
entire process of each line item. Our clients require progress 
pictures, and we MUST have them to get paid. The more pictures 
you take, the more proof you have of the work being completed.

Communicate with your Project Manager 
as often as necessary. Communication is 
the KEY to being successful. 





COMPLETING A JOB



1.After Final Walk with the Project Manager, you will begin the invoice 

process. To locate the link to the invoice, you will refer back to the 

work request email for any job. For easy access to the invoice, 

bookmark it on your computer and/or phone browser. 

2.Enter the email that the company has on file. 

3.Enter the work request number found on the work request.

4.Enter your invoice number for your records.

5.The invoice date is the date you finish the job. However, the NET 15 

does not start until the Project Manager and Regional Director approve 

that the work request has been completed. 

6.Enter the invoice amount. 

7.You will need to complete your own vendor invoice and upload it to 

the system as if it were any other job. 

8.Lien Waivers are only needed if the work is over $5K. This is to protect 

everyone. 

**If you want early payment, you will need to contact your Project 

Manager for approval. Early payment is not guaranteed. It is important to 

note that early payment will require a 5% fee.

AP Invoice Submission 

Email * 

Lien Waiver * 

Invoice Date * 

Invoice Number 

Vendor Invoice * 

Invoice Amount * 

Work Request Number * 

123456 

5,001.00 

WR-12345 

3/29/2025 

your_email@email.com 

or drag files here. 

or drag files here. 

This number can be found on the Work Request you received from the 

Purchasing Department. 

This amount must match the current WR amount sent from Purchasing to 

avoid delays in approval for payment. 

2

3

4

5

6

7

8





•

•

•

SUPPORT



Contact
Vendor Department

Vendor Department 

877.253.3445

Vendor Management

Dylan Giles

256.445.1984
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