spotHOA	Vendor Evaluation Scorecard

Vendor Evaluation Scorecard

One page per vendor. Keep scorecards in the vendor file so next year's board has context before rehiring.
Vendor
	Vendor Name
	[VENDOR NAME]

	Service Type
	[e.g. Landscaping, Pool, Roofing, Bookkeeping]

	Scope of Work
	[ONE-LINE DESCRIPTION]

	Date Evaluated
	[DATE]

	Evaluator
	[BOARD MEMBER NAME & TITLE]

	Contract Amount
	[$AMOUNT OR RATE]


Scoring Matrix
Score each criterion 1 (poor) to 5 (excellent). Keep notes specific.
	Criterion
	Score (1-5)
	Notes

	Responsiveness
How quickly they answered calls, quoted, and returned follow-ups.
	 
	 

	Work Quality
Finish quality, cleanup, durability after 30+ days.
	 
	 

	Price Competitiveness
Bid vs. 2+ comps. Fair, not lowest-bid-wins.
	 
	 

	Insurance & W-9 on File
COI naming the HOA, general liability, W-9 before first payment.
	 
	 

	References Checked
At least two prior HOA or property references contacted.
	 
	 

	Communication
Scope changes documented, invoices clear, timeline honored.
	 
	 

	Total Score (out of 30)
	 
	 


Overall Recommendation
Circle or highlight one:
1. Approved — rehire / extend without changes.
1. Approved with notes — rehire but address issues in notes below.
1. Do not use again — document reason so future boards skip.
Notes / Follow-up: [list specific issues, dates, dollars]
 
 
 
 
Sign-off

 
Evaluator signature / date

 
Board review / date
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