
 TIME FRAME
ϭ ϯϬ ŵŝŶƵƚĞƐ ĨƌŽŵ ƌĞĐĞŝƉƚ ŽĨ ũŽď
Ϯ ϰ ŚŽƵƌƐ ĨƌŽŵ ƌĞĐĞŝƉƚ ŽĨ ũŽď
ϯ Ϯϰ ŚŽƵƌƐ ĨƌŽŵ ŝŶƐƉĞĐƚŝŽŶ
ϰ ϳϮ ŚŽƵƌƐ ĂĨƚĞƌ ũŽď ƐƚĂƌƚ
ϱ ϰϴ ŚŽƵƌƐ ĨƌŽŵ ũŽď ĐŽŵƉůĞƚŝŽŶ
ϲ Ϯϰ ŚŽƵƌƐ ĨƌŽŵ ƌĞƋƵĞƐƚ

 TIME FRAME
ϭ ϯϬ ŵŝŶƵƚĞƐ ĨƌŽŵ ƌĞĐĞŝƉƚ ŽĨ ũŽď
Ϯ Ϯϰ ŚŽƵƌƐ ĨƌŽŵ ƌĞĐĞŝƉƚ ŽĨ ũŽď
ϯ Ϯϰ ŚŽƵƌƐ ĨƌŽŵ ũŽď ƐƚĂƌƚ
ϰ ϰϴ ŚŽƵƌƐ ĂĨƚĞƌ ũŽď ĐŽŵƉůĞƚŝŽŶ
ϱ Ϯϰ ŚŽƵƌƐ ĨƌŽŵ ƌĞƋƵĞƐƚ

 TIME FRAME
ϭ Ϯϰ ŚŽƵƌƐ ďĞĨŽƌĞ ĂƉƉŽŝŶƚŵĞŶƚ
Ϯ ϰϴ ŚŽƵƌƐ ĨƌŽŵ ƌĞĐĞŝƉƚ ŽĨ ũŽď
ϯ ϰϴ ŚŽƵƌƐ ĨƌŽŵ ŝŶƐƉĞĐƚŝŽŶ
ϰ Ϯϰ ŚŽƵƌƐ ĨƌŽŵ ƌĞƋƵĞƐƚ
ϱ ϭϱ ĚĂǇƐ ĨƌŽŵ ŝŶƐƉĞĐƚŝŽŶ
ϲ ϰϱ ĚĂǇƐ ĨƌŽŵ ũŽď ƐƚĂƌƚ

 TIME FRAME
ϭ ϭ ŚŽƵƌ ĨƌŽŵ ƌĞĐĞŝƉƚ ŽĨ ũŽď
Ϯ ϰϴ ŚŽƵƌƐ ĨƌŽŵ ƌĞĐĞŝƉƚ ŽĨ ũŽď
ϯ ϰϴ ŚŽƵƌƐ ĨƌŽŵ ŝŶƐƉĞĐƚŝŽŶ
ϰ Ϯϰ ŚŽƵƌƐ ĨƌŽŵ ƌĞƋƵĞƐƚ
ϱ ϭϬ ĚĂǇƐ ĂĨƚĞƌ ĐůŝĞŶƚ ĂƉƉƌŽǀĂů
ϲ ϮϬ ĚĂǇƐ ĂĨƚĞƌ ũŽď ƐƚĂƌƚ

TIME FRAME
ϭ Ϯϰ ŚŽƵƌƐ ĨƌŽŵ ŝŶƐƉĞĐƚŝŽŶ
Ϯ Ϯϰ ŚŽƵƌƐ ĨƌŽŵ ŝŶƐƉĞĐƚŝŽŶ

ϯ Ϯϰ ŚŽƵƌƐ ĨƌŽŵ ŝŶƐƉĞĐƚŝŽŶ

ϰ Ϯϰ ŚŽƵƌƐ ĨƌŽŵ ũŽď ƐƚĂƌƚ 
ϱ ϰϴ ŚŽƵƌƐ ĨƌŽŵ ĐŽŵƉůĞƚŝŽŶ
ϲ ϰϴ ŚŽƵƌƐ ĨƌŽŵ ĐŽŵƉůĞƚŝŽŶ
ϳ SKETCHͬDIAGRAM ŽĨ ĂĨĨĞĐƚĞĚ ĂƌĞĂƐ ;ŝŶƚĞƌŝŽƌ ĂŶĚ ĞǆƚĞƌŝŽƌͿ ϰϴ ŚŽƵƌƐ ĨƌŽŵ ĐŽŵƉůĞƚŝŽŶ
ϴ ϰϴ ŚŽƵƌƐ ĨƌŽŵ ĐŽŵƉůĞƚŝŽŶ

GENERAL GUIDELINES AND REQUIREMENTS

WATER MITIGATION SERVICE STANDARDS

IŶŝƚŝĂů CŽŶƚĂĐƚ ǁŝƚŚ CƵƐƚŽŵĞƌ
OŶƐŝƚĞ IŶƐƉĞĐƚŝŽŶ

UPC INSURANCE

IŶŝƚŝĂů CŽŶƚĂĐƚ ǁŝƚŚ CƵƐƚŽŵĞƌ
OŶƐŝƚĞ IŶƐƉĞĐƚŝŽŶͬJŽď SƚĂƌƚƐ

JŽď CŽŵƉůĞƚĞ
EƐƚŝŵĂƚĞ ĂŶĚ Ăůů ĚŽĐƵŵĞŶƚĂƚŝŽŶ ƌĞƚƵƌŶĞĚ ƚŽ XĂĐƚĂŶĂůǇƐŝƐ
SƵďŵŝƚ ƌĞƋƵĞƐƚĞĚ ƌĞǀŝƐŝŽŶƐ Žƌ ĂĚĚŝƚŝŽŶĂů ƐƵƉƉŽƌƚ ƚŽ ĞƐƚŝŵĂƚĞͬĚŽĐƵŵĞŶƚĂƚŝŽŶ

IŶŝƚŝĂů LŽƐƐ DĞƐĐƌŝƉƚŝŽŶ ĂŶĚ ƵƉůŽĂĚ ƉŚŽƚŽƐ

AĚũƵƐƚĞƌ ĐŽŶƚĂĐƚ ŝŶĨŽƌŵĂƚŝŽŶ ǁŝůů ďĞ ƉƌŽǀŝĚĞĚ ǁŝƚŚ ƚŚĞ ĂƐƐŝŐŶŵĞŶƚ ǁŚĞŶĞǀĞƌ ƉŽƐƐŝďůĞ͘  IĨ ŝƚ ŝƐ ŶŽƚ ƉƌŽǀŝĚĞĚ Ăƚ ƚŚĞ ƚŝŵĞ ŽĨ ĂƐƐŝŐŶŵĞŶƚ͕ ƉůĞĂƐĞ ĐŽŶƚĂĐƚ 
SĞĚŐǁŝĐŬ RĞƉĂŝƌ SŽůƵƚŝŽŶƐ ;PůĞĂƐĞ ĂůůŽǁ ϰ ŚŽƵƌƐ ĂĨƚĞƌ ƌĞĐĞŝƉƚ ŽĨ ƚŚĞ ĂƐƐŝŐŶŵĞŶƚ ďĞĨŽƌĞ ĐĂůůŝŶŐ Žƌ ŝĨ ĂĨƚĞƌ ŚŽƵƌƐ͕ ǁĂŝƚ ƵŶƚŝů ƚŚĞ ŶĞǆƚ ďƵƐŝŶĞƐƐ ĚĂǇͿ͘    FŽƌ 
ĞƐĐĂůĂƚŝŽŶƐͬƵŶĂďůĞ ƚŽ ƌĞĂĐŚ ĂĚũƵƐƚĞƌ͕ ƉůĞĂƐĞ ĐŽŶƚĂĐƚ SĞĚŐǁŝĐŬ RĞƉĂŝƌ SŽůƵƚŝŽŶƐ Žƌ UPC ĐůĂŝŵƐ ƐĞƌǀŝĐĞ Ăƚ ϴϴϴͲϮϱϲͲϯϯϳϴ͘

AŶǇ ĚĞůĂǇƐ Žƌ ĞǆĐĞƉƚŝŽŶƐ ŵƵƐƚ ďĞ ŶŽƚĞĚ ŝŶ ƚŚĞ ĨŝůĞ͘ IŶ ƚŚĞ ĞǀĞŶƚ ŽĨ Ă CAT͕ ǇŽƵ ǁŝůů ďĞ ŶŽƚŝĨŝĞĚ ŝĨ ĂŶǇ ƚŝŵĞ ĨƌĂŵĞƐ ĂƌĞ ƌĞůĂǆĞĚ͘

TARPINGͬBOARD UPͬ TREE AND DEBRIS REMOVAL SERVICE STANDARDS
IŶŝƚŝĂů CŽŶƚĂĐƚ ǁŝƚŚ CƵƐƚŽŵĞƌ
JŽď SƚĂƌƚ
JŽď CŽŵƉůĞƚĞ
EƐƚŝŵĂƚĞ͕ ƉŚŽƚŽƐ ĂŶĚ Ăůů ĚŽĐƵŵĞŶƚĂƚŝŽŶ ƌĞƚƵƌŶĞĚ ƚŽ XĂĐƚĂŶĂůǇƐŝƐ

Ϯϰ HOUR REPORT Ͳ ŝŶĐůƵĚĞ ďƌŝĞĨ ĚĞƐĐƌŝƉƚŝŽŶ ŽĨ ƚŚĞ ůŽƐƐ ĂŶĚ ƵƉůŽĂĚ ǁŝƚŚ ŝŶƐƉĞĐƚŝŽŶ ƉŚŽƚŽƐ

SƵďŵŝƚ ƌĞƋƵĞƐƚĞĚ ƌĞǀŝƐŝŽŶƐ Žƌ ĂĚĚŝƚŝŽŶĂů ƐƵƉƉŽƌƚ ƚŽ ĞƐƚŝŵĂƚĞͬĚŽĐƵŵĞŶƚĂƚŝŽŶ
AŶǇ ĚĞůĂǇƐ Žƌ ĞǆĐĞƉƚŝŽŶƐ ŵƵƐƚ ďĞ ŶŽƚĞĚ ŝŶ ƚŚĞ ĨŝůĞ͘ IŶ ƚŚĞ ĞǀĞŶƚ ŽĨ Ă CAT͕ ǇŽƵ ǁŝůů ďĞ ŶŽƚŝĨŝĞĚ ŝĨ ĂŶǇ ƚŝŵĞ ĨƌĂŵĞƐ ĂƌĞ ƌĞůĂǆĞĚ͘

EƐƚŝŵĂƚĞ ĂŶĚ ƉŚŽƚŽƐ ƌĞƚƵƌŶĞĚ ƚŽ XĂĐƚĂŶĂůǇƐŝƐ
SƵďŵŝƚ ƌĞƋƵĞƐƚĞĚ ƌĞǀŝƐŝŽŶƐ Žƌ ĂĚĚŝƚŝŽŶĂů ƐƵƉƉŽƌƚ ƚŽ ĞƐƚŝŵĂƚĞͬĚŽĐƵŵĞŶƚĂƚŝŽŶ

ROOFINGͬSIDINGͬGUTTER SERVICE STANDARDS
IŶŝƚŝĂů CŽŶƚĂĐƚ ǁŝƚŚ CƵƐƚŽŵĞƌ
OŶƐŝƚĞ IŶƐƉĞĐƚŝŽŶ
EƐƚŝŵĂƚĞ ĂŶĚ ƉŚŽƚŽƐ ƌĞƚƵƌŶĞĚ ƚŽ XĂĐƚĂŶĂůǇƐŝƐ
SƵďŵŝƚ ƌĞƋƵĞƐƚĞĚ ƌĞǀŝƐŝŽŶƐ Žƌ ĂĚĚŝƚŝŽŶĂů ƐƵƉƉŽƌƚ ƚŽ ĞƐƚŝŵĂƚĞͬĚŽĐƵŵĞŶƚĂƚŝŽŶ
JŽď SƚĂƌƚ
JŽď CŽŵƉůĞƚĞ

AŶǇ ĚĞůĂǇƐ Žƌ ĞǆĐĞƉƚŝŽŶƐ ŵƵƐƚ ďĞ ŶŽƚĞĚ ŝŶ ƚŚĞ ĨŝůĞ

GENERAL RESTORATIONͬRECONSTRUCTION SERVICE STANDARDS

JŽď SƚĂƌƚ

LABELED PHOTOS OF INITIAL INSPECTIONͬWORK IN PROGRESS Ͳ ĞǆƚĞƌŝŽƌ ŽĨ ƉƌŽƉĞƌƚǇ͕ ƌŽŽŵ ŽǀĞƌǀŝĞǁƐ͕ 
ĂĨĨĞĐƚĞĚ ĂƌĞĂƐ͕ ĐŽŶƚŝŶƵŽƵƐ ĂƌĞĂƐ͕ ĐůŽƐĞƵƉƐ ŽĨ ĚĂŵĂŐĞƐ͕ ĚĞďƌŝƐ ƌĞŵŽǀĞĚ͕ ĞƋƵŝƉŵĞŶƚ ŝŶ ƉůĂĐĞ͕ ŵŽŝƐƚƵƌĞ 
ƌĞĂĚŝŶŐƐ͕ ĐŽŶƚĞŶƚƐ͕ ƐƉĞĐŝĂůƚǇ ŝƚĞŵƐ͕ ƌŽŽĨ ůĂǇĞƌƐ͕ ƉŝƚĐŚ ŐĂƵŐĞ ĨŽƌ ƐƚĞĞƉ͕ ĞƚĐ͘ PŚŽƚŽƐ ŵƵƐƚ ŚĂǀĞ ĚĞƚĂŝůĞĚ 
ůĂďĞůƐͬĚĞƐĐƌŝƉƚŝŽŶƐ͘
WORK AUTHORI)ATION Ͳ ŵƵƐƚ ďĞ ƐŝŐŶĞĚ͘ SĞƉĂƌĂƚĞ WA ĨŽƌŵ ŶĞĞĚĞĚ ĨŽƌ ĞĂĐŚ ũŽď ƚǇƉĞ͘

JŽď CŽŵƉůĞƚĞ
AŶǇ ĚĞůĂǇƐ Žƌ ĞǆĐĞƉƚŝŽŶƐ ŵƵƐƚ ďĞ ŶŽƚĞĚ ŝŶ ƚŚĞ ĨŝůĞ

 REQUIRED DOCUMENTS IN ADDITION TO THE ESTIMATE

DRYING REPORT Ͳ AŶǇ ƐŽĨƚǁĂƌĞ ŝƐ ĂĐĐĞƉƚĂďůĞ ;ŶŽƚ ŚĂŶĚǁƌŝƚƚĞŶͿ͘ UƉůŽĂĚ ǁŝƚŚ ĞƐƚŝŵĂƚĞ ĂŶĚ ƉŚŽƚŽƐ͘
LABELED PHOTOS OF COMPLETED JOB͘  PŚŽƚŽƐ ŵƵƐƚ ŚĂǀĞ ĚĞƚĂŝůĞĚ ůĂďĞůƐͬĚĞƐĐƌŝƉƚŝŽŶƐ͘

CERTIFICATE OF SATISFACTION Ͳ ŵƵƐƚ ďĞ ƐŝŐŶĞĚ ĂŶĚ ĨƌĞĞ ĨƌŽŵ AƐƐŝŐŶŵĞŶƚ ŽĨ BĞŶĞĨŝƚƐ ůĂŶŐƵĂŐĞ͘

CHOICE IS YOURS ĨŽƌŵ Ͳ ŵƵƐƚ ďĞ ƐŝŐŶĞĚ ďǇ ƚŚĞ ŝŶƐƵƌĞĚ

Aůů ƌĞƋƵŝƌĞĚ ĚŽĐƵŵĞŶƚƐ ǁŝƚŚ ƚŚĞ ĞǆĐĞƉƚŝŽŶ ŽĨ ƉŚŽƚŽƐ ŵƵƐƚ ďĞ ƵƉůŽĂĚĞĚ ŝŶ PDF ĨŽƌŵĂƚ͘
AŶǇ ĚĞůĂǇƐ Žƌ ĞǆĐĞƉƚŝŽŶƐ ŵƵƐƚ ďĞ ŶŽƚĞĚ ŝŶ ƚŚĞ ĨŝůĞ͘

ƵƉĚĂƚĞĚ JĂŶƵĂƌǇ ϮϬϭϵ



GENERAL GUIDELINES AND REQUIREMENTS
UPC INSURANCE
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MANDATORY SERVICE APPROVALS
WĂƚĞƌ MŝƚŝŐĂƚŝŽŶ͗ CŽŶƚĂĐƚ ĂĚũƵƐƚĞƌͬĞǆĂŵŝŶĞƌ ŝĨ ĚƌǇŝŶŐ ǁŝůů ĞǆĐĞĞĚ ϰ ĚĂǇƐ͘  MƵƐƚ ƉƌŽǀŝĚĞ ĞƐƚŝŵĂƚĞĚ ĐŽƐƚ͕ ƌĞĂƐŽŶ ĨŽƌ ĞǆƚĞŶĚĞĚ ĚƌǇŝŶŐ ƚŝŵĞ ĂŶĚ 
ĞƐƚŝŵĂƚĞĚ ƚŝŵĞ ŽĨ ĐŽŵƉůĞƚŝŽŶ͘ DŽĐƵŵĞŶƚ ĂƉƉƌŽǀĂů ŝŶ XĂĐƚĂŶĂůǇƐŝƐ ŶŽƚĞƐ ďĞĨŽƌĞ ĐŽŶƚŝŶƵŝŶŐ ǁŝƚŚ ƐĞƌǀŝĐĞƐ͘ AƉƉƌŽǀĂů ŶŽƚĞ ŝŶ ƚŚĞ ĨŝůĞ ŵƵƐƚ ŝŶĐůƵĚĞ 
ĚĂƚĞ͕ ƚŝŵĞ ĂŶĚ ĂĚũƵƐƚĞƌ ŶĂŵĞ ƚŚĂƚ ƉƌŽǀŝĚĞĚ ĂƉƉƌŽǀĂů͘  

SĞƌǀŝĐĞ PƌŽǀŝĚĞƌ ǁŝůů ŶŽƚ ĚŝƐĐƵƐƐ ƚŚĞ ĚĞĚƵĐƚŝďůĞ Žƌ ĐŽǀĞƌĂŐĞ ǁŝƚŚ ƚŚĞ ŝŶƐƵƌĞĚ ĂŶĚ ǁŝůů ƌĞĨĞƌ ƚŚĞ ŝŶƐƵƌĞĚ ƚŽ ƚŚĞŝƌ ĂĚũƵƐƚĞƌͬĞǆĂŵŝŶĞƌ ĨŽƌ 
ŝŶĨŽƌŵĂƚŝŽŶ͘ NŽƚĞ ƚŚĂƚ IŶĚĞƉĞŶĚĞŶƚ AĚũƵƐƚĞƌƐ ĚŽ ŶŽƚ ŚĂǀĞ ƚŚĞ ĂƵƚŚŽƌŝƚǇ ƚŽ ŵĂŬĞ ĂƉƉƌŽǀĂůƐ Žƌ ǀĞƌŝĨǇ ĐŽǀĞƌĂŐĞ͘ PůĞĂƐĞ ĐŽŶƚĂĐƚ ƚŚĞ ƐƚĂĨĨ ĂĚũƵƐƚĞƌ 
Žƌ ĞǆĂŵŝŶĞƌ͘

Aůů ĚŝƌĞĐƚ ƌĞĨĞƌƌĂůƐ ĨŽƌ ƚŚŝƐ ĐůŝĞŶƚ ŵƵƐƚ ďĞ ƌĞƉŽƌƚĞĚ ƚŽ SĞĚŐǁŝĐŬ RĞƉĂŝƌ SŽůƵƚŝŽŶƐ͕ ƌĞŐĂƌĚůĞƐƐ ŽĨ ƚŚĞ ƐŽƵƌĐĞ ŽĨ ƚŚĞ ƌĞĨĞƌƌĂů͘  

 MƵƐƚ ŽďƚĂŝŶ ĂĚũƵƐƚĞƌ ƉƌĞͲĂƉƉƌŽǀĂů ĨŽƌ ANY ǁŽƌŬ ŽǀĞƌ Ψϭ͕ϱϬϬ͘ϬϬ͘ DŽĐƵŵĞŶƚ ĂƉƉƌŽǀĂů ŝŶ XĂĐƚĂŶĂůǇƐŝƐ ŶŽƚĞƐ ďĞĨŽƌĞ ĐŽŶƚŝŶƵŝŶŐ ǁŝƚŚ ƐĞƌǀŝĐĞƐ͘ 
AƉƉƌŽǀĂů ŶŽƚĞ ŝŶ ƚŚĞ ĨŝůĞ ŵƵƐƚ ŝŶĐůƵĚĞ ĚĂƚĞ͕ ƚŝŵĞ ĂŶĚ ĂĚũƵƐƚĞƌ ŶĂŵĞ ƚŚĂƚ ƉƌŽǀŝĚĞĚ ĂƉƉƌŽǀĂů͘  

DƌĂǁƐ͘ DŝƐĐƵƐƐ ĂŶǇ ĂĚǀĂŶĐĞ ĚƌĂǁƐ ŶĞĞĚĞĚ ǁŝƚŚ ƚŚĞ ĂĚũƵƐƚĞƌ ƉƌŝŽƌ ƚŽ ƐƚĂƌƚŝŶŐ ǁŽƌŬ͘
IŶƐƉĞĐƚŝŽŶ FĞĞƐ͘  NŽ ŝŶƐƉĞĐƚŝŽŶ ĨĞĞƐ ƐŚŽƵůĚ ďĞ ĐŚĂƌŐĞĚ ƵŶůĞƐƐ ƌĞƋƵĞƐƚĞĚ ƚŽ ƉƌŽǀŝĚĞ ĐŽŶƐƵůƚŝŶŐͬĞǆƉĞƌƚ ŽƉŝŶŝŽŶ ƐĞƌǀŝĐĞƐ͘ FŽƌ ĐŽŶƐƵůƚŝŶŐͬEO ũŽďƐ͕ 
ƉůĞĂƐĞ ĂďŝĚĞ ďǇ ƚŚĞ CŽŶƐƵůƚŝŶŐ FĞĞ SĐŚĞĚƵůĞ͘
WŽƌŬ ĐŚĂŶŐĞ ŽƌĚĞƌƐ͗ Ăůů ĂŐƌĞĞĚ ƵƉŽŶ ĐŚĂŶŐĞ ŽƌĚĞƌƐ ǁŝƚŚ ƚŚĞ ŝŶƐƵƌĞĚ ŵƵƐƚ ďĞ ƵƉůŽĂĚĞĚ ĂƐ Ă PDF ĚŽĐƵŵĞŶƚ ƚŽ XĂĐƚĂŶĂůǇƐŝƐ͘
IĨ ĐŽŶƚƌĂĐƚŽƌ ďĞĐŽŵĞƐ ĂǁĂƌĞ ŽĨ ĂŶǇ ŝƐƐƵĞƐ͕ ĂůůĞŐĂƚŝŽŶƐ͕ Žƌ ĐŽŵƉůĂŝŶƚƐ͕ ǇŽƵ ŵƵƐƚ ĂůĞƌƚ SĞĚŐǁŝĐŬ RĞƉĂŝƌ SŽůƵƚŝŽŶƐ ŝŵŵĞĚŝĂƚĞůǇ͘  WĞ ǁŝůů ŵĂŬĞ 
ƌĞĂƐŽŶĂďůĞ ĞĨĨŽƌƚƐ ƚŽ ĂƐƐŝƐƚ ǇŽƵ ǁŝƚŚ ƌĞƐŽůǀŝŶŐ ƚŚĞ ŝƐƐƵĞ͘
FĂĐƚƐ ŽĨ ƚŚĞ ůŽƐƐ ŵĂǇ ǁĂƌƌĂŶƚ ĚĞǀŝĂƚŝŽŶƐ ĨƌŽŵ ƚŚĞ ƉƌŽŐƌĂŵ ŐƵŝĚĞůŝŶĞƐ ĂŶĚ ĚĞǀŝĂƚŝŽŶƐ ƐŚŽƵůĚ ďĞ ĚŝƐĐƵƐƐĞĚ ĂŶĚ ĂƉƉƌŽǀĞĚ ďǇ ƚŚĞ ŚĂŶĚůŝŶŐ 

ĂĚũƵƐƚĞƌ͘Aůů ĂĚũƵƐƚĞƌ ĂƉƉƌŽǀĂůƐ ŵƵƐƚ ďĞ ĚŽĐƵŵĞŶƚĞĚ ŝŶ XĂĐƚĂŶĂůǇƐŝƐ ŶŽƚĞƐ͘ AƉƉƌŽǀĂů ŶŽƚĞ ŝŶ ƚŚĞ ĨŝůĞ ŵƵƐƚ ŝŶĐůƵĚĞ ĚĂƚĞ͕ ƚŝŵĞ ĂŶĚ ĂĚũƵƐƚĞƌ ŶĂŵĞ 
ƚŚĂƚ ƉƌŽǀŝĚĞĚ ĂƉƉƌŽǀĂů͘  

CŽŶƚĞŶƚƐ LŽƐƐĞƐ͘  NŽƚŝĨǇ ĂĚũƵƐƚĞƌ ĂŶĚ ŽďƚĂŝŶͬĚŽĐƵŵĞŶƚ ĂƉƉƌŽǀĂů ŝĨ ĂŶǇ ĐŽŶƚĞŶƚƐ ĐůĞĂŶŝŶŐ Žƌ ĐŽŶƚĞŶƚƐ ƉĂĐŬŽƵƚ ŝƐ ŶĞĞĚĞĚ͘ AƉƉƌŽǀĂů ŶŽƚĞ ŝŶ ƚŚĞ 
ĨŝůĞ ŵƵƐƚ ŝŶĐůƵĚĞ ĚĂƚĞ͕ ƚŝŵĞ ĂŶĚ ĂĚũƵƐƚĞƌ ŶĂŵĞ ƚŚĂƚ ƉƌŽǀŝĚĞĚ ĂƉƉƌŽǀĂů͘ 

DĞĚƵĐƚŝďůĞƐ͘ DŽ ŶŽƚ ƌĞƋƵĞƐƚ Ă ĚŽǁŶͲƉĂǇŵĞŶƚ Žƌ ĐŽůůĞĐƚ Ă ĚĞĚƵĐƚŝďůĞ ƵƉĨƌŽŶƚ ĨŽƌ ĞŵĞƌŐĞŶĐǇ ƐĞƌǀŝĐĞƐ ǁŝƚŚŽƵƚ ĂĚũƵƐƚĞƌ ĂƉƉƌŽǀĂů͘

DĞŵŽůŝƚŝŽŶ͘  CŽŶƚƌĂĐƚŽƌ ŵƵƐƚ ŶŽƚ ĚĞŵŽůŝƐŚ Žƌ ƌĞŵŽǀĞ ĂŶǇ ĐĂďŝŶĞƚƐ͕ ǁŽŽĚͬƚŝůĞͬƐƚŽŶĞ ĨůŽŽƌŝŶŐ͕ ƐŚŽǁĞƌͬƚƵď ĞŶĐůŽƐƵƌĞƐ͕ Žƌ ĂŶǇ ŽƚŚĞƌ ƐŝŵŝůĂƌ 
ŵĂƚĞƌŝĂů ƵŶƚŝů ƌĞĐĞŝǀŝŶŐ ĂƉƉƌŽǀĂů ĨƌŽŵ ƚŚĞ ĂĚũƵƐƚĞƌ͘  AŶ ŝŶƐƉĞĐƚŝŽŶ ďǇ ƚŚĞ ĂĚũƵƐƚĞƌ ŵĂǇ ďĞ ƌĞƋƵŝƌĞĚ ƉƌŝŽƌ ƚŽ ŐŝǀŝŶŐ ĂŶǇ ĂƉƉƌŽǀĂů͘  AƉƉƌŽǀĂů ŶŽƚĞ 
ŝŶ ƚŚĞ ĨŝůĞ ŵƵƐƚ ŝŶĐůƵĚĞ ĚĂƚĞ͕ ƚŝŵĞ ĂŶĚ ĂĚũƵƐƚĞƌ ŶĂŵĞ ƚŚĂƚ ƉƌŽǀŝĚĞĚ ĂƉƉƌŽǀĂů͘  
CŽǀĞƌĂŐĞ CŽŶĐĞƌŶƐͬMŽůĚ PƌŽƚŽĐŽů͘ IĨ ŵŽůĚ ŝŶ ĞǆĐĞƐƐ ŽĨ ϭϬ ƐĨ͕ Žƌ ĂŶǇ ƌŽƚ ŝƐ ĨŽƵŶĚ͕ Žƌ ŝĨ ƚŚĞƌĞ ĂƌĞ ĂŶǇ ĐŽǀĞƌĂŐĞ ĐŽŶĐĞƌŶƐ ;ŝ͘Ğ͘ ĨůŽŽĚ͕ ŽŶŐŽŝŶŐ ŝƐƐƵĞ͕ 
ĞƚĐ͘Ϳ ĐŽŶƚƌĂĐƚŽƌ ŵƵƐƚ ĐŽŶƚĂŝŶ ƚŚĞ ĂƌĞĂ ĂŶĚ ĐŽŶƚĂĐƚ ĂĚũƵƐƚĞƌ ĨŽƌ ĨƵƌƚŚĞƌ ĚŝƌĞĐƚŝŽŶ͘ DŽ ŶŽƚ ƐĞƚ ĂŶǇ Ăŝƌ ŵŽǀĞƌƐ ĂŶĚ ĚŽ ŶŽƚ ƉƌŽĐĞĞĚ ǁŝƚŚ ƐĞƌǀŝĐĞƐ 
ƵŶƚŝů ǇŽƵ ŚĂǀĞ ƌĞĐĞŝǀĞĚ ĂŶĚ ĚŽĐƵŵĞŶƚĞĚ ĂƉƉƌŽǀĂů ĨƌŽŵ ĂĚũƵƐƚĞƌ͘ 
TƌĂǀĞů EǆƉĞŶƐĞƐ͘  CŽŶƚƌĂĐƚŽƌ ŵƵƐƚ ŝŶĨŽƌŵ IŶƐƵƌĂŶĐĞ CŽŵƉĂŶǇ ŽĨ ĂŶǇ ŵŝůĞĂŐĞ Žƌ ƚƌĂǀĞů ĞǆƉĞŶƐĞƐ ƚŚĂƚ ǁŝůů ďĞ ŝŶĐƵƌƌĞĚ ƚŽ ƐĞƌǀŝĐĞ Ă ůŽƐƐ͘  IŶƐƵƌĂŶĐĞ 
CŽŵƉĂŶǇ ŵƵƐƚ ƉƌĞͲĂƉƉƌŽǀĞ ĂŶǇ ƐƵĐŚ ƚƌĂǀĞů ĞǆƉĞŶƐĞƐ ĂŶĚ ǁƌŝƚƚĞŶ ĂƉƉƌŽǀĂů ŵƵƐƚ ďĞ ŶŽƚĞĚ ŝŶ ƚŚĞ ĨŝůĞ͘  IŶƐƵƌĂŶĐĞ CŽŵƉĂŶǇ ǁŝůů ŶŽƚ ďĞ ƌĞƐƉŽŶƐŝďůĞ 
ĨŽƌ ĂŶǇ ƵŶĂƉƉƌŽǀĞĚ ƚƌĂǀĞů ĞǆƉĞŶƐĞƐ͘ AƉƉƌŽǀĂů ŶŽƚĞ ŝŶ ƚŚĞ ĨŝůĞ ŵƵƐƚ ŝŶĐůƵĚĞ ĚĂƚĞ͕ ƚŝŵĞ ĂŶĚ ĂĚũƵƐƚĞƌ ŶĂŵĞ ƚŚĂƚ ƉƌŽǀŝĚĞĚ ĂƉƉƌŽǀĂů͘ 
Aůů ĂĚũƵƐƚĞƌ ĂƉƉƌŽǀĂůƐ ŵƵƐƚ ďĞ ĚŽĐƵŵĞŶƚĞĚ ŝŶ XĂĐƚĂŶĂůǇƐŝƐ ŶŽƚĞƐ͘ AƉƉƌŽǀĂů ŶŽƚĞ ŝŶ ƚŚĞ ĨŝůĞ ŵƵƐƚ ŝŶĐůƵĚĞ ĚĂƚĞ͕ ƚŝŵĞ ĂŶĚ ĂĚũƵƐƚĞƌ ŶĂŵĞ ƚŚĂƚ 
ƉƌŽǀŝĚĞĚ ĂƉƉƌŽǀĂů͘  FĂŝůƵƌĞ ƚŽ ŽďƚĂŝŶ ƌĞƋƵŝƌĞĚ ĂƉƉƌŽǀĂůƐ AND ĚŽĐƵŵĞŶƚ ŝŶ ƚŚĞ ĨŝůĞ ŵĂǇ ƌĞƐƵůƚ ŝŶ ƌĞŵŽǀĂů ŽĨ ĂƉƉůŝĐĂďůĞ ůŝŶĞ ŝƚĞŵƐ ĨƌŽŵ ƚŚĞ 

ĞƐƚŝŵĂƚĞ͘

SPECIAL REQUIREMENTS

CŽŶƚƌĂĐƚŽƌ ŵƵƐƚ ƵƉĚĂƚĞ ƚŚĞ WŽƌŬĨůŽǁ ƐƚĂƚƵƐ ŝŶ XĂĐƚĂŶĂůǇƐŝƐ Ăƚ ĞĂĐŚ ƐƚĂŐĞ ŽĨ ƚŚĞ ƉƌŽĐĞƐƐ͘

SƉĞĐŝĂůƚǇ EƋƵŝƉŵĞŶƚ ;ǁĂƚĞƌ ŵŝƚŝŐĂƚŝŽŶͿ͗  CŽŶƚĂĐƚ ĂĚũƵƐƚĞƌͬĞǆĂŵŝŶĞƌ ŝŵŵĞĚŝĂƚĞůǇ ŝĨ ƐƉĞĐŝĂůƚǇ ĞƋƵŝƉŵĞŶƚ ƐƵĐŚ ĂƐ ƚŚĞƌŵĂů ŝŵĂŐŝŶŐ͕ ƚŚĞƌŵĂů 
ŚĞĂƚŝŶŐ ƐǇƐƚĞŵƐ͕ ĚĞƐŝĐĐĂŶƚ ĚĞŚƵŵŝĚŝĨŝĞƌƐ͕ ŝŶũĞĐƚŝŽŶ ĚƌǇ ƐǇƐƚĞŵƐ͕ ƌĞƐĐƵĞ ŵĂƚƐ͕ ĨŽŐŐŝŶŐ ŵĂĐŚŝŶĞƐ͕ ĞƚĐ͘ ĂƌĞ ƌĞƋƵŝƌĞĚ ŽŶ Ă ũŽď ĂŶĚ ƐĞĐƵƌĞ 
ƉĞƌŵŝƐƐŝŽŶ ďĞĨŽƌĞ ƌĞƚĂŝŶŝŶŐ ƐƵĐŚ ƐĞƌǀŝĐĞƐ͘ DŽĐƵŵĞŶƚ ĂƉƉƌŽǀĂů ŝŶ XĂĐƚĂŶĂůǇƐŝƐ ŶŽƚĞƐ ďĞĨŽƌĞ ĐŽŶƚŝŶƵŝŶŐ ǁŝƚŚ ƐĞƌǀŝĐĞƐ͘ AƉƉƌŽǀĂů ŶŽƚĞ ŝŶ ƚŚĞ ĨŝůĞ 
ŵƵƐƚ ŝŶĐůƵĚĞ ƌĞĂƐŽŶ ƐƉĞĐŝĂůƚǇ ĞƋƵŝƉŵĞŶƚ ŝƐ ŶĞĞĚĞĚ͕ ĚĂƚĞ͕ ƚŝŵĞ ĂŶĚ ĂĚũƵƐƚĞƌ ŶĂŵĞ ƚŚĂƚ ƉƌŽǀŝĚĞĚ ĂƉƉƌŽǀĂů͘ 
TŚŝƌĚ ƉĂƌƚǇ ƐĞƌǀŝĐĞƐ ƐƵĐŚ ĂƐ IHͬEŶǀŝƌŽŶŵĞŶƚĂů ƚĞƐƚŝŶŐͬITEL͗  CŽŶƚĂĐƚ ĂĚũƵƐƚĞƌͬĞǆĂŵŝŶĞƌ ŝŵŵĞĚŝĂƚĞůǇ ŝĨ ĂĚĚŝƚŝŽŶĂů ƐĞƌǀŝĐĞƐ ĂƌĞ ƌĞƋƵŝƌĞĚ ŽŶ Ă ũŽď 
ĂŶĚ ƐĞĐƵƌĞ ƉĞƌŵŝƐƐŝŽŶ ďĞĨŽƌĞ ƌĞƚĂŝŶŝŶŐ ƐƵĐŚ ƐĞƌǀŝĐĞƐ͘ DŽĐƵŵĞŶƚ ĂƉƉƌŽǀĂů ŝŶ XĂĐƚĂŶĂůǇƐŝƐ ŶŽƚĞƐ ďĞĨŽƌĞ ĐŽŶƚŝŶƵŝŶŐ ǁŝƚŚ ƐĞƌǀŝĐĞƐ͘ AƉƉƌŽǀĂů ŶŽƚĞ 
ŝŶ ƚŚĞ ĨŝůĞ ŵƵƐƚ ŝŶĐůƵĚĞ ĚĂƚĞ͕ ƚŝŵĞ ĂŶĚ ĂĚũƵƐƚĞƌ ŶĂŵĞ ƚŚĂƚ ƉƌŽǀŝĚĞĚ ĂƉƉƌŽǀĂů͘ 
SƵďƌŽŐĂƚŝŽŶ PƌŽƚŽĐŽů͗ CŽŶƚƌĂĐƚŽƌ ŵƵƐƚ ŝĚĞŶƚŝĨǇ͕ ĚŽĐƵŵĞŶƚ͕ ƉŚŽƚŽŐƌĂƉŚ ĂŶĚ ĐŽŶƚĂĐƚ ĂĚũƵƐƚĞƌ ŝĨ ƚŚĞ ƉƌŽƐƉĞĐƚ ŽĨ ƐƵďƌŽŐĂƚŝŽŶ ĞǆŝƐƚƐ͘ PƌŽǀŝĚĞƌ ŵƵƐƚ 
ŝŶĨŽƌŵ ƚŚĞ ŝŶƐƵƌĞĚ ƚŽ ƌĞƚĂŝŶ ƚŚĞ ƉĂƌƚ Žƌ ŝƚĞŵ ŝŶ ƋƵĞƐƚŝŽŶ ĨŽƌ ƉŝĐŬƵƉ ďǇ Ă ĐůŝĞŶƚ ƌĞƉƌĞƐĞŶƚĂƚŝǀĞ ĂŶĚ ĚŽĐƵŵĞŶƚ ĨŝůĞ ĂĐĐŽƌĚŝŶŐůǇ͘
RĞĐŽŶƐƚƌƵĐƚŝŽŶͬGĞŶĞƌĂů RĞƐƚŽƌĂƚŝŽŶ ĞƐƚŝŵĂƚĞ͘ CŽŶƚĂĐƚ ĂĚũƵƐƚĞƌͬĞǆĂŵŝŶĞƌ ƚŽ ŽďƚĂŝŶ ĂƉƉƌŽǀĂů ďĞĨŽƌĞ ǁƌŝƚŝŶŐ Ă ƌĞƉĂŝƌ ĞƐƚŝŵĂƚĞ ŝĨ ǇŽƵ ĚŝĚ ŶŽƚ 
ƌĞĐĞŝǀĞ Ă ƌĞƉĂŝƌ ĂƐƐŝŐŶŵĞŶƚ͘  YŽƵ ĂůƐŽ ŵƵƐƚ ŽďƚĂŝŶ ĂĚũƵƐƚĞƌͬĞǆĂŵŝŶĞƌ ĂƉƉƌŽǀĂů ƉƌŝŽƌ ŽĨ ǇŽƵƌ ĞƐƚŝŵĂƚĞ ƉƌŝŽƌ ƚŽ ƐŚĂƌŝŶŐ ŝƚ ǁŝƚŚ ƚŚĞ ŝŶƐƵƌĞĚ Žƌ 
ďĞŐŝŶŶŝŶŐ ĂŶǇ ƌĞƉĂŝƌ ǁŽƌŬ͘  AƉƉƌŽǀĂů ŶŽƚĞ ŝŶ ƚŚĞ ĨŝůĞ ŵƵƐƚ ŝŶĐůƵĚĞ ĚĂƚĞ͕ ƚŝŵĞ ĂŶĚ ĂĚũƵƐƚĞƌ ŶĂŵĞ ƚŚĂƚ ƉƌŽǀŝĚĞĚ ĂƉƉƌŽǀĂů͘ 
TŝŵĞ ĂŶĚ MĂƚĞƌŝĂů͗  MƵƐƚ ƌĞĐĞŝǀĞ ĂƉƉƌŽǀĂů ĨƌŽŵ ĂĚũƵƐƚĞƌ ƚŽ ƉƌŽǀŝĚĞ TΘM ĞƐƚŝŵĂƚĞ͘  AƉƉƌŽǀĂů ŶŽƚĞ ŝŶ ƚŚĞ ĨŝůĞ ŵƵƐƚ ŝŶĐůƵĚĞ ĚĂƚĞ͕ ƚŝŵĞ ĂŶĚ 
ĂĚũƵƐƚĞƌ ŶĂŵĞ ƚŚĂƚ ƉƌŽǀŝĚĞĚ ĂƉƉƌŽǀĂů͘  



GENERAL GUIDELINES AND REQUIREMENTS
UPC INSURANCE

ϭ

Ϯ

ϯ

ϰ
ϱ

OΘP NONͲOΘP
ϭ WĂƚĞƌ MŝƚŝŐĂƚŝŽŶ X
Ϯ MŽůĚ RĞŵĞĚŝĂƚŝŽŶ X
ϯ SƚƌƵĐƚƵƌĂů ĐůĞĂŶŝŶŐ X
ϰ CŽŶƚĞŶƚƐ ĐůĞĂŶŝŶŐ X
ϱ CŽŶƚĞŶƚƐ PĂĐŬ OƵƚ ĂŶĚ PĂĐŬ BĂĐŬ X
ϲ RĞĐŽŶƐƚƌƵĐƚŝŽŶ X
ϳ SƵď BŝĚƐͬSƵď CŽŶƚƌĂĐƚŽƌƐ ;ƌĞƋƵŝƌĞƐ ĂĚũƵƐƚĞƌ ĂƉƉƌŽǀĂůͿ X

ϭ

Ϯ

ϯ

OVERHEAD AND PROFIT

EƐƚŝŵĂƚĞƐ ŵƵƐƚ ďĞ ǁƌŝƚƚĞŶ ŝŶ XĂĐƚŝŵĂƚĞ ĨŽƌŵĂƚ ĂŶĚ ƌĞƚƵƌŶĞĚ ƚŽ XĂĐƚĂŶĂůǇƐŝƐ ǁŝƚŚ ƉŚŽƚŽƐ ĂŶĚ Ăůů ƐƵƉƉŽƌƚŝŶŐ ĚŽĐƵŵĞŶƚĂƚŝŽŶ͘  EƐƚŝŵĂƚĞ ĐŽǀĞƌ 
ƉĂŐĞ ŵƵƐƚ ŝŶĐůƵĚĞ ǇŽƵƌ ĐŽŵƉĂŶǇ ŶĂŵĞ͕ ĂĚĚƌĞƐƐ͕ ƉŚŽŶĞ ŶƵŵďĞƌ͕ ĐŽŵƉĂŶǇ ƚĂǆ ID η͕ ĐůĂŝŵ ŶƵŵďĞƌ͕ ŝŶƐƵƌĞĚ ĂŶĚ ŝŶƐƵƌĂŶĐĞ ĐŽŵƉĂŶǇ ŝŶĨŽƌŵĂƚŝŽŶ͕ 
ĂŶĚ ĞƐƚŝŵĂƚŽƌ ŶĂŵĞ͘ 

CŽůůĞĐƚŝŽŶƐ͗ CŽŶƚƌĂĐƚŽƌ ŵƵƐƚ ĐŽŶƚĂĐƚ SĞĚŐǁŝĐŬ RĞƉĂŝƌ SŽůƵƚŝŽŶƐ Ăƚ ůĞĂƐƚ ϯϬ ĚĂǇƐ ƉƌŝŽƌ ƚŽ ĨŝůŝŶŐ ĂŶǇ ůŝĞŶƐ Žƌ ŝŶŝƚŝĂƚŝŶŐ ĂŶǇ ĐŽůůĞĐƚŝŽŶƐ Žƌ ůĞŐĂů 
ĂĐƚŝŽŶ͘

RĞƉĂŝƌ Žƌ ĐůĞĂŶŝŶŐ ǀƐ͘ ƌĞƉůĂĐĞŵĞŶƚ͗ ŵƵƐƚ ƉƌŽǀŝĚĞĚ ĚĞƚĂŝůĞĚ ĞǆƉůĂŶĂƚŝŽŶ ĨŽƌ ƚŚŽƵŐŚƚ ƉƌŽĐĞƐƐ ĂŶĚ ƌĞĂƐŽŶŝŶŐ ŝĨ ƌĞƉůĂĐĞŵĞŶƚ ŝƐ ŶĞĞĚĞĚ͘

CŽŶƚƌĂĐƚŽƌ ŵƵƐƚ ŚĂǀĞ Ă GC ůŝĐĞŶƐĞ ĂŶĚ ƚŚĞ ƐƵďĐŽŶƚƌĂĐƚĞĚ ǁŽƌŬ ŵƵƐƚ ŝŶĐůƵĚĞ ĐŽŽƌĚŝŶĂƚŝŽŶ͕ ƐƵƉĞƌǀŝƐŝŽŶ ĂŶĚ ǁĂƌƌĂŶƚǇ͘  AŶ ŝƚĞŵŝǌĞĚ ƐƵďͲďŝĚ ŵƵƐƚ 
ďĞ ŝŶĐůƵĚĞĚ ǁŝƚŚ ƚŚĞ ĞƐƚŝŵĂƚĞ͘ SŝŵƉůǇ ŝŶŝƚŝĂƚŝŶŐ Ă ƉŚŽŶĞ ĐĂůů ;Ğ͘Ő͗͘ ƐĐŚĞĚƵůŝŶŐ ƚĞƐƚŝŶŐͿ ĚŽĞƐ ŶŽƚ ƋƵĂůŝĨǇ ĨŽƌ OΘP͘

FŽƌ ŵŽƌĞ ĚĞƚĂŝůƐ ƉůĞĂƐĞ ƐĞĞ ƚŚĞ ĂƚƚĂĐŚĞĚ UPC VENDOR NETWORK Ͳ CONTRACTOR SPECIFIC GUIDELINES͘

ESTIMATING GUIDELINES

PAYMENT PROTOCOL

Aůů ĞƐƚŝŵĂƚĞƐ ĂŶĚ ƐƵƉƉŽƌƚŝŶŐ ĚŽĐƵŵĞŶƚĂƚŝŽŶ ǁŝůů ďĞ ƌĞǀŝĞǁĞĚ ďǇ SĞĚŐǁŝĐŬ RĞƉĂŝƌ SŽůƵƚŝŽŶƐ͘ AŶǇ ĚĞǀŝĂƚŝŽŶƐ ĨƌŽŵ ƉƌŽŐƌĂŵ ƌĞƋƵŝƌĞŵĞŶƚƐ ƐŚŽƵůĚ ďĞ 
ĚŝƐĐƵƐƐĞĚ ĂŶĚ ĂƉƉƌŽǀĞĚ ďǇ ƚŚĞ ĂĚũƵƐƚĞƌ͕ ĂŶĚ ǁĞůů ĚŽĐƵŵĞŶƚĞĚ ŝŶ ƚŚĞ ĨŝůĞ͘ Aůů ĚĞǀŝĂƚŝŽŶƐ ĂƌĞ ƐƵďũĞĐƚ ƚŽ ĂƉƉƌŽǀĂů ďǇ SĞĚŐǁŝĐŬ RĞƉĂŝƌ SŽůƵƚŝŽŶƐ ĂŶĚ 
ƚŚĞ ĐůŝĞŶƚ͘ SĞĚŐǁŝĐŬ RĞƉĂŝƌ SŽůƵƚŝŽŶƐ ƌĞƐĞƌǀĞƐ ƚŚĞ ƌŝŐŚƚ ƚŽ ŵŽĚŝĨǇ ǇŽƵƌ ĞƐƚŝŵĂƚĞ ;ĐŽůůĂďŽƌĂƚĞͿ ŝŶ ŽƌĚĞƌ ƚŽ ĐŽŵƉůǇ ǁŝƚŚ ƚŚĞƐĞ ƌĞƋƵŝƌĞŵĞŶƚƐ͕ ŝŶ ŽƌĚĞƌ 

ƚŽ ƵƉŚŽůĚ ŽƵƌ ĐŽŶƚƌĂĐƚƵĂů ĂŐƌĞĞŵĞŶƚƐ ǁŝƚŚ ƚŚĞ ĐůŝĞŶƚ͘ FĂŝůƵƌĞ ƚŽ ĂĚĞƋƵĂƚĞůǇ ĚŽĐƵŵĞŶƚ Ă ĨŝůĞ ĂŶĚͬŽƌ ĐŽŵƉůǇ ǁŝƚŚ ƌĞƋƵĞƐƚƐ ĨŽƌ ƌĞǀŝƐŝŽŶƐ Žƌ 
ĂĚĚŝƚŝŽŶĂů ĚŽĐƵŵĞŶƚĂƚŝŽŶ ŵĂǇ ƌĞƐƵůƚ ŝŶ ƚĞŵƉŽƌĂƌǇ ƐƵƐƉĞŶƐŝŽŶ Žƌ ƌĞŵŽǀĂů ĨƌŽŵ ƚŚŝƐ ƉƌŽŐƌĂŵ͘

IĨ SĞĚŐǁŝĐŬ RĞƉĂŝƌ SŽůƵƚŝŽŶƐ ŝƐ ŶŽƚ ƉĂŝĚ͕ ƚŚĞ ŝŶƐƵƌĞĚ ǁŝůů ďĞ ƉĂŝĚ ĂŶĚ ĐŽŶƚƌĂĐƚŽƌ ŵƵƐƚ ĐŽůůĞĐƚ ƉĂǇŵĞŶƚ ĨƌŽŵ ƚŚĞ ŝŶƐƵƌĞĚ͕ ĂƐ ǁĞůů ĂƐ ĂŶǇ ĂƉƉůŝĐĂďůĞ 
ĚĞĚƵĐƚŝďůĞ͘  IĨ ĂƉƉůŝĐĂďůĞ͕ MŽƌƚŐĂŐĞ CŽŵƉĂŶǇ ŵĂǇ ĂůƐŽ ďĞ ŝŶĐůƵĚĞĚ ŽŶ ƚŚĞ ĐŚĞĐŬ͘

DŝƌĞĐƚ ƉĂǇŵĞŶƚ ƚŽ SĞĚŐǁŝĐŬ RĞƉĂŝƌ SŽůƵƚŝŽŶƐ ŵĂǇ ďĞ ŵĂĚĞ ŝĨ Ăůů ƌĞƋƵŝƌĞĚ ĚŽĐƵŵĞŶƚƐ ĂƌĞ ƵƉůŽĂĚĞĚ͘  SRS ǁŝůů ŝŶ ƚƵƌŶ ƉĂǇ ƚŚĞ ĐŽŶƚƌĂĐƚŽƌ͘  

OǀĞƌŚĞĂĚ ĂŶĚ PƌŽĨŝƚ ĐĂŶ ŽŶůǇ ďĞ ĂƉƉůŝĞĚ ƚŽ NŽŶ OΘP IƚĞŵƐ ŝĨ ũƵƐƚŝĨŝĞĚ ĂŶĚ ĂƉƉƌŽǀĞĚ ďǇ ƚŚĞ ĂĚũƵƐƚĞƌ͘  TŚŝƐ ǁŽƵůĚ ŽĐĐƵƌ ŝŶ ƌĂƌĞ ĞǆĐĞƉƚŝŽŶƐ ĚƵĞ ƚŽ 
ĐŽŵƉůĞǆŝƚǇ Žƌ ƐĞǀĞƌŝƚǇ ŽĨ ƚŚĞ ƐĞƌǀŝĐĞƐ ďĞŝŶŐ ƉƌŽǀŝĚĞĚ͘ Aůů ĚĞǀŝĂƚŝŽŶƐ ƚŽ ƉƌŽŐƌĂŵ ŐƵŝĚĞůŝŶĞƐ ĂƌĞ ƐƵďũĞĐƚ ƚŽ ĂƉƉƌŽǀĂů ďǇ SĞĚŐǁŝĐŬ RĞƉĂŝƌ SŽůƵƚŝŽŶƐ 

ĂŶĚ ƚŚĞ ĐůŝĞŶƚ͘

EƐƚŝŵĂƚĞ ůŝŶĞ ŝƚĞŵƐ ŵƵƐƚ ďĞ ƐƵƉƉŽƌƚĞĚ ďǇ ƉŚŽƚŽƐ͘ UƉůŽĂĚĞĚ ƉŚŽƚŽƐ ŵƵƐƚ ďĞ ĐůĞĂƌ ;ŶŽƚ ďůƵƌƌǇͿ ĂŶĚ ůĂďĞůĞĚ͘  MŝƐƐŝŶŐ Žƌ ŝŶĂĚĞƋƵĂƚĞ ƉŚŽƚŽƐ ĐŽƵůĚ 
ƌĞƐƵůƚ ŝŶ ƌĞŵŽǀĂů ŽĨ ĂƉƉůŝĐĂďůĞ ůŝŶĞ ŝƚĞŵƐ ĨƌŽŵ ǇŽƵƌ ĞƐƚŝŵĂƚĞ͘

IICRC ƉƌŽƚŽĐŽů ĂŶĚ ŐƵŝĚĞůŝŶĞƐ͕ ĂƐ ǁĞůů ĂƐ Ăůů ƐƚĂƚĞ ĂŶĚ ůŽĐĂů ůĂǁƐ ƐŚŽƵůĚ ďĞ ĂĚŚĞƌĞĚ ƚŽ͘
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UPC VENDOR NETWORK - CONTRACTOR SPECIFIC GUIDELINES 
 
Vendor Network Expectations 
 

1. Adjuster will make assignments in Xactimate and provide an explanation of the 

services requested. The contractor will contact the customer according to the service 
standards. 

2. Adjuster should provide the Contractor a copy of any estimate that has been written 

for UPC or provided by the customer.  If no estimate is provided, the adjuster should 
instruct the Contractor to write their own estimate for the damages along with any 
details regarding the scope of the loss.  This information should be provided in 
Xactimate. 

3. Contractor should inspect the property within the service guidelines and reach and 
agreed repair scope and amount with the adjuster.   

4. All assignments, notes and status updates (first contact, inspection date, etc.) should 
be provided in Xactimate by the contractor, this allows the UPC adjuster to monitor 

the progress. 
5. The Contractor should not provide any estimate or scope to the customer 

unless/until they received written confirmation that it is approved by the UPC 

adjuster as an agreed scope.  Supplement issues need to be agreed upon with the 
UPC adjuster before any work is completed. Supplements should be minimal and 
explained. 

6. Any work outside of scope or upgrade needs to be separately estimated or noted 

within the estimate and subtracted out as not included (deducting profit and 
overhead accordingly). Final copy needs to be provided to the UPC adjuster and 
clearly explained this is an upgrade or damages outside of scope.  A clear 

understanding needs to be established that this work falls outside of the insurance 
coverage and payment. Any portion of the work completed by the contractor that is 
below deductible and/or not part of the covered scope (i.e.. upgrade, denied 
damages, etc.) are still subject to the contract warranty. 

7. Prior to any work the contractor needs to secure a work authorization and 
confirmation of final approval from the UPC adjuster (in writing, email, or 
Xactimate).  

8. Any subrogation, fraud, or obvious underwriting concerns need to be reported to the 

handling UPC adjuster immediately, preferably by phone and Xactimate. 
9. UPC reserves the right to withhold payment on repairs where written approval has 

not been provided by UPC.  

10. To qualify for the UPC program, the contractor must hold a valid General Contractor 
License (If you are a GC) and agree to a three-year workmanship warranty. 

11. Mitigation, Mold, Contents and Structural estimates require separate estimates. 
12. The contractor must complete all tasks within XactAnalysis to include “Job Started”/” 

Job Completed”/ buttons. 

13. No documents should include Assignment of Benefits (AOB). 

 

Coverage Issues 

1. UPC Adjusters or UPC Management will handle all coverage determinations.  
2. All potential coverage issues (i.e. water exclusions, rising water, long-term and on-
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going damages) should be submitted to the UPC Adjuster ASAP, either by direct e-
mail or telephone. Restoration work including mitigation dry-out will not proceed if 
there are potential coverage issues. Limitation of $1,500.00 for any work without 
UPC Adjuster approval.  

3. Confirmation of the Cause of Loss (COL) must be addressed on all assignments within 

the first report.  

 

Attorney/PA involvement 
1. Obtain Letter of Representation (LOR) or Document name, address and phone 

number. Forward to UPC adjuster immediately. 

2. If PA presents an estimate for repairs obtain a copy and forward to UPC with 
final report. Do not share your estimate with the PA.  

3. Some claims will have policy endorsements that limit the amount coverage 
provided such as water back-ups and mold, please communicate with the 
adjuster or UPC Management for direction and limits. 

 

Claim Withdrawal/Cancellations 

1. Should an Insured choose to cancel claim prior to inspection, notify the UPC adjuster 
immediately by phone and in writing. 

2. Should an Insured choose to cancel their claim during the initial deployment, 
note in the Final Report accordingly. Complete and upload as much of the report 
requirements including photographs as possible the UPC Adjuster.   

 

Direct Repair Process 

1. Contractor’s initially assigned for mitigation and are retained by insured to 
complete restoration work, should notify the UPC adjuster immediately. 

 

Payments 
1. Mitigation Work: The preferred Vendor for Mitigation work will only be paid directly 

when we receive a Certificate of Completion with Direction to Pay, signed by the 
Insured and dated as of the completion of work. All documents must be uploaded 

into XactAnalysis.  This is for work completed by the preferred Vendor for Mitigation 
services assigned at FNOL and assigned for Consulting or Expert opinion. 

2. Reconstruction and other repairs: will be issued as normal to our Customer and 

Lienholder (as appropriate). Follow normal procedures. 

 

Supplements 

1. If hidden damages are found during the repairs, a supplemental estimate should be 
written and contact made with the UPC adjuster at that time. There must be 
substantiating detail and photo support provided to explain the need for a supplement. 

 

Roof Diagramming Services  
1. The UPC Desk adjuster should order Geomni roof measurements on first contact. If 

the adjuster does not order it, the contractor will request it or bear the expense 
and not pass the expense along to UPC.   
Ladder assist charge must be approved by UPC Adjuster.  

 

Matching 

Matching scenarios and issues should be presented to the UPC adjuster for review/approval. 

 
Mitigation Losses 

1. Any drying over 3 days will need to be fully documented on the Final Mitigation 
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Report. D rying over 4 days will require the Adjuster’s or UPC Management 
approval. 

2. A 24-hour job status is required on all jobs. To include a report of your initial 
findings, a reserve amount (best guess), photos to include address verification and 
photos of the damage and true cause of loss. This should be uploaded into 
XactAnalysis. 

3. No additional charges for Emergency Service if within normal business hours shall 
be included in any estimate. Normal business hours are between 8:00am and 
5:00pm, Monday through Friday. An emergency service charge will be accepted 
as outlined in Xactimate line item WTR-ESRV outside these set times. If 
emergency service hours are being charged, please document the hours as a line 
item note in the estimate. 

4. EMS contractor required to notify UPC (via XactAnalysis) of any “special” drying 
needs such as drying mats, or air scrubbers without mold, etc.  

5. Photos should show the following: 
i. Damages as well as all equipment used for mitigation 

ii. Any discarded items such as cabinetry, 

flooring contents. 

Psychrometric Log   

1. Ensure that all required information is completed. 

2. Include Make/Model and AHAM capacity of Dehumidifiers. 

3. Include a note on the Psychrometric Log to explain any missing days or 

readings. 

4. Handwritten Psychrometric Logs will not be accepted. 

5. Required within 24 Hours of job completion. 

 

Flood Losses 

1. If the water loss is suspected flood damage from rising water not 
associated with plumbing while on an assigned claim, please ensure 
documentation of flood lines and notify the UPC adjuster immediately.  

 

Fire Losses 
1. Fire/Soot pre-cleaning of a structure does not require UPC pre-approval up to 

$1,500.00. 

 

2. Photos of soot damage should be clear for all rooms and contents, showing soot 

when possible. 

 

Mold Losses 

1. If mold is visible and more than 10 square feet and will require remediation because 
of the reported claim, contact UPC adjuster while on site and discuss your findings 
and update in XactAnalysis. All work should be completed within statutory 
guidelines. 

 

2. On all mold losses, EMS/Contractor must photograph the amount of mold present 
and the source of the loss and provide those to UPC (through XactAnalysis) on a 
rush basis for coverage review. 

 

Contents 

1. Estimate pack out on an hourly and room by room basis, contractor must include 
time sheet. 

2. If storage of insured items is required, the estimate will be based on Xactimate 
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storage prices by square footage. 

3. When significant clothing and fabrics are damaged by smoke, water, mold, etc., 
contact the UPC adjuster immediately for permission to engage a textile specialty 
company. 

4. Coordinate with the UPC adjuster to identify whether Contents inventory is needed.  

 
Textile Restoration Program Guidelines: 

1. Contact policyholder upon receipt of assignment and schedule textile inspection. 

2. Provide immediate needs for approximately one (1) weeks’ clothing within two (2) 
days of inspection. 

3. Vendor will work with the Adjuster to get approval on remaining textiles and 

provide estimate / photos to the UPC Adjuster within 2 days of inspection.  

4. Vendor is to coordinate with the UPC Adjuster for direction on completion of on-site 
inventory of non-salvageable textiles. The “On-Site Non-Salvageable inventory” 
service will be billed at Xactimate labor rates. Inventory should include the brand, 
type and color.  

5. Bulk laundry charges apply for all items that normally require wash, dry and fold. 
Pressed hanging items are line items.  

6. Non-hanging items are wash, dry and fold. Items such as handbags, draperies, 
luggage specialty linens, etc. will be processed, as restoration protocols require. 

7. Provide garment testing at actual cost when requested by the UPC adjuster. 

8. Items that are cleaned and not restored to pre-loss conditions will have no charge 

and be refunded to UPC or Policyholder as appropriate. 

 

Work Authorization 
1. Choice is yours (or similar document) to ensure customer knows it is their option. 

2. With any work authorizations, the Insured is contracting with the Contractor, not with 
UPC. 

3. Work Authorization must be signed and dated prior to starting work. 

4. A separate Work Authorization is required for both Mitigation/Remediation, and 
Reconstruction.  

 
General Loss Report 

1. A General Loss Report is required to be completed for each estimate or 

reconstruction assignment. The report should outline the contractor’s findings and 
include reserve recommendations. 

2. Submit via XactAnalysis as a separate PDF. 

3. Required within 24 Hours of site inspection for reconstruction. 

 

Certificate of Completion     

1. A separate Certificate of Completion is required for Mitigation/Remediation work and 

Reconstruction. 

2. The Certificate of Completion must be signed and dated by the customer within 24 
hours after work is complete. 

 
 
 
 
 
 


