Vendor request form						[image: ]
	VeNDOR information

	Check all that apply:  Create New Vendor  Update Vendor    BMT Vendor  Housing Vendor  Land Vendor

	Classification of vendor:  Employee  Homebuyer    Consultant  Contractor  Supplier  Other:

	Vendor ID:

	Is vendor status changing from inactive to active?  Yes  No

	Legal Company Name:
	Remittance Name (DBA):


	Mailing Address: 


	Remittance Address (Where checks are mailed):


	Contact Name: 

	Contact Phone:


	Contact Email:

	business information

	Tax ID Number:
	W9 Attached:   Yes         No

	TYPE OF BUSINESS (Please place an x in the applicable category below):

	 Individual/Sole proprietorship                  
	 Corporation                  
	 Partnership                  
	 Trust/Estate                                       
	 Limited Liability Company                                                                  
	 Other:

	1099 Vendor?   Yes  No
	Tax Exempt?   Yes   No   Reason for Exemption:

	Payment Terms:  Upon Receipt   10 Days  30 Days
	Separate Check:  Yes         No

	Anti bribery risk assessment factor (RAF)

	NOTE: All New Vendors or Vendors Changing Status to Active require a Risk Assessment Rating.  If Additional due diligence is required, please continue with the additional due diligence procedures outlined in the User Guide: W:\Denver\Anti-Bribery 2018\USER GUIDE- ABC Third-Party Due Diligence.

	Please refer to the ABC RAF Guidelines as a reference to answer the below questions: W:\Denver\Anti-Bribery 2018.

		Insert Operational Classification: 
	

	Insert Vendor Type: 
	

	RAF #1 - Business Rationale: 
	 Yes       No

	RAF #2 - Government Interaction: 
	 Yes    No               If Yes:      Low Risk      High Risk     N/A

	RAF #3 - Reputation:
	 Yes       No

	RAF #4 - Beneficial Owners: 
	 Known       Unknown

	RAF #5 - Compensation: 
	 Clearly Defined      Vaguely defined

	Final Risk Rating: 
	 Low    Medium    High      NA (Employee/Homebuyer Only)

	Additional Due Diligence Required?
	 Yes (If Final Risk Rating is Medium or High)       No




	signatures

	Requested By:

	Date:

	Department Manager Approval:

	Date:

	Accounting Approval:

	Date:



Brookfield Residential Vendor Risk Matrix Guidelines:
W:\Denver\Anti-Bribery 2018
[image: ]
Effective 4/1/18	
image2.emf
Operational Classification Vendor Type Examples of activities/services provided by vendor type Additional Considerations

Land Acquisition Consultants

Geotechnical, Environmental, Lawyers, Archeology, Public Finance (RE: CFDs), Metro 

Study, Planner, Civil (Surveyor), Brokers, Bond Underwriters, Third-Party Cost 

Estimator, Engineer

Applies for land acquisitions of any nature, completed by either a land or housing division

Planning Consultants

Zoning, Draft, or Official Plan Approval

Project Management, including lobbying activities

Design Guidelines / Architectural Control Guidelines

Engineering Consultants

Design/Drawings, submissions to city for approval

Internal/External Designs

Project Management

Sub-Consultants

Traffic Studies, Transport, Biophysical, Environmental, Geotechnical, 

Paleontological, Storm Water Reporting, Contractors

Consultants Engineering, Geotech, Geomatics

Contractors requiring permits and / or 

subject to inspection

Concrete, Grading, Asphalt, Underground, Landscaping, Shallow Utilities

Contractors (non-inspection and non-permit)Lot fencing, Tree Planting

Housing - Design Consultants

Architects, Structural, Designers, Engineers, Civil (Surveyor), Geotech, Energy, 

Mechanical/Electrical/Plumbing, etc. 

Trades and Subcontractors requiring permits 

and / or subject to inspection

Plumbers, Framers, Electrical, Heating, Foundation, Excavation, Damp Roof, Drain, 

Backfill, HVAC, Stucco, Insulation, Sprinklers, etc. 

Any vertical construction housing trades that requires permits and/or inspections.

This includes inspection requirements for other types of compliance, such as energy compliance. 

Trades and Subcontractors (non-inspection 

and non-permit)

Excavation, Concrete/Asphalt, Painters, Landscapers, Home Technology, Cleaners, 

Flatwork, Roofing, Brick/Stone, Garage Doors, Flooring, Hard Surfaces, Interior Trim, 

Hardware, Mirrors/Showers, Cabinets, Lighting, Landscaping, Appliances, Trash 

Haul, Fencing, Finishing Labour, etc.

Any vertical construction housing trades that do not require permits and/or inspections.

Suppliers Lumber, Sod, Truss Company

General Contractor (IPP Only) General Contractor for IPP Projects

Note: This vendor type typically manages additional vendors (i.e., GC hires contractors), therefore, 

oversight requirements need to be considered. 

PR Agencies (non lobbying) PR related activities without lobbying efforts

If lobbying work is required by PR Agency, this would fall under "Political Consultants, Industry 

Advocates, Lobbyists"

Advertising Agencies

Media management services, including design/development of content, media 

placement, brochures, product portfolios, 

Suppliers and Consultants

Suppliers of: renderings, collateral, show/model home and/or sales centre set up, 

signage, promotional items, show home operating costs; and/or

Consultants related to: branding, digital, research

Various See note above over PR Agencies

Non-Managing Partner

Managing Partner

Temp agencies, caterers, telephone, office supplies, etc. 

This would be government agencies such City and County offices.

This would be the agencies we pay for utilities and/or energy in the communities.

Any government agency that does not fall into an above category

This would be a law firm.

RISK ADJUSTED FACTORS ("RAF")

RAF #1: Business Rationale

Is there a clear and appropriate business rationale for engaging the third-party?

Yes: Rationale/reason for engaging third-party is clear and defined; decreases risk associated with vendor

No: Rationale/reason for engaging third-party is unclear and vague; increase risk associated with vendor

RAF #2: Government Interaction

Will the third-party have any interactions with government agencies and/or public officials (including candidates for public office or employees of state-owned or controlled entities)?

Yes: There will be interactions with government agencies and/or public officials; regardless of how much interaction; increases risk associated with vendor

No; N/A: No interaction with government agencies and/or public officials; decreases risk associated with vendor

If yes, what is the extent of interaction – low or high? Examples to determine if the level of interaction is considered low risk or high risk: 

Low Risk Activity: Inquiry with city officials to discuss/understand/clarify future plans and opportunities 

Pulling individuals permits for a specific phase of home construction

Non-managing JV partners 

High Risk Activity: Lobbying and advocating through interactions/meetings with city administrators and council members

Obtaining approval by city council or municipalities for land development zoning

Obtaining approval by city council or municipalities for development permits (limited to select MF projects - housing)

Managing JV Partners

RAF #3: Reputation

Does the third-party have a strong reputation?


Reputable:

Unknown/Not Reputable: 

Not well known in the market, engages in questionable business practices, is not well spoken of within the industry; increases risk associated with vendor

RAF #4: Beneficial Owners

Does the third-party have clear ownership lines (i.e., do we know who the beneficial owners are in case there may be ownership / ties to government entities or public officials)?

Known: Ownership lines are known and clear, with no ties to government or public officials ; decreases risk associated with vendor

Unknown: Ownership lines and beneficial owners are not known; uncertain if  there is a potential for owners to have ties to government entities or public officials; increases risk associated with vendor

RAF #5: Compensation

Are the terms and amounts of third-party compensation clearly stated and defined (e.g., do we pay any third-parties large “success fees”, retainer fees, detailed invoices)?


Clearly defined: Invoicing where funds can be clearly traced to work performed; decreases risk associated with vendor

Vaguely defined: Monthly retainer fees or lump sum payments with no support statements; increases risk associated with vendor

Utility/Energy

Government

Permits & Fees

Legal

CUSTOM

Well known in the market they work in, well respected, acts with integrity and ethics, Brookfield Residential is familiar with their practices and these practices align with our operating philosophy, comfortable with references; decreases 

risk associated with vendor

Political Consultants, Industry Advocates, Lobbyists

Joint Venture Partner

This refers to the non-Brookfield Residential joint venture partner and infers that the vendor is not the managing partner (i.e., Brookfield Residential is the managing partner)

This refers to the non-Brookfield Residential joint venture partner and infers that the vendor is the managing partner (i.e., Brookfield Residential is not the managing partner)

General & Administrative

Brookfield Residential's Vendor Risk Matrix is to be used in conjunction with the Company's Third-Party Due Diligence Procedures. The purpose of this document is to provide a quick reference for the Company's most common types of vendors, broken down by operational 

classification. This guide is based on the presumption that when working with these vendors and third-parties, while acting on Brookfield Residential's behalf, they will not be making the final decision for Brookfield Residential. The vendor or third-party may provide input or 

an opinion in the decision, which Brookfield Residential can take under advisement, however the ultimate decision and decision making authority must reside with Brookfield Residential. Please note: If this presumption does not apply, consultation with Compliance and Legal 

Counsel will be required. Additionally, if the vendor in question does not fall into a predefined category in the Company's Vendor Risk Matrix, a custom vendor risk assessment must be completed. For instructions on how to complete a custom vendor risk assessment, refer to 

tab "Custom Vendor Risk Assessment".

The Brookfield Residential Vendor Risk Matrix should be used as follows: 

The Company's most common vendor types have been broken out into categories in order to complete a more targeted risk assessment. Note - examples per guide are intended to provide high level guidance and is not a fully inclusive list. Further, due to regional differences, 

examples may differ across business groups. Please use professional judgement to determine the appropriate operational classification and vendor type. 

Land - Planning & Entitlement

Land Development

Housing - Vertical Construction

Sales & Marketing

VENDOR TYPE
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