Southwest Gas Contractor Referral Program Guide
Goals:
· 250 minimum approved contractors
· The SWG contractor referral directory program is a list of vetted and approved contractors offered to SWG customers to complete home projects and repairs.
· The directory is designed to suggest contractors who meet the high standards of validation set forth by Southwest Gas to complete these home projects.
· EGIA manages the list of eligible contractors.
· Check email daily – reply to any and all emails (this maintains the relationship with the contractors and allows us to maintain an updated directory)
· [bookmark: _GoBack]Log in Daily- check for any updates/send emails if needed.

Duties: 
1. Review requirements for contractors to be listed on the director (insurance, licensing, etc.)
1. Upload supplemental documents that support the contractor listing (insurance, licensing)
1. Double check eligibility based on region, contractor type (for promotions and installations) and other requirements
1. Review all expiration dates on documents submitted to ensure all licenses and policies are active
1. Keep a spreadsheet with all review notes, required documentation, missing documents (such as signed terms, no paper files)
1. Add new contractors to the database 
1. Email any and all contractors

Key sites:

· Main Website: https://www.swgas.com/
· Appliance Dealers & Licensed Contractor Referrals: https://swgasreferral.com/contractor-listing.php
· (for customers to search up contractors)
· Contractor Enrollment: https://swgasreferral.com/
· (for contractors to enroll or log back in)
· Processing site (INTERNAL USE): https://swgasreferral.com/swg-rebatesystem/




How to Enroll (New Contractor)
      Provide customer with and email detailing the following:
1. Provide the contractor with the contractor enrollment link
2. Make sure the email list all the required documents they will need when they sign up
3. Attach a copy of the terms and conditions and request them to sign and email back
a. When they create a log in and go through the prompts the final step is to sign the terms and conditions electronically – unfortunately we do not receive a copy from the online site- they are required to sign the one we provide as an attachment and return to us so we can attach it to complete the enrollment)
4. Any new contractor will appear under Contractors to Review
a. Very all documents are valid (current)
b. All insurance documents meet the minimum requirements 
c. City and State licenses are valid  
d. Terms and Conditions are signed
e. Check BBB.ORG – business must be graded a C or above to participate in the program
f. Once all documents are reviewed and all minimum requirements are met 
i. Manually change the status on the application to 
ii. APPROVED/ SUPERVISOR REVIEW/ APPROVED
iii. Press Save and Continue
iv. Go to https://swgasreferral.com/contractor-listing.php make sure contactor appears on site
v. Send approval letter to contractors with instructions on how to log in and check site as a customer
g. If documents are missing – send request email 
h. If not graded on BBB.ORG a C or better send an email to the contractor
i. Keep track of new contractors 
i. At the end of the month send list to Brian, Jamie and Jenny of new contractors







Updating/ Auditing/ Maintaining Contractors:
1. Check your que:  Click Enrollments
Contractors to Review: New contractors
Recently updated: Contractors uploaded/ changed or updated information online
Contactor with new docs: contractor uploaded new documents
Contractors with expired docs: contractors documents that have expired (need to reach out to them via email or phone)
View all: All contractors in program regardless of status:

When working with an existing contractor:
Click edit/ Click Upload Documents if the boxes are not checked (means those documents have not been reviewed) click to make sure all boxes are checked off) then review docs
Then click Upload Licenses and follow the steps for uploaded documents.
Review all the documents- if you are still missing information. Search the email address (sometimes there are two) on the application in our inbox. Check when the last request was sent out- if it has been a while (2-3 months +) send and email to the contractor.
ALWAYS note the application to inform what you did like (sent and email / reviewed new docs) and ALWAYS click SAVE and CONTINUE. – this way the 30/60/90 notifications get sent out as well. 
30/60/90 notifications – the system automatically sends these out when a document is close to expiring – sometimes the application will have expired docs and still show 
APPROVED SUPEVISOR REVIEW/APPROVED/LISTED ON WEBSITE. Manually change to REQUESTING INFORMATION/ PENDING 
We need to make sure any and all contractors have current insurance and licenses on file in order to be listed on our site
If it looks like the contractor file has not been touched in a quit a few months I always send the SERVICE MATRIX template and request the contractor to fill it out this way we can updated any services they recently changed/added or no longer provide to their file.



When Reviewing documents: (things to remember) 
· When you are working with city licenses, pay close attention to the entire document. We learned today that the City of Las Vegas license (and perhaps some others) will actually list additional areas. For example, on the attached document, you can see that this City of Las Vegas license also covers Clark County (so, all the cities under that county), the city of Henderson, and the city of North Las Vegas. 

· When uploading docs like these, please make sure to upload one copy for each of these areas (and remember to search the counties to see what cities fall under them, and then upload the license for each of those cities as well). 

· the directory does not list specific cities serviced, just the SWG service area.

· SWG Multi-Jurisdictional County License Cities - This word document list all the cities that fall under a particular county. So, if we receive a county license, or if there is a county listed on a TPT license, we must also upload the county license or TPT license under each city that falls under that county. For example, a Clark County license needs to be uploaded for Clark County, but also for each of the individual cities: Boulder City, Blue Diamond, Henderson, Las Vegas, N Las Vegas, and Laughlin. Listed in this doc are the counties that we received licenses for the most often and their cities associated with them. 
 Arizona supposedly does not give out city licenses anymore, but we found that some of the cities in AZ still do. 
· AZ Jurisdiction list for Referral program: This list will show you which city agency still gives out business licenses and which ones do not. Some cities have special circumstances as written within the spreadsheet. Let me know if you have any questions on this document.

· Lastly, we have the TPT Exempt form and MRRA Services info. If a contractor provides service in a city that does not give out a city license, they need to provide us with a TPT license. TPT licenses can cover both cities that do and do not give out city licenses. We must see the list of cities or counties they service on the TPT license. The only time they would not need to provide us with a TPT license, if they only provide MRRA Services to their customers. In this case, we would upload the TPT exemption pdf as the "license" for each city they service on the contractor listing. Easy way to remember this, MRRA Services cover mostly all Install and Service/Repair services. TPT license is only required when the contractor is selling appliances in the city or county. Let me know if you have any more questions about this.

· TPT Exemption - Exempt form for contractors who work in cities which do not give out business licenses and they only provide MRRA services to their customers.

· MRRA Services - This spreadsheet breaks the services down for you. Sell = Need TPT license. ONLY Install, Service/Repair (MRRA Services) = TPT Exempt.

· The system is not perfect- anytime you review a contractor double check all documents- insurance coverage- make any manual change to the status if needed. Track your work on an excel and label to be able to maintain the contractors you are working on for the week so you can go back and see which ones you need to follow up with. Always reach out to the contractor if needed. (via email or phone if the email is not working) 














Contractor Needs to sign in:
Follow these steps below to get started:
1. Go to https://swgasreferral.com/index.php
1. You are a RETURNING USER. Under Returning User, click on Forgot your password.  Submit the request for your temporary password to be emailed to you.  Check your email for your temporary password. 
1. One you have your temporary password, you can log into the online portal under RETURNING USER.

It is recommended that you change your password immediately upon initially accessing the contractor portal, as this will ensure you are able to maintain access to the online system. Once you’re in the portal, please review the documents section of the portal first. If any updates are needed, you will add updated licenses, insurance or other documents to make certain your listing appears on the referral directory. 
If at any time you have any questions or concerns, please feel free to contact the SWG Contractor Referral Program at swgcontractorefferal@egia.org  or by calling a representative at 844-693-3568.
Thank you for your participation in the program!
When Requesting Documents:
To ensure your company is properly listed on the online directory.  To ensure your company listing stays active on our website please send us the following updated coverage information:
1. General Liability (minimum 2,000,000)
1. Automotive insurance (minimum 1,000,000)
1. Workers Compensation coverage (state minimum) or exceptions doc signed (must attach)
2. Certified Holder must have the following address listed
0. Southwest Gas Corporation
0. 3800-Watt Ave Suite 105
0. Sacramento, CA 958821
1. Current City License 
1. State License
1. Service list (document attached) – please fill out and send back this will help update your company listing
1. Signed Terms and Conditions (documents attached) – please sign and send back

This information can be sent via email or you can log in to your online directory by clicking this link Contractor Log In. Please use your email for the user name and the password created when the account was made. If you are not sure of your password please select “forgot your password” and an email will be sent to you with a new password.
If at any time you have any questions or concerns, please feel free to contact the SWG Contractor Referral Program at swgcontractorefferal@egia.org  or by calling a representative at 844-693-3568.



Contractor Approved: 
Thank you for submitting your updated documents. Your company is now active on our website. If you need to make any updates to your company’s listing or upload any documents in the future please click this link Contractor Enrollment or email us directly. To view the company’s online listing that customer is able to view please click this link: Licensed Contractor Referrals.
If at any time you have any questions or concerns, please feel free to contact the SWG Contractor Referral Program at swgcontractorefferal@egia.org  or by calling a representative at 844-693-3568.




Contractor interested in the program:
Thank you for your interest our Southwest Contractor Referral Program. Please click Contractor Log In to create a log in for your company. Once you are logged in please follow the steps and fill out all the information that pertains to your company. The following information is what you will need to become listed contractor on our website:
1. General Liability (minimum 2,000,000)
1. Automotive insurance (minimum 1,000,000)
1. Workers Compensation coverage (state minimum) 
2. Certified Holder must have the following address listed 
0. Southwest Gas Corporation 
0. 3800-Watt Ave Suite 105
0. Sacramento, CA 958821
1. Current State License  
1. Current City License(s) 
1. Signed Terms and Conditions (documents attached) – please sign and send back
 To ensure your company listing stays active on our website please send us updated liability coverage/city licenses and contractor licenses directly to our email or log into your contractor profile and update the documents. It will take about 5-10 business day for your application to be reviewed. If any documentation is needed we will make sure to contact you via email. Once you are listed as an approved contractor on our directory referral program your customers will be able to see your company on this link  Appliance Dealers & Licensed Contractor Referrals. 

If at any time you have any questions or concerns, please feel free to contact the SWG Contractor Referral Program at swgcontractorefferal@egia.org  or by calling a representative at 844-693-3568.



	

