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The following checklist outlines all requirements and understandings for a Contractor to be considered for Qualification.  
Requirements:
1)  FORMCHECKBOX 
  Download the “New Contractor Qualification” form (NCQ).
2)  FORMCHECKBOX 
  Read “Step 1 – Instructions” carefully.
3)  FORMCHECKBOX 
  Complete the NCQ and obtain all documents requested. BE SURE TO SEND CROWN CASTLE INSURANCE REQUIREMENTS TO YOUR AGENT OR BROKER.
4)  FORMCHECKBOX 
  The N.C.Q. form is complete:  The “Total Contractor Response Compliance” (CRC) score on the “SCORECARD” tab is greater than or equal to 95%, and all documents requested on the “Step 5 – Documents” tab are compliant and attached. 

5)  FORMCHECKBOX 
  Double check that the prepared Certificate of Insurance (COI) and attached endorsements meet all requirements set forth in    “Step 4 – COI” as well as “Step 4a – Endorsements”.
6)  FORMCHECKBOX 
  Submit completed form along with all required documents to single Point of Contact (POC) identified in “Step 7 – POC List” tab.
Understandings:
1)  FORMCHECKBOX 
  Any questions regarding the general requirements should be directed to Purchasing@crowncastle.com.

2)  FORMCHECKBOX 
  Any questions from your company or your insurance provider regarding the insurance requirements should be directed to Mark.Lauderbaugh@crowncastle.com.

3)  FORMCHECKBOX 
  DO NOT send the form to the POC if the CRC score is less than 95% or if any of the documents are not included.  Incomplete submissions will not be reviewed or considered.

4)  FORMCHECKBOX 
  DO NOT send the completed form to the Purchasing address.  Submissions will not be accepted directly from potential contractors.

5)  FORMCHECKBOX 
  Submission of completed form does not guarantee contractor status.  If POC determines that there is a need for an additional contractor in their area to provide the services offered, they will review and forward the submission to their manager for approval and then to Supply Chain for processing.  If they determine that they do not need an additional contractor, Supply Chain will contact contractor to rescind qualification. 
6)  FORMCHECKBOX 
  If all requirements for contractor qualification are met, and POC has agreed to sponsor the contractor, a signed Services Master Agreement along with execution instructions will be sent to the email address listed on NCQ within 5 business days.  Sample Agreements should be reviewed by potential contractors during this process to expedite completion of qualification.
