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General FAQ Regarding Compliance Depot       
 

Q.  Why is my management company using Compliance Depot?   
A.  In today’s business environment the importance of proper insurance verification to 

protect the interests of apartment communities has become more important due to the 
complex nature of insurance claims involving the relationships between residents, 
management companies and property owners.  In addition, your management company 
is seeking to ease the burden of insurance certificate administration and filing by the site 
staff.  This process allows you as a site manager to focus on the critical duties related to 
business operations and less on paperwork for certificate tracking.  Lastly, this service 
will allow your management company the ability to have all insurance certificates 
available via electronic scanned images on the web via a central repository.      

 
Q.  Who pays for this service? 
A.  Compliance Depot will charge each vendor an annual fee for this service.  The fee is $80 

for those select vendors who are not required to provide a certificate of insurance in 
connection with the services they provide.  An example would be a vendor that ships all 
products to your site via UPS.  For those vendors who will need to visit your site, a fee of 
$99 will be charged by Compliance Depot to the vendor.  The fee is charged annually 
per client and NOT per location.  Many vendors regard this as a very small price to pay 
for not having to compete with other vendors who cannot satisfy our insurance and other 
selected criteria. 

 
Q.  What are the insurance requirements for my site?  
A.  The insurance requirements are located on the Compliance Depot website and are 

available to the vendors from their homepage.  They are also available to the site 
managers on the Vendor tab of the website.  These requirements have been defined 
and approved by your management company’s risk management department to ensure 
that adequate coverage and protection are in place per your company’s guidelines.  The 
insurance requirements can also be obtained by contacting Compliance Depot at 888-
493-6938.   

 
Q.  Why is Compliance Depot so strict with the insurance requirements?  
A.  Compliance Depot enforces what your management company requires for insurance 

certificate limits and additional insured language.  Since Compliance Depot is only 
enforcing what your management company requires them to enforce, there is no 
opportunity for Compliance Depot to make a subjective evaluation regarding a vendor’s 
insurance certificate.  The vendor’s insurance certificate either meets your company’s 
required standard for insurance and additional insured language or it does not.  (See 
section on override requests for those vendors that are deficient)     

 
Q.  Who should I call if I have questions about the Compliance Depot process?  
A.  All questions regarding the qualification process, including any questions relating to 

necessary documentation, should be directed to Compliance Depot at 888-493-6938. 
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Vendor Verification Process         
 
Q.  How does a new vendor get added to my list?     
A.  If your management company has an OPEN vendor list you may direct the vendor to 

contact Compliance Depot at 888-493-6938.  A customer service representative will add 
them to your list. You may also add them to your list via the Compliance Depot website if 
you have been granted access by your management company.   

 
If your management company has selected a CLOSED vendor list you will need to 
sponsor the vendor according to your internal protocol.  Once a vendor has been added 
to the website they will receive information from Compliance Depot regarding the 
enrollment process.         

 
 

Important: To determine if your company has an open or closed vendor list you may 
contact customer service at 888-493-6938.  Please keep in mind that vendors should send 
documents to Compliance Depot…not you!  The point of this process is to alleviate your 
burden of checking on and following up on vendors for insurance requirements.  Should a 
vendor drop off new vendor documents at the site, kindly direct the vendor to submit them 
directly to Compliance Depot.   
 
Q.  How long does it take a vendor to become approved by Compliance Depot?   
A.  This depends on how quickly the vendor and/or insurance agent can provide the correct 

and necessary documentation.  In many cases, the process takes less than 48 hours.  
However, if the vendor has less than acceptable requirements or would like to negotiate 
the limits of insurance required then the amount of time to complete the process can be 
longer.   

 
Q.  Does this process apply to new vendors only or does it apply to all vendors?  
A.  With respect to insurance coverage, permit and license requirements there is no 

remarkable difference between your existing vendors and new vendors.  In fact, one of 
the greatest exposures for management companies relates to business relationships 
with long term current vendors who have allowed their insurance coverage or licenses to 
lapse.  Accordingly, both existing and new vendors will need to be qualified through 
Compliance Depot. 

 
Q.  What if a vendor does not meet my management company’s insurance 

requirements?   
A.  Vendors who do not have adequate insurance or valid permits or licenses (in categories 

where such permits and licenses are required) will not be authorized as an approved 
vendor.  Should a vendor fail to satisfy any other criteria, you must obtain approval to 
use the vendor from your corporate office.  You should, however, be prepared to explain 
why using this vendor is essential, despite the vendor’s deficiency of insurance or other 
required standard.  There should be very few instances where such approvals are 
requested.     

 
Q.  Does my vendor need a computer to complete the registration process? 
A.  No.  Compliance Depot is accustomed to dealing with vendors that do not have a 

computer.  They are also accustomed to dealing with widely varying computer skills. 
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Vendor Verification Process Continued       

 
Q.  If a vendor has a question about this program who should they talk to?   
A.  Vendor questions, issues, and concerns regarding their set up in the vendor 

management system including any questions relating to necessary documentation, 
should be directed to Compliance Depot at 888-493-6938. They have customer 
representatives available Monday through Friday from 7:30 AM to 6:30 PM Central 
Standard Time to assist with any questions. 

  
Q.  My vendor’s insurance agent has a question about the process who can they talk 
to?    
A.  Agent questions, issues, and concerns regarding the vendor’s set up in the vendor 

management system including any questions relating to necessary documentation, 
should be directed to Compliance Depot at 888-493-6938.  They have customer 
representatives available Monday through Friday from 7:30 AM to 6:30 PM Central 
Standard Time to assist with any questions. 

 
Q.  The vendor’s insurance company has sent me a new insurance certificate, what 

should I do?   
A.  Contact the vendor and explain to them that the insurance certificate must go to 

Compliance Depot. Vendors are provided access which will enable them to upload their 
documents directly to the Compliance Depot website.  Documents may also be sent to 
Compliance Depot by fax at 877-665-8910 or by email at 
documents@compliancedepot.com 

 
Q.  Who checks the requirements for each vendor?  
A.  Compliance Depot will verify the insurance limits, additional insured language, and other 

requirements.  All coordination and communication with the vendor and/or their 
insurance agent for collecting these documents will be handled by Compliance Depot.   

 
Q.  Do I have to verify the insurance amounts and sign up the vendor each year?  
A.  No.  Compliance Depot will coordinate the communication and collection of the renewal 

insurance certificate prior to the expiration of the existing certificate.  In addition, should 
your management company have any circumstantial changes to the requirements for 
insurance; Compliance Depot will coordinate the compliance of the new requirements for 
the insurance certificate with the vendor.   

 
Q.  What if my vendor never comes on site, do they need to register with Compliance 
Depot?   
A.  While insurance certificate verification is the primary service; Compliance Depot also 

verifies professional licenses, past collections and/or liens, business owner background 
checks.  Therefore, even though a vendor may not come onto to your property, your 
management company is still able to provide a measured amount of protection for the 
property and the ownership structure by having all vendors register with Compliance 
Depot.   

 
 
 
 

mailto:documents@compliancedepot.
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Reports and Logging in to the Compliance Depot Website     

 
Q.  How do I log on to Compliance Depot?  
A.  Compliance Depot can be accessed via the web at www.compliancedepot.com.  You will 

need a Username and Password to log in to the website.      
 
Q.  I forgot my username or password, who do I contact?  
A.  You may click on the “Forgot My Password” link on the Compliance Depot website.  The 

link is located on the log-in screen.  The link will generate an e-mail to you immediately 
that provides your user name and password.  For sites, the email will be sent to your 
building specific email account.     Also, you may contact the Compliance Depot call 
center and speak with a customer service representative.  Customer service 
representatives are available Monday through Friday from 7:30 AM to 6:30 PM Central 
Standard Time.  Compliance Depot Customer Service Representatives can be reached 
at 888-493-6938. 

 
Q.  As a site manager or Regional Manager, what are the typical reports that I should 

use?   
A.  The most common report is the insurance pass / fail summary.  There is a full report 

menu and report description available on the website.  Reports can be accessed via the 
web at www.compliancedepot.com.  

 
Q.  How do I get a copy of the insurance certificate for a vendor?  
A.  Copies of insurance certificates and W-9’s for vendors can be accessed via the web at 

www.compliancedepot.com.  After searching for your vendor, click the docs icon, and 
then select insurance certificate or W-9.  Once you have selected your document you 
may print by using the icon on your tool bar or the File/Print option.  Your vendor’s 
insurance certificate or other documents will not be available unless your vendor has 
paid the annual enrollment fee and submitted their documents to Compliance Depot.   

 
Q.  Do I need to keep a copy of the vendor’s insurance certificates at my site?  
A.  No.  Since Compliance Depot will be providing the insurance certificate management 

they will keep a scanned copy of the insurance certificate on file.  You can retrieve a 
copy of the insurance certificate anytime by logging on to www.compliancedepot.com.   

 
Q.  What is the website to view the status of vendors?   
A.  There is a full report menu and report description available on the website.  Reports can 

be accessed via the web at www.compliancedepot.com 
 
Q.  I hired a new site manager / team member, how do they get website access?    
A.  Requests for new users can be directed your Regional Manager or an email request may 

be sent to  customerservice@compliancedepot.com  If you send an email to customer 
service you must include the first and last name of the employee that needs access, the 
level of access needed, the specific location that the access is for, and state the name of 
your management company.  Training on the Compliance Depot process can be 
scheduled by emailing training@compliancedepot.com.  On-going training occurs each 
Thursday afternoon at 1:00 PM Central Standard Time.    

 
 

http://www.compliancedepot./
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Overrides and Exemptions of Vendors       
 

Q.  What is the difference between an override and an exemption? 
A.  An Override:  

Is an acceptance of a particular deficiency for a specific category that a vendor may 
have.  For example:  the vendor only has 1 million general liability insurance, but 
your management company requires 2 million general liability insurance.  Your risk 
management department may authorize an exception for that particular deficiency.  
All other aspects of the vendor’s registration and requirements will remain in effect.   

    An Exemption:  
A vendor that is exempt will not register with Compliance Depot and will not be 
verified by Compliance Depot.  They are to be treated in the same manner as an 
approved vendor.  This status is primarily reserved for utility companies, 
municipalities and apartment associations.     

 
Q.  I only plan on using this vendor once; do they need to register with Compliance 
Depot?   
A.  There is no 1 time use feature.  The frequency of use for a vendor’s services is not a 

factor in evaluating a vendor’s risk for potential damage to our properties, residents, or 
owners.  Whether a vendor provides goods or services 1 time or 500 times a year, the 
vendor must register with Compliance Depot.   

 
Q.  Who can I contact to review the requirements?   
A.  Your management company’s risk management department should be contacted 

regarding all potential overrides or exemptions.  
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Payment Process          
 

Q.  Does Compliance Depot manage the payment for vendor services?  
A.  No.  Compliance Depot only administers the insurance requirements for your 

management company.  Payment for goods or services is still handled through your 
internal accounts payable department.    
   

Q.  Will a vendor need to be approved before they are paid?  
A.  Yes.  New vendors should be approved by Compliance Depot before payment will be 

issued.  However, ultimate control of your accounts payable system will remain with your 
corporate office.  

 

Q.  I can’t get my vendor paid, why not?   
A.  Most likely the vendor has not completed the insurance verification process with 

Compliance Depot and your accounts payable department is holding payment.   Please 
keep in mind that documents submitted to Compliance Depot will not be processed if the 
vendor has not paid the annual enrollment fee.  You can follow the registration process 
of your vendor on www.compliancedepot.com.   

 
Q. My vendor was approved when the work was done but is not approved now – why? 
A.  The information provided on the Compliance Depot website is in real-time.  For example, 

a vendor approved last week may have fallen out of compliance due to an insurance or 
license expiration. Compliance Depot actively pursues renewals but the vendor also has 
a responsibility to ensure that the documentation is provided in a timely manner. 

 
This is the recommended process for a new vendor 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
Provide the vendor 
with the New Vendor 
Letter so that they may 
proceed with their 
enrollment. 
             ________________         
 

Monitor vendor 
registration via the 
website at 
Compliancedepot.com  
 

 

 
 
Once vendor is 
approved with 
Compliance Depot, 
issue the authorization 
with the vendor to 
commence the work.   
 
 

 
A/P will confirm vendor is 
approved with 
Compliance Depot.  
 
A/P will then issue new 
vendor # for payment 
process. 


