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Red Feather Development Group Master Subcontractor Service Agreement 

Overview:   
Red Feather Development Group (“Red Feather”) is a 501(c)(3) tax-exempt, charitable, private nonprofit 
corporation. Red Feather partners with Indigenous communities to develop and implement lasting and 
impactful housing solutions. Under the successful delivery of this mission, this agreement is entered into by 
and between Red Feather and _____________________________________________, located in 
______________________________________, herein known as the (“Subcontractor”). 

Purpose Of Agreement:   
This Agreement provides for the delivery of home improvement services by Subcontractor to designated Red 
Feather program services recipients (“Clients”) during the specified term of this Agreement, as requested and 
directed by Red Feather, and by the requirements outlined in any grant or contract agreement between Red 
Feather and its program funders, as applicable to any work performed by Subcontractor under this Agreement. 

Effective Date and Term: 
 The terms and conditions of this Agreement shall remain in effect for one calendar year from its effective date 
of ______ /______   /_________    
Licensing:  
Before starting any work under this Agreement, the Subcontractor shall provide a copy of their business 
license, contractor registration, and trade certifications, as applicable. Subcontractor shall keep this 
documentation current throughout the entire term of this Agreement. 

Insurance: 
The Subcontractor shall maintain all required licenses and insurance coverage as specified in this Agreement 
and any incorporated exhibits or project-specific agreements. The Subcontractor shall maintain insurance 
coverage that is customary and appropriate for the type of work performed under this Agreement and 
sufficient to protect against claims arising out of or related to the Subcontractor’s operations. Proof of current 
insurance coverage and required licenses shall be provided before commencing work and shall be kept current 
for the duration of this Agreement. Red Feather may request updated proof of insurance or licensing at any 
time. Additional or higher insurance requirements may apply when work is performed under specific funding 
sources or project agreements and will be provided in writing, as applicable. Insurance requirements are as 
follows:  

1. General Liability Insurance ($1,000,000 per occurrence $2,000,000 aggregate) 
2. Commercial Auto Liability Insurance ($1,000,000.00 Minimum)  
3. Workers’ Compensation Insurance (unless Sole proprietor waive is submitted) 
4. Red Feather must be named as an Additional Insured for ongoing and completed operations (where 

allowed by the policy). 
5. All policies must include a waiver of subrogation in favor of Red Feather. 
6. The Subcontractor’s insurance must be primary, and any insurance carried by Red Feather will be non-

contributory. 
7. Subcontractors must meet these requirements by requesting that their insurance agent to provide a 

certificate of insurance demonstrating the required coverage and endorsements. 
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Taxpayer I.D. Number:  
Before starting any work under this Agreement, the Subcontractor shall provide Red Feather with a completed 
IRS Form W-9, Request for Taxpayer I.D. Number. 

Contact and Communication:  
1. Red Feather must be able to contact the Subcontractor through reliable means at any time during 

customary business hours. The subcontractor must provide Red Feather with all contact information before 
work begins. At a minimum, contact information must include location, mailing address, and the name, 
phone number, and email address of the person responsible for the pricing, progress, and completion of 
the work. 

2. Contact Information Updates: The Subcontractor agrees to keep all contract-related information current, 
including but not limited to contact information, insurance validation, contractor licenses, certifications, 
direct deposit details, W-9, Conflict Disclosures, and any other required documentation. Failure to maintain 
up-to-date information may result in delays, penalties, or contract termination. 

Vendor Direct Deposit Payment Authorization: 
If the Subcontractor wishes to receive payment via direct deposit instead of a check, they shall complete the 
form provided by Red Feather and submit it along with the required bank account verification documentation 
specified on the form. (Appendix A) 

Scope, Pricing, and Award of Work: 

Per-Project Basis 
Work is estimated, priced, and awarded project-by-project. Site locations, conditions, and scopes of work will 
vary based on each Client’s unique needs and program eligibility. 

Site visit:  
The Subcontractor must visit each project site to assess the site conditions, obtain “before” photo 
documentation, and obtain all information necessary to develop the scope of work. Red Feather reserves the 
right to accompany the subcontractor during the site visit. When feasible, Red Feather will provide the 
Subcontractor with initial photos of the home, details of the housing repair needs, client contact information, 
and the house's GPS coordinates. The Contractor must contact the Client to coordinate and schedule the initial 
site visit, subsequent start date, and project timeline. 

Scope of Work:  
In consultation with Red Feather, the subcontractor will develop a written scope listing each work item and 
provide a detailed project description (E.g., installing a new roof, including replacing shingles, damaged 
decking, fascia board, etc.). The subcontractor will comply with all applicable standards, specifications, zoning, 
building codes, and municipal, state, and federal laws, ordinances, and standards governing the work. When 
codes are unavailable, the subcontractor must use International Residence Codes. 

Written Estimate:  
The Subcontractor must attach a written estimate to the Scope of Work for Red Feather’s review, approval, and 
acceptance. The estimate must include the following: 

1. Project Information: The estimate shall clearly state the Red Feather client name and project location. 
2. Itemized Costs: The estimate shall assign a separate cost to each item listed on the scope of work, 

including all measurements (ex., square footage, linear feet) of repair, if applicable, and material listing. 
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3. Firm, All-Inclusive Pricing: All items of work shall be quoted at the Subcontractor’s current rates and 
must be inclusive of all materials, labor, supplies, transportation, tools, equipment, fuel, cleanup, 
permitting, licensing, insurance, and any other expense that is necessary or incidental to the 
Subcontractor’s performance of the work. Pricing shall be firm from the date quoted through the 
anticipated completion date of the work. (Changes to work and pricing are covered in “Startup and 
Process” section of this Agreement.) 

4. Schedule: The subcontractor shall specify a start date and estimated duration for the work according to 
the Subcontractor’s availability and workload. The subcontractor will identify the start and end date 
after Red Feather approves the estimate. Red Feather and the homeowner must approve dates before 
starting work. 

5. Down Payment: The subcontractor’s written estimate must indicate whether a deposit is required. Any 
required down payment is subject to the funding source and must be negotiated and agreed upon by all 
parties prior to commencement of work. 

6. Photo Documentation: Photos must be included with the estimate to document the necessity of the 
home improvement services the Subcontractor will provide. The contractor must ensure that before-
and-after pictures are taken in the same position so that one can easily see the changes made. 

Review, Approval and Acceptance: 
Review and Adjustment: Red Feather will review the Subcontractor’s written estimate using national cost book 
data and its internal cost database. If deemed appropriate by Red Feather, the contractor can negotiate a 
multiplier factor with the contractor either before the exaction of this contract or on a case-by-case basis to 
account for pricing variability. Red Feather will address any questions or concerns with the Subcontractor and 
Client before the approval of each project. Any adjustments to the scope of work or pricing will be documented 
in writing before the estimate is accepted. 
Client Authorization: Red Feather will obtain the Client’s oral authorization for the approved scope of work. 
Following this, Red Feather will prepare a written project authorization form, which the head of the household 
must sign before any work begins on the Client's home. The written authorization may be provided through 
either electronic or physical signature, and the Subcontractor may be designated to collect this signature 
before the start of work. 
Notice of Acceptance: Upon Client and Red Feather's acceptance, Red Feather will authorize the Subcontractor 
to proceed. 

Startup and Progress: 
1. Notice to Proceed: Red Feather and Client's acceptance of the authorized scope of work, verbal 

authorization from the HHESI Program Manager, and receipt of the Red Feather Purchase Order for the 
project will serve as notice to proceed with the specified work. If a startup deposit payment is outlined, it 
will be issued within ten business days. These steps will be considered sufficient to authorize the 
commencement of work. 

2. Workplace Safety and Site Cleanliness: Subcontractors must comply with all applicable tribal, federal, and 
state health, safety, and accident prevention laws to ensure a safe and hazard-free work environment. 
Since Clients and household members may be present during the project, subcontractors must minimize 
risks, secure all tools and materials, and mark hazardous areas. Any potential hazards, such as open 
trenches, exposed wiring, or unstable structures, must be taped off or barricaded to prevent accidents. 
Every job site must have at least one ABC-rated fire extinguisher that is easily accessible, fully charged, and 
not expired. Subcontractors must inspect extinguishers before work begins and immediately replace any 
expired or damaged units.  The job site must be kept clean and organized daily. All construction or 
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demolition debris must be removed upon project completion and disposed of according to legal, 
environmental, and project specifications. 

3. Hazardous Materials: Lead-Based Paint & Asbestos: If a subcontractor suspects that lead-based paint or 
asbestos-containing materials may be disturbed during work, they must immediately stop all work and 
notify Red Feather Development Group before proceeding. Work may only resume after an assessment 
determines that no hazardous exposure will occur. If the subcontractor is certified in lead-based paint or 
asbestos mitigation, they may take the necessary containment steps to safely manage the hazard in 
compliance with all tribal, federal, and state regulations. Proper certification documentation must be 
provided to Red Feather before the containment work begins. Failure to comply with this policy may result 
in work stoppage, contract penalties, or termination. 

4. Material Procurement: The Subcontractor is generally responsible for procuring all materials for their 
assigned projects. Red Feather will work with the Subcontractor to identify whether material purchases are 
exempt from state sales tax. 

5. Change Orders: Any changes to the scope of work and any price adjustments that would result from the 
changes must be agreed to in writing (via an updated scope of work and estimate) and submitted by the 
Contractor to Red Feather before the commencement of any work under such changes, except in the case 
of an emergency when there is imminent danger of destruction to the property or the health and safety of 
its occupants. 

6. Photo Documentation: Must be provided to evidence the changes to the scope of work. 
7. Non-Authorize Changes to the Work: The client is not authorized to change the scope of work. However, 

the Subcontractor may request changes to the work on behalf of the Client if the Subcontractor agrees that 
such a request is reasonable or necessary. 

Project Completion and Invoice Instructions 
1. Photo documentation: The subcontractor shall document the completion of the project with after photos 

that correspond with the “before” photos that were submitted with the written estimate and any changes 
to the work. 

2. Client Satisfaction: Red Feather will verify that the Client is satisfied with the completed work. 
3. Final invoice: The subcontractor must submit a final invoice to Red Feather upon completion. The invoice 

must clearly state: 
a) Invoice date. 
b) Invoice number 
c) Subcontractor’s name, mailing address, phone number, and email. 
d) Client’s name, project location, and project title. 
e) Project’s completion date. 
f) Items of completed work and the price for each should match the original written estimate; any 

approved changes should also be listed as additional items. 
g) The final total price. 
h) The amount deducted for any prior payments received. 
i) The remaining balance is due. 
j) Payee name, if different from Subcontractor business name. 

Final Acceptance, Deficiencies, and Payment: 
1. Verification: Upon receipt of the Subcontractor’s final invoice, Red Feather will verify that the work items 

have been completed as agreed and that the Client is satisfied. 
2. Deficiencies and Correction: Any deficiency in materials, quality, or compliance with the project scope of 
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work, standards, or specifications that Red Feather or a third-party inspector identifies must be corrected 
by the Subcontractor within ten days of notice of the deficiency. 

a) Red Feather shall document the notice date, which may be verbal or written. The correction deadline 
date and time shall be specified in the notice of deficiency. 

b) The subcontractor must notify Red Feather immediately, by phone or email, when all deficiencies have 
been corrected. 

c) Red Feather must verify the corrected work before issuing a final payment and acceptance notice to the 
Subcontractor. 

d) Liquidated Damages: Failure of the Subcontractor to correct deficiencies and notify Red Feather of 
completion of corrections within ten days of notice of deficiency will result in the withholding of 
liquidated damages from the final payment issued to the Subcontractor. Liquidated damages equal 1% 
of the total project price for each day or partial day beyond the deficiency correction deadline. 

3. Third-Party Inspection: Some funders require Red Feather to conduct a third-party inspection of projects. 
Generally, only a small percentage of projects require this. When this is required, the subcontractor will be 
notified before the estimate is developed. Red Feather is responsible for scheduling and completing the 
final inspection of the work. If feasible, Red Feather will work to schedule the final inspection with the 
subcontractor on the last day of the project. If this is not possible, Red Feather will arrange a third-party 
inspection within ten business days of the project's completion. Third-party-identified deficiencies must be 
resolved within 10 business days and are subject to the liquidated damages section above. 

4. Notice of Final Acceptance: When Red Feather is satisfied that all work terms and conditions have been 
fulfilled, notice of final acceptance shall be provided to the Subcontractor within two business days. Notice 
may be given verbally or in writing. 

5. Final Payment: Within ten business days of notice of final acceptance, Red Feather shall remit the final 
payment of the balance due to the Subcontractor, less liquidated damages, if any. 

Withholding of Payment for Noncompliance 
Red Feather Development Group may withhold payment, in whole or in part, if the Subcontractor fails to 
comply with any material term of this Agreement, including but not limited to licensing, insurance, reporting, 
documentation, or regulatory compliance requirements, until such noncompliance is cured to Red Feather’s 
satisfaction. Withholding of payment under this section shall not be deemed a breach of this Agreement by Red 
Feather. 

Warranty:  
The subcontractor must guarantee all materials and workmanship for at least one (1) year after the final 
payment date. The subcontractor is responsible for correcting any defective materials or workmanship at its 
own expense during the warranty period. The contractor shall inform the client about the warranty provisions 
and the process for requesting assistance. If Red Feather receives a callback from client regarding warranty 
issues, Red Feather will forward the request to the Subcontractor. Red Fether will also track and maintain 
records of all callback requests and related actions for each subcontractor to monitor performance and 
responsiveness. 

Confidential Information: 
 The Subcontractor acknowledges and agrees that while working under this Agreement, they may have access 
to or become aware of confidential, proprietary, or private information belonging to Red Feather or its clients 
("Confidential Information"). This includes, but is not limited to, personal, financial, and sensitive data related 
to clients, project details, and business operations. 



 
2717 N Steves Blvd., Suite 8 

Flagstaff, AZ 86004 
(928) 440-5119 

www.redfeather.org 

Page | 8                                                                                           RFDG Master Subcontractor Service Agreement- Updated 1.23.2026 
 

Non-Disclosure Obligation: 
1. The Subcontractor agrees to maintain the confidentiality of all confidential Information and will not 

disclose, share, or use such information for any purpose other than the performance of the work specified 
under this Agreement. The Subcontractor shall take all necessary precautions to protect the confidentiality 
of such information and ensure that it is not disclosed to unauthorized persons or entities. 

2. Client Information: The Subcontractor acknowledges that any private client information accessed or 
obtained during the work, including but not limited to personal identification information, financial 
records, or contact details, is strictly confidential. The Subcontractor agrees not to use, disclose, or 
disseminate such information in any form, whether orally, in writing, or electronically, without the prior 
written consent of Red Feather or the client, except as required by law. 

3. Breach of Confidentiality: Any unauthorized disclosure of Confidential Information by the Subcontractor 
shall be considered a material breach of this Agreement and may result in legal action, including but not 
limited to termination of the subcontract and potential liability for damages. 

Media Permissions: 
The Contractor acknowledges and authorizes Red Feather to use materials, including but not limited to 
photographs, descriptions, and project details related to the Contractor's work, in Red Feather's publicity and 
promotional efforts. 

Relationships of Parties:  
The subcontractor is an independent contractor, not an employee of Red Feather. Red Feather will not provide 
fringe benefits, unemployment insurance, workman’s compensation, health insurance, paid vacation, or any 
other employee benefits to the Subcontractor. 

Assignment and Subcontracting 
The Subcontractor shall not assign, transfer, or subcontract any portion of the work under this Agreement 
without the prior written consent of Red Feather Development Group. Any approved assignment or 
subcontracting shall not relieve the Subcontractor of its obligations, and the Subcontractor shall remain fully 
responsible for the acts, omissions, and compliance of any approved subcontractor. 

Indemnification: 
To the fullest extent of the law, Subcontractor hereby agrees to defend, indemnify, and hold harmless Red 
Feather, its Board of Directors, employees, volunteers, and agents, individually and collectively, from any 
claims, losses, expenses, and fees including attorney fees, costs, and judgments that may be asserted against 
Red Feather as the result of the alleged or actual acts or omissions of Subcontractor and Subcontractor’s 
employees, agents, or representatives, directly or indirectly related to Subcontractor’s performance of work 
under this Agreement. If a claim is made against Red Feather for such alleged or actual acts or omissions, Red 
Feather will immediately tender the claim to the Subcontractor in writing. The subcontractor will then be 
responsible for Red Feather's defense and payment of all expenses and associated costs, including attorney 
fees, expert witness fees, court costs, and awards against Red Feather based on such claim. Subcontractor (and 
Subcontractor’s employees, if any) waive any rights to recovery from Red Feather for any injuries that 
Subcontractor (and Subcontractor’s employees) may sustain while performing services under this Agreement 
unless it has been proven in a court of law that such injury was the result of negligence on the part of Red 
Feather. 
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Suspension of Work (Non-Default) 
Red Feather Development Group may, for operational, funding, safety, regulatory, client-related, or other 
programmatic reasons, temporarily suspend all or part of the work under this Agreement by written or verbal 
notice to the Subcontractor. Such suspension shall not constitute a default, breach, or termination of this 
Agreement. 
The Subcontractor shall promptly comply with any suspension notice and shall resume work only upon 
authorization from Red Feather. Unless otherwise approved in writing, Red Feather shall not be responsible for 
costs incurred during a suspension. 

Default and Termination:  
In addition to any other rights or remedies available at law, including those under 2 CFR 200.208, if either party 
materially fails to comply with this Agreement, the non-defaulting party may impose administrative remedies 
or enforcement actions, including additional or special conditions, disallowance of costs, temporary suspension 
or termination of the award, denial of future awards, or initiation of suspension or debarment proceedings, as 
applicable. Termination for default shall be made by written notice describing the nature of the default. The 
defaulting party shall have ten (10) working days from receipt of such notice to cure the default, unless 
otherwise required by applicable law. Failure to cure within this period, unless waived in writing, shall result in 
termination of this Agreement. 

Governing Law and Venue 
This Agreement shall be governed by applicable federal law and, to the extent not preempted, the laws of the 
State of Arizona, without regard to conflict-of-laws principles. Applicable tribal laws shall apply where required 
for work performed on tribal lands. 
Any action arising from this Agreement shall be brought in a court of competent jurisdiction in Arizona, unless 
exclusive jurisdiction is required in tribal or federal court by law. 
Nothing herein waives any tribal sovereign immunity or other rights or defenses available under federal, state, 
or tribal law. 

Required Records: 
The Subcontractor will maintain adequate financial accounting, program, and project records for at least five 
years after the agreement's expiration date or termination date, whichever is later. 

Access to Records and Audit 
The Subcontractor shall maintain all records required under this Agreement and shall provide Red Feather 
Development Group, its funders, and any authorized federal, state, tribal, or independent auditors reasonable 
access to such records for purposes of monitoring, audit, inspection, and compliance review. This right of 
access shall continue for the record retention period required under this Agreement and applicable law. 

Federal & State Regulations:  
1. Certain statutory and regulatory requirements listed below apply only when required by applicable law 

or when work is funded in whole or in part with federal or other restricted funding sources. 
2. Equal Employment Opportunity: All contracts shall contain a provision requiring compliance with E.O. 

11246, “Equal Employment Opportunity,” as amended by E.O. 11375, “Amending Executive Order 
11246 Relating to Equal Employment Opportunity”, and as supplemented by regulations at 41 CDR part 
60, “Office of Federal Contract Compliance Programs, Equal Employment Opportunity, Department of 
Labor.” All vendors/contractors who are recipients of organization funds or who propose to perform 
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any work or furnish any goods under agreements with RFDG shall not discriminate against any 
employee or applicant for employment because of race, religion, color, sexual orientation, or national 
origin, except where religion, sex, or national origin is a bona fide occupational qualification reasonably 
necessary for the regular operation of the vendors/contractor. 

3. Debarment and Suspension (E.O. 12549 and 12689): For all contracts exceeding the Simplified 
Acquisition Threshold (currently $250,000), RFDG shall obtain from the contractor a certification that 
neither the contractor nor any of its principal employees is listed on the System for Award Management 
(SAM) Exclusions List, which is maintained by the General Services Administration (GSA). Contractors 
can check their status or provide proof of compliance via the SAM Exclusions Search. The subcontractor 
must complete and submit a certification form before the award. If required, the subcontractor must 
complete Appendix B. 

4. Conflicts of Interest: Under 2 CFR 200.318(c)(1), non-federal entities (such as nonprofits) must maintain 
written standards of conduct covering conflicts of interest for employees engaged in the selection, 
award, and administration of contracts. These standards must prohibit employees, officers, or agents 
from participating in matters in which they have a financial or other interest, or a tangible personal 
benefit. Please see and sign the attached conflict of interest. The contractor must review and sign 
Appendix C. 

5. Fair Housing Act (Title VIII of the Civil Rights Act of 1968): Prohibits discrimination in housing-related 
activities based on race, color, religion, sex, disability, familial status, or national origin. 

6. Title VI of the Civil Rights Act of 1964: Prohibits discrimination based on race, color, or national origin in 
programs or activities receiving federal financial assistance. 

7. Americans with Disabilities Act (ADA): Ensures that services, facilities, and programs are accessible to 
individuals with disabilities. 

8. Age Discrimination Act of 1975: Prohibits age-based discrimination in federally funded programs or 
activities. 

9. Section 504 of the Rehabilitation Act of 1973: Prohibits discrimination based on disability in programs 
or activities receiving federal financial assistance. 

Tribal Regulations  
All subcontractors performing work under this Agreement shall comply with all applicable tribal laws, 
regulations, and ordinances. Compliance requirements include, but are not limited to, obtaining and 
maintaining required business licenses, meeting employment and hiring obligations, and submitting any 
required plans or documentation to the appropriate tribal offices. Failure to comply with tribal business, 
licensing, and employment requirements may result in penalties, including suspension or termination of this 
Agreement.   

1. Subcontractors performing work on Hopi Tribal lands shall: 
a. Obtain and maintain a valid Hopi Tribal Business License for the duration of the Agreement 

through the Hopi Tribe Department of Revenue (Appendix E). 
b. Comply with all requirements of the Hopi Tribal Employment Rights Office (TERO), including 

applicable employment, hiring, and reporting obligations (Appendix E). 
2. Subcontractors performing work on Navajo Nation lands shall: 

a. Obtain and maintain a valid Navajo Nation Business License for the duration of the Agreement 
through the Navajo Nation Business Regulatory Department (Appendix G) 

b. Register with Navajo Nation Tax Commission (Appendix G) 
c. Comply with the Navajo Preference in Employment Act (NPEA) (Appendix H) 

  

https://sam.gov/
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Acknowledgment Page 
The parties have read and fully understand this Agreement and agree to fulfill all terms and conditions. The 
parties further attest that each is duly authorized to enter this Agreement. 
 
Subcontractor Signature:  ________________________________ 
 
Printed Name and Title:  _________________________________ 
 
Date: __________________________ 
 
 
Red Feather Signature: ______________________________________________________________________ 
 
Printed Name Title:      ________________________________________________________________________ 
 
Date: __________________________ 
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Appendix A: Direct Deposit Authorization 
 
This document must be completed and signed by vendors requesting automatic payment deposit and retained 
on file by Red Feather Development Group. 
 
Vendor, must provide a voided check or official letter from bank verifying account details  

Vendor/Subcontractor Name 
 

Bank Name 
 

Account Type (Checking or Savings) 
 

Routing Number (9-digit ABA number) 
 

Account Number 
 

 
 
Vendor’s Authorization: 
This authorizes Red Feather Development Group to send credit (payment) entries electronically or by any other 
commercially accepted method to my/our account indicated above and to other accounts I/we identify in the 
future (the “Account”). This authorizes the financial institution holding the Account to post all such entries. I 
agree that the ACH transactions authorized herein shall comply with all applicable U.S. Laws. This authorization 
will be in effect until the Company receives a written termination notice from me and has a reasonable 
opportunity to act on it. 
 

Print name:  ___________________________________ 
 
Authorized signature:  ______________________________  
 
Date:  ______________________ 
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Appendix B: Non-Debarment Attestation 
 
Debarment and Suspension Certification 
Contractor Certification Regarding Debarment, Suspension, Ineligibility, and Voluntary Exclusion 
 
Executive Orders 12549 and 12689 require this certification, which is implemented through 2 CFR Part 180. 
 
Instructions for Certification 
By signing and submitting this certification, the contractor or prospective contractor agrees to the following 
terms regarding debarment, suspension, and ineligibility for federal procurement and non-procurement 
programs. 
 
Certification 
The contractor certifies, to the best of its knowledge and belief, that neither the contractor nor any of its 
principal employees: 
 

a) Are presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily 
excluded from covered transactions by any federal department or agency. 

 
b) Have been convicted within the preceding three years of any offenses related to fraud, antitrust 

violations, embezzlement, theft, forgery, bribery, or making false statements under federal law. 
 
The contractor agrees to immediately notify RFDG if any change occurs in its status or the status of its principal 
employees during the contract period. 
 
Certification Signature 
By signing this document, I certify that the information provided is true and correct to the best of my 
knowledge.  
 

Subcontractor Name:  _______________________________________________ 
 
 
Signature: _____________________________________________________ 
 
 
Date:  ___________________________________________________________ 

 
Verification: 
This certification will be retained as part of the official contract record and may be subject to review by federal 
agencies or auditors. 
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Appendix C: Conflict of Interest Overview 
Overview and Purpose 
This Conflict-of-Interest Policy ensures the integrity of Red Feather Development Group (hereinafter “Red 
Feather”) by identifying, addressing, and resolving potential conflicts of interest among Board Members, Staff, 
Volunteers, and Contractors. It safeguards our mission and compliance with federal and state regulations. 
This document outlines definitions, responsibilities, and procedures to promote transparency and ethical 
decision-making. 
 
What is a Conflict of Interest? 
A Conflict of Interest occurs when the personal, financial, or professional interests of a Responsible Person or 
their Family Members could impair their impartiality in decision-making for Red Feather. Examples include: 
Agreements or transactions between Red Feather and a Responsible Person or Family Member. 
Competing with Red Feather in services or securing third-party contracts. 
Accepting gifts, entertainment, or favors that may influence decisions (excluding items of nominal value under 
$50). 
Nominal value refers to individual gifts, entertainment, or favors valued at $50 or less, such as a meal or small 
promotional item. However, multiple gifts from the same source cumulatively exceeding $100 annually must 
also be disclosed." 
 
Role-Specific Examples of Conflicts of Interest 
Contractors Working for organizations competing with Red Feather. 

Influencing decisions favoring vendors you have personal ties with. 
Hiring subcontractors with personal ties that could compromise the integrity of the project. 

 
Steps to Handle Conflicts of Interest 
Step Description 

1. Identify Assess whether your role or actions could create an actual or perceived conflict of 
interest. 

2. Disclose Report on the potential conflict to the Chair or designated authority. 

3. Abstain Do not participate in discussions, decisions, or votes related to the conflict. 

4. Document Ensure the conflict and resolution are recorded in meeting minutes or logs. 

 
Conflict Resolution 
When a conflict of interest is disclosed, Red Feather will follow these steps to resolve the conflict: 

1. The Chair or designee will review the disclosure and gather relevant information 
2. An independent review committee may be formed to assess the conflict for complex cases. 
3. Possible resolutions include requiring the Responsible Person to: 

a. Recuse themselves from certain decisions or activities. 
b. Divest personal interests if feasible. 
c. Terminate their relationship with conflicting entities. 

4. All resolutions will be documented, and Responsible Persons will receive prompt notification of the 
outcome. 
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Scenario-Based Example of Conflicts 
Scenario 1: A contractor hired by Red Feather simultaneously works for a competing nonprofit, providing similar 
services to the same community. If their loyalty or resources are divided, this may create a conflict of interest, 
potentially impacting their performance for Red Feather. 
 
Penalties for Failing to Disclose Conflicts: Failure to disclose a conflict of interest may result in disciplinary 
actions, including but not limited to: 

• Removal from specific projects or contracts (Contractors). 
• Suspension of decision-making activities (Board Members). 
• Employment probation or review (Staff). 
• Termination of employment, volunteer status, or contract. 
• Legal review in cases of financial impact or regulatory breach. 

 
Annual Reaffirmation 
All Responsible Persons must annually review and reaffirm their understanding of the Conflict-of-Interest Policy. 
This process ensures ongoing compliance and transparency. 
 
Confidentiality and Data Security 
All disclosed information will be securely stored and accessed only by authorized personnel. Breaches of 
confidentiality will be addressed promptly through an internal investigation. Depending on the severity of the 
breach, disciplinary actions may include a formal warning, suspension, termination of employment or volunteer 
status, or legal action where appropriate. Disclosure forms will be securely retained for 5 years from 
submission and then destroyed in accordance with Red Feather’s document retention policies. 
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Conflict of Interest Disclosure Form 
I have reviewed and agree to abide by Red Feather’s Conflict of Interest Policy. 
 

 I understand the need to disclose any conflicts or potential conflicts promptly. 
 I understand that failure to disclose conflicts may result in disciplinary action. 

 
Please provide detailed information for any potential conflicts listed below. By selecting 'No Known 
Conflicts,' you certify that this statement will remain accurate throughout the year. Notify the Chair 
immediately if circumstances change. 
 
I have no known conflicts of interest to report  ☐ 
 
I have the following conflicts or potential conflicts of interest to report: 
 

1.   
 

2.   
 

3.   
 
 
 
Printed Name:   

 
 

Signature:  Date:  
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Appendix D: Subcontractor Application and Compliance Checklist 
(Summary of Required Actions and Documents) 

 
To perform work under this Agreement, the Subcontractor must complete the following: 
 
Before Any Work Begins 
☐ Sign the Master Subcontractor Service Agreement 
☐ Provide a completed IRS Form W-9 
☐ Provide proof of required insurance (with required limits and endorsements) 
☐ Provide business license, contractor registration, and trade certifications, as applicable 
☐ Provide tribal business, tax, and employment requirements for work performed on tribal lands 
☐ Submit Conflict of Interest Disclosure 
☐ Submit Non-Debarment Certification (if required by funding source) 
☐ Submit Direct Deposit Authorization (if requesting ACH payment) 
 
For Each Project 
☐ Conduct required site visit 
☐ Submit a written scope of work and itemized estimate 
☐ Provide required photo documentation (before, during if applicable, and after) 
☐ Receive Red Feather approval and Notice to Proceed before starting work 
☐ Complete work according to the approved scope and schedule 
☐ Submit a final invoice with required details and photos 
 
Ongoing Compliance (If Applicable) 
☐ Maintain current licenses and insurance 
☐ Comply with tribal business, tax, and employment requirements for work performed on tribal lands 
☐ Maintain required records for the contract retention period 
☐ Respond promptly to any inspection, correction, or audit requests 
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Appendix E:  Hopi Compliance Checklist 
 

Requirement Purpose Key Steps Responsible Agency 

Hopi Tribal 
Business License  

Authorizes legal 
operation of a business 
within the Hopi 
Reservation and ensures 
compliance with Hopi 
Tribal Ordinance 17 

Complete and submit the 
business license application; 
provide proof of business entity, 
general liability insurance 
naming the Hopi Tribe as 
certificate holder; submit 
supporting documentation (W-9, 
contracts, etc.); pay applicable 
licensing fees; renew or update 
as required 

Hopi Tribe Office of 
Revenue Commission – 
Phone: (928) 734-3172;  
Website: www.hopi-
nsn.gov  

Hopi Tribal 
Employment 
Rights Office 
(TERO) 

Ensures employment 
preference and 
compliance with tribal 
employment and 
contracting rights for 
qualified Hopi tribal 
members 

Register with TERO; submit 
workforce and contracting plans; 
comply with Hopi hiring and 
contracting preferences; post job 
notices through TERO; maintain 
employment, payroll, and 
compliance documentation 

Hopi Tribal Employment 
Rights Office (TERO) – 
Phone: (928) 734-3162; 
Office address: P.O. Box 
123, 100 Main St., 
Kykotsmovi, AZ 86039 
(No website) 

 

http://www.hopi-nsn.gov/
http://www.hopi-nsn.gov/
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Appendix F: Step-by-Step Hopi Tribe Compliance Checklist 
Phase 1: State and Federal Business Authorization 

Step 1: Confirm Business Entity Readiness 
☐ Verify legal business name and structure (LLC, nonprofit, corporation, etc.) 
☐ Ensure business is registered with the appropriate state authority 
☐ Obtain EIN and completed W-9 

Step 2: Obtain Hopi Tribal Business License 
Purpose: Authorizes legal operation on the Hopi Reservation and ensures compliance with Hopi 
Tribal Ordinance 17  

Actions: 
☐ Complete Hopi Tribal Business License application 
☐ Provide proof of business entity (articles of incorporation, registration, etc.) 
☐ Obtain general liability and workers comp insurance 
☐ Insurance must name The Hopi Tribe as certificate holder 
☐ W-9 
☐ Contracts or scope of work (if applicable) 
☐ Submit application packet to the Hopi Tribe Office of Revenue Commission 
☐ Pay all applicable licensing fees 
☐ Track license approval and effective dates 
☐ Calendar renewal or update deadlines 
Responsible Office: 
Hopi Tribe Office of Revenue Commission 
Phone: (928) 734-3172 
Website: www.hopi-nsn.gov 

 
 Phase 2: Employment & Contracting Compliance 
Step 3: Register with Hopi Tribal Employment Rights Office (TERO) 

Purpose: Ensures employment preference and compliance with Hopi hiring and contracting rights 
for qualified Hopi tribal members  

Actions: 
☐ Register business with TERO 
☐ Submit required registration forms and documentation 
☐ Identify anticipated workforce needs 
Responsible Office: 
Hopi Tribal Employment Rights Office (TERO) 
Phone: (928) 734-3162 
Address: P.O. Box 123, 100 Main St., Kykotsmovi, AZ 86039  

Step 4: Submit Workforce & Contracting Plans 
☐ Prepare workforce plan showing positions and hiring needs 

http://www.hopi-nsn.gov/
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☐ Prepare contracting plan, if subcontractors will be used 
☐ Submit plans to TERO for review and approval 

Step 5: Comply with Hopi Hiring & Contracting Preferences 
☐ Prioritize qualified Hopi tribal members for employment 
☐ Coordinate job postings through TERO 
☐ Document recruitment efforts and hiring decisions 
☐ Ensure subcontractors also comply with TERO requirements 

Step 6: Maintain Ongoing Employment & Compliance Records 
☐ Maintain employee records and payroll documentation 
☐ Track TERO compliance correspondence 
☐ Retain documentation for audits or compliance reviews 
☐ Respond promptly to TERO inquiries or monitoring requests 

Phase 3: Ongoing Monitoring 
Step 7: Monitor Renewals & Compliance 

☐ Track business license renewal dates 
☐ Update insurance certificates as needed 
☐ Notify Hopi Tribe and TERO of business or staffing changes 
☐ Maintain compliance file for funding, audit, or monitoring purposes 
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Appendix G:    Navajo Nation Compliance Checklist 
Requirement Purpose Key Steps Responsible Agency 
Navajo Nation 
Business License 

Authorizes legal 
operation within the 
Navajo Nation 

Complete BRD application; 
submit business entity 
proof, ID, and Navajo 
ownership docs (if 
applicable); pay fee; renew 
annually 

Navajo Nation 
Business Regulatory 
Department (BRD) – 
Start Doing Business | 
Build Navajo 
 

Navajo Tax 
Commission 
Registration 

Register for a Navajo 
Tax ID to comply with 
Navajo Nation tax laws 
and enable taxable 
activity 

Complete NTC Form 100; 
submit proof of business 
entity and ID; include 
applicable tax forms (Form 
401, Form 607); receive 
NTC Tax ID Number 

Navajo Tax 
Commission (NTC) – 
Office of the Navajo Tax 
Commission 
 

Navajo Preference in 
Employment Act 
(NPEA) Compliance 

Ensures hiring and 
promotion preference 
for qualified Navajo 
citizens 

File Affirmative Action Plan 
with ONLR; post NPEA 
notices; follow preference 
tiers in hiring/promotion; 
maintain records 

Office of Navajo 
Labor Relations 
(ONLR) – 
www.onlr.navajo-
nsn.gov 
 

https://www.buildnavajo.org/start-doing-business
https://www.buildnavajo.org/start-doing-business
https://tax.navajo-nsn.gov/
https://tax.navajo-nsn.gov/
http://www.onlr.navajo-nsn.gov/
http://www.onlr.navajo-nsn.gov/
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Appendix H: Navajo Preference in Employment Act (NPEA) & AAP Requirements 
 

All subcontractors performing work on the Navajo Nation must comply with the Navajo Preference in 
Employment Act (NPEA), Title 15 N.N.C. Chapter 7, including the preparation and submission of an 
Affirmative Action Plan (AAP) to the Office of Navajo Labor Relations (ONLR). 
 
Red Feather requires each subcontractor to submit a copy of its current AAP and proof of submission to 
ONLR (email confirmation, fax receipt, or acknowledgment letter) for Red Feather’s records. Submission 
of these documents is mandatory. 
 
Minimum AAP Requirements. At a minimum, the AAP must include: 

• Policy statement affirming Navajo Preference in Employment. 
• Designation of a responsible management official. 
• Workforce analysis (Navajo and non-Navajo employees by position). 
• Identification of underutilization and corrective actions. 
• Navajo-preference recruitment and hiring practices. 
• Training and advancement opportunities for Navajo employees. 
• Monitoring and reporting procedures. 

 
Posting & Compliance Obligations 
Subcontractors must post the NPEA notice at the worksite and comply with all NPEA requirements 
related to hiring, promotion, termination, training, and workforce reductions. Employers must provide 
written job descriptions, pay applicable prevailing wages, maintain a workplace free from discrimination 
or harassment, and implement a Navajo Affirmative Action Program across all job classifications. 
 
Orientation Requirement 
Subcontractors must complete an ONLR NPEA orientation prior to commencing work on the Navajo 
Nation. 
 
AAP Submission to ONLR 
Office of Navajo Labor Relations (ONLR) 
Morgan Blvd. Building #9748, Window Rock, AZ 86515 
Mailing: P.O. Box 1943, Window Rock, AZ 86515 
Phone: (928) 871-6800 | Fax: (928) 871-7088 
Website: www.onlr.navajo-nsn.gov  
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Appendix I Navajo Preference in Employment Act (NPEA) Template 
Project Name: _______________________________ 
 Contract / Bid No.: __________________________ 
 Chapter / Location: __________________________ 
 Contracting Agency: __________________________ 
Contractor Information 
Company Name: _______________________________ 
 Owner / Authorized Representative: ____________ 
 Mailing Address: _____________________________ 
 Phone: ___________________ Email: ___________________ 
Navajo Nation Business Preference 
 ☐ Navajo Nation Certified Business 
 ☐ Navajo Nation Small Business 
 ☐ Non-Navajo Business 
Navajo Nation Business Registration No.: ___________________ 
 (Attach copy of current certification) 
Employment Preference Certification 
In accordance with the Navajo Preference in Employment Act (NPEA), the undersigned certifies that preference in 
employment has been or will be given in the following order: 

 ☐ Navajo Nation members 
 ☐ Other Native Americans 
 ☐ Non-Native Americans 

Workforce Breakdown (Estimated or Actual) 
Category umber of Employees 

Navajo Nation Members  
Other Native Americans  
Non-Native Employees  

Total Employees  
Good Faith Effort Certification 
If Navajo Nation members are not employed for all positions, the contractor certifies that good faith efforts were 
made to recruit qualified Navajo Nation members, including: 

 ☐ Posting job announcements locally 
 ☐ Contacting Chapter Houses 
 ☐ Advertising through Navajo Nation Workforce Services 
 ☐ Maintaining recruitment documentation 

Subcontractor Compliance 
 ☐ All subcontractors will comply with NPEA requirements 
 ☐ Subcontractor compliance documentation attached 

Certification Statement 
I hereby certify that the information provided is true and correct and that this company agrees to comply with all 
provisions of the Navajo Preference in Employment Act (NPEA) and applicable Navajo Nation laws and regulations. 
Authorized Signature: __________________________ 
 Printed Name & Title: _________________________ 
 Date: __________________________ 
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