
 

BILL BACK GUIDELINES AND REQUIREMENTS 
1. Purchase order # MUST be issued for any cost over $300.00 

 You may email your completed Service Bill Back Request with your dealer name, 
customer name, home information, cause and description of issues, and approximate 
labor hours, drive hours, and mileage.  

2. Bill back forms must be filled out in their entirety.  Bill backs missing information will be 
returned. 

 All dealer information, homeowner information, and home information must be 
completed.  (Please use the date you are filling out the bill back for the Request Date, 
not the date submitted to Legacy.) 

 Bill backs must list a detailed cause and description of issue, and method of repair in 
legible writing.  We would prefer the file be filled in on the computer and emailed. 

3. Bill backs should be sent in once the work is completed. One bill back per email or fax.  We 
prefer email to the address on the form.  Not all at once, or once a month. 

4. If you receive a home that was transported by Legacy that is damaged (interior or exterior), or 
missing trim out material/ship loose, Legacy must be contacted immediately via email with 
pictures and descriptions. 

 Legacy does not cover transportation damage caused by outside transportation. 
 If we are not contacted with documentation in a timely manner, Legacy cannot know 

who is responsible for the damage. 
5. Legacy does not cover cosmetic damage, trim out responsibilities, or normal wear and tear 

damage. Federal regulations require Legacy to correct any non-compliance with HUD Code that 
renders the home or any component thereof not fit for the ordinary use for which it was 
intended.  If you are unsure what this consists of, contact the service department and we can 
clarify. 

6. All receipts for material purchased for job MUST be attached to bill back. 
 Legacy does not cover purchase of tools for any job. 

7. Legacy’s authorized amount of payment for contractors are as listed below. 
 Labor: $30 / hour 
 Drive Time: $15 / hour 
 Mileage: $0.53.5 / mile 


