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Introduction

Green text – new additions since the last update except, I did not delete the current green text from our last update (1-31-2017) until everyone has a chance to review the Contract Manual. If the Section title is highlighted in green, most of that section has been updated.
Blue text – response to comments form Purchasers/Contract Specialist
Yellow highlights – information needs to be added

Basic guide to Minnesota Pollution Control Agency contract process.  This guide provides the MPCA contract process beginning with preplanning through uploading the contract documents into OnBase.  Contract Specialist should refer to the Department of Administration website and the MPCA Lorax for additional information.   

Contract documents include:
· Professional/Technical Contracts: Electronic documents and signatures are mandatory. Only Cathy Moeger can approve any exceptions to allow for collecting wet signatures on a printed copy of the document. Documents include the standard P/T Contract, Master Contracts, Work Orders, Annual Plan Agreements, Interagency, Joint Powers, U of M, some Interagency Agreements and Income Agreements.  (Note that for Master Contracts, you can add signers as needed for additional State Agencies if the Master Contract will be open for use by other Agencies.)
· Grant Contracts: It is at the discretion of each Agency to determine whether or not they use the electronic document processes for their grant programs. MPCA has determined that Grant Agreements will be processed through Swift. Refer to the Lorax for additional information on the Grants Framework Tool Kit.  The MPCA has determined to use a special grant template for Sponsorships.  
· Construction Contracts and Real Estate Leases are exempted from this processes and are not included.  Follow the Tempo guidance for Construction Projects. Contact Kurt Soular for leases.
· P/T Annual Plan Agreements. These are the individual Purchase Orders done with specific vendors underneath the authority of the original Annual Plan Memo contract in SWIFT. Refer to Section <> Annual Plan .

Purchasing Order documents include:
· Master Contract Work Order – MPCA process all MPCA Master Contract Work Orders through Swift and Tempo.

Ad Hoc documents include any additional standard internal forms. Refer to Section <> for Swift details. For example:
· Single Source Request Form
· Professional Technical Certification Form
· 16A/16C Violation Memo
· Affirmative Action Certification Form
· Annual Plan memo between MPCA and MMB

As of April 5, 2013: Not created SWIFT, however uploaded into SWIFT for electronic approvals – but still need CR # and SWIFT Shell/Contract ID #:
· IT contracts – (Completed by MN/IT staff only)
· $0 MOUs (rarely done)
· Interagency Agreements (as of 9/10/13) – Some Interagency Agreements can be processed in Swift.  Prior to issuance outside of Swift check with the specific Agency to see if they are willing and able to approve electronically in Swift.  The MPCA has registered to be a venor in Swift and is able to sign as a vendor on Interagency Agreements.
[bookmark: _Toc345533269][bookmark: _Toc349569078][bookmark: _Toc366654116][bookmark: _Toc331082636]Typical MPCA Contract/Grant Process

See complete Contract Process Map at the following link:

X:\Agency_Files\Process Documentation\Agency-wide Processes\Contracts CI 2014\Process Maps

See the Contract/Grant Development Matrix – Roles and responsibilities at:

http://s-sp33/appnet/docpop/docpop.aspx?docid=1640710&client=activex

Refer to the Grants Framework Tool Kit on the Lorax.for additional information on Outgoing Grants.

Part 1 Pre-planning  

What is pre-planning? 
Pre-Planning (Pre-P) is a tool to use before the contract process begins. It will help the programs set goals and clarify objectives when developing a project. By planning, it will save time during the contract process and the project may begin quicker.

Getting started
· Before staff begin, it is a good idea to talk with other staff about their project. Whether it is an informal discussion or a planned meeting, there are Pre-P tools available to help them. https://lorax.pca.state.mn.us/operations/pre-planning
· Common questions and answers  
· Contract definitions 
· Staff who can assist

Questions and expectations
To Pre-P for their project, they should think about the following questions the Contract Specialist may ask about them during the contract process.  By answering the questions this prepares the program to think, understand and make decisions on their program project needs and the services to be performed.  

Staff are expected to ensure transparency and accountability.
Is the project aligned with the Agency mission, priorities, and strategic plan?
What tasks need to be accomplished for the project outcomes?
What are the services that the Agency needs to be performed to meet the goals of the project and timeline of when the work needs to be performed?
What are the skills and abilities of an entity that is capable of performing the services?
Where are the services to be performed and the risks associated with performing the services?
When do the services need to be performed to meet the program and funding requirements?
How will the project be funded and what are the restrictions with the funding?
What is the statutory authority?
Project/Contract Management of the contract will be conducted by whom in the Program?
Are there state employees available to perform the services?
Who can assist with questions prior to submitting a contract request?

Additional guidance is available on the Lorax at https://lorax.pca.state.mn.us/operations/pre-planning

Part 2 Request Contract Assistance  

Program Completes a Contract Request
The MPCA Program staff may have a need to seek assistance from outside Vendor or Contractor.  To begin the contract request process a Project Manager will complete a Contract Request in On-Base Workflow.  If staff are using the OnBase Tools Icon on their desk top they should click the Icon and then click on Unity Client.  The Contract/Grant Assistance Request eform and a step by step reference guide that will walk you through each step to complete the eform is available on the Lorax at https://lorax.pca.state.mn.us/operations/contracts
Angela Crowley is available to assist staff if they have issues.  

When the Contract Request has been approved and assigned to a Contract Specialist the Contracting process begins.

As the Agency moves to the new Tempo database the Contract Specialist may begin to receive notifications and routing information of the documents in Tempo.  Contract Specialist should check their “to do list” at least daily or more as needed.  

Part 3 Kick Off Meeting or Discussion

Contract Specialist set up Kickoff/discussion meeting with Program Staff to determine Contract Type, discuss risk triage, scope of services, funding, and specific contracts questions.  Contract Specialist refer to Contract Team Reference/Guidance Documents in the Contract Team Envelope folder in OnBase for additional guidance documents or to review the guidance documents listed below.

· Contracts – Managing Risk (see Kim Austrian email dated April 11, 2016 and January 26, 2016)



· Risk Triage Guidance Q & A 
· What is your Type
· Contract Interview Guidelines for Kick off Meeting 
· Contracts Content and Formatting Checklist for Contracts and Grants
· Agency Approver Assignments for Contract Review
· Guidance for Internal Agency Signers – Guidance for Internal Agency Signers
· PT Clause by Clause PPT
· On-boarding documents
· Grants Framework Toolkit
· Department of Admin web page (forms)
· Department of Admin PT Contract Checklist
· Department of Admin Contract Manual 
· Minn. State 16C
· Peer Review Process – (Kim email April 19, 2016)


· Single Source process in Swift Ad hoc documents (Kim email October 20, 2016)


· Clean Water Fund Guidance - X:\Agency_Files\OSD\Contract Team\WATERSHED CONTRACTING\CWF reporting requirements.docx

Additional resources available on the Department of Administration web site 

http://www.mmd.admin.state.mn.us/mn05002.htm

Diversity and Inclusion
Governor Mark Dayton signed Executive Order 16-01 (formerly 15-02)

Each Agency is required to make at least four Equity Select purchases each year beginning FY 17.  
MPCA created a team that includes representatives from Purchasing and Contracting.  Team members include: Martina Cameron – Team Lead, Jayne Stilwell Lamb – Contracts, Lana Tenenboym - Purchaser, Michelle Stryker - Purchaser, Joshua Bunker, Champion.  
 

Federal Conditions 
Federal conditions are required for contracts/grants when using federal dollars.  If a Contract Specialist receives a contract request using federal funds, send Jayne an email message with the Project Managers name as soon as possible.  Jayne will prepare the federal conditions and send them to the Contract Specialist to be attached to the contract/grant documents. The following table will assist in verifying federal funding.

	Fund
	Fund Name

	1000
	General

	1200
	State Government Special Rev

	2000
	Restrict Misc Special Revenue

	2001
	Other Misc Special Revenue

	2050
	Environment & Natural Resource

	2302
	Clean Water Fund

	2350
	Petroleum Tank Release Cleanup

	2403
	Gift

	2800
	Environmental

	2801
	Remediation Fund

	2802
	Closed Landfill Investment

	3000
	Federal

	3600
	Building Construction-Bonded

	3605
	Bond Proceeds Grants

	8200
	Clean Water Revolving Fund



Sponsorship Request

A new process has been established which are explained below and effective immediately.

In the past, sponsorships have been handled as an annual plan (if under $5000), or rarely as a direct procurement.  From this point forward the should be handled as single source grants, since we are enabling something that is aligned with our mission, with nothing expected back in return.

Ideally, for sponsorships over $5000, a conversation between Division Director, Agency Signer, CFO and appropriate Assistant Commissioner needs to happen.  The Division Director should set it up.  This should occur before the request is routed for assignment to a Contract Specialist.  As the contract assistance request routes to the Agency Signer, they will ensure this has occurred before moving the request forward in the workflow.

In the grant, this should be referred to as a ‘sponsorship,’ not a gift, contribution or donation.  The scope should provide a brief overview of the sponsorship purpose and a brief justification focused on how/why this aligns with our strategic plan and why we supporting them, rather than requiring a single source justification and advance payment form.  Please also include the following statement in all sponsorship grant agreements:” Sponsorships can be valuable tools in helping MPCA achieve its mission of protecting and improving the environment and enhancing human health and is consistent with our core value of collaboration.”  

A simplified generic grant template for this will be developed (with CFO and OGM approval). 

This is the UNSPSC Commodity Code to use in SWIFT:  To be updated with new Account code information
#93151600  
Expense, Event Sponsorship (Not P/T)  
Public finance>Public administration and finance services>Politics and Civic Affairs Services

This is the Account Codes to select from for a sponsorship event:
430021 (Sponsorships)

Note to whoever works on future Annual Plan Agreements with the Dept. of Admin., the section regarding Sponsorship of Conferences should be removed.  It is no longer needed there.  

FYI, it is the intention of the CFO to keep a cap on the total dollars used for sponsorships per year consistent with the limit currently approved by the Dept. of Admin. in our annual plan document (up to $20,000).

Vendor Notification of Swift Requirements 
Before you start working in SWIFT (if no solicitation required)
· Contract Specialist inform vendor of need to get User ID and E-Signature authority set up.  This can take a while so the earlier they get started the better.  Here is a guide that you can provide to the vendor. You can also refer them to the SWIFT help desk: 651.201.8100 Option 1  

X:\Agency_Files\OSD\Contract Team\SWIFT\Vendor Guidance

It is the goal of the MPCA to process the majority of the MPCA contracts/grants electronically through SWIFT.  It is proven that processing a contract/grant through SWIFT for electronic signatures has sped up the overall process.  Refer to Page <> for instructions for signature routing outside of Swift.  

Part 4 Solicitation 

If a solicitation is required, follow the Strategic Sourcing Quick Reference Guide for Professional Technical Contract X:\Agency_Files\OSD\Contract Team\SWIFT\Strategic Sourcing  or follow the Grants Framework Request for Grant Proposals for a grant https://lorax.pca.state.mn.us/operations/grants-framework.

Part 5 and Part 6 Develop Contract and Shell

Create and Edit Contract Documents (+ shell and related contract documents i.e., certification, workplan, budget, etc.) 
· If the contract is generated in Strategic Sourcing (RFP or RFGA), search for the contract, make any necessary changes, and then save. The vendor and item detail, as well as contract terms, are integrated from the sourcing event. See RFP/RFGA QRQ for specific guidance.
· If the contract is not generated from a sourcing event, Contract Specialist creates shell. Select the contract type, vendor, and dates the contract is in effect, and then enter the item details or item category. Save the contract shell when the contract header is complete. 
· Create and develop contract certification and submit for approval through Swift (Ad hoc).
· Contract Specialist assist Program staff with development of workplan and related contract documents based on risk triage.
· Contract Specialist must update the CRDB and Tempo until further notice.  Numerous reports are run from both databases.  A couple examples are
· Results based accounting 
· legislature requests on contracts/grants
· Project status updates to program or Supervisors
· Currently all Clean Water Funded projects are entered into Tempo, the goal will be to hopefully have all contracts being tracked in Tempo by the beginning of the new fiscal year.  The Tempo instructions are located at X:\Tempo\2 Training R 2\ContractGrant
· Create swift screens following the steps below:

Navigation in Swift: Supplier Contracts>Create Contracts and Documents>Contract Entry

1. Create shell header if not already done through Strategic Sourcing.   
· Click on Add a New Value
· Click on Add
· Enter your Administrator/Buyer number
· Click on PO Defaults (under Order Contract Options)
· Enter Buyer number (Contract Specialist number)
· Enter Origin (click on search button and enter)
· Origin – is the Program/Division who requested the contract 	
· Click on OK (this will save and return you to Contract Entry)
· Click on Vendor ID Search button (Will bring Look Up)
· Vendor ID – change to contains
· Click Look Up
· Verify it’s the correct vendor name and click on vendor
· Change Begin Date to anticipated start date of contract.
· Need to allow sufficient time for processing and encumbrance of the documents.  Discuss with the Project Manager if the date needs to be changed.  
· Enter Expire Date to anticipated end date of contract.
· In Vendor Contract Ref field, enter CR number (Use “CR” and the number)
· Enter Description (limited to 30 characters) (Enter contract title)
· Enter Maximum Amount (this is the contract value – w/o amendments) 
· Go to Details (under Contract Items)
· Description (enter contract title)
· Enter UOM which is always EA
· Enter Category (refer to Supplier Contracting Category Codes)  
· Click on Order by Amount
· Enter Merchandise Amount (this is the contract value – w/o amendments)
·  Click on Release Amounts
· Make sure Fiscal Year is correct (this usually needs to be changed)
· Enter Maximum Line Amount (this is the contract value – w/o amendments)

If the contract/grant has multiple funding strings, the Contract Specialist will add separate lines items for each funding string. This was agreed upon with Purchasing on January 31, 2017.

· Click on save (bottom of page) 
· You now have your SWIFT Contract ID
· Record Contract ID in CRDB and on your contract folder

2. From the Contract Entry page, click the Add Document button at the upper right to open the Create Document page.
3. To select the appropriate configurator, select the Document Type from the drop down list and then click the Configurator Selector button.  (If not using a template in SWIFT, say NO.)
4. Click Finish when you have answered all necessary questions. SWIFT returns you to the Create Document page. 
a. For Contract Type, 
i. Enter PTK (for PT), JPK, IAK, etc. (whatever is applicable to the document you are creating. See the Account Code Crosswalk Document. 
1. See SWIFT Update July 28, 2016 – if Direct Select, inform Purchaser to use BTG document type on the PO.  (Note, once in TEMPO, this can be stated in the comments box on the project profile.) 
ii. use MPK (for all MWK contracts)
1. See Swift Update January 9, 2015 – The reason for this new functionality is to establish a system relationship between PT Contract (MPK) and the Master Professional/Technical Work Order (MWK) contracts.  The MMD Contract Release Number-T-Number value defaults from referenced MPK contract on all MWK Contracts.   
b. You must click ENTER in the PTK or MPK field for the Statement of Purpose link to display. 
Note: DO NOT INCLUDE INDIVIDUAL VENDOR NAME IN THE STATEMENT OF PURPOSE. The data in the field will be visible to the public on the Citizen’s Portal where the public can view budget, accounting and procurement information. Under certain circumstances this info is private data.

c. When adding a new contract or modifying a currently existing contract, the MMD Contract Release Number / T-Number is now a required field for all contracts where the contract type is one of the following: MPK, MWK, including Annual Plans.

5. To provide informative info in the SWIFT generated approval emails to agency/admin approvers, please do the following:
a. Agency Reference Field 1 – should be the Division that the Contract/Grant is for (Remediation, Watershed, etc.) Do not use acronyms.  If helpful to Contract Specialist, they can include the CR # here too.
b. Agency Reference Field 2 – if the funding is CWF – include this information in this field. 
6. Enter the Contract Manager, which is required. This person is on the approval workflow path. Enter an Additional Approver if desired. This person is also part of the approval workflow.
a. Enter the Contract Specialist number in the Contract Manager field.
7. You have the option to create the document immediately or to save the page and come back later to complete the document creation. 
a. If you save the page to come back later, access this page again by clicking the Add Document button on the Contract Entry page. 
b. To create the document immediately, click the Create Document button.
c. Whether you create the document right away, or return later to create it, SWIFT displays the Document Management page for your document. 
8. Click Edit Document.  When prompted, to open or save the document, click Open (usually). 
a. Open the document if your system defaults to Word as the application for XML files. If you click Open and the document automatically opens in Word, this is the easiest option. When you are finished editing the document, save it, with the same filename, to your desktop or an easily accessible folder.
b. Save the document if your system opens the XML file directly in your browser. In this case, it’s easier to save the file first, to your desktop or easily accessible folder, and then open Word and open the XML file out of that folder. When you are finished editing, save the file again with the same filename.  Do NOT change the file name.
7. Edit as needed.  Open the document in Microsoft Word and make any necessary changes.
a. You must use the “Track Changes” feature in Word.  When editing is complete, go back and accept all changes before saving the file.
8. Save the document with the same file name. This is important because SWIFT will only accept the same file to be checked in.
9. Before you check in the contract, peer review, encumbrance and preapproval should occur outside of SWIFT.  Make sure everything is finalized before you check anything back in!
10. When finished, click the Check In button to upload the revised document back into SWIFT.   (To back out of editing the document and discard changes, click the Cancel Check Out button.)  
11. SWIFT opens the Check In Document page. You must indicate whether the changes constitute a minor or major change. You must also provide a comment documenting the changes made.
a. A minor change is something cosmetic; a major change is a content change, such as a change in vendors. 
12. When page complete, click OK. 
13. Browse for the document to check and click Upload.
a. At this point, verify the uploaded document in SWIFT to ensure it is the correct one!
14. To add other files, click the Add Attachments/Related Documents link at the bottom of the Document Management page. 
a. Document attachments (A) include directly-related contract attachments, such as Work plan, Budget and Gantt; they generally derive from outside SWIFT.  
b. Related documents (B) are other SWIFT-created contract or ad hoc documents. They may be similar to (A), but created within SWIFT. They might also be other contract documents, such as Insurance Certificate, Human Rights Certificate, Single Source Certs., etc. (and other RFP or Master Contract documents that need to be referenced in association with a Work Order contract).
15. To add attachments (A), click the Upload a Document Attachment File button. SWIFT opens a dialog box to browse and select the attachment file to upload. 
a. MAKE SURE FILE NAME IS NOT TOO LONG.
b. After file is uploaded, you must give it a title, which might be different from the file name. (For example, Attachment A: Work Plan; Attachment B: Budget and Gantt.)  You can also give it a description, which allows more characters than the title field. 
c. Decide if the attachment should be available to vendor and others who might access the contract document. If yes, click the Allow Email/Dispatch checkbox. 
d. You MUST verify the attachment by clicking the View button. Remove by clicking the Delete icon. To add more attachments, click Upload another Document Attachment File and follow the steps described above.
a. If you edit an attachment, you should delete it from here and re-upload the revised version.
16. To add related documents (B), Identify the Source Transaction: Ad Hoc*, Purchase Order, or Purchasing Contract.
a. Enter SHARE as the Set ID
b. Enter or look up the ID of the related document.
c. Click the Allow Email/Dispatch checkbox to allow this document to be included when the primary contract document is emailed or dispatched
d. Click Visible to Supplier checkbox if document should be made available to the supplier. 
e. Add more related documents by clicking the Add icon at the right end of the row. Delete the selected document by clicking the Delete icon.
17. When all attachments and related documents have been added, click OK to return to Document Management.
18.  Click the link at the bottom of the page to display the Document Version History. 
a. To compare documents, click to select the two versions to compare. Then click the button.

NOTE: SET DEFAULT TO MICROSOFT WORD ON XML FILES.  
All SWIFT users’ computers must be set up to use Microsoft Word as the default program when working with XML files.  You must set the default program for XML-based files to Microsoft Word, rather than XML Editor. In order to view and update SWIFT contract documents, all computers will need to be set up to use Microsoft Word as the default program when working with XML files (all contract documents are XML based).  See the link to the SWIFT Quick Reference Guide “Setting Default to Word on XML Files.” http://www.swift.state.mn.us/doc/general-financial/setting-default-to-word.pdf 
Christina can provide assistance if you are having trouble.

Create and Edit Ad Hoc Documents (e.g. Certs and Single Source)
NOTES:
· A Professional technical certification form is required prior to issuance of a contract.  The Department of Administrative Contract Forms are located at http://www.mmd.admin.state.mn.us/mn05002.htm
· See Section 10 and Section 21 of the Department of Administration Contract Manual for additional information.
· The state agency must certification no state employee is available or able to perform the services prior to a contract being issued for contracts (JPA, PT Contract, etc) over $25,000. 
· Project Manager should send an email to a relevant program manager at the other State agencies that may have the required expertise.  
· Documentation must be obtained and attached to the certification form prior to submittal for signatures that includes, original email with email responses attached.
· Use this process for the PT cert/PT Single Source and grant single source (pick PT Ad Hoc or Grant Ad Hoc). On the Contract page, under related documents, say that this ad hoc document #xxx is related to this contract and do NOT make it visible to vendor.
· See SWIFT QRG dated 12/16/15 for updates to PT Ad Hoc doc types and electronic signatures.
· There are now two P/T Ad Hoc document types:
· The “P/T Ad Hoc (Agency Internal)” document type contains documents that only require agency signature(s).
· The “P/T Ad Hoc (Admin Approval)” document type contains documents that require agency signature(s) as well as an Admin P/T Staff signatures.
· P/T Ad Hoc documents that require signature from Admin P/T staff will be routed to all Admin signers via role rather than User ID.
· 16A/C forms should be generated in SWIFT as an Ad Hoc document.  Select signers and route for internal electronic signatures.  
· Ad Hoc documents aren’t related to a specific contract type. 
· They may be general documents applicable to various contracts, such as a non-disclosure agreement or human rights certification.  Or specific to one contract but is not the contract itself, such as a document detailing the special terms related to an RFP.  After the contract is awarded, those terms need to be included with the contract as an attachment or related document. 

You may create your ad hoc document before creating your Contract Shell.  You can link them later.

Creating an ad hoc document is similar to creating contract document.  However, because the document is not initially associated with any specific contract, the navigation is different. To create an ad hoc document, you must navigate directly to the Document Management page.

Navigation in Swift: Supplier Contracts>Create Contracts and Documents>Document Management
1. Select “P/T Ad Hoc Agency Internal” or “P/T Ad Hoc Admin Approval” as the Source Transaction  
2. The Set ID is always “SHARE”
3. Select the Document Type
4. The Ad Hoc ID defaults to “NEXT,” which lets SWIFT assign a sequential document ID with the prefix ADH. 
a. Naming the Ad Hoc document: Start with the sequential document ID that is assigned, following that, you can add the CR# for easier reference.  Be sure to note the Ad Hoc number to the CRDB, in the comment field.
5. Enter the Description of the document (label it document type and project title)
6. You have three options to create the document:
a. Click Add a Document to create new ad hoc document using a template.  Follow steps from previous section.  
b. Click Copy Document to use another SWIFT ad hoc document as the source for this new one.  Follow steps from previous section.
c. Click Import a Document to use a non-SWIFT document as the source for this one (such as a single source cert., or vendor contract documents where the vendor requires that we use their contract format. These are known as vendor paper.)  
· For Certs and Single Source Justifications, you should upload as ONE combined PDF document, with the Cert first and the Single Source Justification second. 
· To import a Cert and Single Source Justification, follow Steps 1-4 and 12-20.
7. Create Ad Hoc document (Same process as when creating a contract.)
8. Click Configurator Selector 
9. Answer questions 
10. Pick template if available; If no template available hit cancel and upload 
a. Upload PT Cert and Single Source docs.  
11. Edit document as normal (See Create a Contractor or Import a Document) 
12. Write down your document number
a. Use SWIFT’s auto-generated Ad Hoc number, NOT the CR# 
13. Click on Signature Set Up Link
14. Click on a plus sign to add a line
15. Choose your signers by Type and/or ID
a. PT Certifications: Cathy or Katie for Agency Signer based on Division (funding is not relevant during routing for signature) and Sara Freedland as Admin Signer.   
16. Validate
17. Click on Route for electronic signatures (once this is complete your Ad Hoc Document is being routed electronically for signatures).
18. Create your contract (See QRG Creating Contract Documents Process) Follow this process as you normally would.
19. Once Cert approved and Shell is created, on the contract page – under related documents, say that this ad hoc document #xxx is related to this contract and do NOT make it visible to vendor. (When pulling these into a contract, choose share and then search by number, otherwise it won’t work.) 
20. Once the Ad Hoc Document has been approved/signed by MPCA Authorized Signer and the Department of Administration Authorized Signed the Contract Specialist can submit the Contract for Approvals following Section <> of the QRG.
How to View Ad Hoc Document
Navigation in Swift:  Financials Supply Chain Access/Supplier Contracts/Create Contracts and Documents/Document Management
1. Click Find an Existing Document link – (This document will be easy to find if you put the Ad Hoc number in the CRDB as suggested in step 4 of Creating and Editing Ad Hoc Documents above.) 
2. Enter Search Criteria (Contract User ID will default)
3. Click Search Button
4. Click the Document ID Link of the Document you are search for (this takes you back to the SWIFT Ad Hoc Page)
5. Click the View Document Button (another window tab will open) Opens original contract document
6. Click Modify Attachments/Related Documents link
7. In the Related Documents Section click on Transfer to Document button (located after the Ad Hoc ID number and hour glass.)
8. Click on View Document (this is your ad hoc document management page)
9. Close MSWord Document after viewing

Peer Review   
· Peer Review is currently being done outside of SWIFT.  Best practice would be that Contract Specialist have their contract documents peer reviewed by co-worker.  Cathy and Katie conduct peer review and PT Coordinator approval in Swift.   (add link to peer review process here from on-base) 
· Katie will receive all RMAD and Watershed contracts/grants and Cathy M will receive all the other Divisions and EQB, regardless of the funding source.  That means those contracts with Clean Water Fund funding will no longer only go to Katie—they are split by Division.
· AFTER co-worker peer review, before encumbrance and before you upload the contract & attachments into SWIFT – provide Cathy or Katie with an email of the entire packet, a link to the documents on the x drive or provide a paper copy of the document in their in box for review. Cathy prefers a paper copy of the documents for review. They will do PRE approval at that time and let you know of any comments/questions that need to be resolved before approval.  Only after that is complete and any changes, if needed, are made, and you have taken one last look over the documents to ensure no new quirks have appeared – THEN upload your contract and attachments into SWIFT and route for Approvals.
· After peer review and preapproval outside of Swift, upload contract into Swift and proceed to encumbrance.
· Prior to uploading final contract into Swift verify contract dates to allow sufficient time for contract signature process and verify dollar amounts are correct and if in Tempo match. 
· Prior to submitting for encumbrance, a best practice would be for the Contract Specialist to verify the funding with the fiscal coordinator.  This option is still available and avoids rework.
· Contract Specialist must update the Shell Status to “approve” before sending for encumbrance.  If this step missed, the Purchaser is unable to encumber.
· Contract Specialist shall follow the Contract Team formatting guidance.  Michelle Ooley can provide formatting assistance. Complete the assistance form and submit the information to Michelle.

http://s-sp33/appnet/docpop/docpop.aspx?docid=1777011&client=activex

Add/Create or Import Documents
After completing and saving the contract header part of the shell, add specific documents to the contract. Either create a new document or import an existing document. Use configuration wizards to help create the document using existing Agency specific templates.

Navigation: Supplier Contracts>Create Contracts and Documents>Contract Entry
1. Complete the Create Document page as you would normally. The Contract Manager is required; enter Additional Approvers, if desired.
2. Click Import Document.
3. SWIFT opens the Import Document page. Select the appropriate import option. The default is “Current Contract/Document,” which indicates you are importing a document as the contract document. Selecting one of the other options opens additional fields in the Upload section below. 
a. Version indicates the contract version you are uploading.
b. Status is either “Draft” or “Executed”
c. Status Date indicates when the status changed. If it is “Draft”, enter the current date. If the document has already been executed, enter the execution date.
d. Status Time is not required.
4. Click Upload. SWIFT opens a dialog box to browse for your document. Find the document and then click OK to load the document into SWIFT.
5. When you have selected and uploaded the imported document, click Done with Import.
6. SWIFT opens the Document Management page, indicating that the document was imported.

Encumbrance
· After Peer Review and uploading the final contract document into Swift and supporting documentation (workplan, 16C, budget, gant, etc.), (all supporting documentation should be finalized before uploading for encumbrance) prepare encumbrance request email to purchasing.pca@state.mn.us including:
· Subject Line: Contract/Grant/Amendment/Annual Plan Encumbrance Request – Division – Project Manager
· Example if Contract/Grant encumbrance: “Grant Encumbrance Request- WS- Phil Votruba”
· Example if amendment: “JPA Amendment Encumbrance Request – RMAD-Paul Moss”
· Example if Annual Plan: “Annual Plan Agreement Request-Division-Project Manager
· SWIFT Contract Shell ID
· Funding string (s), fiscal year (s), amount(s) 
· Account codes, if applicable
· CR Number
· Agency Interest ID (if in Tempo)
· Project Activity ID (if in Tempo) (the Purchasers obtains the purchasing information from the Project Profile)
If the Contract routing is being tracked in Tempo then the encumbrance notification is submitted through Work Activity Log.  See Tempo Instructions.

The Purchasers require the final contract to comply with internal controls to address required compensating  Swift security roles.  The internal control document is revised and updated yearly or as requested by CFO or auditors. 

Allow for  1- 2 days for the encumbrance process and 1 -2 signature of contract between Contractor and Purchaser.  

· Timelines from Process Map
· Peer review 1 -2 days
· MPCA approver 24 hours to approve certification
· Admin approver 2 - 3 days to approver certification
· Encumbrance 2-3 working days (differs from above) (currently being done quicker than process map)
· MPCA approver 24 hours
· Admin approver 1 day to 1 week
· Send documents to Contractor and Project Manager 1 week
· On-Base 1 week

A 16C form is required for all PT contracts and Grants – stating no work has begun.  This form is required by Admin and Cathy M. As of 4/7/14, Admin is requiring that we attach the 16A/C form with every contract routed for their signature (including MPCA delegated signers.)  If by the time you route, you have one week or more prior to the start date in the contract, and you can verify that no work has yet begun, you can type your name and date into the 16C (top) portion – do not actually sign.  Otherwise the Project Manager should sign and date.

NOTE: For contracts over $100,000, an Affirmative Action /Human Rights certificate must be in hand before Purchaser can budget check. Thus, be sure to include this form with the rest of the contract documents in Swift.

Swift programmers are working on having the PO number auto populate on the signature block in Swift when the Contract is processed for electronic signatures.  This option looks very promising.  Until this option is available the Contract Specialist will add the PO to the Contract document and re-upload into Swift prior to sending for approvals.

Annual Plan Guidance for Vendor Signature in Swift (this is not the process for the Annual Plan Delegation Memo that is completed yearly)  

Once the Annual Plan has been encumbered:

Navigation: Supplier Contracts>Create Contracts and Documents>Document Management>Add Document

Click Source Transaction: Choose Purchase Orders
Click Business Unit: R3201
Click Document Type: P/T Purchase Order Documents
PO ID: Click magnifying glass and search for PO and select it
Click Description box: CR XXX, Name/Description of Project
Then click on link titled Import a Document

The document you will be importing is your final drafted Annual Plan.  Complete import steps as usual.

Preview Approval, make sure to add agency signer (Cathy or Katie) for their pre-approval.  Set up signatures and route for signatures as you would any other Contract or Grant through SWIFT.
 
Approve Contract Document 
· Once purchase order issued by Purchaser, the Contract Specialist request signature approvals.  Only certain user roles are authorized to approve contracts in SWIFT. This will be Cathy M and Katie. 

· Contract Administrator (= Contract Specialist) - identified on the Contract Entry page. May or may not be the person sending the contract document for approval. If it is, workflow is set to self-approve and the Approve or Deny buttons are available on the Document Management page. If it’s not, Contract Administrator is notified via email and can access the document in their worklist.
· Note that there is a separate, more detailed guidance regarding what agency reviewers and agency approvers look for as part of their review and approvals.  You can locate the documents in the Contracts reference envelope in On-Base.  
· Additional Approver – also identified on the Create Document page. This field is optional. If no Additional Approver was identified, SWIFT skips this approval step.  SKIP THIS STEP
· PT Contract Coordinator – person at the agency responsible for reviewing P/T contracts before they are sent for signature.  (GRANTS do not need to go through this step, however peer review is still required by Cathy or Katie.) All users with the PT Contract Coordinator role will receive notification and a link in their worklist.  

Electronic Signatures
· [bookmark: _Toc332958117]SWIFT first routes the contract for external signatures by the vendor via the Supplier Portal
· Next, SWIFT routes it to internal signers. 
· Encumbrance Verification Signer, State Agency Signer, and Department of Administration Signer. 
· Can also ad hoc specific SWIFT users as document signers, when needed. 
· Additional State Agencies can be added for Master Contracts, but only one vendor signature allowed.
· Sara Freedland from Admin will approve MPCA Contracts.  See Kim Austrian email May 18, 2016 for guidance.
· Upload contracts forms, risk triage (do not make viewable to vendor)
· Best practice would be to notify your PMs when their contract/grant moves through each signature queue into the next (Kim email July 30, 2015)
· Refer to Tempo instruction to update Tempo Work Activity Log. (Add link to Tempo Instructions)

[bookmark: _Toc345533290][bookmark: _Toc349569085][bookmark: _Toc366654125]Document Approvals (following encumbrance)
In Swift Navigate to: Supplier Contracts>Create Contracts and Documents>Document Management
1. Access the contract document in the Document Management page. 
2. Click the Preview Approvals button to confirm that approvals are set up correctly first.
3. When ready for the contract document to be approved, click Submit for Approval.  Document Approval Status page opens.  If you’re the Contract Administrator, click Return to Document Management to approve.
4. Click Approve to approve the document. SWIFT opens the Document Approval Status page.
5. Click the Approve button again to confirm approval.
6. When all approvers have approved the document, SWIFT updates the Document Approval Status page to show the result for each approver. SWIFT also changes the document status to “Approved.’  Contract Administrator is being notified.
7. If Denied by PT Coordinator, you will receive a notification that it was denied. It will return to draft status once you go in and make changes to the document. 
a. If making a change to the contract, be sure to check it out, save w/ same name, make changes, and check back in and verify changes were accepted properly.
b. If making changes to attachments, be sure to remove them from SWIFT.  Make the changes and upload all over again, label – see Creating and editing contract documents, step 15.
[bookmark: _Toc366654126]NOTE: Do not change any documents or screens during the approval process; this is not allowed and thus, it will cause errors and delays.
Cancelling Approval in SWIFT
Navigation: Supplier Contracts>Create Contracts and Documents>Document Management
1. Click the Approval Details link to open the Document Approvals Status page.
2. On the Document Approvals Status page, click the Cancel Approval Process button.
3. Click Return to Document Management to complete the cancellation.
4. From the Document Management page, click the Approval Details link. When you cancel the approval, SWIFT updates the Document Approval Status page to indicate that approval was terminated. 
5. If all else fails, try to click on Edit Document and check it out.  Then cancel the check out.  That should take it out of the approval status.
[bookmark: _Toc345533293][bookmark: _Toc349569086][bookmark: _Toc366654127]Amendments
Contract Amendments – The Purchasers will update the dates in the shell and PO.
General Notes: 
· 1st step – as soon as possible once assigned an amendment - check for vendor’s e-signature authority in SWIFT, and if not there, have them work on that right away
· If your contract or grant shell was created from a Strategic Sourcing (RFP or RFGA) award and still refers to the RFP/RFGA, you will need to rename it here.  To do so, change “Status” on Contract Entry page to Open so you can change the title under “Description” further down the page.  New title should be specific to the document.  (example, change MPCA-MDA RFP for Superfund…. to MPCA-MDA Superfund/PRP Master Contract – Bay West.)  Once changed, be sure to reset “Status” to original setting. 
· If your document won’t upload, try shortening the name.
· Peer Review and Preliminary Approval should occur outside of SWIFT and BEFORE you check back in the amendment or upload any attachments into SWIFT.
· If original contract signed outside of Swift and the original contract document to swift by uploading the document.
· Contract Specialist must add the following language to the bottom of the amendment form incorporating change orders.  
· Except as amended herein, the terms and conditions of the Original Agreement and all previous amendments and change orders remain in full force and effect.  The Original Agreement, previous amendments and change orders are incorporated into this agreement by reference.
· If the vendor can open the contract, but is unable to view the attachments, you should either manually email the attachments or use the send email functionality on the doc management page to send the attachments. 

When Contract Already Exists in SWIFT and you are ready to do an amendment
Navigation: Supplier Contracts>Create Contracts and Documents>Contract Entry
1. Click Find an Existing Value tab
a. Enter Contract ID (contains)
b. Search
c. Under Search Results, pick most recent version (if you have more than one choice)
2. On the Document Management Page, click on the Maintain Document button on the right side near top of page
3. Click the Create Amendment button.
4. On the Create an Amended Version page, enter the Amendment Option. You should always select “Amendment Files Only.”
5. Select the Amendment Configurator ID.  Click the lookup icon to see the valid options. 
a. For PT’s, you can search under ID – contains - P/T; select PT Contract Amendment  
6. Indicate whether the amendment represents minor or major version change to the original document.
a. Change of end date or additional funds are a major amendment.
7. Finally, enter a comment explaining what is being changed and why the amendment is necessary. Click OK to process the amendment. 
a. Be sure to provide a good explanation that matches the reason provided.
8. SWIFT returns you to the Document Management page. Note that the status is back to draft and the buttons are back at the bottom of the page. A contract amendment must follow all the same processes as the original document: collaboration, approval, and signatures. Collaboration is optional.
9. Select Edit Amendment File and open it.  
a. This checks out the document.  Change the margins if you prefer before saving the document to the x drive.  Save it to your x drive.  Make all your changes/additions.  
b. All Change Orders since the last amendment should be PDF’d into one document.  Import the PDF under “add attachments and related documents”; do NOT click “visible to vendor”
c. Import Amendment Cover Sheet and Evaluations under “add attachments and related documents”; do NOT click “Allow Email/Dispatch”
d. Peer Review / Revisions outside of SWIFT
e. Check back in the final version of the amendment.
Route for approvals and signatures in the same manner as for a contract. Refer back to Approve Contract Document.
Managing The Document Signature Process
You will receive an email from PT Coordinator Approver, click on email link or navigate as noted below:
Navigation: Supplier Contracts>Create Contracts and Documents>Document Management
Note: Technically documents can be added during the signature process up until the contract is in executed status.  However, this ability should be used very sparingly and should NEVER change the terms and conditions of the contract or attachments (e.g., 16C to show that no work has been done prior to execution when start date has passed; renaming an attachment in SWIFT - not on the attachment itself; attaching the RFP.) 
Note that if more than one Vendor signature is required you cannot route through SWIFT.  EXCEPTION: More than one State Agency can sign a contract.
Routing for Electronic Signatures
1. Dispatch the document. On the Document Management page, click the Dispatch button. Dispatching configures the document so that external users can view and sign it.
2. When obtaining electronic signatures, choose “Manual” as the Delivery Method and click OK
3. Click on External Contacts/Signers link and then click on Update from Vendor Contacts button.  This will ensure that any recent changes made by the vendor to their Contacts information is refreshed here, otherwise they will not be able to view or open attachments.
a. Note that anytime a vendor has gotten their User ID and Contact stuff filled out correctly, and still can’t see the document… that is usually the first thing to check.
4. Set up the electronic signature routing. On the Document Management page, click the Electronic Signature Setup link.
5. Enter User ID in shell of the vendor contact who will sign the contract.  Note that now multiple vendor signatures can be obtained.  Use the + to the right of the row to add a new line.  Enter names in the order of the signatures needed.
a. Position Title must be entered.  If one is not provided, use Document Signer. 
b. Troubleshooting:  If the vendor’s User ID or Name are missing or not correct, you can check their Vendor Contact info as follows:
(1) Go back out to Main Menu and click on Vendors.  Under Name 1, select ‘contains’ from the dropdown menu, enter the Vendor name and click the search icon.  Select appropriate vendor from the search results by clicking on their name.  Then click Search button at bottom of page.  
(2) Select Contacts tab at top of page and then click on View All on right side of blue bar labeled Vendor Contact. 
(3) Locate the individual and ensure they have the following information in place:
(a) Authorized to Sign Contracts box is checked, as well as Allow Document view Access box. 
(b) They have their own distinct Vendor User ID with no one else’s name listed next to it.
(c) If the name or ID is not correct you will need to contact the vendor and have them refer to the vendor instructions to update their contact information.  
(d) Note that the contract cannot be routed for signatures until this info is correct.
c. Fiscal Agents: Contracts can be routed for signature within SWIFT when there is a fiscal agent. The LGU and fiscal agent share the same TIN code and therefore must be under the same vendor umbrella in SWIFT. In most cases the fiscal agent has different address and location codes listing the LGU that we are contracting with, in SWIFT. These can be found in the Vendor Profile and entered in at the PO level.  Mary E must be given special instructions for the PO. The LGU, under the Fiscal Agent vendor code, can set up their own authorized contract signer in SWIFT.  Contracts can route normally in SWIFT.
 
6. For internal signers (PCA and Admin), SWIFT defaults the required signers by role (R). The Encumbrance Verification Signer and the State Agency Signer are both required signers on all contracts. P/T contracts will also default the MMD signer. You have the option to override the defaulted values. For example, when routing by role (R), SWIFT sends email notification to all users with that role, and places the contract in all of those users’ worklists.  If you want to have a specific user with that role sign the document, (like Cathy or Katie instead of MMD for PT contracts under $50K) you could enter that user’s information instead of the defaulted role-based information.  Simply type over the default values with the user values desired.
a. For encumbrance verification, select “R” rather than” U”.  
(1) This will enable Martina to work with her purchasers to provide back up when needed.  She will work this out with the other purchasers so that they know to otherwise ignore.
b. For MPCA Signature, change R to U and select Cathy or Katie (Katie for Watershed and RMAD and Cathy for everything else). Select the User Name with ID number not the number that begins with VR.  The VR is set up for Cathy and Katie to sign as vendors.  
c. For PT contracts up to $50k, enter Cathy or Katie as User instead of the default role (Admin).  All others go to Admin. by Role.
(1) Reminder that Ad hoc documents get send by User to Sarah.
d. For Master Contract Work Orders that don’t require Admin’s signature, remove their role and then route.
e. For Grants and Grant amendments, which do not require Admin’s signature, remove their role and then route.  Electronic signature of grants through SWIFT is still the preferred route and requires prior Contract Unit supervisor approval if otherwise.
7. When all signer details are entered, click the Validate Signer Data button.  You should see a confirmation that all signer data is valid. (If not valid, return to the Electronic Signature Setup page to correct).
8. Click the Route for Electronic Signatures button.
9. You can cancel the signature process by clicking Cancel Signature Process.
[bookmark: _Toc349569087][bookmark: _Toc366654128]Signing the Contract Document – Internal Signer
1. If you have any document signer roles, you may receive notification that there is a contract document to be signed. The email notification includes a hyperlink that opens the Document Management page.  You may also access the pending document via your worklist. Click Link to open the Document Management page.
2. Click the Electronic Signature Details link to sign the document.
3. Encumbrance Verification Note:  PT, Construction, Lease and Grant POs (not Service) only show up for vendor to see in SWIFT when in dispatched status.  Thus, POs for these types of contract types should not be dispatched until all signatures have been collected.  Once Purchaser budget checks the PO, they should check “Hold for further processing” box until notified by CS that all signatures have been collected. 

4. Enter any comments related to the document and then click Execute/Sign. If for any reason you refuse to sign the document, enter comments explaining your decision and click Deny.
a. Note to Contract Specialist:  If denied, keep in mind that this has already been signed by the vendor so changes cannot be made at this time.  If denied, approvals and signature process must start all over.  
5. After you sign the contract document, SWIFT routes the document to the next signer on the list by emailing notification and placing the document on that user’s worklist. If the signers were established by role, SWIFT notifies all users with that role.
[bookmark: _Toc349569082][bookmark: _Toc366654122]Send to Contacts
The Send to Contacts button allows you to send a copy of the current version of the document to any individual you identify. 
Note that there is no auto-notification to vendor when executed.  Be sure to send vendor an electronic copy once fully signed.  Use “Send to Contacts” button.  
Navigation: Supplier Contracts>Create Contracts and Documents>Document Management
1. Click Send to Contacts. SWIFT opens the Send to Contacts page. Complete the necessary information:
a. Delivery Method – choose “Email” Not  “Manual”
b. Send as File Type – choose Word 2003 xml.
c. Files to be Sent – select which parts to send. If document includes attachments or related documents, and they are authorized to be sent, those checkboxes will be active.
· Decide whether to set the document status to “Checked Out.” This prevents anyone from making changes while the document is out.
· Decide whether to send a copy to the Administrator. Subject – becomes the subject line of the email if that is the Delivery Method, otherwise moot.  Change the subject line to read “Executed Contract ID 000000xxxxxxxx.
d. Description – becomes body text of the email. Field disappears if “Manual” picked Delivery Method.
e. Contacts – choose recipients - internal or external contacts. Add multiple contacts by clicking the Add Row icon. Click the check box to select the contact to receive the document.
2. Click OK to send the document.

Execute Contract Document
· Contract Specialist execute the contract document to place it in force
· [bookmark: _Toc345533270]After it is executed, Contract Specialist must return to the “contract entry” screen and set the status from “Open” to “Approved”. 
· Copies of documents to Admin process if signed by Admin Delegated (Kim email September 11, 2015)
· Send a copy of the executed contract and all associated documents to Mark Haselman at Admin
· For those routed in Swift, the Contract Specialist will send via email to him (add this to process map)
· For routed out of Swift, Contract Specialist will send the complete packet to him upon execution



· [bookmark: _Toc349569079]When all signers have signed the contract document, SWIFT updates the Signature Status to “Signed.”
· You can now execute the contract by clicking Execute Contract.
· Contract is considered “executed” when the last signature is obtained, but this step is required to complete the process.
· Click maintain document
· Click execute contract on the document management page.

After Execution
· Adding documents after execution:  Documents cannot be added once a contract is in Executed status.

Signature Routing Outside of SWIFT (Exception vs. the normal)
Note: Approval to process a contract/grant outside of Swift must be discussed and approved by Cathy Moeger.  If using wet signatures (outside of Swift), Contract Specialist must email Contract to vendor to sign; vendor can scan and email back, or mail signed document.  Contract Specialist proceeds to obtain Agency Approver signature (Cathy or Katie) and the Department of Administration signature.  

The Contract Specialist will be responsible for creating shells and routing their own contracts/grants for signature, whether created inside or outside of SWIFT.  
Contract Specialists, please use the following standardized process when routing contracts to Admin for their signature outside of SWIFT:
· Send an email to Admin’s PT Contracts mailbox (pt.contracts@state.mn.us) providing them a heads up that a document is headed their way and when they should be receiving it. 
· (See attached email example - subject line: Admin email notification…). 
· Be sure to indicate the Risk Triage level at the bottom of the email, just as shown on the example.  (Font is Arial 22 Bolded)
· Also, if this will be a RUSH request:
· Type “We are asking you to treat this as a RUSH, if possible” in the first paragraph of the notification message to Admin right after the first sentence where you are telling them the date of the delivery. 
· Hand-write “RUSH, PLEASE” at the top of the e-mail in the packet so the front desk will notice it
· If placing in an interoffice envelope for delivery by DNR (see below), be sure to print “RUSH” on the front of the interoffice envelope, too.
· Prepare the hard copy for delivery to Admin
· A copy of the notification email is the 1st page in the packet.  This is the page the front desk will stamp. 
· For amendments, the 2nd page is the Admin certification that is required
· The notification email and the Admin certification page are single sheets, not attached to each other or anything else in the packet. They are just on top of the pile.
· For amendments, include copies of previous contract activities, including change orders and contractor evaluations if available. Do not include insurance notices. 
· Under either circumstance (original contract or amendment), you will need two hard copies of the complete packet (including any supporting documentation that would have been loaded to SWIFT) – one for Admin and one for MPCA.
· Paper clip and label each group of documents appropriately: Admin copy, MPCA copy please, and for amendments, previous contract activities
· The MPCA packet is always the second set of documents. For the MPCA packet, include all forms that will be going into OnBase in that packet including MPCA internal forms. Just make sure the actual contract documents are the first order of business. This makes it quicker for OnBasing when the signed contract comes back.
· For amendments, the previous contract activities are the third set of documents
· When the documents are returned, make sure you check the signature page first thing. Sometimes only one copy gets signed. If that happens, just call the Admin reviewer and ask them to attach the completed signature page in an email so you have it for MPCA records. They will need the certification number from their cover letter, the contract number, the name of the project. If they can’t find it, follow the instructions given by the Admin Contract Reviewer. 
· Delivery to Admin (This process needs to be verified with DNR – check with Cathy S to see if verified)
· We no longer need to make Admin runs.  DNR’s mailroom staff make daily runs to Admin for this exact purpose and is willing to do so for us as well.  Here’s how:
· Drop off your package at DNR’s mailroom BEFORE 2:00 pm on the day you want it delivered to Admin.  
· The mailroom is on their lower level, at the south end of the building.  Leaving the cafeteria, follow the hallway to the stairs.  Go down and at the bottom, turn left. Go to the end of the hall and the mailroom is on your left.  Place your package in the mailbox with PCA’s name on it. 
· Return of executed documents from Admin.
· Once signed, Admin will reply to your original email letting you know that your document has been approved, etc.  
· It usually takes another 1-3 days for the hard copy to make its way to our out box.  
· DNR will pick up for us too.  During their daily rounds, they will pick up anything in our mailbox.  They will send an email to our Contracts email box (contracts.pca@state.mn.us) when they bring something back. 
To contact DNR mail room: *DNR_dnrmailroom@state.mn.us or Mark.a.fischer@state.mn.us

Contract/Grant Routing Guidance and E-mail Templates
Vendor E-mail Samples
1) E-mailed documents: Attached letters are not used for e-mailed documents. Here are some e-mail templates for different circumstances. The notices are adjusted to reflect the correct type of contract, the contract specialist contract information, and contact information if there are transmission difficulties. The subject lines have the same identifying information. If the contractor has their own contract identification information, that is also listed in the subject line so it’s easy for them to track.
** Please add a note to remind vendor/grantee that work should not begin until they are notified that all required signatures have been obtained.

Subject Line: SWIFT Contract No.: 108682 (CR 8736) - MOU- Use of MPCA Exhibits at Becker County Historical Society

Attached is the agreement for the above-named project. Please review the contract document carefully. If you have any questions, or would like to discuss changes to this agreement, please contact your contract specialist, Johanna Fierke, at 651/757-2810  or email her at johanna.fierke@state.mn.us     She will be able to work with you to resolve any concerns.
Please return the signed document by 11:00am on May 4 2016, so it may be reviewed and executed.
When you have secured necessary signatures for Signature Block 1, please scan so signatures maintain their original color. Please attach one set of the agreement in response to this message. We should not need a paper copy.
MPCA signatures will be obtained after you have approved and returned the agreement.
If you have any problems with this transmission, please contact me, Contract Specialist Name, at 651.757.xxxx, or via e-mail. I will make every attempt to resolve any issues.
Thank you for your assistance in keeping this process moving.

2) Outside-generated contracts: We request a copy of the executed document.

Subject Line: SWIFT Contract No.: 115361 (CR 8726) - Green Chemistry & Commerce Council (GC3) partnership for safer preservatives
The attached agreement for the project listed above has been approved by an authorized MPCA signatory.  It is my understanding that your signature will finalize the agreement. Please remember to cc me, Mary Ecker, when the executed contract is sent so I have a copy for Agency records.
If you have any problems with the transmission of this document, please contact me. I will attempt to resolve any issues as quickly as possible.
Thank you for your assistance in keeping this process moving.


3) Amendments: Make sure correct amendment number is listed.

Subject Line: SWIFT Contract No.: 109605 (CR 8806) - Minnesota Wetland Condition Assessment
Attached is Amendment One (1) to the above-named contract. Please review and secure the authorized signatures at your earliest convenience. 
If you have any questions about the contents of, or would like to discuss additional changes to this document, please contact your contract specialist, Cathy Seurer at 651-757-2641 or email her at Catherine.seurer@state.mn.us
When you are ready to return the signed document, please scan so signatures maintain their original colors. Attach it to this message. 
All MPCA signature/s will be obtained when we have received your approved document.
If there are problems with this transmission, please contact me, Mary Ecker, at 651-757-2329 or by email.


4) Time-sensitive projects: List a return deadline for the contractor that is usually very tight.

Subject Line: SWIFT Contract No.: 105988 - CR 8700 - Use of MPCA Exhibits at Prairie Woods Environmental Learning Center

Attached are the documents for the above-named agreement. Please review the contract documents carefully. If you have any questions, or would like to discuss changes to this document, please contact your Contract Specialist, Johanna Fierke, at 651-757-2810  or email her at johanna.fierke@state.mn.us     She will be able to work with you to resolve any concerns.
Since the project starts in a short time, I am sending this high priority. It would be very helpful if you could return the signed document by 9:30a on February 11 2016 so it may be executed prior to the scheduled start date of 02/14/2016.
When you have signed the document in Signature Block 1, please scan so signatures maintain their original color. Please attach one set of the agreement in response to this message. This message contains all the identifying information needed to expedite processing when the document is returned. We should not need a paper copy.
If you choose to start a new e-mail, please copy all of the information in the subject line above to the new e-mail. 
All MPCA signatures will be obtained after you have approved and returned the agreement.
If you have any problems with this transmission, please contact me, Mary Ecker, at 651.757.2329, or via e-mail. I will make every attempt to resolve any issues.
Thank you for your assistance in keeping this process moving.

5) Issues with electronic signatures: Adobe signatures were still not acceptable at the time this occurred. That may have changed.

Subject Line: RE: SWIFT Contract No.: 110766 (-17-01) - CR 8864 - Annual Plan agreement with MPCA - Municipal Division Meeting Presentation - 09/08/2016
It appears the signature on the contract may be an Adobe electronic signature. We are not in the practice of accepting electronic signatures unless the contract is approved through SWIFT.
If it is an electronic signature, I will need you to print off the document, sign manually, scan and attach the PDF to this message in order for processing to continue. 
If it is actually your signature, please let me know that as soon as possible so I may continue processing this document.
Please excuse the inconvenience, but thank you for the extra effort it may take to manually sign the contract and return it.

Part 7 Record Management (On-Base)

Uploading Final Documents to On-Base 
The Contract Specialist will be responsible for uploading final documents into On-Base within a week of contract execution. Please refer to the appropriate instructions once it is determined if the contract document will be uploaded into OnBase directly or through Tempo.

Directions for uploading into OnBase directly. 

X:\Agency_Files\OSD\Contract Team\Onbase


If your contract/grant is in Tempo, follow the Tempo instructions 

X:\Tempo\2 Training R 2\ContractGrant

· Forthcoming – instructions for receipt and uploading Insurance certification documentation and other forms in Tempo and On-Base

· Follow Contracts Unit Recordkeeping Procedures
· Use Information Checklist – RFP/RFGA/QC Closure (add this to RFP/RFGA QRG when updated)

Saving the contract documents to the Routing In or Out folder on the x drive is no longer a necessary step since the Contract documents are uploaded into On-Base and or Tempo within a week as noted on the process map.


Future information to include in the manual

Contract Manager Tips after Contract Execution


Contractor/Grantee Evaluations
Contract Specialist can assist project managers if they have questions by using the following guidance document on how to complete a Contractor/Grantee Evaluation form.

http://s-sp33/appnet/docpop/docpop.aspx?docid=1640793&client=activex


Submitting Final Report if applicable to the Legislative Reference Library 

If the PT contract results in a report?  A copy of the report must be filed with the Legislative Reference Library.  Instruction for the Project Manager are available on the Lorax at the following link.

http://s-sp33/appnet/docpop/docpop.aspx?docid=1912224&client=activex




[bookmark: _CREATING_AND_EDITING]Troubleshooting in Swift:
[bookmark: _Toc349569083][bookmark: _Toc366654123]Refreshing a Contract Document
Refreshing a contract document reengages the wizard so you can change your responses. Don’t need to recreate the document and enter all of the information again, just any new responses. If there’s no wizard associated with document, SWIFT updates it with any new contract language.   This is important if you created the document but have not used it for a while. Use the Refresh option to make sure you have the most up to date language for that document.
Navigation: Supplier Contracts>Create Contracts and Documents>Document Management
1. Click the Refresh Document button.  SWIFT opens the Refresh Document Options page. If there is a wizard, you must complete the wizard questions first. Indicate whether this is a minor or major version change and the reason for the change.  Note: SWIFT discards any changes you made to a document when you refresh it.
2. Click OK to complete the refresh.
[bookmark: Approvals][bookmark: _DOCUMENT_APPROVALS]
a) If the vendor can find the document, but can’t sign it (e.g. the button for them to accept or deny is gray and they are unable to click) that means that it was Dispatched and routed to a different contact from the company OR it was Dispatched and not routed for signatures. Click the “Route for Electronic Signature” button on the Electronic Signature Setup page.
b) If the vendor can find it, but can’t see any of the documents or attachments… that means it was routed for signatures but not Dispatched.
c) If the vendor can’t find it at all… it was probably the Update from Contacts button. One other cause may be the Browser Cache.  See SWIFT guidance on how to clear Browser Cache.  
d) NOTE: Email notifications sent from SWIFT to vendors, have the same size limitation as emails sent via Outlook (25 MB).  If this is an issue, consider ZIPPING the attachments.

[bookmark: _Toc366654130]To Change Administrator When Original Person is Not Working on the Contract/Grant/Amendment  
[bookmark: _Toc349569089][bookmark: _Toc345533296]You will need to send an email to the SWIFT Help Desk (651-201-8100, option 2 or by email at SWIFTHelpDesk.MMB@state.mn.us)  with the information below. 
· Issue Description
· Business Unit
· Module (Accounts Payable, Purchase Orders, etc.)
· Transaction ID (Voucher ID, PO ID, etc.)
· Error Message Print Screen


When Contract Does Not Exist in SWIFT
Navigation: Supplier Contracts>Create Contracts and Documents>Contract Entry
1. Upon assignment: check right away to see if original contract, any prior amendments, and any change orders since last amendment have been scanned into On-Base.  If not, ask Joan Schepers to follow up.  Give her a few days to do this for you!
2. Click Find an Existing Value tab
a. Enter Contract ID (contains)
b. Search
c. Under Search Results, pick most recent version (if you have more than one choice)
3. Change status to Open.  Save.  Reason to change status: amendment.  Click OK.
4. Click on “Add a document”
5. At the bottom of the page, select the “Import Document” button to import all prior versions of the contract; 
a. This must be done before creating a new amendment
b. 
i) if there are not previous amendments, select “Current Contract/Document”
(1) Import PDF of original contract (from OnBase) – set as executed
ii) If there are previous amendments, select” import original contract and amendment file”. (Technically, this should say “Original and Amendment” – there is no option for “import original and amendment file”); 
(1) Under the Current Version bar you will import the original contract.
(a) It is version 1.
(b) Enter the execution date under Status date
(2) Under the Current Version bar, where type is Amendment file, import the most recently executed amendment. 
(a) Status = executed. 
(b) Status date = execution date
(3) If there is more than one previous amendment, a new table will appear labeled Prior versions.  This is where you import all previous amendments.  
(a) For Amendment 1, assign version 2; For Amendment 2, assign Version 3, and so on. 
(b) Status date = execution date
iii) All Change Orders since the last amendment should be PDF’d into one document.  Import the PDF under “add attachments and related documents”; do NOT click “visible to vendor”
c. If you receive an error message that reads “Attachment failed to upload …” when you try to import the documents, it is probably because the file name is too big.  Try shortening the attachments file name and it should work just fine.
d. Once the original contract and all prior amendments have been imported, you can create a new document by selecting the amendment template from the document library.
6. Once you have gotten this far, you can proceed with the next section.
[bookmark: _Toc345533302][bookmark: _Toc366654133]Supplier Contract Inquiry Searching for Contract Documents
Navigation: Supplier Contracts>Create Contracts and Documents>Document Management

1. This navigation actually leads to two versions of the page. The initial default leads to the Add a Document version. This page allows you to add documents directly to an existing contract or create an Ad Hoc document.
2. The other version of this page is Find an Existing Document. 
3. The page defaults to “Ad Hoc” in the Source Transaction field. You can change this to search for Purchase Order or Purchasing Contract documents. You can also change this field on the next page. The SetID is always “SHARE.”
4. Click the Find an Existing Document link to switch to that version of the page.
5. Enter the search variables on the Find an Existing Document page, including the Source Transaction if you did not change that value on the previous page.
i) Note: The variables to search on change according to the Source Transaction you select. For example, when searching for a Purchasing Contract document, you can include the Vendor ID or Vendor Name to limit your search.
6. Enter any additional variables you know. When searching by Contract ID, this is not necessary; however, if you are searching by Vendor ID, you might need to limit the results by some other variable.
7. By default, the All Statuses checkbox is selected. You can uncheck this box and check any combination of statuses to limit the search to return only documents with those statuses.
8. Click Search when all criteria are entered.
9. In this example, the search results display only the Contract ID you searched for. Click the hyperlink in the Document Keys column to open the selected contract document. If the search results include multiple documents, you can sort the results by clicking on the column headers. Click the Details tab to display information about the documents in the search results, including the Vendor ID and Begin and Expire Dates.
10. If you need to enter additional criteria to search by, the page provides multiple additional fields. By default, this section is collapsed. Click the Expand icon to display the additional search criteria fields. Note that these fields vary depending on the Source Transaction you selected.
11. You have the option to save your search criteria if you often perform the same search using the same variables. For example, if you usually search for contract documents by Vendor ID, you could choose to save those criteria. Then, each time you access this page, the values you saved will default automatically. You can overwrite the values to perform a different search. You can also change the saved criteria to something else, or delete the saved criteria completely.
12. Click Save Search Criteria.
13. SWIFT displays the Save Search Settings page. You have the option to change the default starting page for the navigation to Document Management. In this example, the navigation will now default to the Find an Existing Document page, instead of Add a Document. 
14. If you had a previously saved search, clicking OK overwrites those criteria.
15. Click Delete Saved Criteria on the Find an Existing Document page to remove all saved search criteria.
Search Content
Navigation: Supplier Contracts>Search Content>Search Contents

Enter the Content Type to search in. The default is “Clause.” The search criteria, which are found in the Attributes section, vary based on the Content Type selected.

After selecting the Content Type to be searched, enter the specific term or phrase to search for. You can control how SWIFT views the text string to search for using the checkboxes to the right of the text box:

· Match Case – SWIFT searches for values that match your string including upper and lower case 
· Exact Word – SWIFT finds only the word or phrase you entered and rejects partial matches
For example, searching for “insure” using Exact Word would reject inexact matches like “insured” or “insures.”
· Sounds Like – looks for terms that sound similar but are spelled differently, e.g. insure/ensure.

You have the option to narrow the search by entering specific attributes to look for. Remember that both the Content Type and the Document Type (Ad Hoc, Purchasing Contract, Purchase Order) searched control the list of attributes to select.

Click Search when all attributes are entered.
[bookmark: _Toc345533309]
[bookmark: _Toc366654118]Adding A Contract By Copying From An Existing Contract
NAVIGATION:  Supplier Contracts > Create Contracts and Documents > Contract Entry > Add a New Value
1. Set ID is SHARE
1. Leave Contract ID with default of NEXT (The system will assign the next available number)
1. Select Contract Process Option of Purchase Order
1. Click the ADD Button
1. Click the Copy from Contract link
1. Enter Contract ID of contract to be copied
1. Click Search button
1. Check the Sel (Select) box for the contract
1. Click OK
1. All details of the original contract are copied over. You should review and update line or header information and complete the contract

[bookmark: _Toc366654119]Linking a Strategic Sourcing Event (RFP) To A Contract 
1. On the Contract Entry page, there is a hyperlink called “Document Status” and it will give you links to any Strategic Sourcing, Requisition, or Purchase Orders tied to the contract. 
2. Click the “Return to Contract Entry” hyperlink in upper right-hand corner of document management page. Click the “Document Status” hyperlink - under “Header” on right.
3. A new “Document Status” page will open in a new window. This will have a list of all items related to the contract, including the Strategic Sourcing event.
4. If your contract or grant shell was created from a Strategic Sourcing (RFP) award and still refers to the RFP, you will need to rename it here.  To do so, change “Status” on Contract Entry page to Open so you can change the title under “Description” further down the page.  New title should be specific to the document.  (example, change MPCA-MDA RFP for Superfund…. to MPCA-MDA Superfund/PRP Master Contract – Bay West.)  Once changed, be sure to reset “Status” to original setting. 
5. When adding a new contract or modifying a currently existing contract, the MMD Contract Release Number / T-Number is now a required field for all contracts where the contract type is one of the following:
· MPK, Master Professional/Technical
· MWK, Master Professional/Technical Work Order
· This includes Annual Plans as well.

Users will receive this error if attempting to save a contract where the Release/T-Number is required.
[image: cid:image003.png@01CFED04.DA6E5670]

The MMD Contract Release Number / T-Number field is on the main contract page and the contract type field is on the contract document page.  If you do not know the T-Number or it is not required for a particular contract, you can use:
· N/A (Not Applicable) 
· TBA (To Be Assigned)

Creating Reports
Expiration Reports:  change the Report Layout from Vendor/Category to Expiration Date. There will be a new pane that appears for Report Request Parameters that you can select your Business Unit and Origin. Under the From Date Selection and To Date Selection change the Option to “S” for both and then select the dates that you want to use for the contract expiration date parameters. Make sure the Buyer field is blank, unless you want to only run reports for a specific buyer.
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		Austrian, Kim (MPCA)

		To

		Austrian, Kim (MPCA); Ecker, Mary (MPCA); Fierke, Johanna (MPCA); Given, Jeannie (MPCA); Heininger, Mary (MPCA); Josephson, Tracey (MPCA); Lee, Joseph (MPCA); Martineau, Patrick (MPCA); Seurer, Catherine (MPCA); Stilwell-Lamb, Jayne (MPCA); Sundgaard, Christina (MPCA); Turner, Geneva (MPCA)

		Recipients

		kim.austrian@state.mn.us; mary.ecker@state.mn.us; Johanna.Fierke@state.mn.us; Jeannie.Given@state.mn.us; mary.heininger@state.mn.us; tracey.josephson@state.mn.us; joseph.lee@state.mn.us; Patrick.Martineau@state.mn.us; Catherine.Seurer@state.mn.us; jayne.stilwell-lamb@state.mn.us; christina.sundgaard@state.mn.us; Geneva.Turner@state.mn.us



Justin, Cathy M and I met today to discuss the pilot progress.  A couple notes for your attention:



-          Final Risk Level at top of form 



o   Please remember to fill this in, and if the risk level changes from originally assigned, please include a brief justification.



o   If assignment pre-dated the pilot and thus no RT form exists, please be sure to note that so that Cathy and Admin don’t hold things up for an explanation.  



§  If routed OUT of SWIFT, be sure to let Mary Ecker know so that she can update the Risk Triage note that goes with the contract/grant.



§  If routed IN SWIFT, instead of attaching the RT form, attach a note that says that there is no Risk Triage for this project since it pre-dates the pilot.  Then in the title box for the attachment, instead of noting the RT score, note that it is N/A.



Questions?



Thanks,



Kim



 



 



Kim Austrian, Contract Unit Supervisor



MN Pollution Control Agency 



520 Lafayette Rd. N., St. Paul, MN 55155



651.757.2207







MPCA’s Mission: protect and improve the environment and enhance human health. Join us!
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Reminder regarding Risk Triage Scoresheets

		From

		Austrian, Kim (MPCA)

		To

		#MPCA_OPS FAB Contract Unit

		Recipients

		OSFABContractUnit.MPCA@state.mn.us



When you are ready to route your grant or contract for signatures, remember to first check your risk triage scoresheet to be sure it accurately reflects the risk level adhered to during the development of the contract or grant.  This will help agency and Admin approvers in their reviews.



Thanks,



Kim



 



Kim Austrian, Contract Unit Supervisor



MN Pollution Control Agency 



520 Lafayette Rd. N., St. Paul, MN 55155



651.757.2207







MPCA’s Mission: protect and improve the environment and enhance human health. Join us!
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		From

		Austrian, Kim (MPCA)

		To

		#MPCA_OPS FAB Contract Unit

		Recipients

		OSFABContractUnit.MPCA@state.mn.us



After today’s discussion, this is what we resolved:



-          Purpose: a second set of eyes.  Peer review is not the same as mentor review.



-          Specialist is ultimately responsible, not peer reviewer. 



-          Peer review should occur as a final step prior to routing for first approval.  It should occur after formatting assistance (if applicable).  Specialist should carefully read through the entire packet for accuracy, completeness, etc., prior to peer review.  Standard practice should be only one exchange. 



-          Please be sure to set expectations up front; note any areas of focus.  Were there changes made to the template?  Does something need extra close attention?  Is there a deadline?



-          Risk Triage level: Peer review is optional for Low risk, required for High risk and Specialists discretion for Medium risk.  Even if not required, it is OK to request peer review.



-          Calendar.  This is the preferred first point of contact. Specialists are encouraged to sign up for review days on the Contract calendar.  This is not mandatory and will not be policed, but is helpful.  If you use the calendar, please keep it up.  If no one is available on the calendar for a particular day, you are free to send an email out requesting peer review assistance.



-          What to look for: 



o   You should be using the “Content and Formatting Checklist” (Link available at the top of Lorax page under ‘What’s New?’ and link is also attached.)



o   Some key areas:



§  Specialist should provide all related documents together



§  Correct, complete and most recent template



§  All attachments present and appropriately/consistently labeled



§  Consistency across attachments regarding dates, titles, costs, etc.



§  Check for CR# SWIFT# PO# in proper locations, dates make sense, formatting issues, editing/errors, 



§  Content makes sense.



o   Once finalized, the guidance for what agency first approvers are looking for will be provided for your reference.  



-          Peer reviewers should not incorporate any changes to document – they should only indicate changes needed or provide comments. 



 



Any questions or additions?



Kim





4A-EFB6F547D958.docx

			Content and Formatting Checklists for Contracts and Grants











This checklist incorporates the agency’s formatting standards along with some Department of Administration’s best practice tips to ensure that these legal documents are complete and accurate.  All Contract Specialists are responsible for following the guidelines in this checklist when drafting contract- or grant-related documents. Peer reviewers are encouraged to use this checklist in their reviews, and may send documents back to the Contract Specialist if too many elements are missing. Project Managers should also utilize this checklist for the components for which they have responsibility. The Contract Specialists may return documents to the Project Manager if too many elements are missing.





The tips in this checklist are not exhaustive, but represent the most common issues found in contract and grant drafting. Please contact johanna.fierke@state.mn.us with any suggestions for ways this checklist can be improved. 








			①


			②


			③


			④





			Content Checklist


			Attachment Checklist


			Formatting Checklist


			Example Contract/Grant Agreement





			A. Contract/Grant - General 


B. Contract/Grant  – Body Text


C. Standard clauses 


D. Amendments


			A. Attachments


B. Budget and Gantt


C. PT Contract Coversheets and Justification


			A. Grammar


B. Styling


C. Consistency


			














			①


			Content Checklist








A





			


			Contract/Grant Agreement – General 


			


			


			











			☐


			  Use most up-to-date template. 





			☐


			Every blank in the contract/grant is filled in.





			☐


			The SWIFT contract number is on the contract/grant in the space provided.





			☐


			All instructions are deleted from the template.





			☐


			Hyperlinks work. 





			☐


			All clauses are consistently numbered.





			☐


			Document is complete, including attachments. The CS should be sure that no other content will need to be added once the contract/grant is routed.





			☐			CS proofread all documents before final submittal for approvals.








			☐			Do not add attachments or revise documents once the approval process has begun.  If changes are needed have the approver deny the contract/grant in Swift.  Make changes and then resubmit for approvals.  If outside of Swift, have all parties agree to change by initialing and date each change.























B





			


			Contract/Grant Agreement – Body Text


			


			


			











			☐


			The scope of work is clearly and sufficiently defined in the contract/grant or attached work plan. Use plain language when possible.


 (e.g. Is it written so that a person not involved with the project can understand what the contractor will be doing?  Are all terms defined?  Are the deliverables and due dates defined?  Can you hold the contractor accountable for the work to be done?) 





			☐


			An authorized representative is named for each party.





			☐


			Recitals include complete sentences under “purpose of the contract/grant”. Complete sentences include verbs. 





			


			E.g. incomplete sentence


 “Whereas, the State, is in need of Hydrologic Definition Using Stable Isotopes Signatures Project (Project)” 


E.g. complete sentence


“Whereas, the State, is in need of developing a project to research hydrologic definition using stable isotopes signatures.  





			☐


			Since no work can begin until the later of the “Effective Date” at the beginning of the contract/grant agreement or the date the final required signature is obtained (Minn. Stat. …..) the “Effective Date” stated in the contract should not occur before the full approval process is completed.  





The following guidance must be followed for 16A/16C documentation.  


Start/end date:  properly indicated.  Is the start date prior to the signature date?  If yes, a 16A/C form must be provided.  16A   (means a violation has occurred) or 16C (means verification that no work has begun).


Dept. of Admin is requiring that we attach the 16A/C form with every contract routed for their signature (including MPCA delegated signers.)  If there is one week or more prior to the start date in the contract, and no work has yet begun, the Contract Specialist can type their name and date into the 16C (top) portion – do not actually sign.  Otherwise the Project Manager should sign and date





			☐


			The expiration date allows sufficient time to complete the work.





			☐


			The combined contract and amendments are for no longer than 5 years. (The original 2 year term, plus extensions up to 3 more years, for 5 years total, unless a longer duration is in the best interest of the state, per Minn. Stat. 16C.06, subd. 3b.)





			☐


			The duties are clearly and sufficiently defined in the contract/grant agreement, or attached by reference.











C





			


			Adding, changing or removing clauses


			


			


			











			☐


			Add MPCA-specific invoicing language to invoice clause.





			☐


			Add MPCA-specific eligible/ineligible costs to solicitation and workplan.





			☐


			Add other clauses as necessary (e.g. Subcontracting; Change Orders; CWF requirements and reporting clause; Federal requirements). 


· Health and Safety. Should be included when the contractor or subcontractor will be performing services in the field


· Insurance for pollution, liability, builder’s risk, etc. May be appropriate depending on the nature, or risk, of work being performed.


· Prevailing wage. Required if construction is anticipated.


· Background checks. Appropriate depending on nature of work; for example, entering a home , or working near a daycare center.





			☐


			Provide approval/ documentation for language deviating from standard clauses. (This is required if standard clauses are changed. For example changing Intellectual Property or Liability clauses require Attorney General review.  





			☐


			Boiler plate contract terms that are not needed are not removed.  Instead, keep the number and heading, delete the text and enter the word “Reserved”.





			☐			Use the PT Standard insurance clause – if insurance changes are requested discuss with Risk Management and Cathy Moeger.  Documentation and approvals must be attached if the standard language has been changed














D





			


			Amendments


			


			


			











			☐


			Non-amended content matches original contract/ grant agreement and attachments on all related documents.





			☐


			Amendment cover sheet is attached to contracts in routing.





			☐


			Subsequent amendments accept changes from prior ones.





			☐


			New information is underlined; Deleted information is stricken. Use MS Word font ribbon, NOT track changes to add this content.





			☐


			Do not delete work that has already been performed.  





			☐


			Hyperlinks may be underlined (CS preference).





			☐


			Original documents and prior amendments are included or available upon peer review (e.g. are accessible in OnBase), and are included when the amendment is routed for approval and signature.





			☐


			Documents from the program and contractor/grantee are in editable form (e.g. not pdf).





			☐			Read/review the original contract/grant documents prior to beginning to draft the amendment. 





			☐			Verify dates (effective and expiration dates in original contract.  Include proper dates in amendment.





















			②


			Attachment Checklist








A





			


			Attachments 


			


			


			











			☐


			Documents from the program and the contractor/grantee are in editable form (e.g. not pdf).





			☐			Attachments are labeled in order they are mentioned in the contract/grant/solicitation.





			☐





			Attachments must be referenced and incorporated in the main contract/grant and all references to attachments must have a corresponding attachment.





			☐


			Attachments have titles.





			☐


			Attachments are named and referenced consistently as either “Attachment”, “Exhibit” or “Appendix” (not all three). 





			☐


			Attachments have attachment number/letter, and these values are consistent between documents (e.g. Attachment A, Attachment B, Attachment C;  not Attachment A, Attachment 2, etc.).





			☐			References of attachments should be bolded in the contract or solicitation document. 





			☐			Attachments have page numbers





			☐


			In the attached workplan, measurable outcomes are clearly stated, including how they will be determined.  (“measurable outcomes“ are indicators, or other performance measures that may be quantified or otherwise measured in order to measure the effectiveness of a project or program in meeting its intended goal or purpose).





			☐


			Within the attached workplan, Outcomes ≠ Deliverables. Deliverables are tangible such as reports, field work, data, etc., Outcomes are less tangible, such as pollutant reductions, changed behaviors that lead to eventual environmental improvements, etc.
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			Budget and Gantt 


			


			


			











			☐


			Budget does not contain “miscellaneous” line items.





			☐


			Budget is sufficiently detailed and accurate; excel formulas are correct and functional.





			☐


			All relevant columns/rows are visible; hidden columns/rows are either removed or made visible.





			☐


			Gantt timeline is within the project period outlined in contract/grant agreement/amendment.





			☐


			Gantt boxes are x’d and not filled in (it makes it difficult to amend a Gantt if the entire box is filled in).





			☐			Budget must add across rows and up and down columns.





			☐			Expenses are incidental for contracts and must be in accordance with eligible/ineligible listing.











C





			


			PT Contract Coversheets and Justification


			


			


			











			☐


			Approved single source justification is attached to the completed Certification Form (single sources only). The SS justification should be an attachment to the certification form in SWIFT (unless contract is a JPA).





			☐


			Certification Form and RFP are provided with contracts from an RFP that are over $25,000, when routed outside of SWIFT.





			☐


			Quick Call Cover Sheet and Quick Call for Proposals are attached for contracts from a Quick Call solicitation (between $5,000 and $25,000).








For a more comprehensive overview of what is required for specific coversheets and certs, see Admin’s PT Contract Forms webpage, which contains checklists for each document type.





			③


			Formatting Checklist  (Consistent with MPCA style guide)








A





			


			Grammar- including spelling, punctuation and word usage


			


			


			





			


			








			☐


			Plural with “s” not “ ‘s “ (e.g. RFPs, not RFP’s)





			☐


			No double periods (..)





			☐


			Subject-verb agreement (e.g. “The Contractor is making changes” not “The Contractor are making changes”)





			☐


			No extra spaces between••words.••••Or between sentences. 





			☐


			The sentences used in the document are complete.





			☐


			Numbers under 10 are written out (e.g. “two” instead of “2”)





			☐


			Non-template language does not contain run-on sentences. 





			☐


			No unclosed parentheses (like this. 





			☐


			Correct use of must, may, shall (must, shall= mandatory; may= permissive). As a general rule, these words should not be changed from the admin template. Justification must be included if changes are made.





			☐


			Acronyms are spelled out the first time they are used (e.g. Minnesota Pollution Control Agency (MPCA).





			☐


			Plain language is used when appropriate/ possible (see MPCA style guide for specific information).
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			Styling- including fonts, margins, spacing and page layout 


			


			


			











			☐


			Use prevailing standards of individual templates. When no template is used, or no standard is prevailing , follow these standards:





			


			☐  Margins: 0.5” on the sides, top, and bottom.*





			


			☐  Single-spaced lines of text.*





			


			☐  Single spacing between paragraphs within a clause.  Double spacing between clauses.





			


			☐  Consistent outlining and numbering (e.g. of tasks, objectives).





			


			☐  Consistent page numbering in footer (either center or right-justified). (Page numbers are required).





			


			☐  CR number in lower left corner of footer.





			


			☐  Left-justified MPCA logo placed in top left corner on 1st page (contract/grant agreement only- see page 7).





			


			☐  Document body text is left-justified.*





			


			☐  Tabs- 0.25”.*





			


			☐  Required signature blocks are all on one page, and are in order of the contract type (see template)*





			


			☐  Font for similar text elements is consistent throughout the document.





			  


			☐  Font size for Similar text elements is consistent throughout the document. 








			


If there is no clear prevailing style, the following standards should be used (via PCA style-guide):


· Text body: Calibri 11; Signatures, tables, instructional text: Calibri 9


· Section titles: Trebuchet MS 12, bold; Headings: Calibri 11, bold


· Page number lower right corner











*PCA signer preferred formatting when no template provided.


CC





			


			Consistency- within single documents, as well as between related documents


			


			


			











			☐


			MN Statutes, etc. are cited correctly and consistently (e.g. PCA standard: Minn Stat. § 15.03, Subd. 2) (see MPCA style guide for details).





			☐


			Project name is referred to consistently and understandably.





			☐


			Start and Expiration dates are consistent within the contract/grant agreement and between it and attachments.





			☐


			Description, order, and numbering style of tasks is consistent between related documents.





			☐


			Titles and references of attachments (e.g. names of attachments, dollar values, task descriptions, and timelines) are consistent within the contract/grant agreement, and between the agreement and its attachments.





			☐


			Terms are used correctly and consistently (see list below for examples):








			Examples of terms to check for consistency of use, consistency of capitalization (ctrl_F to highlight all in document)





			· “agreement”


· “amendment”


· “amount”


· “budget”


· “contract”


· “contractor”


· “employee


· “grant”





			· “grantee”


· “groundwater”


· “LGU”


· “Minnesota”


· “project”


· “report”


· “state”


· “State of Minnesota”





			· “stormwater”


· “subcontractor”


· “workplan”


· “University of Minnesota” and its derivatives








			Examples of terms that should not be used interchangeably within the same document:


· “agreement” vs. “grant agreement” vs. “grant” vs. “contract” vs. “project” vs. “proposal” vs. “application”


· “project” vs. “report”


· “contractor” vs. “grantee” vs.  “vendor” vs. “subcontractor” vs. “employee”


· “Minnesota” vs. “MN” vs. “Minn”


· “outcome” vs. “deliverable”
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			④


			Example Contract/Grant Agreement








[image: X:\Agency_Files\OSD\Contract Team\25_Fierke\Formatting\mpca-horiz-left-color.jpg]		


Type of Contract/Grant AgreementTrebuchet MS 22





State of MinnesotaArial Black 11





Doc Type:  Contract


SWIFT Contract No.:  


[image: ]                                            	PO No.:	Calibri 9





              CR No.: 0.5” on the top and bottom


0.5” on the sides


Text is left-justified








Quisque eget tristique libero. Praesent sodales, odio vel aliquam laoreet, mauris nisi ornare enim, nec tincidunt massa magna in justo. Nulla lacinia turpis vitae leo iaculis, sed sollicitudin sapien sollicitudin. Phasellus erat turpis, porta in sollicitudin et, commodo a metus. Aliquam et aliquam sem, pellentesque ornare sapien.One consistent font for text body





RecitalsOne consistent font for titles





1.	Lorem ipsum dolor sit amet, consectetur adipiscing elit. Donec laoreet nunc neque, at dapibus tortor lacinia ut. Sed finibus augue vel scelerisque commodo. 


2.	Ut et arcu congue, laoreet leo vel, finibus velit. Mauris finibus, lacus quis tristique tempus, magna nunc lobortis turpis, ornare sollicitudin libero neque ac massa.


3. 	Integer orci lacus, pellentesque in varius vel, mollis eget dui. Cras in diam interdum, lobortis magna eu, volutpat metus. Cras venenatis id nulla euismod dictum. Pellentesque felis diam, aliquet vitae metus non, placerat rutrum ipsum. Maecenas luctus molestie viverra. In eget mattis leo.


AgreementOne consistent font for section headings





1. Integer


Curabitur purus purus, eleifend quis nisl a, rhoncus auctor justo. Duis at sem cursus, commodo sapien quis, interdum tortor. In tempus mattis porta. Cras pretium pulvinar ligula sed aliquam. Morbi scelerisque cursus ex, eget malesuada urna dapibus non. Aliquam nec nulla a magna vehicula dictum. Aliquam condimentum sapien felis, convallis vestibulum nunc elementum fringilla. Aenean dolor mauris, aliquet ultricies tempus eu, porttitor ut justo.





1. MaecenasNumbering  at 0.0”, text at 0.25”


Numbering at 0.25”, text at 0.50”


Numbering at 0.50”, text at 0.75”


Numbering at 0.75”, text at 1.00”





1. Donec ut massa id turpis iaculis efficitur. Class aptent taciti sociosqu ad litora torquent per conubia nostra.


1. Ut eros risus, blandit gravida tellus in, tincidunt lobortis libero. Nulla facilisi. Donec viverra odio ac ex lobortis, vestibulum ultricies quam accumsan.


1. In semper elit eu malesuada elementum:


1. Praesent metus nibh, dignissim sit amet magna at, bibendum luctus sapien.


1. Donec nunc erat, congue nec libero placerat.


· Proin condimentum


· Suspendisse potenti


· Aliquam sit


1. Aliquam sit amet orci cursus





1. Proin condimentum 


In semper elit eu malesuada elementum. Fusce tempor dapibus ligula. Vivamus elementum maximus tellus, tempor rutrum lib ero varius in. Sed posuere dictum imperdiet. Ut et arcu congue, laoreet leo vel, finibus velit. Duis ac


Page number in lower right (footer)





CR number in lower left (footer)
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RE  Single Source SWIFT Review Issues.msg
RE: Single Source SWIFT Review Issues

		From

		Austrian, Kim (MPCA)

		To

		Wong, Christina (ADM); Stilwell-Lamb, Jayne (MPCA)

		Recipients

		Christina.Wong@state.mn.us; jayne.stilwell-lamb@state.mn.us



Hi Tina.  We had an opportunity to discuss today.  We will standardize our approach as follows:



-          Cert and SS will be sent together as one Ad Hoc 



-          Cert will always be first



Please let me know if this is not OK or if you have any questions or suggestions.



Thanks,



Kim 



 



From: Wong, Christina (ADM) 
Sent: Wednesday, October 07, 2015 2:48 PM
To: Austrian, Kim (MPCA); Stilwell-Lamb, Jayne (MPCA)
Subject: Single Source SWIFT Review Issues



 



Good afternoon ladies,



 



I sent out an email yesterday inviting the SWIFT PT Work Group back together to get some work done on aligning our SWIFT processes across the State, so that one agency isn’t doing something that is vastly different from another State. Much like our review paper process, we just want to make sure that what we’re reviewing is done in a similar manner, so that we here in PT aren’t expending further energy and time searching for missing documents or memos. 



 



This meeting seems to have come at a right time, as I’ve just experienced one such example internal in MPCA. I reviewed one ad hoc single source cert form, where the single source request form was done as a one signature ad hoc document. However, the next ad hoc single source cert form was done as one ad hoc document, with the cert form and single source request form done in one Word Document. I assumed that the first was the new MPCA process and reviewed the second as such. However, upon reviewing the second single source, I noticed the single source request form popped up. I sent an email to the MPCA contract person that the cert form is missing and that PT doesn’t approve the single source request form and returned it. I got a call immediately from the MPCA contract person about how the cert form is actually attached to the bottom of the single source request form. 



 



There seems to be some disconnect on how this single source process is being done in SWIFT. And for the sake of the PT group being able to go through the documents and offer a proper review, I ask that MPCA come up with one process. I don’t enjoy returning things that don’t actually have the issues I’m returned them back for. Perhaps we can come up with a better process during our meetings in the PT Work Group. 



 



We can also talk about this more individually, if you’d like.



 



Thanks,



 



Tina 



 



 



 







 



Tina Wong, Esq.



Contracts and Policy Analyst



Minnesota Department of Administration



Materials Management Division



50 Sherburne Avenue, Suite 112



Saint Paul, MN 55155



(651) 201-2442



Christina.Wong@state.mn.us
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What to do with Contracts signed by Admin's delegate.msg
What to do with Contracts signed by Admin's delegate

		From

		Austrian, Kim (MPCA)

		To

		#MPCA_OPS FAB Contract Unit

		Recipients

		OSFABContractUnit.MPCA@state.mn.us



Not sure if I already shared this with you.  If so, you can ignore.  If not, please be sure to follow this procedure for getting to Admin a copy of the fully executed contract and all associated documents – each time it is signed under their delegation (e.g., when I sign on their behalf for PT contracts under $50,000.)



 



These will all go to Mark Haselman at Admin.  



For those routed IN SWIFT, the Contract Specialist will send via email to him when you email Mary E with all the info.



For those routed OUT OF SWIFT, Mary Ecker will send the complete packet to him upon execution, electronically.
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Message

‘The contract type MPK associated with the contract requires a MMD Contract Release Number/T-Number. (25000.235)

Please add a release number or change the contracttype.
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