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MPCA master contracts and work orders
E-signature Work Order
Effective April 1, 2016, the MPCA will be routing delegated work orders through Swift for electronic signatures. To help you understand this new process follow these helpful tools.
Roles and responsibilities
· [image: https://lorax.pca.state.mn.us/modules/file/icons/application-octet-stream.png]Delegated work order approvers
· [image: https://lorax.pca.state.mn.us/modules/file/icons/application-octet-stream.png]Work order approval cheat sheet
How to's
· [image: https://lorax.pca.state.mn.us/modules/file/icons/application-octet-stream.png]PT coordinator review and approval work orders
· [image: https://lorax.pca.state.mn.us/modules/file/icons/application-octet-stream.png]SWIFT PT Master Contract reference sheet
· [image: https://lorax.pca.state.mn.us/modules/file/icons/application-octet-stream.png]SWIFT Work Order QRG
· [image: https://lorax.pca.state.mn.us/modules/file/icons/application-octet-stream.png]SWIFT Inquiries QRG
· [image: https://lorax.pca.state.mn.us/modules/file/icons/x-office-document.png]Using the snipping tool
· Swift portal link
Why
Using Swift for e-signatures will help with
· Cost savings - the agency anticipates an estimated cost saving of $52,000 year
· Program work will begin faster
· Consistency between program
· Scanning no longer necessary
· Readily available documents in OnBase and Tempo
Helpful links
· Contracts and outgoing grants
· Professional/Technical (P/T) Master Contract Guidance, Checklists and Forms
· MPCA contractor and subcontracting guidance
· Instruction manuals for purchase requests: X:\Tempo\Purchase Request
· Instruction manuals for PT work orders: X:\Tempo\2 Training R 2\PT Work Orders
· Purchasing 
· [image: https://lorax.pca.state.mn.us/modules/file/icons/application-octet-stream.png]Legislative Reference Library Report guidance
A master contract is an umbrella document that provides the general framework for using the services of multiple contractors. The contract identifies the terms and conditions, rates and products for the service being provided. The contract also provides information about how to use the service and the types of documents that need to be completed.
The MPCA has several PT master contracts that are available for use by staff. A few of these contracts are available agency-wide, while others are limited to certain divisions or programs. In addition to the list below, a wide variety of state contracts are available on the MMD website.
Please contact the Contract Managers for questions about the Master Contract Program pages.  These pages are updated by the individual programs. 
Professional/technical master contracts
Click on the individual contract title below for contract-specific guidance, forms, and instructions. If contract-specific guidance is not available, go to P/T master contract guidance, checklists, and forms for a list of generic P/T master contract forms. 
	Contract title
	T-number
	Contract manager

	Investigation, Design, and Construction Oversight of Closed Landfills
	1732A
	Pat Hanson

	Natural Resource Damages Assessment
	1532A
	Susan Johnson

	Stormwater manual
	1532B
	Mike Trojan

	Superfund, Petroleum & Department of Agriculture
	14MSP
	Tom Higgins,  Sarah Larsen

	Watershed master contract
	1632B
	Mary Heininger


Master USGS joint funding agreement
	Contract title
	Type
	Contract manager

	USGS Master Joint Funding Agreement
	1132B
	Kelly O'Hara


 
Other resources
· Purchasing, service contracts/certifications, or encumbrances contact Martina Cameron or agency purchaser.
· MPCA MN.IT contracts contact Jennifer Anthony
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