Job Aid for Submitting Short Form Contracts

Short Form Contract Types

1. MCC Short Form Contract (services under $10k)
Used when there is no vendor contract submitted by the vendor for signature. Services with
vendor/consultant under $10k for Middlesex Community College such as art models, guest speakers, DJ,
ASL Interpreters, student activities, etc.

2. MCC Foundation Short Form Contract (services with the Foundation under $10k)
Used when there is no vendor contract submitted by the vendor for signature. Services with
vendor/consultant under $10k for MCC Foundation such as guest speakers, activities, etc.

Create and Submit Short Form Contracts

1. Go to the Submit Contracts Portal webpage at
https://www.middlesex.mass.edu/purchasing/subcontract.aspx
2. Click either the MCC Short Form Contract or MCC Foundation Short Form Contract.
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Instructions for Submitting Contracts Contracts must be submitted for review and signature by clicking the applicable link below. Please refer to the Contract
Submit Contracts Portal Submission Instructions in the Contracts menu (add link)

New Vendor Instructions
Consortium and State Contracts Short Form Contracts (services under $10k)
Forms
Certified Payroll MCC Short Form Contract (services under $10k)
Bids Used when there is no vendor contract submitted by the vendor for signature.  Services with vendor/consultant under $10k for
Copiers and Printers Middlesex Community College such as art models, guest speakers, D], ASL Interpreters, student activities, etc.
Procurement Policy MCC Foundation Short Form Contract (services with the Foundation under $10k)
Procurement Policy Guidelines Used when there is no vendor contract submitted by the vendor for signature. Services with vendor/consultant under $10k for
Procurement Policy Training MCC Foundation such as guest speakers, activities, etc.
Contact Details Vendor Service Contracts, Mass Standard Contracts, MOA/MOU’s (MCC and MCC Foundation)
Purchasing Department
591 Springs Road Vendor Service Contract $10k and Over (Mass Standard Contract)
Building 10 Used for all services $10k and over.
Bedford, MA 01730
Purchasing@middlesex.mass.edu Vendor Service Contract under $10k and MOA/MOU's
Used when there is a vendor contract for services under $10k and for all Memorandum of Agreement (MOA) and Memarandum
Julie Mackley of Understanding (MOU) .

Purchasing Specialist

3. The link will open a PowerForm in DocuSign for additional informational.
4. Fill in the name and email for the Submitter, Vendor/Contractor and Department Cost Center Manager
in the PowerForm Signer Information (see screen shot below).


https://www.middlesex.mass.edu/purchasing/subcontract.aspx

PowerForm Signer Information
Fill in the name and email for each signing role listed below.
Signers will receive an email inviting them to sign this document.

Fill in the required information.

Please enter your name and email to begin the signing process.
Submitter

Your Name: *

‘ Full Name ‘

Your Email: *

| Email Address ‘

Please provide information for any other
signers needed for this document.

Contractor

Name:

‘ Full Name ‘

Email:

| Email Address ‘

Cost Center Manager

5. Scroll to the bottom of the PowerForm and click the Begin Signing button.
6. Fill in the contract information and click finish.

Please review the documents below. m
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Middlesex Community College
Contract for Services (under $10,000)
This agreement is madethis_I:lda_\' of [ |byand between Middlesex Community College
(hereinafier referred to as “Purchaser™) and (hereinafter referred to

as “Contractor™). Purchaser hereby engages Contractor, who agrees to perform the services described below upon all
the terms and conditions set forth herein, including those on the reverse side of this page.

Description of Service (scope of work): | |

Start Date/Time of Service: | |__End Date:_| |

Location of Service: J |
Cost of Service: Enter total cost or rate for duration of contract. Total Cost: l:lHnurl_\' Rate: l:l
Banner Index (Source of Funding): _[ |

Additional Provisions by Purchaser: | |

Additional Provisions by Contractor:| ]

Payment Terms: Net 30
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The contract will be automatically routed to the following parties after each party enters their information and
signs. All parties will receive a copy of the fully executed contract.

1. Submitter

2. Contractor

3. Department Cost Center Manager

4. Director of Procurement





