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Required Fields to Create a Supplier Contracts Shell 
SWIFT requires some fields on the Supplier Contracts page to create, save and process a supplier 
contract shell. Some of these fields are determined by the Contract Document type and agency policy.  
In general, the required fields for each component are as follows. 

1. Header: Contains information about the contract terms. 
• Supplier/Supplier ID 
• Begin Date 
• Expiration Date (depends on Contract Type and agency policy.  Recommended.) 
• Description 
• T-Number (depends on Contract Type) 
• Maximum Amount 
• Corporate Contract. Check this box only to make the contract available to all agencies. 
• PO Defaults link. Brings you to the PO Defaults page to enter the Business Unit and Origin 

2. Contract Lines: Contains information about goods or services to be purchased.   
• Details Tab - Description, Unit of Measure and Category for every line. 
• Details for Line icon as needed for every line. 

o Details for Line page: On the Pricing Information section, check the Priced Changed on 
Order box if applicable for every line. 

3. Release Amounts or Release Quantities tabs: Choose the Release tab based on the 
type of contract. Enter information on every line. 

• Release Amounts: Fiscal Year, Maximum Amount  
• Release Quantities: Maximum Line Quantity 

4. Save: When you select the Save button at the bottom of the page, SWIFT creates a Contract ID 
and saves the items you added or updated. 

5. Add a Document/Create a Document: Contains information that applies to the entire 
contract.  

• Contract Document Type: Uses a “configurator” to open up the required fields for each 
document type.   

• Other are fields determined by the Contract Document Type. Typical fields include: 
o Administrator 
o CPV Contract Indicator 
o Sourcing Method 
o Contract Manager 
o Statement of Purpose link 
o Referenced MPK Contract ID (for MPK contracts) 
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