Master Service and Supply Agreement (MSSA)


Instructions and Best Practices
MASTER SERVICE AND SUPPLY AGREEMENT (MSSA) - Standard Form

INSTRUCTIONS AND BEST PRACTICES

MSSA’s are to be used for the provision of Goods and/or Services (Services) for Company Name’s Canadian Upstream Operations. MSSA’s are to be established when a contractor will be required to perform certain Services or provide production on an ongoing, repetitive basis.

As Supply Management has the responsibility of maintaining strong contractor relationships and to contract with suppliers of Services who will deliver maximum benefits to Company Name, the following criteria should be taken into consideration when wanting to enter into an MSSA:

Have you checked with your Supply Management Representative to ensure no aggregated agreement currently exists?
Did you review BuySmart’s Buyers Guide to determine whether an MSSA is the solution for your specific requirements?
Will this contractor be providing the necessary Services to Company Name on a regular, on-going basis?

Is the contractor willing and capable of carrying out all the terms and conditions required as set out in the MSSA?

Are you effectively utilizing existing contractors currently in use by Company Name before requesting another contractor be issued an MSSA? (see Supply Management Contract Listing.)

Have you talked to your Supply Management Representative prior to setting up an MSSA about your suggestions or concerns?

If, after evaluating the above criteria, you want to proceed in getting an MSSA issued please see below:

SUPPLY MANAGEMENT TO SET-UP MSSA:

Fill out all the required fields on BuySmart’s MSSA Set-up Request Form and press submit. Once received Supply Management will ensure that the necessary documentation is forwarded to and received from the contractor.

Once Supply Management has received the appropriate documentation, a fully executed MSSA will be forwarded to the contractor and the Supply Management Contract Listing will be updated.

*Additional Information Required from Contractor:

2 signed originals of the MSSA including Schedule ‘B’ – Acknowledgement of Company Name Policies evidencing that you have reviewed, understand and will uphold the Company Name Policies as defined in the contract and that are provided at Company Name’s Corporate Website at www.Company Name.com.
1 copy of Contractor’s complete and most competitive rate schedules of manpower and/or equipment for Services supplied by Contractor which will be attached to and form part of the MSSA;

OR

2 signed copies of Attachment 1 which are compensation rate schedules of manpower and equipment for Services supplied by contractor which will be attached to and form part of the MSSA;

1 copy of Contractor’s Clearance Letter (s) for all applicable WCB accounts.
1 Certificate of Insurance, Commercial General Liability: must have at the least 2 million dollars and that Company Name is listed on the Policy and on the Certificate as “Added Insured” with 30 days written notice of cancellation. Also Automobile Insurance showing 2 million dollars

A valid and current copy of either a Corporate Name Search of your company or a Certificate of Incorporation.

Your company’s Goods and Services Tax (GST) number.
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MSSA Instructions:

Brief description of Services to be provided.
Ensure all information relating to Company Name and Contractor have been filled out (please refer to pages 1, 19, 20 and 21);

Ensure that the entity is Company Name and the Contractor’s name, as per their Certificate of Incorporation or Corporate Name Search, and address are included on pages 1, 19, 20 and 21; and

Both Company Name and Contractor must sign the MSSA on page 19 and the Contractor must also sign the Acknowledgement on Schedule “B” on page 21.

General Instructions:

As this is a Standard Form Agreement no further approvals are required provided that NO changes have been made to it. If ANY changes have been made to the MSSA please forward it BEFORE it is fully executed to the Supply Management Contracts Administrator.

Supply Management recommends you delete all templates from your computer as the Buysmart Site will have the most recent version of all contracts, for sample use only.

Should you require additional information please refer to the following Supply Management Contract Administrator:

Contact: 
Relating To Business Unit for:

Contact Name 
All BUs, Business Services and Corporate
