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Q) Regarding the hardcopy the contractor signs, will it still need to be circulated or does the Project Office just keep it on hard-copy file?
A) When the contractor’s signature is obtained via a paper copy, that paper copy can be converted to an electronic copy by the project office and stored on the Contract Information Archive.  If the project office confirms that the copy on the CIA is legible, then the original may be discarded.

---------------------------
Q) What if the copy signed by the contractor is not very clear due to being a copy of a copy, or scanned on a poor quality scanner?

A) Print a copy of the change order from ReportNet/Cognos 8 directly to PDF and place that copy in the Contract Information Archive for its legibility.  The signature page can then be appended as the first page of the change order bundle.  This means there will be two signature pages in the bundle.  One for signatures and one for legibility of the change order data.

---------------------------
Q) What is a change order “bundle”?

A) The change order bundle includes a complete legible copy of the change order and any supporting documentation, such as copies of correspondence with the contractor, value engineering documents, force account documentation, and contingency price checks.  If the original signature page was paper and the scanned copy has legibility issues, the bundle may include that scanned page as a second copy of the signature page with its one or more inked signatures and any digital signatures affixed.
---------------------------
Q) Can a change order contain both inked signatures and digital signatures?
A) Yes, initially it will be common for the contractor to ink a signature on a paper copy and return it to the project office.  The resident engineer will then either, sign with ink and scan, or scan and sign digitally.  Further approvals will typically be digital.
---------------------------
Q) The instructions say the digital signature needs to include an image of the signature of the authorized signer.  I did not go through that step and the digital signature process seems to work, it just does not have that image of an inked signature.  Is this OK?
A)  No.  Policy says the digital signature is to include an image of an inked signature for the authorized signer.  Get help if necessary and set up this part of the process to work per policy.
---------------------------
Q) The instructions say the contractor needs a copy of Adobe Professional in order to participate in this process.  Does MoDOT buy that software for the contractor?
A)  No, MoDOT does NOT buy software for the contractor.  It is the contractor’s responsibility to purchase the software and to obtain software support independent of MoDOT, if the contractor wishes to use the digital signature process on change orders and value engineering documents.
---------------------------
