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Manage Contracts



Add a New Contract



Enter an easily identifiable nickname

You are not required to enter a Contract Number but 
it may be helpful to identify this contract later if it has 

an associated contract number



Upload a copy of your contract

Although it’s not 
required, I 
recommend 
uploading a copy 
of your contract, 
as PIA will likely 
request a copy 
during review



Additional questions about this contract
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Associate a Form 470



Associate a Form 470

Search for the 
associated 

Form 470 and 
click the check 
box next to the 

correct form



Associate a Service Provider

Search for the 
service provider 

and click the 
check box next 
to the correct 

company



Contract Dates

This date should be 
at least 28 days after 

you posted the 
associated Form 470



Contract Dates

Example: You may have a contract term of 
“One year plus two optional renewal years” –

meaning you have the option to stay under 
contract for three years total or terminate the 

contract after year one. 



Additional questions about this contract

If you answer yes, you 
will be asked to site the 
restriction



Check this summary for correctness

Check that all the 
information on 
this page is 
correct. Contract 
records cannot be 
edited after they 
are submitted



Complete your contract record

The Save and Close 
button will save a 

draft record that can 
be edited later. The 
Complete button 

submits your 
contract record and it 

cannot be edited



Submitted Contracts

Once you complete a 
contract record, you should 
see this page that shows all 
“submitted contracts”



Contract Record FAQ

• When do I create a contract record?
If you have a contract, you need to create a record in EPC. The Form 471 requires you 
to associate a contract, unless you have a month-to-month or tariff agreement.

• How many contract records do I create?
One for each contract you have. If you are currently under a multi-year contract that 
was executed prior to EPC, you will still need to create a record in EPC in order to file a 
471.

• Can I delete a contract record?
No, once you have submitted a contract record, it cannot be edited or deleted. 

• Where do I post any contract amendments?
Once a contract record in submitted, it cannot be edited. Keep any contract 
amendments for your records but they cannot be added to your record in EPC.

• Do I need to create a new contract record if I amend an existing contract?
No, a new record is not needed. Keep all amendments/documentation in your files.
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