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This Docusign New Konica Minolta Order Form (Swap) needs to be completed for each expired leased 
Konica Minolta Copier that needs to be replaced as part of the FY24 Konica Minolta Equipment Swap.  
The Procurement Office will prefill out the Docusign New Konica Minolta Order Form (Swap) with the 
corresponding information associated to the replacement copier that needs to be ordered and the 
current copier that needs to be returned to Konica Minolta.  Note that the department will keep the 
current copier until the new copier is delivered and installed.  The instructions below must be 
completed by the Departmental Point of Contact and then signed by the Cost Center Manager for the 
assigned Default Operational Cost Center once the prefilled Docusign New Konica Minolta Order Form 

(Swap) is received.  The Departmental Point of Contact is the person who Procurement has listed as the 
point of contact for the specific copier.  Should you receive this Docusign New Konica Minolta Order Form 

(Swap) by mistake and/or you are no longer the Departmental Point of Contact, please reach out to Ayla 
Ortiz (ayla.ortiz@utrgv.edu) or Nadia Loaiza (nadia.loaiza01@utrgv.edu). 

 

1. The Departmental Point of Contact will receive an email from Docusign that looks like the one below.  
The Departmental Point of Contact will need to click “Review Documents”.  
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2. A separate browser window Docusign.  The Departmental Point of Contact will enter his/her UTRGV 
email address and click “Use Company Login) which will prompt the prefilled out Docusign document 
to open. The Departmental Point of Contact will click Continue twice. 
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3. The Departmental Point of Contact will need to review the following Documents for accuracy first.  (Do 
not initial yet.):  

• Equipment Schedule to Master Premier Lease for the University of Texas System (pg. 1) – 
Document identifies the information associated to the new copier that will be ordered (i.e. 
Department’s name, Departmental Point of Contact name and phone number, delivery/installation 
address, model of new copier, and monthly lease rate of new copier). 

• Rider 100-1 (pg. 2) – Document identifies information associated to the new copier that will be 
ordered (i.e. Building/Room Number where the copier will be delivered/installed, lease term of 60 
months, model of new copier, B&W/Color copy rates, default operational cost center, and monthly 
lease rate).   

• Equipment Removal Authorization (pg. 3) – Document identifies information associated to the 
current copier that must be returned to Konica Minolta (i.e. Model of current copier, serial 
number, and physical location of copier). 
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4. Once the Departmental Point of Contact has verified that all the information is correct, he/she will need to 
initial Rider 100-2 (pg. 2) on the designated field and click Finish. 
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5. Once the Departmental Point of Contact completes Steps 1-4, the Cost Center Manager for the Default 
Operational Cost center indicated on the Rider 100-1 will receive an email from Docusign with the Subject 
name Konica Minolta Copier Order Form indicating there is a document pending their review and 
signature. The Cost Center Manager will need to click Review Document which will prompt them to the 
Docusign Konica Minolta Copier Order Form. The Cost Center Manager will click Continue and sign on the 
indicated field and click Finish. 
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6. Congratulations!  Your Docusign New Konica Minolta Order Form (Swap) has been completed by your 
department.  It will now be routed to the Procurement Office for signature and then sent to Konica 
Minolta for processing.   


