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1. The Single Point of Contact reads the exception request. If the exception request for one of the following sections from Rider B, send the provider the denial language at the end of this document:
a) Section 14.  Access to Records
b) Section 15.  Termination
c) Section 18.  State Held Harmless
d) Section 20.  Approval
e) Section 21.  Liability Insurance 
f) Section 22.  Non-Appropriation

2. If it’s not a request for one of the Rider B sections listed in number 1, does it make sense for this agreement? In other words, did they justify why they are requesting this exception?
a. If yes, go on to step 3.
b. If no, ask the provider follow-up questions.
c. Is this agreement a result of an RFP? If yes, ask program if the exception was part of the proposal.

3. The Single Point of Contact sends the request to the Contract Relationship Manager with the following information:
a. Copy of the current agreement the request is for.
b. If this is a renewal, attach a copy of prior agreement for this service with this request in it.  
i. The CRM will also confirm whether there are changes to this years’ Rider A, and if there are any, will highlight them.
c. If this was the result of an RFP, state that in the email to your manager.
d. A synopsis of the justification for the request.

4. The Contract Relationship Manager will forward the information to DHHS Legal Counsel and enter date into Agr to AG field in the database and enter a comment in the comment field about what was sent to DHHS Legal Counsel

5. DHHS Legal Counsel will:
a. Either approve or deny the request if it is for something in Rider D and notify the CRM of the decision
b. Make a recommendation to DAFS Legal Counsel if the request is for something in Rider B and notify the CRM of the decision. The CRM will forward the email to DAFS Legal Counsel for their decision


6. IF THE REQUEST IS APPROVED: 
i. Contract Relationship Manager notifies the Contract Administrator of the approval and enters the date into the AG Agr Approval in the database
ii. Contract Administrator inserts the approved language to the Exception Rider 
iii. Contract Relationship Manager reviews/approves the agreement with the Rider Exception
iv. Single Point of Contact sends the agreement to the provider for signature
v. Contract Administrator attaches the approval email with the agreement when it is sent to DAFS
vi. Contract Administrator saves the approval email in the agreement folder as documentation

b. IF THE REQUEST IS DENIED:
i. DHHS Legal Counsel notifies Contract Relationship Manager of the decision
ii. Contract Relationship Manager notifies the Single Point of Contact and enters the date in AG Agr Approval field in the database
iii. Single Point of Contact uses template language to notify the provider that the request has been denied – the program administrator is CC’d.

1. Generic Denial Language
We have received your request for exceptions to Rider B (and/or D).  Your request has not been accepted by the Attorney General’s Office. 
Thank you,
SPOC
***PLEASE NOTE***
We do not offer the provider the contact information for the DHHS Legal Counsel. However, if the provider escalates the request, the CRM gives the provider the contact information AND provides DHHS Legal Counsel with the background information for the agreement. Please remember that Legal Counsel is involved with a multitude of projects and doesn’t always remember every single request made to them. Having the background provided to them is beneficial.
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