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	Purpose:
To ensure contracts have professional look and feel, and are structured consistently.

	Who:
Contract Administrators

	When:
Daily, when putting together agreements.



Responsibilities:
1. Contract Administrators, in their review of the Scope of Work, will make changes to the contract in support the expectation of a professional document.  
1. The items reviewed and changed are in the list that follows. 

Routine Corrections:
For these changes below, the Contract Administrator will automatically make the changes. Program will see the changes when they receive a copy when it is sent to provider for signature.
· The term “Provider” is used throughout
· If the provider name is spelled out other than on the opening page, it be changed to “the Provider”
· The term “Department” is used throughout
· If DHHS or the office name is spelled out other than on the opening page, it will be changed to “the Department”
· Pronouns will be removed
· The terms “you will” and “we will” will be changed to “the Department” or “the Provider“ accordingly
· The term “Agreement” is used throughout
· Acronyms are defined the first time and are used throughout
· Consistent formatting (including bulleted lists)
· Consistent use of fonts
· Arial 11 for the BP54
· Arial 12 all other riders
· Page numbering
· Each Rider starts at page 1
· Section numbering
· Line/paragraph spacing
· Margins align
· Delete unused sections
· Spelling/punctuation
· Amounts in the agreement funding summary add up to the agreement amount
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