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Rider A Conformity with the Corresponding RFP
· Check Rider A for conformity with the RFP and awarded Bidder’s RFP proposal

· Ensure that all standards/requirements from both are incorporated into the contract

· Ensure that the contract is not going beyond the scope of the RFP and awarded Bidder’s RFP proposal

Rider A Conformity with Rider B
· Ensure that Rider A properly corresponds with Rider B

· If different payment methods (i.e. Fee for Service or Cost Settled) are being used or if services are being paid for at different rates, ensure that the deliverables associated with each different payment method/rate are separated into discernible categories (using headers/sections) and that those categories are matched with the payment method/rates in Rider B.  This connection can be made by citing the appropriate section/header in Rider B.

· If there is an allowable table of expenses, ensure that the terms used within the table are the same as those used in Rider A.

Rider A Conformity with Appendices
· Ensure that all Appendices are using like language from Rider A (i.e. the same terms are being used so that the Appendices related themselves well to Rider A)

· Ensure that any new terms utilized in Rider A are defined in the Definitions Section of Rider A

Rider A Stylistic Conformity Guidelines
· Always capitalize “Provider”

· Always refer to the contract as an/the “Agreement” and always capitalize it

· Insert two (2) spaces after every period

· Insert one (1) space after every colon or semicolon

· Avoid copying/pasting a programmatic “work plan” or any grids into a contract.  They typically do not integrate well.  Work plans are more appropriately used for programmatic planning and guidance.

· When using numbers always write out the number followed by the numeric version in parentheses after it.

Example: One thousand three hundred and sixty-five (1,365).

· When using dollar amounts always write them out to the hundredth decimal.

Example: $100,000.00

· Use http://mainelaw.maine.edu/wp-content/uploads/2014/02/UMC2014.pdf for guidance on all legal citations.

· Definitions Section:

· Write the term being defined (capitalized) followed by any acronym of the word in parentheses, followed by a colon and the definition (e.g. “Defined Term (DT): definition of Defined Term”.).  Put the term being defined and colon in bold only.

· When using a defined term in other definitions in the Definitions Section: write the term being defined (capitalized) followed by any acronym of the term in parentheses (e.g. “Defined Term (DT).  If used again in the same definition then only use the acronym.

· When using a defined term in sections other than the Definitions Section: write out the term being defined and acronym (in parentheses) the first time it is used in the contract and use only the acronym after the first usage.

· 2nd+ year Agreements

· If in the year one (1) Agreement  the Provider was asked to develop something, establish something, or provide something to the Department for use (e.g. work plans, policies, procedures, operations manuals, documents, report templates, etc.) then don’t continue to use the same deliverable in the 2nd+ year Agreements.  Incorporate what was developed under the year one (1) deliverables into the year two (2) deliverables by elevating the deliverable to the next level.

Example: If in the year one (1) Agreement the deliverables was “Develop an Operations Manual and submit it to the Department for approval” then in year two (2) the Agreement should incorporate the Manual, for instance: “Comply with and maintain the Operations Manual.”  And then add the Manual as an Appendix.  Don’t continue to repeat the develop deliverables when it should have been completed in year one (1) and thereafter developed into a next-level deliverable or removed altogether due to its successful one-time completion.


