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The purpose of this circular is to advise Department personnel and 
Provider Agencies of the documents and conditions required for the 
timely execution for new and renewal Third Party Contracts. 
 
I. SCOPE 
 

This policy circular applies to all DHS Third Party Contracts 
including both initial and renewal contracts.  
 

II. POLICY 
 

A.  Time frames for DHS distribution and provider agency   
submission of contract documents: 

 
Contract renewal packages are to be sent out by the 
Departmental Component at least three months prior to the 
renewal date. 

 
Completed contract packages are to be received by the 
Departmental Component at least one month prior to the renewal 
date.  

 
B.  Contract Renewal.  Unless a contracted provider agency or 

individual provider is otherwise notified in writing 60 days 
prior to the end date of the current contract term it can be 
assumed that the contract is to be renewed, subject to the 
terms and conditions negotiated with the Departmental 
Component. 
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