Agenda
Executive Committee
Wednesday, April 5, 2017
5:45 p.m.
Small Conference Room, CCRPC Offices
110 West Canal Street, Suite 202, Winooski, VT
1. Changes to the Agenda, Members’ Items
2. Approval of March 8, 2017 Executive Committee Meeting Minutes*

(Action)

3. Act 250 & Sec 248 Application
a. Bellis, Richmond, App. #4C0558-5B*

(Action)

4. Bylaw Amendments*

(Action)

5. Procurement Policy Update*

(Action)

6. FY18 UPWP & Budget *

(Action)

7. Chittenden County Active Transportation Plan *

(Action)

8. Discuss auditor selection for FY17 audit

(Discussion)

9. Chair/Executive Director Report
a. Regional Dispatch Update
b. Water Quality Implementation Role
c. Annual Meeting location and guest speaker

(Discussion)

10. Agenda Review for April 19, 2017 Board Meeting*
11. Other Business

(Action)
(Discussion)

12. Executive Session – for the discussion of personnel issues

(Action)

13. Adjournment

(Action)

Attachments
NEXT MEETING – Executive Committee – Wed. May 3, 2017; 5:45 p.m.
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CHITTENDEN COUNTY REGIOJNAL PLANNING COMMISSION
EXECUTIVE COMMITTEE
MEETING MINUTES
DRAFT
DATE:
TIME:
PLACE:
PRESENT:
Staff:

Wednesday, March 8, 2017
5:45 p.m.
CCRPC offices; 110 W. Canal Street, Suite202; Winooski, VT 05404
Chris Roy, Chair
Mike O’Brien, Vice‐Chair
Barbara Elliott, At‐Large
Andy Montroll. Immediate Past Chair
Charlie Baker, Executive Dir.
Regina Mahony, Planning Prog. Manager
Eleni Churchill, Transportation Prog. Manager
Forest Cohen, Business Manager
Bernie Ferenc. Trans. Business Manager

The meeting was called to order at 5:50 p.m. by the Chair, Chris Roy.
1. Changes to the Agenda; Members’ Items. We removed item 7, Chittenden County Active
Transportation Plan. There were no members’ items.
2. Approval of February 1, 2017 Executive Committee Meeting Minutes. ANDY MONTROLL MADE A
MOTION, SECONDED BY MIKE O’BRIEN, TO APPROVE THE MINUTES OF FEBRUARY 1, 2017. MOTION
CARRIED UNANIMOUSLY.
3. Act 250 & Section 248 Applications.
a. Five Corners Awnings – 4 Pearl Street Investments, LLC, Essex Junction, Application #4C1264‐1.
Regina noted that the DEC is requiring a hearing for the request to put awnings on the building
as there was a lot of interest/concern from neighbors for this project. The village is fine with it.
ANDY MONTROLL MADE A MOTION, SECONDED BY MIKE O’BRIEN, TO AUTHORIZE CHARLIE
BAKER TO SIGN THE LETTER TO THE D.E.C. MOTION CARRIED UNANIMOUSLY.
b. Vermont Greenline Reconductoring. Regina noted there is a memo in the packet as well as
additional information posted separately on the website. CCRPC had filed for party status,
which Green Line claimed we should not get because the transmission line in the lake is not in
Chittenden County and other parties were addressing environmental and economic issues. PSB
sustained the objection and denied CCRPC’s motion to intervene, but noted we can refile. We
have prepared a new Motion to Intervene stating that Vermont law defines that the boundaries
of Chittenden County extend to the New York border and include parts of Lake Champlain. The
reconductoring project on the VELCO 115kv transmission lines between New Haven and
Williston, will pass through Hinesburg, St. George and Williston, which would normally be
evaluated as a separate project. However, is being evaluated as part of this project. Detailed
information on grid impacts from the transmission line have been submitted to the PSB, but this
information is confidential due to security concerns, so the affected regions and municipalities
are not able to adequately evaluate the effects of this reconductoring. After a brief discussion,
MIKE O’BRIEN MADE A MOTION, SECONDED BY ANDY MONTROLL, TO SEND IN THE NEW
MOTION TO INTERVENE, AS WELL AS THE SET OF DISCOVERY QUESTIONS SEEKING MORE
INFORMATION ON THIS ISSUE. MOTION CARRIED UNANIMOUSLY.
4. Bylaws Amendments. Charlie noted that in January the board approved sending these
amendments out to the municipalities for the required 30‐day review. They were sent to each
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municipal clerk and manager/administrator on January 19. He visited the Milton Selectboard last
week and they indicated that they had not seen the amendments. We sent these to each
selectboard member last week. They are meeting tonight and Charlie asked Donna Barlow Casey to
let him know if they need more time to get back to us. (They had the biggest concerns about
municipal services agreements.) If Milton decides they need more time, we will delay action on the
bylaws until April. The only thing it will affect is the new agreement between RSEP (Regional
Stormwater Education Program) and Stream Team. Barbara indicated she would be inclined to
delay the vote to be nice. It was noted that we would still hold the public hearing at the March
meeting since it had been warned. Charlie then noted that when he first reviewed the letter from
Attorney Joe McLean regarding the bylaw amendments, he didn’t notice suggested clarifying
changes Joe had made. He reviewed those changes one by one with members. Members then
discussed whether these are substantive changes that would require us to send back out for
comment. It was decided they were clarifying and not substantive. BARBARA ELLIOTT MADE A
MOTION, SECONDED BY MIKE O’BRIEN, TO ACCEPT THE CHANGES AS PROPOSED; AND UNLESS WE
HEAR OTHERWISE FROM MILTON WE’LL TAKE ACTION AT THE MARCH BOARD MEETING. MOTION
CARRIED UNANIMOUSLY.
5. Public Participation Plan Update and Warn Hearing. Charlie noted that when we updated the PPP in
2015 we decided to be consistent and have all items have a warning period of 30 days as required
by the state for regional plans. This has created an issue with warnings for MTP, UPWP and TIP
which previously had 15‐day warning period. We have run into the problem of not having 30 days
between meetings to send the notice to Burlington Free Press and municipalities, so we’ve been
warning two months ahead often without having complete information on the topic. The proposed
change reinstates the 15‐day public notice requirements for the UPWP and the TIP. BARBARA
ELLIOTT MADE A MOTION, SECONDED BY MIKE O’BRIEN, TO WARN A PUBLIC HEARING FOR THE
MAY 17, 2017 BOARD MEETNG. MOTION CARRIED UNANIMOUSLY.
6. Comments on Initial Draft of the Municipal Roads General Permit. Charlie reviewed the draft memo
in the meeting packet. ANR requested comments on the initial draft of a new Municipal Roads
General Permit before they prepare a draft for final rulemaking this summer. This memo was
reviewed at both the TAC and CWAC meetings today and there were several suggested amendments
from those meetings, which he reviewed with members. There was a lengthy discussion about Class
4 roads and what towns are responsible for. Recommendations of responsibility of maintenance
should be clarified in statute. Charlie noted changes in other items. Members asked for definitions
of swales, gullies and ditches so it’s clear what is meant. He said there were questions on reporting
cycle, which they want it to be every six months. TAC and CWAC members felt every year was
sufficient. A brief discussion ensued about annual fees; MS4 fees and historic water quality
improvements. Charlie will make revisions before sending to the board tomorrow. It was the
consensus of the Executive Committee to proceed consistent with the comments from the TAC and
CWAC to recommend to the Board.
7. Chittenden County Active Transportation Plan. Removed from the agenda for tonight.
8. Chittenden County Demographic Forecasts. Regina noted that the PAC reviewed these today and
the LRPC will review them tomorrow morning. These are forecasts (which are estimates). Since the
last board meeting, EPR adjusted each forecast based on comments received from PAC and board
members. We sent these revised forecasts to TAC, PAC and LRPC. The memo from EPR talks about
how they corrected these forecasts. EPR did note that they are much more comfortable with the
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regional level forecasts than they are with the municipal level forecasts. The PAC did recommend to
the board to approve these forecasts, although Colchester voted against it because of questions on
a graph that seems to indicate increasing household sizes in the 2040‐2050 timeframe. The PAC
asked for further clarification on it. Everyone felt comfortable moving it forward. The LRPC will
review tomorrow. The reason we want to move this along is because we cannot go further with the
energy plan, MTP or model update until we decide on the forecasts. Eleni noted we need to take
this information down to the TAZ (Transportation Analysis Zone) level for the transportation model
and MTP update. It was noted that we will update these forecasts every five years, so nothing is set
in stone. Although members questioned forecasts for Burlington and Winooski, Chris reminded
members that we did agree on the county total numbers and are trying go backward to come up
with municipal forecasts rather than the other way around. It was also noted that these forecasts
are not necessarily based on where we want to go, as we’re hoping for much more housing than we
have now. This is only one piece of the puzzle. BARBARA ELLIOTT MADE A MOTION, SECONDED BY
MIKE O’BRIEN, TO APPROVE THESE FORECASTS TO BE SENT TO THE BOARD. MOTION CARRIED
UNANIMOUSLY.
9. County‐wide Functional Class Updates. Eleni Churchill said we worked with VTrans once we did the
first round of changes to the functional class, and they actually suggested a couple more changes.
VTrans also asked us to review these with adjoining regions to be sure the system works outside our
County. The TAC reviewed the changes this morning and approved them to go to the full board.
Eleni said this was a worthwhile effort as we’d been finding issues in doing corridor studies. She
noted we only dropped two roads in Burlington from principal arterials class – So. Union and So.
Winooski Ave and kept Willard. We will discuss this with Burlington Public Works before sending
this to the board. The changes have been reviewed by all other municipalities. There is federal
funding still available for bridges, etc. We have not yet looked at the National Highway System.
10. Executive Director’s Report.
a. VTrans funding priorities update. Charlie noted that VTrans is funding the Transportation
Alternatives Program at about $2.2M. They are proposing that that funding be dedicated to
stormwater projects for the next two years. The TAC did not object.
b. Regional Dispatch Update. Charlie noted that Winooski, South Burlington, Shelburne, Williston
and Milton have all made appointments to the Joint Survey Committee, with Essex and
Burlington scheduled to make appointments in the next couple of weeks. There is a list of 75
tasks for the Joint Survey Committee to work on and they’re hoping to have recommendations
this fall. This year the municipalities provided $41,000 for regional dispatch with the majority of
the funds spent on the consultant. We’ve asked all towns to budget $50,000 collectively in FY18
and we’re also asking the legislature to match those funds.
c. Water Quality Implementation Role. Charlie doesn’t know how the conversation will go. When
we were working on our proposal for water quality funding we said there is a need for more
project development resources get projects shovel ready. ANR came back with a
recommendation to the legislature for a $25‐30M bond and may be asking RPCs to help manage
the projects, since the RPCs came through after Irene and handled FEMA funds including home
buyouts. We haven’t heard details yet, but it could be significant for FY18. He will keep
members updated. We are anticipating being more heavily involved in water quality in the next
few years. In this budget cycle we will also evaluate whether to hire consultants or hire a water
quality professional on staff.
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d. Annual Meeting location and guest speaker. Emma had suggested the Catamount Country Club
in Williston, which members agreed with. It was suggested that we ask Julie Moore, the new
ANR secretary to be the guest speaker.
11. Agenda Review for March 15, 2017 board meeting. Members reviewed the proposed agenda and
made changes.
12. Other Business. There was none.
13. Executive Session. MIKE O’BRIEN MADE A MOTION, SECONDED BY ANDY MONTROLL, TO GO INTO
EXECUTIVE SESSION AT 7:10 P.M. FOR THE PURPOSE OF PERSONNEL EVALUATION; AND INVITE THE
EXECUTIVE DIRECTOR TO STAY. THE MOTION CARRIED UNANIMOUSLY. MIKE O’BRIEN MADE A
MOTION, SECONDED BY ANDY MONTROLL, TO COME OF EXECUTIVE SESSION AT 7:56 P.M. MOTION
CARRIED UNANIMOUSLY.
14. Adjournment. ANDY MONTROLL MADE A MOTION, SECONDED BY MIKE O’BRIEN, TO ADJOURN THE
MEETING AT 7:57 P.M. MOTION CARRIED UNANIMOUSLY.
Respectfully submitted,
Bernadette Ferenc

April 10, 2017
Stephanie H. Monaghan
Act 250 Coordinator
111 West Street
Essex Junction, VT 05452
RE: James and Karen Bellis; Richmond; Application #4C0448-5B
Dear Ms. Monaghan:
The Chittenden County Regional Planning Commission’s Staff and Executive Committee have reviewed
this Act 250 application for a Project described as the partial review of Criterion 8(A)—Wildlife Habitat,
addressing proposed onsite and offsite mitigation required in previously approved Partial Findings of
Fact and Conclusion of Law and Order #4C0558-5A. The mitigation in question is required to protect a
Deer Wintering Area that will be affected by the creation of a two-lot subdivision and the construction
of one single-family residence, an accessory dwelling, a shared driveway and onsite water and sewer for
Lot 1, and the preservation of 42.88 acres of land on Lot 2. The project has not yet received local
approval [need to confirm]. We offer the following comments:
The project is located within the Rural Planning Area as defined in the Chittenden County Regional Plan,
entitled the 2013 Chittenden County ECOS Plan. While the Rural Planning Area is not one of the areas
planned for growth we find this two lot subdivision, with one single family house and one detached
accessory dwelling on 4.02 acres, and 42.88 acres preserved to be a suitable level of growth within the
Rural Planning Area. In addition, the density and uses are consistent with the local regulations.
Therefore, we find this project to be in conformance with the Planning Areas of the 2013 Chittenden
County Regional Plan.
Due to the detailed level of development review in most Chittenden County municipalities and the
environmental permit reviews at the Department of Environmental Conservation, CCRPC will give
specific attention in its Act 250 reviews to the type of use and the Planning Areas section of the 2013
Chittenden County ECOS Plan. While there are many other topics covered in the 2013 Chittenden
County ECOS Plan, there has been significant analysis at the Regional level regarding transportation
impacts. The CCRPC will also focus its attention on transportation, where appropriate, in accordance
with the Metropolitan Transportation Plan, which is within the 2013 Chittenden County ECOS Plan. We
offer no comments related to transportation at this time.
These comments are based on information currently available; we may have additional comments as
the process continues. Please feel free to contact me should you have any questions.
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Sincerely,

Charlie Baker
Executive Director
Cc: CCRPC Board
Certificate of Service
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CHITTENDEN COUNTY REGIONAL PLANNING COMMISSION
BYLAWS
DRAFT – 3/29/2017
ARTICLE I. NAME, VISION AND MISSION
The name of this regional planning organization is the Chittenden County Regional Planning
Commission. These by-laws shall regulate and govern the affairs of the Chittenden County
Regional Planning Commission.
The Chittenden County Regional Planning Commission's organizational vision is to be a preeminent, integrated regional organization that plans for healthy, vibrant communities, economic
development, and efficient transportation of people and goods while improving the region’s
livability.
The mission of the Chittenden County Regional Planning Commission is to act as the principal
forum for planning, policy and community development in the region. We will do this by
providing planning and technical assistance that meets the needs of our member municipalities
and the public, while remaining consistent with our federal and state requirements. Our work
will result in the development and implementation of plans that support sustainable development
and improve the region’s quality of life and environment.
ARTICLE II. ENABLING LEGISLATION
The Chittenden County Regional Planning Commission is an organization that combines the
previously separate Chittenden County Regional Planning Commission (CCRPC) and
Chittenden County Metropolitan Planning Organization (CCMPO). The CCRPC and CCMPO
were combined with the adoption of these bylaws and subsequent actions to form one combined
organization by action of the CCRPC and CCMPO Boards of Directors on May 18, 2011.
The legal basis and powers for Chittenden County Regional Planning Commission serving as the
region’s regional planning commission stem from and are as stipulated in 24 V.S.A. § 4301 et
seq., as amended, 24 V.S.A. § 4345 et seq. and such other laws as may be enacted by the General
Assembly of the State of Vermont. The CCRPC was chartered by the municipalities of
Chittenden County on May 2, 1966 with amendments to the original charter dated May 26, 1997
and September 28, 1998 and is funded in part through the State of Vermont property transfer tax
as outlined in 24 V.S.A. § 4306(a). To the extent a conflict exists with a provision in Vermont
statutes governing regional planning commissions, the Vermont statutes will control.
The CCMPO conducts Metropolitan Transportation Planning pursuant to 23 U.S.C. 134 and was
designated by the Governor of Vermont on June 10, 1983 pursuant to Federal Highway Act of
1962, as amended (23 U.S.C. 101 et. seq.); the Urban Mass Transportation Act of 1964, as
amended (49 U.S.C. 1601 et. seq.); and by agreements dated April 20, 1983 and January 28,
1998 to serve as the metropolitan planning organization (MPO). In an agreement dated January
28, 1998 the CCMPO added membership to include the nine rural communities formerly
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members of the Chittenden County Rural Planning Organization.
These bylaws hereby replace the charter and bylaws of the CCRPC and bylaws of the CCMPO.
ARTICLE III. DUTIES, RESPONSIBILITIES AND DUES
In keeping with its purpose, the Chittenden County Regional Planning Commission will have the
following duties and responsibilities:
A. In order to carry out the responsibilities of the regional planning commission, the Chittenden
County Regional Planning Commission should carry out the duties as stipulated in 24 V.S.A.
Chapter 117, Section 4301 et seq., as amended, and such other laws as may be enacted by the
General Assembly of the State of Vermont.
B. In order to carry out the responsibilities of the metropolitan planning organization (MPO),
the Chittenden County Regional Planning Commission should carry out the duties as
stipulated in 23 CFR § 450.300 et seq., as amended, and such other laws and rules as may be
enacted by the Congress of the United States, the United States Department of Transportation
or the General Assembly of the State of Vermont.
C. Member communities provide local match funds for Chittenden County Regional Planning
Commission programs funded in the annual work program under State and Federal law.
Communities shall be assessed their reasonable fair share based on their community’s
proportional equalized education grand list of the Chittenden County Regional Planning
Commission region. The most current data available for this grand list shall always be
utilized in this distribution
D. The duties and responsibilities of members and alternates will be articulated in job
descriptions developed by the Chittenden County Regional Planning Commission.
E. The Chittenden County Regional Planning Commission may enter into municipal service
agreements to promote cooperative arrangements and coordinate, implement, and administer
service agreements among municipalities, including arrangements and action with respect to
planning, community development, joint purchasing, inter-municipal services, infrastructure,
and related activities; and exercise any power, privilege, or authority, as defined within a
service agreement under section XI of this bylaw, capable of exercise by a municipality as
necessary or desirable for dealing with problems of local or regional concern.
D.F. Such other duties and responsibilities as are required by federal, state and local law or
regulations, or otherwise authorized by law and endorsed by majority vote of its members.
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ARTICLE IV. APPOINTMENT OF REPRESENTATIVES, TERM OF OFFICE
A. Board Membership in Chittenden County Regional Planning Commission is as follows:
Bolton
Buel’s Gore
Burlington
Charlotte
Colchester
Essex
Essex Junction
Hinesburg
Huntington
Jericho
Milton
Richmond
St. George
Shelburne
South Burlington
Underhill
Westford
Williston
Winooski
Vermont Agency of Transportation
US Federal Highway
(VAOT)
Administration (FHWA)
Agriculture
Industrial/Business
Socio-Economic-Housing)
Conservation/Environmental
Burlington International Airport
Federal Transit Administration
(BIA)
(FTA)
Chittenden County Transportation
Railroad Industry
Authority (CCTA) dba Green
Mountain Transit
B. Each member municipality’s locally elected legislative body shall appoint a representative
(Municipal Representative) to the Chittenden County Regional Planning Commission and
that representative's alternate, with the alternate having voting privileges in the absence of the
representative. It is desirable that the Municipal Representative be a current or past member
of the locally elected legislative body. Municipal Representatives and alternates shall serve
at the pleasure of their respective locally elected legislative bodies and may be removed
during their term. The term of the Municipal Representative and alternate will be for two
years beginning July 1st. Communities whose beginning letter falls between A through K
shall appoint a representative for even numbered fiscal years; and, communities whose
beginning letter falls from L through Z shall appoint a representative for odd numbered fiscal
years. Appointments by locally elected legislative bodies to fill a vacancy shall be for the
unexpired term.
C. Regional Board members represent the following sectors: Agriculture, Socio-EconomicHousing, Industrial/Business, and Conservation/Environmental. Staff shall solicit nominees
from stakeholder organizations. Regional Board members shall be appointed by the
Chittenden County Regional Planning Commission for a term of two years for even
numbered fiscal years at the June meeting. Regional Board members shall serve at the
pleasure of the Chittenden County Regional Planning Commission and may be removed
during their term.
D. The Vermont Secretary of Transportation or his/her designated alternate will represent the
State of Vermont Agency of Transportation.
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E. The following Transportation Board Members will appoint their respective representatives
and alternates: FHWA, FTA, CCTA, and the BIA. The Railroad Industry shall be
represented by a representative each from Vermont Rail Systems and New England Central
Railroad who will alternate years as the primary and alternate representative.
Representatives of these organizations serve at the pleasure of their appointing bodies.
Article V. QUORUM & VOTING
A. MPO business is defined comprehensively to include all activities undertaken by the
Chittenden County Regional Planning Commission to carry out its responsibilities and
authority as a metropolitan planning organization.
B. MPO voting. When conducting MPO business, the voting power of the Chittenden County
Regional Planning Commission shall consist of a total of 24 votes apportioned as follows:
Municipality
Bolton
Charlotte
Essex
Hinesburg
Jericho
Richmond
Shelburne
Underhill
Williston
VT Agency of
Transportation

18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
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Votes
1
1
1
1
1
1
1
1
1
1

Municipality
Burlington
Colchester
Essex Junction
Huntington
Milton
St. George
South Burlington
Westford
Winooski

Votes
4
2
1
1
1
1
2
1
1

Municipalities that are incorporated shall each have at least one vote. A majority of the
voting power (i.e. 13 of 24 votes) shall constitute a quorum for the transaction of MPO
business at meetings. A majority of the voting power (i.e. 13 of 24 votes) and a majority of
the municipalities (10 of 18) is required to adopt or amend MPO business.
Notwithstanding the need to make adjustments as a result of official corrections to the
decennial census urbanized area boundary, the Chittenden County Regional Planning
Commission shall review, and amend as it deems appropriate, its voting mechanisms and
voting distribution for the purposes of MPO business within one year of the publication of
each decennial census urbanized area boundary.
C. All other business. For the purposes of voting on all other business, including elections,
FHWA, VAOT, CCTA, Railroad Industry, FTA and BIA are non-voting Board members. A
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majority of the total of Municipal and Regional Board members shall constitute a quorum for
the transaction of all other business at meetings of the Chittenden County Regional Planning
Commission unless otherwise noted. Each Board member has one vote. Only Municipal
Board members shall vote on approving municipal plans and planning processes per 24
V.S.A. § 4350.
ARTICLE VI. EXECUTIVE DIRECTOR
A. Executive Director shall:
1) Be responsible to the Chittenden County Regional Planning Commission.
2) Conduct a regional planning program, within the framework of 24 V.S.A., Chapter 117,
and other state statutes relevant to regional planning.
3) Carry out all aspects of the regional transportation planning program in coordination with
the Assistant/MPO Director.
4) Manage contracts with consultants for the purpose of implementing the duly adopted
Unified Planning Work Program (UPWP).
5) Recommend changes to the bylaws, etc. to reflect the passage of new federal or state
legislation.
6) Be responsible for the office.
7) Hire and manage staff including consultation with the Executive Committee when hiring
the Assistant/MPO Director.
8) Be in charge of all general correspondence of the Chittenden County Regional Planning
Commission.
9) Assist the Secretary/Treasurer, and in this capacity shall be responsible for:
a) keeping minutes of regular and special meetings of the Chittenden County Regional
Planning Commission;
b) notifying Board members of their election to office or appointment to committees;
c) receiving all money due the Chittenden County Regional Planning Commission.
10) Prepare an annual budget and UPWP, including estimated revenues and expenditures, for
the fiscal year to be reviewed by the Executive Committee of the Chittenden County
Regional Planning Commission prior to submission for approval by the full Board.
11) Disburse the funds in accordance with the budget and as authorized by the
Secretary/Treasurer.
12) Keep accounts which shall at all times be open to inspection by the Board members.
13) Undertake such other duties as the Chittenden County Regional Planning Commission
shall assign.
14) Prepare an annual written report after the completion of each fiscal year.
15) Prepare a calendar for the ensuing year, which shall be presented to the Chittenden
County Regional Planning Commission.
16) Prepare quarterly financial reports in a format approved by the Executive Committee and
the Chittenden County Regional Planning Commission.
16)17)
Prepare a recommendation to the CCRPC regarding any potential municipal
service agreements and, if entered into, report on their status, the services provided, and
funding arrangements, as appropriate.
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B. Job descriptions and responsibilities for additional staff shall be on file.

ARTICLE VII. OFFICERS & EXECUTIVE COMMITTEE
A. Election of Officers and Executive Committee
The Chittenden County Regional Planning Commission shall annually elect three officers, a
Chair, Vice-Chair, and Secretary/ Treasurer. In addition, the Chittenden County Regional
Planning Commission shall annually elect two municipal Board members to the Executive
Committee. One municipal Board member of the Executive Committee shall represent a
community of 5000+ population; the other, a community of less than 5000 population, based
on information from the latest census or population estimate completed by the US Census
Bureau.
The Board Development Committee shall render its report of nominations to fill ensuing
vacancies prior to the June meeting. The Board Development Committee may nominate one
or more candidates for each office. Candidates may also be nominated from the floor.
The officers of the Chittenden County Regional Planning Commission shall be elected by a
two-thirds majority of the Board members present and voting pursuant to 24 V.S.A. §
4343(b). The results of the voting shall be announced at the June meeting of each year. In
the event a majority for any office is not reached, the top two vote getters will have a run-off
election and the Chittenden County Regional Planning Commission will continue to vote
until a majority is reached.
B. Qualifications and Duties of Officers
1) As a qualification for office, the Chair shall have served at least one year as a
representative on the Chittenden County Regional Planning Commission. The Chair
shall have the power to call special meetings, establish agendas, preside over Chittenden
County Regional Planning Commission meetings and, with concurrence of the
Chittenden County Regional Planning Commission, establish and appoint committees
and their members. The Chittenden County Regional Planning Commission will have at
least those committees delineated in Article XI of these by-laws. The Chair shall execute
agreements, contracts, and checks in accordance with administrative policies and
procedures approved by the Executive Committee.
2) The Vice-Chair shall act as the Chair in the absence of the Chair, and in his/her absence
have the same powers as the Chair.
3) The Secretary/Treasurer shall act as the Chair in the absence of the Chair and Vice-Chair,
and in his/her absence have the same powers as the Chair. The Secretary/Treasurer shall
be responsible for such secretarial and financial duties as are customary to the office.
4) In the absence of the Chair, Vice-Chair, and Secretary/Treasurer another member of the
Executive Committee will act as the Chair with the consent of the CCRPC Board.
C. Membership and Elections for Vacancies of the Executive Committee
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The members of the Executive Committee shall consist of six members: the Chair, ViceChair, Secretary/Treasurer, immediate past Chair and the two municipal members described
in Section A above, elected at the June meeting. In the event of a vacancy existing between
annual elections, the Chittenden County Regional Planning Commission shall elect a
member to the Executive Committee to serve until the next June meeting.
D. Terms of Office
The terms of office of Executive Committee members shall begin immediately after the
June meeting of each year at which they are declared elected and shall end immediately after
the next June meeting unless re-elected; but officers shall hold office until their successors
have been elected and installed. The Chair, Vice-Chair and Secretary/Treasurer shall serve
no longer than fourtwo consecutive years in any one office. Municipal members of the
Executive Committee may not serve more than four consecutive years in that position.
E. Purpose, Power and Duties of the Executive Committee
The purpose of the Executive Committee shall be to facilitate the administration of the
Chittenden County Regional Planning Commission, ensure that policy and planning
recommendations are brought before the Board, and ensure that the decisions of the
Chittenden County Regional Planning Commission are implemented.
The Executive Committee shall be subject to the orders of the Chittenden County Regional
Planning Commission voting membership, and none of its acts shall conflict with action
taken by the Chittenden County Regional Planning Commission. The duties of the Executive
Committee will include, but not be limited to, the following:
1) to monitor and assure the implementation of Chittenden County Regional Planning
Commission Board of Director decisions;
2) to oversee the development of the agenda for Chittenden County Regional Planning
Commission meetings;
3) to oversee the affairs of the Chittenden County Regional Planning Commission between
its regular meetings but to act for the Chittenden County Regional Planning Commission
only when immediate action is required and the Chittenden County Regional Planning
Commission Board of Directors would not be able to take the necessary action;
4) to annually recommend to the full Chittenden County Regional Planning Commission at
the June meeting Regional Board members to be elected to represent the categories
prescribed in Article IV. A.
5) to oversee the activities of the Finance Committee (FC), Board Development Committee
(BDC), Unified Planning Work Program Committee (UPWPC), Transportation Advisory
Committee (TAC), Planning Advisory Committee (PAC), and Long Range Planning
Committee (LRPC), and Clean Water Advisory Committee (CWAC) and to review
Committee recommendations prior to submission to the Board of Directors;
6) to oversee organizational and personnel policies;
7) to recommend for employment an Executive Director subject to confirmation by the
Chittenden County Regional Planning Commission;
8) to support, and annually review the Executive Director;
9) to assist the Executive Director in the hiring of the Assistant/MPO Director;
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10) to determine, recommend and transmit to the Chittenden County Regional Planning
Commission for approval all recommendations concerning public policy and plan
recommendations forthcoming from the Chittenden County Regional Planning
Commission's program, which would affect the Chittenden County region and its
individual constituent cities and towns;
11) take action on Act 250/Section 248 applications per the CCRPC adopted Guidelines and
Standards for Reviewing Act 250 and Section 248 Applications;
12)
to make recommendations to the Chittenden County Regional Planning Commission
concerning entering into, withdrawal from, and/or terminating municipal service
agreements;
12)13)
to develop and update the Chittenden County Regional Planning Commission
strategic plan and report findings to the Board of Directors;
13)14)
to establish sub-committees on an as needed basis; and
14)15)
to submit a written report of its activities and/or minutes of its meetings prior to
each Chittenden County Regional Planning Commission meeting.
F. Executive Committee Meetings
Meetings will be held, at a minimum, in advance of the regular meeting of the Chittenden
County Regional Planning Commission. Special meetings can be called at the request of the
Chair or the Executive Director. A quorum to conduct business shall consist of four members.
Members may participate via telephone or video conference if unable to attend in person.

Article VIII. MEETINGS
The rules of procedures of the Chittenden County Regional Planning Commission shall be
Robert's Rules of Order the latest edition. These procedures will be followed except where
superseded by these by-laws.
Board members will be sent their meeting notification, agendas, and appropriate documents at
least one week prior to the actual meeting date, except in the case of special meetings. The
Chittenden County Regional Planning Commission is a public body and shall comply with the
Vermont Open Meeting Law (1 V.S.A. § 310 et seq.) and Access to Public Records Laws (1
V.S.A. §§ 315-320 et seq.). Special meetings may be called by the Chair or by a combined
group of 50 percent or more of the voting Board members. The Chittenden County Regional
Planning Commission Board may employ a “Consent Agenda” process when appropriate for
expediting minor administrative actions related to the efficient operation of the Chittenden
County Regional Planning Commission and the management of Chittenden County Regional
Planning Commission programs and documents (e.g., qualifying TIP amendments). Any
administrative change to Chittenden County Regional Planning Commission documents,
policies, or procedures, other than items defined in Article X of these by-laws, may be identified
and included in the Consent Agenda element of the full agenda for a regularly-schedule Board
meeting.
At the beginning of each Board meeting, under the “Changes to the Agenda” item, the Chair will
entertain requests from any Board member to move individual Consent Agenda items to the
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Deliberative Agenda for discussion and action. The Board will then act on the Consent Agenda.
If a Consent Agenda item is moved to the Deliberative Agenda for discussion and action, Board
members will have the opportunity to request additional information on the item from staff,
municipalities, and/or agencies, as appropriate. The Board may then (1) move and vote to
approve the item moved from the Consent Agenda to the Deliberative Agenda, at which time the
subject administrative change becomes effective, or (2) move and vote to send the change to the
appropriate body (e.g., Executive Committee, TAC, or staff) for further review and
recommendation.
Article IX. FISCAL YEAR & MEETING DATES
The Chittenden County Regional Planning Commission’s fiscal year shall be July 1st through
June 30th.
The Annual Meeting shall be set by the Executive Committee and affirmed by the Chittenden
County Regional Planning Commission Board.
The June Meeting of the Chittenden County Regional Planning Commission shall each year
include the election of the organization’s Officers and the Executive Committee.
The Chittenden County Regional Planning Commission Board shall annually establish the day,
time, and location of the Chittenden County Regional Planning Commission regular meetings.
Meetings of the Chittenden County Regional Planning Commission shall be conducted at least
quarterly.
Article X. ADOPTIONS OR AMENDMENTS.
A. Bylaws
Upon recommendation of the Executive Committee or upon request by resolution through
written ballot by a majority of the Board members any proposed amendment to the by-laws shall
first be sent to the Board members and the Board member municipalities’ locally elected
legislative bodies in preliminary form for consideration and comment for a period of not less
than thirty days. Not later than thirty days after this period, the Executive Committee shall
submit to the Chittenden County Regional Planning Commission, (1) a report summarizing the
comments received and recommendations of the Executive Committee; and (2) if authorized by
the Chittenden County Regional Planning Commission, the proposed amendment in final form as
a written ballot. If submission of the amendment as a ballot is not authorized by the Chittenden
County Regional Planning Commission, but within ninety days after issuance of the report such
submission is requested by a petition signed by at least twenty-five percent of the Board
members, the Executive Committee shall, within thirty days following receipt of said petition,
submit to the Chittenden County Regional Planning Commission a written ballot of the proposed
amendment as originally submitted. Adoption of any amendments shall require the affirmative
vote of two-thirds majority of the Board members.
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B. MPO Business
Before the Chittenden County Regional Planning Commission may adopt or make other than
minor amendments or administrative changes to MPO business, notice to Board member
municipalities’ locally elected legislative bodies and to the general public shall be given
consistent with the Public Participation Plan.
Minor amendments to the UPWP, such as reallocating dollars between approved tasks, can be
done with Chittenden County Regional Planning Commission Board approval, without a public
hearing.
No municipality or organization shall challenge the validity of the Transportation Improvement
Program (TIP), UPWP, or Metropolitan Transportation Plan (MTP) as adopted according to this
article, for procedural defects, after thirty (30) days following the day on which it was adopted.
C. Regional Plan
The Chittenden County Regional Planning Commission shall hold public hearings and seek
comments on a proposed Regional Plan or amendments consistent with 24 V.S.A. § 4348. The
Chittenden County Regional Planning Commission shall hold public hearings and review
municipal plans and planning processes consistent with 24 V.S.A. §4350. The Metropolitan
Transportation Plan (MTP) is integrated into and part of the Regional Plan.
D. Metropolitan Transportation Plan
The MTP shall be considered and voted upon first as MPO Business. Then the full membership
of CCRPC shall consider and vote upon the full Regional Plan.
E. Unified Planning Work Plan
The portion of the UPWP that is transportation funded shall be considered and voted upon as
MPO Business. Then the full membership of CCRPC shall consider and vote upon the full
UPWP.
Article XI. MUNICIPAL SERVICE AGREEMENTS
Participation by a municipality in a municipal service agreement with the CCRPC shall be
voluntary and only valid upon appropriate board action. as set forth in 1 V.S.A. § 172 and other
applicable provisions of law. including the Open Meeting Law by the legislative body of the
municipality. To become effective, a municipal service agreement shall be executed by a duly
authorized agent of the regional planning commission and of each of the legislative bodies of the
municipalities who are proposed parties to the service agreement. The agreement may include
other parties as may be relevant to a particular service. Any modification to a service agreement
shall not become effective unless approved by all parties to the service agreement, including the
legislative bodies of all involved municipalities. Such modifications shall be in writing, with a
copy provided to all parties to the agreement.
A municipal service agreement shall describe the services to be provided and the amount of
funds payable by, and/or a formula for allocating costs to, each municipality that is a party to the
service agreement. Service of personnel, use of equipment and office space, and other necessary
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services may be accepted from municipalities as part of their financial support and shall be
clearly documented in the annual budget for the service approved by the parties to the agreement.
When deemed appropriate by the participating municipalities and the CCRPC, a service
agreement may include a governance committee made up of representatives of the participating
municipalities and CCRPC. If a governance committee is formed, the service agreement
willshall include appropriate details regarding the responsibilities, voting rights and financial
obligations of each member.
All Sservice agreements shall contain a termination date unless some other method of
termination is expressly provided in the agreement. Service agreements shall also contain a
provision describing how parties may withdraw from the agreement prior to the termination
date. The method of withdrawing from and/or terminating a service agreement shall
generally be the same as the process for entering such agreement - i.e., by majority vote of
the members of the legislative body, subject to other applicable provisions of law. If,
however, the service agreement involves multi-year financial obligations or other contractual
obligations have been incurred in reliance on the service agreement, the withdrawing party
shall withdraw only upon satisfaction of those obligations or mutual written agreement
regarding the process to satisfy the same.
i. The withdrawal provision of a municipal agreement with one municipality shall
provide for at least 30 days’ notice unless otherwise provided in the agreement.
ii. The withdrawal provision of a municipal agreement with multiple municipalities
shall provide for at least six months’ notice prior to the beginning of a fiscal year
unless otherwise provided in the agreement.
Nothing within this section shall limit CCRPC’s ability to enter into contracts or agreements to
provide services with other governmental organizations or non-profit entities, including those
serving multiple municipalities.
Article XII. COMMITTEES
There shall be committees of the Chittenden County Regional Planning Commission as
described herein. All Chittenden County Regional Planning Commission Board members are
encouraged expected to participate in a minimum of at least one standing committee. The Chair
may appoint ad hoc committees for a specific purpose with the approval of the Chittenden
County Regional Planning Commission. Committees should include subject matter experts as
needed to provide advice to the Chittenden County Regional Planning Commission Board.
A. Finance Committee (FC)
The Finance Committee shall oversee the Chittenden County Regional Planning Commission
finances and matters related to organizational finances as specifically described in items 1-8
of this section.
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The Chair of the Finance Committee shall be the Chittenden County Regional Planning
Commission Secretary/Treasurer. There shall be 2 additional members including the
Chittenden County Regional Planning Commission Vice-Chair and one member of the Board
of Directors.
The Finance Committee shall meet on a quarterly basis or as needed to conduct the following
activities:
1) oversee Chittenden County Regional Planning Commission finances;
2) oversee the Chittenden County Regional Planning Commission annual budget
development and report findings to the Executive Committee in cooperation with the
Unified Planning Work Plan Committee;
3) oversee the Chittenden County Regional Planning Commission annual audit and
report findings to the Executive Committee;
4) oversee the staff benefit structure on an annual basis and report recommendations
and/or findings to the Board;
5) oversee the staff compensation budget recommendations on an annual basis and
report recommendations and/or findings to the Board;
6) oversee the development of a compensation study on a five-year basis and report
recommendations/findings to the Board;
7) conduct other duties as assigned by the Board and/or Executive Committee; and
8) establish sub-committees on an as needed basis.
B. Board Development Committee (BDC)
The Board Development Committee shall oversee the Chittenden County Regional Planning
Commission nominating process, updates to the Chittenden County Regional Planning
Commission bylaws, Board member development, communications, and engagement as
specifically described in items 1-10 of this section.
The Chair of the Board Development Committee shall be the Chittenden County Regional
Planning Commission Immediate Past Chair (should there not be an available Immediate Past
Chair the Executive Committee shall appoint a Chair). There shall be up to 4 additional
members of the Board of Directors.
The Board Development Committee shall meet on a semi-annual basis or as needed to
conduct the following activities:
1) prepare a slate of officers;
2) review and recommend updates of the Chittenden County Regional Planning
Commission bylaws on an as needed basis and report findings to the Executive
Committee;
3) conduct new Board member recruitment in coordination with municipal locally
elected legislative bodies;
4) oversee Board member training and development;
5) conduct periodic Board performance evaluations;
6) oversee and conduct Chittenden County Regional Planning Commission outreach and
communications (or delegate to an ad hoc Community Engagement Committee);

Chittenden County
Regional Planning Commission Bylaws
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
39
40
41
42
43
44
45
46

7)
8)

9)
10)

-13-

revised 5/21/2014

oversee and conduct Chittenden County Regional Planning Commission marketing
and branding (or delegate to an ad hoc Community Engagement Committee);
review and recommend updates of the Chittenden County Regional Planning
Commission Public Participation Plan on an as needed basis (or delegate to an ad hoc
Community Engagement Committee) and report findings to the Executive
Committee;
conduct other duties as assigned by the Board and/or Executive Committee; and
establish sub-committees on an as needed basis.

C. Unified Planning Work Plan Committee (UPWPC)
The Unified Planning Work Plan Committee shall oversee the Chittenden County Regional
Planning Commission annual work plan development process as specifically described in
items 1-5 of this section.
The Chair of the Unified Planning Work Plan Committee shall be a Board member selected
by the Chair of the CCRPC. There shall be up to 12 members as follows:
 3-5 Board members
 2 Transportation Advisory Committee members
 2 Planning Advisory Committee members
 Vermont Agency of Transportation
 Federal Highway Administration (ex-officio, non-voting)
 Chittenden County Transportation Authority (ex-officio, non-voting)
The Unified Planning Work Plan Committee shall meet on a semi-annual basis or as needed
to conduct the following activities:
1) develop a draft annual Unified Planning Work Program (UPWP) and report findings
to the Executive Committee in cooperation with the Finance Committee;
2) review and recommend updates to the UPWP development process policies on an as
needed basis and report findings to the Executive Committee;
3) develop performance measures to monitor the implementation of the UPWP, update
the performance measures on an as needed basis, monitor the implementation of the
UPWP using the established performance measures and report findings to the
Executive Committee;
4) conduct other duties as assigned by the Board and/or Executive Committee; and
5) establish sub-committees on an as needed basis.
D. Transportation Advisory Committee (TAC)
The Transportation Advisory Committee shall oversee the Chittenden County Regional
Planning Commission transportation activities and policy development funded primarily
through the Federal Highway Administration Metropolitan Planning Organization (MPO)
program as specifically described in items 1-9 of this section.
The Chair of the Transportation Advisory Committee shall be a TAC member elected by the
TAC or appointed by the Chair of CCRPC. There shall be up to 31 members and
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representatives of organizations as follows:
 1 Board member
 Representatives of the 18 municipalities eligible to vote on MPO business as
described in Article V. A.
 Vermont Agency of Transportation
 Federal Highway Administration
 Chittenden County Transportation Authority
 Burlington International Airport
 Campus Area Transportation Management Association
 Special Services Transportation Agency
 Person representative of the Business Community
 Person representative of the Disabled Community
 Person representative of the Elderly Community
 Person representative of the Environmental Community
 Person representative of the Bicycle and/or Pedestrian Community
 Person representative of the Rail Industry
The terms of TAC members will be for two years beginning July 1st, communities whose
beginning letter falls between A and K shall appoint a representative to serve beginning in
even numbered fiscal years and communities whose beginning letter falls from L through Z
shall appoint a representative to serve beginning in odd numbered fiscal years.
Appointments of all other members will be on an annual basis by the Board Chair.
Appointments to fill a vacancy shall be for the unexpired term.
The Transportation Advisory Committee shall meet on a monthly basis or as needed to
conduct the following activities:
1) review Metropolitan Transportation Plan (MTP) updates, revisions, and amendments
as developed by the Long Range Planning Committee;
2) review and recommend to the Board the Transportation Improvement Program (TIP)
and TIP amendments, Sidewalk and Transportation Enhancement Grant program
recommendations and priorities and other program ranking recommendations as
needed;
3) review and recommend technical planning/engineering studies for inclusion in the
UPWP;
4) review completed MPO funded planning and scoping studies;
5) oversee the selection of consultants to be retained for MPO funded projects and
programs;
6) undertake MPO related technical and policy activities similar to the Planning
Advisory Committee;
7) coordinate transportation land use activities with the Planning Advisory Committee;
8) conduct other duties as assigned by the Board and/or Executive Committee including
recommendations to the Board as needed; and,
9) establish sub-committees on an as needed basis.
E. Planning Advisory Committee (PAC)
The Planning Advisory Committee shall oversee the Chittenden County Regional Planning
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Commission regional planning activities and policy development as specifically described in
items 1-13 of this section.
The Chair of the Planning Advisory Committee shall be a PAC member elected by the PAC
or appointed by the Chair of CCRPC. There shall be up to 31 members and representatives
of organizations as follows:
 1 Board member
 Representatives of the 18 incorporated municipalities and Buel’s Gore
 3-5 members of public/interest groups that may include, but are not limited to, the
Vermont Department of Health and Champlain Housing Trust
 Vermont Agency of Transportation and other interested state agencies (ACCD, ANR,
AOA)
 Federal Highway Administration (ex-officio, non-voting)
 Chittenden County Transportation Authority (ex-officio, non-voting)
The terms of PAC members will be for two years beginning July 1st, communities whose
beginning letter falls between A and K shall appoint a representative to serve beginning in
odd numbered fiscal years and communities whose beginning letter falls from L through Z
shall appoint a representative to serve beginning in even numbered fiscal years.
Appointment of all other members will be on an annual basis by the Board Chair.
Appointments to fill a vacancy shall be for the unexpired term.
The Planning Advisory Committee shall meet on a quarterly basis or as needed to conduct
the following activities:
1) review municipal plans (with the inclusion of ad hoc Committee members from the
involved and adjacent communities);
2) review and make recommendations to the Board regarding Guidelines and Standards
for Reviewing Act 250 and Section 248 Applications and identify development
projects that may require Act 250 or Section 248 review so that the Board’s role in
the process may be proactive instead of reactive;
3) review and recommend regional planning technical/planning/engineering studies for
inclusion in the UPWP;
4) provide interface between the Board, work groups and functions related to cross
cutting planning issues and the Regional Plan;
5) develop regional planning policy recommendations for Board consideration and/or
action;
6) provide input to MTP, UPWP, and TIP development, and other transportation
planning processes, on issues or projects of a regional nature;
7) oversee the selection of regional planning and MTP land use related consultants to be
retained for projects and programs;
8) evaluate and prioritize regional planning technical assistance;
9) review and make recommendations to the Board regarding Regional Plans of adjacent
regions;
10) undertake regional planning related technical and policy activities similar to the
Transportation Advisory Committee;
11) coordinate transportation land use activities with the Transportation Advisory
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Committee;
12) conduct other duties as assigned by the Board and/or Executive Committee; and
13) establish sub-committees on an as-needed basis.
F. Long Range Planning Committee (LRPC)
The Long Range Planning Committee shall oversee the Chittenden County Regional
Planning Commission development of the Metropolitan Transportation Plan (MTP), the
Regional Plan (RP), and other associated long range planning activities as specifically
described in items 1-8 of this section.
The Chair of the Long Range Planning Committee shall be a Board member selected by the
Chair of the CCRPC. There shall be up to 14 members and representatives of organizations
as follows:
 3-6 Board members
 1 or 2 TAC members
 1 or 2 PAC members
 1 to 3 members of public/interest groups
 1 representative of the Vermont Agency of Transportation
The Long Range Planning Committee shall meet on a semi-annual basis or as needed to
conduct the following activities:
1) develop the Metropolitan Transportation Plan at least every five years and present to
the Board for adoption;
2) develop the Regional Plan at least every eight years and present to the Board for
adoption;
3) develop policy recommendations related to the MTP and RP for Board consideration
and/or action;
4) provide guidance to the MTP, RP, UPWP, and TIP development and other land use
transportation planning processes on issues and/or projects of a long range planning
nature;
5) coordinate activities with the TAC and PAC to assure consistency in plans and policy
recommendations to the Board;
6) prepare an annual report of indicators to benchmark the region’s progress towards
meeting regional and transportation planning goals;
7) conduct other duties as assigned by the Board and/or Executive Committee; and
8) establish sub-committees on an as needed basis.
G. Clean Water Advisory Committee (CWAC)
The Clean Water Advisory Committee (CWAC) shall oversee the Chittenden County Regional
Planning Commission activities and policy development regarding but not limited to, the
Vermont Lake Champlain Total Maximum Daily Load (TMDL) Plan and its related plans and
programs.
The Chair of the CWAC shall be a CWAC member elected by the CWAC or appointed by the
Chair of CCRPC. There shall be up to 24 members and representatives of organizations as
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follows:








1 CCRPC Board member or Alternate (who may also represent their municipality)
Representatives of the County’s 19 municipalities
University of Vermont
Vermont Agency of Natural Resources (ANR)
Vermont Agency of Transportation
Burlington International Airport
Other organizations as may be determined appropriate by the CWAC or the CCRPC

10
11
12
13
14
15
16
17

The terms of CWAC municipal members will be for two years beginning July 1st, municipalities
whose beginning letter falls between A and K shall appoint a representative to serve beginning in
even numbered fiscal years and communities whose beginning letter falls from L through Z shall
appoint a representative to serve beginning in odd numbered fiscal years. Organizational
members shall appoint a member for a 2-year term with an alternate if desired. Initial appointees
of the ad hoc CWAC shall remain appointed until their municipality or organization makes an
appointment to this standing committee. Appointments to fill a vacancy shall be for the
unexpired term.

18

The CWAC shall meet as needed to conduct the following activities:

19
20
21
22
23
24
25
26
27
28
29
30
31

1. oversee programming related to the CCRPC’s efforts in assisting the ANR with basin
planning and surface water management including but not limited to:
a. CCRPC’s assistance to ANR in the development of tactical basin plans;
b. technical assistance and data collection activities, including information from
watershed organizations, to inform municipal officials and the State in making
water quality investment decisions;
c. coordinating assistance to municipalities considering planning and adoption or
implementation of municipal development regulations to better meet State
water quality policies and investment priorities, at the option of the
municipality;
d. assistance to ANR in implementing a project evaluation process to prioritize
water quality improvement projects within the region to assure cost effective
use of State and federal funds.

32
33
34
35

2. undertake water quality related technical assistance and policy activities and coordinate
activities with the Transportation Advisory Committee including but not limited to
activities related to implementation of Municipal Roads Stormwater General Permits;

36
37
38
39
40
41
42
43

3. There shall be a Municipal Separate Storm Sewer System (MS-4) subcommittee of the
CWAC comprised of the municipalities and organizations in Chittenden County subject
to a Municipal Separate Storm Sewer System (MS-4) or Transportation Separate Storm
Sewer System (TS-4) permit:
a. This subcommittee shall operate under agreements contained in a mutually-agreed
upon Memorandum of Understanding regarding implementation of, but not
limited, to Minimum Control Measures #1 and #2 or as may be amended or
consolidated.
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b. This subcommittee has sole authority regarding implementation of the
Memorandum noted above.
4. The CWAC or other individual subcommittees of the CWAC may also, as appropriate,
meet as needed to conduct the following activities:
a. review and recommend to the Board water quality program recommendations and
priorities;
b. review and recommend water quality studies for inclusion in the UPWP;
c. review completed CCRPC studies regarding water quality issues;
d. oversee the selection of consultants to be retained for water quality related
projects and programs;
e. conduct other duties as assigned by the Board and/or Executive Committee
including recommendations to the Board as needed; and,
f. establish sub-committees on an as-needed basis.
Article XIII. RESOLVING CONFLICTING INTERESTS
A. Preamble
A public official must exercise his or her authority solely for the benefit of the public and, in
fact, stand in a fiduciary relationship to the public. He or she is held by the law to a most rigid
standard with respect to any activity which places his or her individual interest in a position
where collision with public responsibility becomes possible. The law requires that not only must
public officials actually separate private interests from public responsibility, but must also give
every appearance of this separation.
A real conflict of interest exists when a private interest exists leading to a personal benefit or
gain. An apparent conflict of interest exists when there is a perception that a conflict of interest
exists leading to a personal benefit or gain.
Such a conflict would arise when (1) a Board member, (2) any member of his or her immediate
family, (3) his or her partner, or (4) an organization which employs or is about to employee any
of (1) through (3) above, have a financial or other interest in the firm selected for the award.
Board members of both the Chittenden County Regional Planning Commission and the
Chittenden County Regional Planning Commission’s sub-grantees will neither solicit nor accept
gratuities, favors, or items of value (excluding calendars, pens, and other nominal items) from
contractors, potential contractors, or parties to sub-agreements.
When a significant real or apparent conflict of interest arises the concerned parties shall discuss
the matter with the Executive Committee. Board members should raise the issue of a potential
conflict of interest of another Board member or staff person whenever they feel one exists and
the person in question does not declare a real or apparent conflict of interest. All real conflicts of
interest require compliance with Section B below. The Executive Committee will determine all
apparent conflicts of interest. If there is an actual conflict of interest the Committee shall decide
on a case-by-case basis whether an individual can participate in discussions, but the individual
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shall not vote. Alternatively, if there is an apparent conflict of interest the Committee will decide
whether and how an individual may participate and if the individual may vote.
B. Board Member Actions
In the event a real conflict of interest, as herein defined, does or would result, the Board member
shall act as follows:
1) Disclosure. In the event a proposed contract, material or labor is to be furnished to the
Chittenden County Regional Planning Commission, the Board member shall state on the
record the nature of his or her conflict of interest. He or she shall not communicate,
either formally or informally, with any other Board member with respect to the awarding
of such contract and shall not vote on the question of its issuance.
2) Disclosure of Fiduciary Relationship. In the event the Board member has fiduciary
relationship with any individual, partnership, firm or corporation seeking to contract with
the Chittenden County Regional Planning Commission, or to provide materials or labor
thereto, or has a fiduciary interest in a project or a project before Act 250 or other
regulatory board where the Chittenden County Regional Planning Commission is a party,
the Board member shall, regardless of contract amount, state on the record the nature of
his or her interest, refrain from all formal or informal discussion with any other Board
members with respect to such contract or project, and shall not vote on the question of its
issuance or approval or disapproval.
3) Form. Upon joining the Chittenden County Regional Planning Commission or at the
beginning of the fiscal year, Board members will sign a form indicating that they have
read and understand this Section.
ARTICLE XIIIXIV. APPROPRIATIONS TO THE CHITTENDEN COUNTY
REGIONAL PLANNING COMMISSION
The Chittenden County Regional Planning Commission may receive and expend monies from
any source.
CCRPC Charter
ADOPTED by the Commission May 2, 1966.
AMENDED by the Commission May 26, 1997
AMENDED by the Commission September 28, 1998
Superseded by the Commission, May 18, 2011, effective July 1, 2011
CCMPO Bylaws
Adopted by the Chittenden County Metropolitan Planning Organization July 15, 1983.
Amended March 16, 1984, December 17, 1984, May 28, 1985, July 23, 1985, July 11, 1988,
April 17, 1990, August 25, 1993, January 28, 1998, March 17, 1999, December 18, 2002, July
21, 2004, June 20, 2007 and superseded on by the bylaws of the CCRPC dated May 18, 2011,
effective July 1, 2011.
CCRPC Bylaws
Amended by CCRPC September 23, 1991; May 27, 1997; February 27, 2006
Superseded by the Commission, May 18, 2011, effective July 1, 2011
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Amended by CCRPC May 21, 2014
Amended by CCRPC ______, 2017
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CCRPC Executive Committee
04/05/2017
Agenda Item 5: Action Item

Procurement Policy Update
Issues:

The Federal Office of Management and Budget (OMB), in its efforts to be more
efficient, effective and transparent, streamlined the OMB Circulars on Administrative
Requirements, Cost Principles, and Audit Requirements for all Federal awards into
one document, referred to as the Super Circular. The Super Circular combines eight
previous federal regulations into comprehensive guidance codified at 2 Code of
Federal Regulations (CFR) Part 200.
CCRPC, as a recipient of federal funds, must be compliant with the regulations
contained in the Super Circular. CCRPC recently completed a review of our
procurement policy in light of the new federal regulations. Proposed changes are
discussed below and the revised policy is attached to this item in a version with
proposed changes shows as highlights or strikeout. Also attached is a clean version of
the policy with changes accepted.

Summary of
Proposed
Changes:

Key to Markups in the Attached Document


Items in red font are additions



Items in red font with a strikethrough are deletions



Items in green font with a strikethrough have been moved



Items in green font with no strikethrough indicate the new location of moved
items



Yellow highlighting identifies language that originates directly from federal
regulations.



The sections and bullets below refer to the marked‐up policy document

Purpose and Authority
Federal and state legislative references have been updated and a statement has been
added that we will comply with all relevant federal, state and local laws. This
statement acknowledges that we could receive grants from sources that have
different legal requirements.
General Procurement
This policy update creates separate sections for Procurement Code of Conduct and
Competition to group and emphasis these topic areas. The following items were
moved to one of the new sections.


Bullet #2 ‐ A new Procurement Code of Conduct section was created and the text
from this bullet was moved to that section. The actual Code of Conduct was

previously contained in an appendix. It has been moved to the body of the
procedure to emphasis the importance of this item.


Bullet #8 ‐ The bullet discussing time and material contracts was moved to the
section Procurement Types and Requirements.



Bullet #11, 12 and 13 – These items were moved to the new section Competition.

Bullet #7 ‐ – There is detailed language in the federal regulations (2 CFR § 200.324)
regarding when records will be provided to the federal awarding agency. For
simplicity, we have stated that we will provide records to federal awarding agencies
whenever requested and that we will also provide records to state agencies upon
request.
Bullet #14 – This bullet makes minor edits to the language contained in the previous
Procurement Policy. We are required to purchase recovered materials under specific
circumstances (see discussion below). Rather than describing those circumstances
this policy make a commitment to making environmentally responsible purchases.
There is specific language in the federal regulations (2 CFR § 200.322) regarding when
we are required to purchase products that “contain the highest percentage of
recovered material practicable, consistent with maintain a satisfactory level of
completion, where the purchase price of the item exceeds $10,000”. The items
referred to are large purchases of things like trash cans, park benches, and paper. It
does not include computers and servers. CCRPC generally does not purchase items in
excess of $10,000. However, our policy embraces the spirit of this item for all of our
purchases.
Bullet #16 – This text comes from 2 CFR 200 Appendix II.
Bullet #17 – This bullet adds some specific federal language regarding how we will
perform cost analysis. Basically, when we award contracts over $150,000 we will
exercise even more due diligence in evaluating costs to ensure that what the
contractor proposes is reasonable.
Bullet #18 – Profit is often, but not always, included as a separate element of a cost
proposal. In this item, we are agreeing that when there is no competition for the
contract (see discussion of contract types) or for contracts over $150,000 profit will
be included as a separate item and we will evaluate the reasonableness of the
number.
Procurement Code of Conduct
This language comes from the previous section and from the appendix. It has not
been edited except to update the federal reference.
Competition
The items in green come from the previous section.
Bullet #1, sub‐bullet #4 – This bullet clarifies that if a contractor has been awarded
work under one contract (i.e. scoping) they can’t be awarded another type of contract
(i.e. writing an emergency management plan) without a competitive process.
Bullet #3 – Federal law states that geographic location may be a selection criteria, but
CCRPC cannot require contractors to be from a certain geographic location.

Procurement Types and Requirements
The primary change to this section was to add micro‐purchase, which is a new
procurement type under federal law. Vermont Bulletin 3.5 does not have a micro‐
purchase provision. However, 3.5 applies to contracts for services and not to
commodity purchases. Micro‐purchases generally are commodity purchases. A
sample micro‐purchase form has been created and is included in the contracts section
of the policy.
The section clarifies that procurement by competitive proposal is CCRPC’s preferred
method for procuring contractor services.
Procurement by Small Purchase Procedure – This section has been modified to give
more specificity as to how this process works and that the Executive Director must
approve in writing the use of the simplified bid process since it is less competitive.
Federal regulations define the Simplified Acquisition Threshold as $150,000 and
Vermont Bulletin 3.5 defines the Simplified Bid threshold as $100,000. CCPRC is using
$100,000 as our threshold for simplified bids.
Bullet #4 – The language in this bullet has been simplified. The procedures described,
qualifications‐based procurement, may be used for planning, but construction
contracts have different requirements.
Procurement by Sealed Bid – Most of the language has been removed from this
section because sealed bid procedures are used for construction projects and CCRPC
does not contract for construction services. We have referenced the federal and state
regulations that will be followed if we do engage in a sealed bid process.
Procurement by Time and Material Contracts – CCRPC also does not use contracts of
this type.
Contractor Selection Procedures
This procedure describes two methods for selecting contractors under the standard
bid process – 1) Request for Proposals (RFPs) may be released and a signal contractor
may be selected or 2) Request for Qualifications (RFQ) may be issued and a group of
contractors selected.
This policy proposes to place contractors selected under the RFQ process under a
retainer contractor. The procedures in this section are consistent with an RPQ
recently released by VTrans for Policy & Planning Consultant Services and is
consistent with the sections of Bulletin 3.5 included below. VTrans will be entering
into two‐year contracts with their selected consultants, with up to two additional
one‐year extensions, with On‐Call contractors.
Bulletin 3.5 Section VIII, C. Pre‐Qualifying Vendors for Statewide or Retainer
Contracts
Pre‐qualified Vendors must be identified through a standard solicitation process
through which the Agency publicly solicits Vendors seeking the opportunity to be
prequalified. This may take the form of placement on a prequalified list or award
of a retainer‐type contract, customarily with a maximum dollar amount, set
duration, and providing no guaranteed assignment of work for the contract term.
The Agency should establish clear criteria necessary for potential Vendors to be
included on the pre‐qualification list. Additionally, during the period between
formal list revisions, the Agency must maintain an ongoing process that allows

additional Vendors to request review and inclusion on the pre‐qualification list at
least every two years.
Bulletin 3.5, Section I Definitions
Retainer Contracts: a contract which specifies the nature of the potential services
to be rendered and the cost of the service. Retainer Contracts generally establish
standard terms and conditions, set maximum not‐to‐exceed prices, and satisfy
many legal requirements associated with State procurements, such as public
notice of bid and vendor responsibility. Specific service requests are made
through separate Statement of Work agreement written against this contract.
Contract Procedures/Forms
Changes to this section reflect implementing the logistics discussed above.
Note Regarding Appendix II to 2 CFR Part 200
The items listed below have not been included in CCRPCs procurement policy because
they don’t pertain to projects undertaken with transportation planning funds. This
policy attempts to balance readability with providing adequate information. So, it was
decided to include a sentence acknowledging in the Purpose and Authority section
indicating that there may be other federal, state and local requirements that may
need to be followed and that we are not attempting to include every possibly relevant
requirement. (CCPRC staff and all selected contractors shall observe and comply
with all relevant federal, state, and municipal laws, bylaws, ordinances, and
regulations.)


Equal Employment Opportunity clause is required for qualifying federally assisted
construction contracts.



Davis‐Bacon Act wage rate requirements for construction contracts – Rate of pay
requirements for employees working under federal construction contracts over
$2,000. The Act requires contractors to pay their employees a specified minimum
wage determined by the Secretary of Labor to be prevailing for similar work in
that geographic area.



Contract Work Hours and Safety Standards for contracts in excess of $100,00 that
involve employment of mechanics or laborer and require overtime pay for over
40 hours of work and work safety standards.



Clean Air Act and Federal Water Pollution Control Act – contracts over $150,000
must contain a clause that standards will be complied with.



Byrd Anti‐Lobbying Amendment prohibits lobbying with federal funds.

Staff
Recommendation:

Staff recommends that the Executive Committee approve the Procurement
Procedures

Staff contact:

Christine Forde
cforde@ccrpcvt.org or 846‐4490 ext. *13

Attachments:

Procurement Procedures and Self‐Certification – Redline‐Strikeout
Procurement Procedures and Self‐Certification ‐ Clean

Part 2 - Procurement Procedures And
Self-Certification
Purpose and Authority
The purpose of this document is to describe the process through which the Chittenden County Regional
Planning Commission (CCRPC) will execute capital purchases and procure contractorconsultant services
for tasks that cannot be completed by CCRPC staff due to workload or technical expertise. These policies
and procedures have been developed in accordance with 2 Title 49 Code of Federal Regulations (CFR)
§Part 200 – Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal
Awards,18 Uniform Administrative Requirements for Grants and Cooperative Agreements to State and
Local Governments and Vermont Agency of Administration Bulletin 3.5 – Procurement and Contracting
Procedures for Services. CCPRC staff and all selected contractors shall observe and comply with all
relevant federal, state, and municipal laws, bylaws, ordinances, and regulations.

General Procurement


CCRPC will maintain a contract administration system which ensures that contractors perform in
accordance with the terms, conditions, and specifications of their contracts or purchase orders.



CCRPC will maintain a written code of standards of conduct governing the performance of their
employees, officers, Board Members and all others engaged in the selection, award and
administration of contracts (See Appendix A).



CCRPC procedures will provide for a review of proposed procurements to avoid purchase of
unnecessary or duplicative items. Consideration willshould be given to consolidating or breaking
out procurements to obtain a more economical purchase and to increase free and open
competition. Where appropriate, an analysis will be made of lease versus purchase alternatives,
and any other appropriate analysis to determine the most economical approach.



To foster greater economy and efficiency, CCRPC will endeavor to enter into State and local
intergovernmental agreements for procurement or use of common goods and services.



CCRPC will endeavor to use Federal and state excess and surplus property in lieu of purchasing
new equipment and property whenever such use is feasible and reduces project costs.



CCRPC will make awards only to responsible contractors possessing the ability to perform
successfully under the terms and conditions of a proposed procurement. Consideration will be
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given to such matters as contractor integrity, compliance with public policy, record of past
performance, and financial and technical resources.


CCRPC will maintains records sufficient to detail the significant history of a procurement
consistent with our records retention policy. These records will include, but are not necessarily
limited to the following: rationale for the method of procurement, selection of contract type,
contractor selection or rejection, and the basis for the contract price. Federal and state agencies
will be provided have access to contract records upon requestas appropriate.



CCRPC will use time and material type contracts only after a determination that no other contract
is suitable, and if the contract includes a ceiling price that the contractor exceeds at its own risk.



CCRPC alone will be responsible, in accordance with good administrative practice and sound
business judgment, for the settlement of all contractual and administrative issues arising out of
procurements. These issues include, but are not limited to, source evaluation, protests, disputes,
and claims. These standards do not relieve CCRPC of any contractual responsibilities under its
contracts. The Federal or State awarding agency will not substitute its judgement for that of
CCRPC unless the matter is primarily a Federal or State concern.



CCRPC will have protest procedures to handle and resolve disputes relating to contracts awarded,
and shall, in all instances of such occurrences, disclose information regarding the protest to any
funding agencies.



All procurement transactions will be conducted in a manner providing full and open competition.
Some of the situations considered to be restrictive of competition include but are not limited to:
placing unreasonable requirements on firms in order for them to qualify to do business; requiring
unnecessary experience and excessive bonding; noncompetitive pricing practices between firms
or between affiliated companies; organizational conflicts of interest; specifying only a “brand
name” product instead of allowing “an equal” product to be offered and describing the
performance of other relevant requirements of the procurement; and any arbitrary action in the
procurement process.



Solicitations for goods and services shall be based on a clear and accurate description of the
technical requirements for the material, product, or service to be procured. Such description shall
not, in competitive procurements, contain features which unduly restrict competition. Detailed
product specifications should be avoided if at all possible. Brand name or equal description may
be used as a means to define the performance or other salient requirements of a procurement.



CCRPC will take all necessary affirmative steps to assure that minority firms, women's business
enterprises, and labor surplus area firms are used when possible. Affirmative step include: placing
qualified small and minority businesses and women's business enterprises on solicitation lists;
assuring that small and minority businesses, and women's business enterprises are solicited
whenever they are potential sources; dividing total requirements, when economically feasible,
into smaller tasks or quantities to permit maximum participation by small and minority business,
and women's business enterprises; and requiring the prime contractor, if subcontracts are to be let,
to take the affirmative steps listed in this section.



CCRPC will selectprefer, to the extent practicable and economically feasible, products and
services that conserve natural resources, and protect the environment, and are energy efficient and
use recovered materials in accordance with .2 CFR § 200.322.
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CCRPC will not enter into contracts with parties that have been debarred, suspended, or excluded
from Federal assistance programs.



CCRPC will provide termination provisions in all contracts and agreements over $10,000 and
contracts for projects over the Simplified Acquisition Threshold ($150,000) will address
administrative, contractual, or legal remedies when contractors violate or breach contract terms
and provide for sanctions and penalties as appropriate..



CCRPC will perform a cost or price analysis in connection with every procurement action,
including contract modifications, in excess of the Simplified Acquisition Threshold. The method
and degree of analysis is dependent upon the facts surrounding the procurement but, at a
minimum, CCRPC will make independent estimates before receiving bids or proposals. Cost
analysis is the review and evaluation of each element of cost to determine reasonableness,
allocability and allowability.



CCRPC will negotiate profit as a separate element of the price for each contract in which there is
no price competition and in all cases where cost analysis is performed. To establish a fair and
reasonable profit consideration will be given to the complexity of the work performed and
industry profit rates in the surrounding geographic area for similar work.

Procurement Code of Conduct
CCRPC will maintains the following a written code of standards of conduct governing the
performance of their employees, officers, Board Members and all others engaged in the selection,
award and administration of contracts. (See Appendix A).
-

Per 249 CFR §20018.361(bc)(21), no employee, officer, or agent of the CCRPC or its
subgrantees shall participate in the selection, award or administration of a contract supported
by by State or Federal funds if a conflict of interest, real or apparent, would be involved.
Such a conflict would arise when (1) the employee, officer, or agent, (2) any member of his
or her immediate family, (3) his or her partner, or (4) an organization which employs or is
about to employee any of (1) through (3) above, have a financial or other interest in the firm
selected for the award.

-

Officers, employees, and agents of both the CCRPC and the CCRPC’s subgrantees will
neither solicit nor accept gratuities, favors, or items of value (excluding calendars, pens, and
other nominal items) from contractors, potential contractors, or parties to sub-agreements.

-

A staff person who has an outside activity or interest which would appear to be or have a
potential for being a conflict of interest with his or her duties at the CCRPC will disclose that
activity or interest to the Executive Director. If the Executive Director determines that the
outside activity or interest adversely affects or otherwise impairs the staff person’s ability to
perform his or her official duties, the staff person shall refrain from the outside activity
during the term of his or her employment by the CCRPC.

-

Should the Executive Director have an outside activity or interest which would appear to be
or have a potential for being a conflict of interest with his or her duties at the CCRPC, he or
she will disclose that activity or interest to the Executive Committee. If the Executive
Committee determines that the outside activity or interest adversely affects or otherwise
impairs the Executive Director’s ability to perform his or her official duties, the Executive
Director shall refrain from the outside activity during the term of his or her employment by
the CCRPC.
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-

Should the officers, board members or agents of CCRPC have outside employment, activities
or interests which would appear to be or have a potential for being a conflict of interest with a
particular decision at the CCRPC, he or she will recuse himself/herself of decision making
responsibilities for that particular instance.

-

This Code of Conduct does not preclude staff, board members, officers or agents of CCRPC
from having outside activities as long as those activities do not impair the ability of the
person to perform his or her duties without the appearance of or potential conflict of interest
as defined above.

Competition


All procurement transactions will be conducted in a manner providing full and open competition.
Some of the situations considered to be restrictive of competition include but are not limited to:
-

placing unreasonable requirements on firms in order for them to qualify to do business;

-

requiring unnecessary experience and excessive bonding;

-

noncompetitive pricing practices between firms or between affiliated companies;

-

noncompetitive awards to contractorsconsultants on retainer contract if that award is not for
the property or services specified for delivery under the retainer contract;

-

organizational conflicts of interest;

-

specifying only a “brand name” product instead of allowing “an equivalental” product to be
offered and describing the performance of other relevant requirements of the procurement;
and

-

any arbitrary action in the procurement process.



In order to ensure objective contractor performance and eliminate unfair competitive advantage,
contractors that develop or draft specifications, requirements, statements of work, invitations to
bid, or requests for proposals will be excluded from competing for such procurements.



CCRPC will not administratively impose state or local geographical preferences in the evaluation
of bids or proposals, except in those cases where applicable Federal statutes expressly mandate or
encourage geographic preference. This section does not preempt state licensing laws.



Solicitations for goods and services shall be based on a clear and accurate description of the
technical requirements for the material, product, or service to be procured. Such description shall
not, in competitive procurements, contain features which unduly restrict competition. Detailed
product specifications should be avoided wheneverif at all possible. “Brand name or
equivalent”al description may be used as a means to define the performance or other salient
requirements of a procurement.



CCRPC will take all necessary affirmative steps to assure that minority firms, women's business
enterprises, and labor surplus area firms are used when possible. Affirmative step include: placing
qualified small and minority businesses and women's business enterprises on solicitation lists;
assuring that small and minority businesses, and women's business enterprises are solicited
whenever they are potential sources; dividing total requirements, when economically feasible,
into smaller tasks or quantities to permit maximum participation by small and minority business,
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and women's business enterprises; and requiring the prime contractor, if subcontracts are to be let,
to take the affirmative steps listed in this section.

ProcurementContract Types and Requirements
CCRPC shallwill follow bidding thresholds and procedures contained in 2 CFR § 200.32018 CFR Part
18.36 and Vermont Agency of Administration Administrative Bulletin 3.5 Procurement and Contracting
Procedures for Services, which . define four methods of procurement that may be used by CCRPC:
procurement by micro-purchase (contact amount less than $3,500); procurement by small purchase
procedures (contract less than $100,000); procurement by competitive proposals (optional for contracts
under $100,000, required for contracts over $100,000). CCRPC’s preferred method of procuring
contractorconsultant services is procurement by competitive proposals.
The Transportation Advisory Committee (TAC) or the Planning Advisory Committee (PAC) approves
retention of all technical contractorsconsultants consistent with CCRPC’s Bylawsand the Executive
Committee approves retention of all administrative consultants, based on the recommendations of a
proposal selection committee. All contracts equal to or more than $15,000 are signed by the Chair of the
CCRPC. Contracts less than $15,000 are signed by the Executive Director. Administration of those
contracts is the responsibility of the Executive Director who may delegate it to appropriate staff.
Procurement by Micro-Purchase—Contracts $135,5000 or less
Procurement by micro-purchase is the acquisition of supplies or services, the aggregate annual dollar
amount of which does not exceed the micro-purchase threshold as stated in 2 CFR § 200.67, currently
defined at $3,500. Micro-purchases may be awarded without soliciting competitive quotations if CCRPC
considers the price to be reasonable. To the extent practicable, CCRPC will distribute micro-purchases
equitably among qualified suppliers. A sample Micro-Purchase Procurement Form is include in the
contract section of this policy.While a competitive solicitation process is preferable, CCRPC may enter
into a contract for $15,000 or less without a standard competitive solicitation process. At the time of
contract execution, CCRPC must place in the official contract file a written explanation for selecting the
contractor. Such explanation must include a description of the qualifications of the contractor that
demonstrates that they will provide high quality services or products, and a description of the prices
charged by the vendor and an explanation as to why such charges are both cost effective and reasonable.
Procurement by Small Purchase Procedures (Simplified Bid Process)-Contracts greater than $15,000 but not more than $100,000
A standard bidding process is the preferred method for selection contractorsconsultants. However, a
simplified bid process may be used for relatively simple and informal procurements for securing services,
supplies, or other property that do not cost more than $100,000 (per Vermont Bulletin 3.5). Justification
for using a simplified bid process must be submitted to, and approved by, the CCRPC Executive Director
in writing. A sample Simplified Bid Procurement Form is included in the contract section of this policy.
Standard Bid Process or Simplified Bid Process. CCRPC may enter into a contract over $15,000 but
not more than $100,000 following either a standard bid or simplified bid process. A “simplified bid
process” means that the CCRPC has developed a specific and detailed statement of work for the service
or product desired and has solicited written price quotations from at least three potential vendors known
to provideing the specified services or products. Price quotations may be obtained through telephone or
verbal quotes, facsimile quotes, e-mail quotes or written bids. All communications with vendors to obtain
price quotes must be documented. All records relating to the simplified bid process, including proposals
and a record of the selection process, shall be retained in the contract file. The quotation most responsive
to the selection criteria should be selected. The statement of work to be performed and request for price
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quotation must be provided in a timely manner to at least three potential bidders. If CCRPC is unsure
whether the contract will fall below the $100,000 threshold, the standard bid process will be undertaken.
Procurement by Competitive Proposals (Standard Bid Process)—Preferred for
Contracts less than $100,000. Required for Contracts Greater than $100,000
Standard Bid Process. Procurement by competitive proposal is CCRPC’s preferred method for
procuring contractorconsultant services and is required for CCRPC may enter into a contracts greater than
$100,000 (per Vermont Bulletin 3.5).only after adherence to a standard competitive bid process. The
technique of competitive proposals is normally conducted with more than one contractorconsultantsource
submitting an offer, and either a fixed-price or cost-reimbursement type contract is awarded. It is
generally used when the following conditionsrequirements apply:


Requests for qualifications, or proposals or bid solicitations will be publicized and identify all
evaluation factors and their relative importance. It is recommended that a minimum of three
weeks be allowed for responses. Any response to publicized requests for qualifications, or
proposals or bids shall be consideredhonored to the maximum extent practical;



Qualifications, or Pproposals or bids will be solicited from an adequate number of qualified
sources;



CCRPC will have a written method for conducting technical evaluations of the qualifications, or
proposals or bids received and for selecting awardees;



Awards will be made to the responsible contractorfirm whose qualifications, or proposal or bid is
most advantageous to the program, with price and other factors considered.; and



CCRPC may use competitive proposal procedures for qQualifications-based procurement of
architectural/engineering (A/E) professional services whereby competitors' qualifications are
evaluated and the most qualified competitor is selected, subject to negotiation of fair and
reasonable compensation. The method, where price is not used as a selection factor, can only be
used in procurement of A/E professional services. It cannot be used to procure construction
services. Construction contracts must use the sealed bid process discussed in the section
below.purchase other types of services though A/E firms are a potential source to perform the
proposed effort.

Procurement by Sealed Bids- Construction Contracts Greater than $100,000
Sealed Bid Process. Procurement by sealed bids requires Bbids to be are publicly solicited and a firmfixed-price contract (lump sum or unit price) to be is awarded to the responsible bidder whose bid,
conforming with all the material terms and conditions of the invitation for bids, is the lowest in price. The
sealed bid method is the preferred method for procuring construction contracts if the following conditions
below apply: a complete, adequate, and realistic specification or purchase description is available; two or
more responsible bidders are willing and able to compete effectively and for the business; and the
procurement lends itself to a firm fixed price contract and the selection of the successful bidder can be
made principally on the basis of price. CCRPC does not oversee construction contracts and does not
anticipate using this procurement method. If procurement by sealed bids is used CCRPC will follow
procedures as defined in 2 CFR § 200.320(c) and Vermont Bulletin 3.5 section VIII(B).
If sealed bids are used, the following requirements apply:
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The invitation for bids will be publicly advertised and bids shall be solicited from an adequate
number of known suppliers, providing them sufficient time (recommend minimum of three
weeks) prior to the date set for opening the bids;



The invitation for bids, which will include any specifications and pertinent attachments, shall
define the items or services in order for the bidder to properly respond;



All bids will be publicly opened at the time and place prescribed in the invitation for bids;



A firm fixed-price contract award will be made in writing to the lowest responsive and
responsible bidder. Where specified in bidding documents, factors such as discounts,
transportation cost, and life cycle costs shall be considered in determining which bid is lowest.
Payment discounts will only be used to determine the low bid when prior experience indicates
that such discounts are usually taken advantage of; and



Any or all bids may be rejected if there is a sound documented reason.

Procurement by Noncompetitive Proposals
Procurement by noncompetitive proposals is contrary to the competitive process supported by CCRPC
and will be avoided except when no available alternative exists. Procurement by noncompetitive
proposals is procurement through solicitsation of a proposals from only one source, or after solicitation of
a number of sources, competition is determined inadequate. Procurement by noncompetitive proposals
may be used only when the award of a contract is not feasible under a competitive bid process and one of
the following circumstances applies: the item is available only from a single source; the public exigency
or emergency for the requirement will not permit a delay resulting from competitive solicitation; the
awarding agency authorizes noncompetitive proposals; or after solicitation of a number of sources,
competition is determined inadequate.
Procurement by Time and Material Type Contracts
CCRPC will use time and material type contracts, as defined in 2 CFR §200.318(j), only after a
determination that no other contract is suitable, and if the contract includes a ceiling price that the
contractor exceeds at its own risk. Time and material contracts have an open-ended contract price which
provides no incentive for cost control or labor efficiency.

ContractorConsultant Selection Procedure
CCRPC conducts regional and transportation planning for the benefit of the municipalities and citizens of
Chittenden County. For tasks that cannot be completed by CCRPC staff due to workload or technical
expertise CCRPC may procure the services of contractorsconsultants. CCRPC’s preferred method for
procuring contractorconsultant services is a Standard Bid Process, though a Simplified bid process may
be used under some circumstances (see discussion above). CCRPC will following the procedures
described below for procuring contractorconsultant services using a Standard Bid Process. The section
below does not apply when procuring construction contracts. Procurement of construction contracts over
$100,000 must follow Procurement by Sealed Bids procedures.
CCRPC hasmaintains a list of potential contractorsconsultants that include contractors who are currently
working for CCRPC, those who have previously worked for CCRPC and those who have expressed
interest in working with CCRPC. The list also includes contractors identified by based on the Vermont
Agency of Transportation (VTrans) and listing of consultants as well as other sources. The intention of
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this list is to contain all potentially qualified contractorsconsultants. Interested contractorsconsultants will
be added to the list upon request. CCRPC will not preclude potential bidders from qualifying during the
solicitation process. Depending on specifics of the each project the most appropriate consultant selection
procedure will be implemented in accordance with section 3.0 of this policy.


Request for Proposal. For projects where the scope of work is well defined CCRPC may use a
Request for Proposal (RFP) process. For this process CCRPC staff will solicit proposals from
contractorsconsultants listed on CCRPC’s contractorconsultant list. CCRPC will also place an ad
in a newspaper of general circulation and on the Vermont Bid System, and will place a notice on
CCRPC’s website announcing the availability of the Request for Proposals. For specialized
services, other sources for distribution of the RFP may be used.



Request for Qualifications. For projects where the scope of work is not well defined, the
anticipated contractorconsultant response is expected to be large, or where CCRPC wishes to
select Retainerprequalify a number of contractorsconsultants a Request for Qualifications (RFQ)
process may be used. If an RFQ process is undertaken CCRPC staff will solicit statements of
qualification from contractorsconsultants listed on CCRPC’s contractorconsultant list. CCRPC
will also place an ad in a newspaper of general circulation and on the Vermont Bid System, and
will place a notice on CCRPC’s website announcing the availability of the Request for
Qualifications. For specialized services, other sources for distribution of the RFPQ may be used.
A short list of contractorsconsultants deemed to be qualified to perform the project may be sent a
RFP for final selection of a contractorconsultant.
Retainer ContractorsConsultants. To streamline procurement for work routinely bid out,
CCPRC may use the RFQ process to select Retainer contractorsconsultants to perform
projects under task orders issued on an as-needed basis. When selecting Retainer
contractorsconsultants, CCRPC will follow the procedures outlined below. These procedures
would not apply to procuring construction services.

-

*

CCRPC will develop an RFQ for the specific services to be covered by the Retainer
contract. CCRPC may develop and award multiple Retainer contracts if a diversity of
project types are anticipated during the contract period.

*

CCRPC will strive to select at least three contractorsconsultants for each Retainer
contract. However, this requirement may be waived if there are fewer than three
respondents to the RFQ that are deemed qualified by the selection committee.

*

When preparing and evaluating RFQs for Retainer contracts CCRPC will follow the
Formats and Requirements and Evaluation procedures detailed below.

*

Retainer contractorsConsultants will be selected to perform the predefined tasks for a
term of two years with the option of extending the contract for up to two additional one
year terms.

*

Each Retainer contractorconsultant will be issued a contract defining the specific services
that are covered by the contract, the contract term, and the maximum limiting amount of
the contract. For the one year contract extensions, a new maximum limiting amount will
be set for each additional year.

*

Task Order assignments will be made by CCRPC and project stakeholders following a
review of the task order complexity, experience of the firm, capacity to complete the
work within the desired time-frame, and availability of contractorconsultant staff.
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CCRPC may request technical proposal from more than one firm for comparison if
deemed appropriate.
CCRPC may not award task orders to contractorsconsultants who have exceeded the
maximum limiting amount of their contracts. If no qualified contractorsconsultants are
available with capacity within the maximum limiting amount to perform a task order,
CCRPC may re-advertise the Retainer RFQ or issue a separate RFP for the project.

*

RFP or RFQ Formats and Requirements. The RFP or RFQ will contain adequate project
descriptive information for contractorsconsultants to understand the scope of the project. The
RFP or RFQ will also detail the information required to be considered responsive to the
RFP/RFQ and will outline the criteria that will be used for contractorconsultant selection. The
contractorsconsultants will be asked to provide the information listed below, as well as other
items deemed important to the proposed project.



-

Name, address and brief history and description of the firm.

-

Resumes of key personnel to be assigned to the project.

-

Related projects/areas of expertise/experience.

-

Description of budgeting, cost and quality control procedures.

-

A brief description of the firm’s approach to the project.

-

Additional information CCRPC may think is useful.
RFP/RFQ Evaluation. The RFP/RFQ will be evaluated considering a predetermined system of
criteria and by a predetermined selection committee likely consisting of representatives of the
affected communities, CCRPC staff members, a representative of VTransthe Vermont Agency of
Transportation, and others with expertise in the area of the proposal. Criteria may include, but not
be limited to the following:



-

Responsiveness to the scope of work

-

Knowledge of the project area

-

Quality and number of staff assigned to the project

-

Distribution of staff hours to tasks

-

Specific experience of the proposed staff

-

Schedule

-

Creativity of methodological approach

-

Technical resources

-

Location of the key management and staff team in relation to the location of the project For
Architectural/Engineering services geographic location may be a selection criterion provided
it leaves an adequate number of qualified firms to compete for the contract.

-

Overall experience of the firm

-

Experience with similar projects

-

Good faith effort soliciting DBE’s. The recipient shall not discriminate on the basis of race,
color, national origin, or sex in the award and performance of any DOT-assisted contract or in
the administration of its DBE program.
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Once the proposal is discussed and ranked the cost proposal, if required, will be reviewed for consistency
with, and in light of, the evaluation of the technical proposal.
The CCRPC reserves the right to seek clarification of any proposal submitted and to select the proposal
considered to best promote the public interest.
All proposals become the property of CCRPC upon submission. The cost of preparing, submitting and
presenting a proposal is the sole expense of the contractorconsultant. The CCRPC reserves the right to
reject any and all proposals received as a result of any solicitation, to negotiate with any qualified source,
to waive any formality and any technicalities or to cancel a project in part or in its entirety if it is in the
best interest of the CCRPC. This solicitation of proposals in no way obligates the CCRPC to award a
contract.

Consultant Contract Procedure/Forms
For individual contractorsconsultants selected through an RFP process Once a consultant has been
chosen, the CCRPC Project Manager shall complete the Consultant Contract Data Form (form is found
immediately following this section), which gives all information necessary to prepare a contract, n
agreement and present it to the appropriate CCRPC Business Manager, who will prepare the agreement.
Contracts are numbered by fiscal year, (eg. PL 16-01) which would indicate PL funds for FY16, first
contract that year.
For Retainer contractorsconsultants, the CCPRC Project Manager shall complete the ContractConsultant
Data Form as discussed above and a Contract will be prepared for one two-year term, with the possibility
of two one-year extensions. The Contract will include the Maximum Limiting Amount for the initial twoyear term. The Maximum Limiting Amount for additional one-year terms will processed as contract
amendments. transportation funded agreements, there are two types. For Scoping/Technical Assistance
projects we have a list of consultants chosen for a four year period. These consultants have a master
agreement prepared at the beginning of the time period. For each Task Order individual project awarded
to eachthat contractorconsultant, CCPRC will we prepare a Task Order Agreement (template is included
immediately following Consultant Contract Data Form), which is a one-page document describing the
project assignment, cost information and duration.; and refers to the parent agreement for further details.
Each contractorconsultant master Contractagreement is given a contract numbered 100, 200, 300, etc. and
Then each Task Order Agreement I(TOA) is given a TOA numbered using TOA14-18 – 101, or 203, etc.
depending on their master agreement number. (eg. RSG 500).
We also solicit qualified consultants for Corridor/Planning consultants that are on retainer for 3-4 years.
Each project under this category has a separate agreement for that project to include scope of work, costs,
and duration. Any special projects that were solicited by a separate RFP/RFQ, will also require a
separate agreement as mentioned above.
CCRPC projects are typically funded with 80 percent federal planning funds and a 20 percent non-federal
match is typically required. For regional projects matching funds may be paid using CCRPC municipal
dues. For local projects a municipal match may be required. If a municipal match is required, a separate
agreement will be prepared and sent to the municipality to be signed by both the municipal administrator
and the chair of the elected body to ensure municipal support.
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For any contact amendments, the Project Manager shallould send a project amendment form memo to the
Transportation Program Manager or the Planning Program Manager as appropriate. The project
amendment form will Executive Director provide a showing: Ddescription of the proposed change; R
and the reason for the Cchange. The Transportation/Planning Program Manager will review and approve
the amendment and submit the form to the Executive Director for final approval and submission ; and a
line for Approval of Change. This will then go to the appropriate Business Manager to prepare a contract
amendment.
The Transportation Business Manager maintains keeps a spreadsheet of all listing every contracts
awarded since 1997. The spreadsheet It includes contract amount, contract number, contractorconsultant,
project name, project manager, duration, and date signed. Contract amendments are listed under each
project as Amendment #1, #2, etc. and a running revised total cost of the project.
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Chittenden County Regional Planning Commission
Contract Data Form
Agreement No.

Project Name:

(Admin Use)

Consultant Selection Process:

UPWP Task #:

Retainer Agreement
Specific A

Specific B

Specific C

 Separate RFP/RFQ
 Other
(Describe)

Selected Consultant:

TAC Approved:
(Date or N/A)

Mailing Address:

Contact person:
(Name and Title)

Email Address:

Telephone #

Authorized contract signatory:

(Name and Title)

Contract Maximum Limiting Amount:


Who pays the match?

(Admin Use)



CCRPC

80%
20%

Other
(Municipality or Organization)

Match %:





10%

20%



Bill them



Deduct from payment

Match agreement prepared:
(Admin Use)

Contract Duration:

to
(Start Date)

(Completion Date)

Approval to process invoice needed from:
(If someone other than CCRPC)

Phone:

Email:

(Name, title)

Fax:

CCRPC Project Manager Approval:
Program Manager Approval:
Executive Director Approval:

Attachments:
 Consultant scope of work
 Consultant Cost estimate

 Copies of any correspondence
regarding this project/contract
 Equity Impact Worksheet (if
needed)
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Chittenden County Regional Planning Commission
Micro-Purchase Procurement Form (Less than $3,500)
Type of Purchase:

 Supply
 Service

Description of Purchase:
Initiated by:
Vendors/Contactors Selected:
Reason for Selecting Vendor/Contractor
Description of Vendor/Contractor
Qualifications:
Why prices charged are cost
effective and reasonable:
Purchase/Contract Price:
Approved by:
Date:
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Chittenden County Reginal Planning Commission
Simplified Bid Procurement Form ($3,500 - $100,000)
**Executive Director Approval Required before using Simplified Bid Procedures**
 Supply
 Service

Type of Purchase:
Description of Purchase:
Initiated by:
Reason(s) for Using
Simplified Bid Procedures

Method of Price Quotation

 Telephone
 Fax
 Email

 Mail
 Other

Number of Vendors/Contactors Solicited:
Quotes Received:
Name of Vendor/Contractor:
Amount of Quote:
Name of Vendor/Contractor:
Amount of Quote:
Name of Vendor/Contractor:
Amount of Quote:
Name of Vendor/Contractor:
Amount of Quote:
Is this a Sole Source Procurement, Emergency
Procurement, or does it involve Proprietary Specifications?

 Yes
 No

If Yes, please describe:
Lowest Price:
Vendor/Contractor Selected:
Transportation/Planning
Program Manager Approval
Executive Director Approval
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CHITTENDEN COUNTY REGIONAL PLANNING COMMISSION
TASK ORDER AGREEMENT
WITH ________________________
TOA Number14-18-_____ (use 100-600 depending on base contract – e.g. 101, 302, etc.)

1. Parties: This Task Order Agreement is for services between the Chittenden County Regional
Planning Commission, a public body formed by its member municipalities as enabled under 24 V.S.A.
4341, with principal place of business at 110 West Canal Street, Suite 202, Winooski, Vermont
05404‐2109, (hereinafter called “CCRPC”) and ____________________________, with its principal
place of business at ________________________, ______________________ (hereinafter called
“CONSULTANT”). Consultant is required by law to have a Business Account Number from the
Vermont Department of Taxes.
2. Subject Matter: Detailed services to be provided by the Consultant are described in Attachment A –
(DESCRIBE PROJECT) (UPWP Task #_____).
3. Maximum Amount: In consideration of the services to be performed by Consultant, the CCRPC
agrees to pay Consultant, in accordance with the payment provisions specified in Attachment A, a
sum not to exceed ___________ Thousand, _____ Hundred ____ Dollars ($______).
4. Agreement Term: The period of Consultant’s performance shall begin on _______________ and end
on __________________.
Except as modified by this Task Order Agreement, all other provisions of the original base Agreement
dated MonthMay___, 20__14 shall remain in full force and effect.
Dated this _____ day of ________, 20__14

CHITTENDEN COUNTY
REGIONAL PLANNING COMMISSION

BY ____________________________
CHAIR

(CONSULTANT)

BY _______________________________
(Signer name and Title)
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Procedure For Procurement Of Administrative Services,
Supplies, Equipment And Property
All procurement transactions will be conducted in a manner consistent with the standards in 249 CFR,
Part 20018.36. CCRPC capitalizes equipment purchases of $5,000 or greater. Capital purchases are
approved through the regular budgeting process. Capital purchases are discussed further in Part 3 –
Accounting & Internal Control Policies and Procedures.Capital purchases such as copiers and computers
are specifically listed in the approved budget, if known, or are approved by the Executive Committee.
Procurement administration is delegated to the administrative staff by the Executive Director. For
purchases of service, supplies, equipment or property the procedures outlined in previous Ssections 3.0 of
this policy shall be followed. For purchases of services, supplies, equipment or property costing more
than $100,000 in aggregate, in addition to the procedures outlined in this policyon Section 3.0, the
following procedures will also be followed:
1. Purchase order or requisition will be prepared.
2. Solicitation of written price quotations and proposals will be sought from three or more
sources that customarily offer the services, supplies, equipment or property described in the
requisition.
3. The Executive Director and administrative staff will review the proposals and financial data
submitted in response to solicitation.
4. Subject to approval of the Executive Director, awards will be made to the source whose
proposal is most advantageous to the CCRPC with price and other factors considered.
5. Contracts are approved by the Executive Director.

Bid Protest Procedure
The CCRPC, in accordance with good administrative practice and sound business judgment, will be
responsible for the settlement of all contractual and administrative issues arising out of procurement. If
there is a dispute, VTrans will be notified. The Executive Director of the CCRPC, the Transportation or
Planning Program Manager as appropriate, the Project Manager and a local representative if appropriate
and the consultant selection committee, will meet with the party filing a bid protest to hear the issues that
are the subject of the protest, and to present the procurement procedures that were followed. If the matter
cannot be satisfactorily resolved, it will be referred to the Executive Committee of the CCRPC which
shall meet as a “Disputes Committee” and is the final authority. VTrans will be notified of the outcome.

Procurement System Self-Certification
In Accordance with 249 CFR Part 200.324(c)(2)18.36 (g) (3) (ii)
A.

ORGANIZATION’S NAME:
Chittenden County Regional Planning Commission (CCRPC)
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B.

ORGANIZATION’S ADDRESS:
110 West Canal Street, Suite 202
Winooski, Vermont 05404

C.

SUMMARY OF SIGNIFICANT PROCUREMENT AREAS:

1. Summary of the grantee’s contract administration system; i.e. structure of procurement
office, delegations of authority and responsibility, reporting relationships, identification
of formal documents setting forth these elements.
All procurement transactions will be conducted in a manner consistent with the standards of
249 CFR, Part 200.317-32618.36 and Vermont Agency of Administration Bulletin 3.5. The
Transportation Advisory Committee (TAC) or the Planning Advisory (PAC) approves
retention of all technical contractorssultants and the Executive Committee approves retention
of all administrative contractorssultants, based on recommendations of a consultant selection
committee. All contracts are signed by the Chair of the CCRPC. Administration of those
contracts is the responsibility of the Executive Director who may delegate it to appropriate
staff.
Capital purchases are any purchases of equipment over $35,5000 and include such items as
copiers and, computers. These items are specifically listed in the budget, if they are known,
or are approved by the Executive Committee, if they are not known at the time of budget
development. All contracts for capital purchases are approved by the Executive Director.
Purchase of expendable office supplies is coordinated through the Business
ManagerExecutive Assistant from available office supply sources, based on price and
availability.

2. Summary of written code of standards of conduct governing the performance of the
grantee’s employees engaged in the award and administration of contracts.
Standards of conduct were also adopted on July 6, 2011 and are contained in the Procurement
Proceduresfollowing section, Procurement Code of Conduct.

3. Summary of procedures for review of proposed procurements to avoid purchase of
unnecessary duplicative items.
Capital Items. The CCRPC maintains an inventory of its capital equipment for insurance
purposes and property records in accordance with 492 CFR, Part 200.313(d)(1)18.32(d) (1).
All equipment purchased with federal funds will be managed and disposed of in accordance
with 249 CFR Part 200.31318.32.
Expendable Items. Procurements of expendable office supplies are coordinated through, and
ordered by the Executive Assistant. Duplicative items are returned for credit.

4. Summary of selection procedures for procurement transactions in accordance with
249 CFR, Part 200.31918.36 (c) (3) (i) and (ii).
See Procurement Procedures.
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5. Summary of small purchase procurement procedures if a grantee intends to use this

method of procurement for items that do not cost more than $100,000 in the
aggregate.
See Procurement Procedures.

6. Summary of method of conducting technical evaluation of proposals and selection, if
a grantee uses the competitive proposal method of procurement.
See Procurement Procedures.
7. Summary of bonding policy and requirements (or a statement that the grantee uses

the minimum requirements set forth in 249 CFR, Part 200.32518.36(h):
For projects requiring bonding, the CCRPC will use the minimum requirements set forth in
249 CFR, Part 200.32518.36(h).
D.

GRANTEE HAS ATTACHED A COPY OF ITS FULL BID PROTEST PROCEDURE.

E.

ORGANIZATION CERTIFICATION:
The CCRPC hereby certifies that the procurement system of the Chittenden County Regional
Planning Commission meets all the applicable requirements of 249 CFR, Part 20018.36.

CHITTENDEN COUNTY
REGIONAL PLANNING COMMISSION

Procurement Code Of Conduct
1. Per 49 CFR §18.36(b)(2), no employee, officer, or agent of the CCRPC or its subgrantees shall
participate in the selection, or in the award or administration of a contract supported by Federal funds
if a conflict of interest, real or apparent, would be involved. Such a conflict would arise when (1) the
employee, officer, or agent, (2) any member of his or her immediate family, (3) his or her partner, or
(4) an organization which employs or is about to employee any of (1) through (3) above, have a
financial or other interest in the firm selected for the award.
2.1. Officers, employees, and agents of both the CCRPC and the CCRPC’s subgrantees will neither solicit
nor accept gratuities, favors, or items of value (excluding calendars, pens, and other nominal items)
from contractors, potential contractors, or parties to sub-agreements.
3.1. A staff person who has an outside activity or interest which would appear to be or have a potential for
being a conflict of interest with his or her duties at the CCRPC will disclose that activity or interest to
the Executive Director. If the Executive Director determines that the outside activity or interest
adversely affects or otherwise impairs the staff person’s ability to perform his or her official duties,
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the staff person shall refrain from the outside activity during the term of his or her employment by the
CCRPC.
4.1. Should the Executive Director have an outside activity or interest which would appear to be or have a
potential for being a conflict of interest with his or her duties at the CCRPC, he or she will disclose
that activity or interest to the Executive Committee. If the Executive Committee determines that the
outside activity or interest adversely affects or otherwise impairs the Executive Director’s ability to
perform his or her official duties, the Executive Director shall refrain from the outside activity during
the term of his or her employment by the CCRPC.
5.1. Should the officers, board members or agents of CCRPC have outside employment, activities or
interests which would appear to be or have a potential for being a conflict of interest with a particular
decision at the CCRPC, he or she will recuse himself/herself of decision making responsibilities for
that particular instance.
6.1. This Code of Conduct does not preclude staff, board members, officers or agents of CCRPC from
having outside activities as long as those activities do not impair the ability of the person to perform
his or her duties without the appearance of or potential conflict of interest as defined above.
CHITTENDEN COUNTY
REGIONAL PLANNING COMMISSION
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Part 2 - Procurement Procedures And
Self-Certification
Purpose and Authority
The purpose of this document is to describe the process through which the Chittenden County Regional
Planning Commission (CCRPC) will execute capital purchases and procure contractor services for tasks
that cannot be completed by CCRPC staff due to workload or technical expertise. These policies and
procedures have been developed in accordance with 2 Code of Federal Regulations (CFR) § 200 –
Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards, and
Vermont Agency of Administration Bulletin 3.5 – Procurement and Contracting Procedures. CCPRC staff
and all selected contractors shall observe and comply with all relevant federal, state, and municipal laws,
bylaws, ordinances, and regulations.

General Procurement


CCRPC will maintain a contract administration system which ensures that contractors perform in
accordance with the terms, conditions, and specifications of their contracts or purchase orders.



CCRPC procedures will provide for a review of proposed procurements to avoid purchase of
unnecessary or duplicative items. Consideration will be given to consolidating or breaking out
procurements to obtain a more economical purchase and to increase free and open competition.
Where appropriate, an analysis will be made of lease versus purchase alternatives, and any other
appropriate analysis to determine the most economical approach.



To foster greater economy and efficiency, CCRPC will endeavor to enter into State and local
intergovernmental agreements for procurement or use of common goods and services.



CCRPC will endeavor to use Federal and state excess and surplus property in lieu of purchasing
new equipment and property whenever such use is feasible and reduces project costs.



CCRPC will make awards only to responsible contractors possessing the ability to perform
successfully under the terms and conditions of a proposed procurement. Consideration will be
given to such matters as contractor integrity, compliance with public policy, record of past
performance, and financial and technical resources.



CCRPC maintains records sufficient to detail the significant history of a procurement consistent
with our records retention policy. These records will include, but are not necessarily limited to the
following: rationale for the method of procurement, selection of contract type, contractor
selection or rejection, and the basis for the contract price. Federal and state agencies will be
provided contract records upon request. CCRPC alone will be responsible, in accordance with
good administrative practice and sound business judgment, for the settlement of all contractual
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and administrative issues arising out of procurements. These issues include, but are not limited to,
source evaluation, protests, disputes, and claims. These standards do not relieve CCRPC of any
contractual responsibilities under its contracts. The Federal or State awarding agency will not
substitute its judgement for that of CCRPC unless the matter is primarily a Federal or State
concern.


CCRPC will have protest procedures to handle and resolve disputes relating to contracts awarded,
and shall, in all instances of such occurrences, disclose information regarding the protest to any
funding agencies.



CCRPC will select, to the extent practicable and economically feasible, products and services that
conserve natural resources, protect the environment, are energy efficient and use recovered
materials in accordance with 2 CFR § 200.322.



CCRPC will not enter into contracts with parties that have been debarred, suspended, or excluded
from Federal assistance programs.



CCRPC will provide termination provisions in all contracts and agreements over $10,000 and
contracts for projects over the Simplified Acquisition Threshold ($150,000) will address
administrative, contractual, or legal remedies when contractors violate or breach contract terms
and provide for sanctions and penalties as appropriate.



CCRPC will perform a cost or price analysis in connection with every procurement action,
including contract modifications, in excess of the Simplified Acquisition Threshold. The method
and degree of analysis is dependent upon the facts surrounding the procurement but, at a
minimum, CCRPC will make independent estimates before receiving bids or proposals. Cost
analysis is the review and evaluation of each element of cost to determine reasonableness,
allocability and allowability.



CCRPC will negotiate profit as a separate element of the price for each contract in which there is
no price competition and in all cases where cost analysis is performed. To establish a fair and
reasonable profit consideration will be given to the complexity of the work performed and
industry profit rates in the surrounding geographic area for similar work.

Procurement Code of Conduct
CCRPC maintains the following written code of standards of conduct governing the performance
of their employees, officers, Board Members and all others engaged in the selection, award and
administration of contracts.
-

Per 2CFR §200.31(c)(1), no employee, officer, or agent of the CCRPC or its subgrantees
shall participate in the selection, award or administration of a contract supported by State or
Federal funds if a conflict of interest, real or apparent, would be involved. Such a conflict
would arise when (1) the employee, officer, or agent, (2) any member of his or her immediate
family, (3) his or her partner, or (4) an organization which employs or is about to employee
any of (1) through (3) above, have a financial or other interest in the firm selected for the
award.

-

Officers, employees, and agents of both the CCRPC and the CCRPC’s subgrantees will
neither solicit nor accept gratuities, favors, or items of value (excluding calendars, pens, and
other nominal items) from contractors, potential contractors, or parties to sub-agreements.
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-

A staff person who has an outside activity or interest which would appear to be or have a
potential for being a conflict of interest with his or her duties at the CCRPC will disclose that
activity or interest to the Executive Director. If the Executive Director determines that the
outside activity or interest adversely affects or otherwise impairs the staff person’s ability to
perform his or her official duties, the staff person shall refrain from the outside activity
during the term of his or her employment by the CCRPC.

-

Should the Executive Director have an outside activity or interest which would appear to be
or have a potential for being a conflict of interest with his or her duties at the CCRPC, he or
she will disclose that activity or interest to the Executive Committee. If the Executive
Committee determines that the outside activity or interest adversely affects or otherwise
impairs the Executive Director’s ability to perform his or her official duties, the Executive
Director shall refrain from the outside activity during the term of his or her employment by
the CCRPC.

-

Should the officers, board members or agents of CCRPC have outside employment, activities
or interests which would appear to be or have a potential for being a conflict of interest with a
particular decision at the CCRPC, he or she will recuse himself/herself of decision making
responsibilities for that particular instance.

-

This Code of Conduct does not preclude staff, board members, officers or agents of CCRPC
from having outside activities as long as those activities do not impair the ability of the
person to perform his or her duties without the appearance of or potential conflict of interest
as defined above.

Competition


All procurement transactions will be conducted in a manner providing full and open competition.
Some of the situations considered to be restrictive of competition include but are not limited to:
-

placing unreasonable requirements on firms for them to qualify to do business;

-

requiring unnecessary experience and excessive bonding;

-

noncompetitive pricing practices between firms or between affiliated companies;

-

noncompetitive awards to contractors on retainer contract if that award is not for the property
or services specified for delivery under the retainer contract;

-

organizational conflicts of interest;

-

specifying only a “brand name” product instead of allowing “an equivalent” product to be
offered and describing the performance of other relevant requirements of the procurement;
and

-

any arbitrary action in the procurement process.



In order to ensure objective contractor performance and eliminate unfair competitive advantage,
contractors that develop or draft specifications, requirements, statements of work, invitations to
bid, or requests for proposals will be excluded from competing for such procurements.



CCRPC will not administratively impose state or local geographical preferences in the evaluation
of bids or proposals, except in those cases where applicable Federal statutes expressly mandate or
encourage geographic preference. This section does not preempt state licensing laws.
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Solicitations for goods and services shall be based on a clear and accurate description of the
technical requirements for the material, product, or service to be procured. Such description shall
not, in competitive procurements, contain features which unduly restrict competition. Detailed
product specifications should be avoided whenever possible. “Brand name or equivalent”
description may be used as a means to define the performance or other salient requirements of a
procurement.



CCRPC will take all necessary affirmative steps to assure that minority firms, women's business
enterprises, and labor surplus area firms are used when possible. Affirmative step include: placing
qualified small and minority businesses and women's business enterprises on solicitation lists;
assuring that small and minority businesses, and women's business enterprises are solicited
whenever they are potential sources; dividing total requirements, when economically feasible,
into smaller tasks or quantities to permit maximum participation by small and minority business,
and women's business enterprises; and requiring the prime contractor, if subcontracts are to be let,
to take the affirmative steps listed in this section.

Procurement Types and Requirements
CCRPC will follow bidding thresholds and procedures contained in 2 CFR § 200.320 and Vermont
Agency of Administration Administrative Bulletin 3.5 Procurement and Contracting Procedures, which
define four methods of procurement that may be used by CCRPC: procurement by micro-purchase
(contact amount less than $3,500); procurement by small purchase procedures (contract less than
$100,000); procurement by competitive proposals (optional for contracts under $100,000, required for
contracts over $100,000). CCRPC’s preferred method of procuring contractor services is procurement by
competitive proposals.
The Transportation Advisory Committee (TAC) or the Planning Advisory Committee (PAC) approve
retention of all technical contractors consistent with CCRPC’s Bylaws, based on the recommendations of
a proposal selection committee. All contracts equal to or more than $15,000 are signed by the Chair of the
CCRPC. Contracts less than $15,000 are signed by the Executive Director. Administration of those
contracts is the responsibility of the Executive Director who may delegate it to appropriate staff.
Procurement by Micro-Purchase—$3,500 or less
Procurement by micro-purchase is the acquisition of supplies or services, the aggregate annual dollar
amount of which does not exceed the micro-purchase threshold as stated in 2 CFR § 200.67, currently
defined at $3,500. Micro-purchases may be awarded without soliciting competitive quotations if CCRPC
considers the price to be reasonable. To the extent practicable, CCRPC will distribute micro-purchases
equitably among qualified suppliers. A sample Micro-Purchase Procurement Form is include in the
contract section of this policy.
Procurement by Small Purchase Procedures (Simplified Bid Process)--Contracts
not more than $100,000
A standard bidding process is the preferred method for selection contractors. However, a simplified bid
process may be used for relatively simple and informal procurements for securing services, supplies, or
other property that do not cost more than $100,000 (per Vermont Bulletin 3.5). Justification for using a
simplified bid process must be submitted to, and approved by, the CCRPC Executive Director in writing.
A sample Simplified Bid Procurement Form is included in the contract section of this policy. A
“simplified bid process” means that the CCRPC has developed a specific and detailed statement of work
for the service or product desired and has solicited written price quotations from at least three potential
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vendors known to provide the specified services or products. Price quotations may be obtained through
telephone or verbal quotes, facsimile quotes, e-mail quotes or written bids. All communications with
vendors to obtain price quotes must be documented. All records relating to the simplified bid process,
including proposals and a record of the selection process, shall be retained in the contract file. The
quotation most responsive to the selection criteria should be selected. If CCRPC is unsure whether the
contract will fall below the $100,000 threshold, the standard bid process will be undertaken.
Procurement by Competitive Proposals (Standard Bid Process)—Preferred for
Contracts less than $100,000. Required for Contracts Greater than $100,000
Procurement by competitive proposal is CCRPC’s preferred method for procuring contractor services and
is required for contracts greater than $100,000 (per Vermont Bulletin 3.5). The technique of competitive
proposals is normally conducted with more than one contractor submitting an offer, and either a fixedprice or cost-reimbursement type contract is awarded. It is generally used when the following conditions
apply:


Requests for qualifications, proposals or bid solicitations will be publicized and identify all
evaluation factors and their relative importance. It is recommended that a minimum of three
weeks be allowed for responses. Any response to publicized requests for qualifications, proposals
or bids shall be considered to the maximum extent practical;



Qualifications, proposals or bids will be solicited from an adequate number of qualified sources;



CCRPC will have a written method for conducting technical evaluations of the qualifications,
proposals or bids received and for selecting awardees;



Awards will be made to the responsible contractor whose qualifications, proposal or bid is most
advantageous to the program, with price and other factors considered.



Qualifications-based procurement cannot be used to procure construction services. Construction
contracts must use the sealed bid process discussed in the section below.

Procurement by Sealed Bids- Construction Contracts Greater than $100,000
Procurement by sealed bids requires bids to be publicly solicited and a firm-fixed-price contract (lump
sum or unit price) to be awarded to the responsible bidder whose bid, conforming with all the material
terms and conditions of the invitation for bids, is the lowest in price. The sealed bid method is the
preferred method for procuring construction contracts. CCRPC does not oversee construction contracts
and does not anticipate using this procurement method. If procurement by sealed bids is used CCRPC will
follow procedures as defined in 2 CFR § 200.320(c) and Vermont Bulletin 3.5 section VIII(B).
Procurement by Noncompetitive Proposals
Procurement by noncompetitive proposals is contrary to the competitive process supported by CCRPC
and will be avoided except when no available alternative exists. Procurement by noncompetitive
proposals solicits proposals from only one source, or after solicitation of a number of sources,
competition is determined inadequate. Procurement by noncompetitive proposals may be used only when
the award of a contract is not feasible under a competitive bid process and one of the following
circumstances applies: the item is available only from a single source; the public exigency or emergency
for the requirement will not permit a delay resulting from competitive solicitation; the awarding agency
authorizes noncompetitive proposals; or after solicitation of a number of sources, competition is
determined inadequate.
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Procurement by Time and Material Type Contracts
CCRPC will use time and material type contracts, as defined in 2 CFR §200.318(j), only after a
determination that no other contract is suitable, and if the contract includes a ceiling price that the
contractor exceeds at its own risk. Time and material contracts provide no incentive for cost control or
labor efficiency.

Contractor Selection Procedure
CCRPC conducts regional and transportation planning for the benefit of the municipalities and citizens of
Chittenden County. For tasks that cannot be completed by CCRPC staff due to workload or technical
expertise CCRPC may procure the services of contractors. CCRPC’s preferred method for procuring
contractor services is a Standard Bid Process, though a Simplified bid process may be used under some
circumstances (see discussion above). CCRPC will following the procedures described below for
procuring contractor services using a Standard Bid Process. The section below does not apply when
procuring construction contracts. Procurement of construction contracts over $100,000 must follow
Procurement by Sealed Bids procedures.
CCRPC has a list of potential contractors that include contractors who are currently working for CCRPC,
those who have previously worked for CCRPC and those who have expressed interest in working with
CCRPC. The list also includes contractors identified by the Vermont Agency of Transportation (VTrans)
and other sources. The intention of this list is to contain all potentially qualified contractors. Interested
contractors will be added to the list upon request. CCRPC will not preclude potential bidders from
qualifying during the solicitation process.


Request for Proposal. For projects where the scope of work is well defined CCRPC may use a
Request for Proposal (RFP) process. For this process CCRPC staff will solicit proposals from
contractors listed on CCRPC’s contractor list. CCRPC will also place an ad in a newspaper of
general circulation and on the Vermont Bid System, and will place a notice on CCRPC’s website
announcing the availability of the Request for Proposals. For specialized services, other sources
for distribution of the RFP may be used.



Request for Qualifications. For projects where the scope of work is not well defined, the
anticipated contractor response is expected to be large, or where CCRPC wishes to select
Retainer contractors a Request for Qualifications (RFQ) process may be used. If an RFQ process
is undertaken CCRPC staff will solicit statements of qualification from contractors listed on
CCRPC’s contractor list. CCRPC will also place an ad in a newspaper of general circulation and
on the Vermont Bid System, and will place a notice on CCRPC’s website announcing the
availability of the Request for Qualifications. For specialized services, other sources for
distribution of the RFQ may be used. A short list of contractors deemed to be qualified to perform
the project may be sent a RFP for final selection of a contractor.
-

Retainer Contractors. To streamline procurement for work routinely bid out, CCPRC may
use the RFQ process to select Retainer contractors to perform projects under task orders
issued on an as-needed basis. When selecting Retainer contractors, CCRPC will follow the
procedures outlined below. These procedures would not apply to procuring construction
services.
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*

CCRPC will develop an RFQ for the specific services to be covered by the Retainer
contract. CCRPC may develop and award multiple Retainer contracts if a diversity of
project types are anticipated during the contract period.

*

CCRPC will strive to select at least three contractors for each Retainer contract.
However, this requirement may be waived if there are fewer than three respondents to the
RFQ that are deemed qualified by the selection committee.

*

When preparing and evaluating RFQs for Retainer contracts CCRPC will follow the
Formats and Requirements and Evaluation procedures detailed below.

*

Retainer contractors will be selected to perform the predefined tasks for a term of two
years with the option of extending the contract for up to two additional one year terms.

*

Each Retainer contractor will be issued a contract defining the specific services that are
covered by the contract, the contract term, and the maximum limiting amount of the
contract. For the one year contract extensions, a new maximum limiting amount will be
set for each additional year.

*

Task Order assignments will be made by CCRPC and project stakeholders following a
review of the task order complexity, experience of the firm, capacity to complete the
work within the desired time-frame, and availability of contractor staff. CCRPC may
request technical proposal from more than one firm for comparison if deemed
appropriate.

*

CCRPC may not award task orders to contractors who have exceeded the maximum
limiting amount of their contracts. If no qualified contractors are available with capacity
within the maximum limiting amount to perform a task order, CCRPC may re-advertise
the Retainer RFQ or issue a separate RFP for the project.

RFP or RFQ Formats and Requirements. The RFP or RFQ will contain adequate project
descriptive information for contractors to understand the scope of the project. The RFP or RFQ
will also detail the information required to be considered responsive to the RFP/RFQ and will
outline the criteria that will be used for contractor selection. The contractors will be asked to
provide the information listed below, as well as other items deemed important to the proposed
project.



-

Name, address and brief history and description of the firm.

-

Resumes of key personnel to be assigned to the project.

-

Related projects/areas of expertise/experience.

-

Description of budgeting, cost and quality control procedures.

-

A brief description of the firm’s approach to the project.

-

Additional information CCRPC may think is useful.
RFP/RFQ Evaluation. The RFP/RFQ will be evaluated considering a predetermined system of
criteria and by a predetermined selection committee likely consisting of representatives of the
affected communities, CCRPC staff members, a representative of VTrans, and others with
expertise in the area of the proposal. Criteria may include, but not be limited to the following:



-

Responsiveness to the scope of work

-

Knowledge of the project area

-

Quality and number of staff assigned to the project
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-

Distribution of staff hours to tasks

-

Specific experience of the proposed staff

-

Schedule

-

Creativity of methodological approach

-

Technical resources

-

Location of the key management and staff team in relation to the location of the project.

-

Overall experience of the firm

-

Experience with similar projects

-

Good faith effort soliciting DBE’s. The recipient shall not discriminate on the basis of race,
color, national origin, or sex in the award and performance of any DOT-assisted contract or in
the administration of its DBE program.

Once the proposal is discussed and ranked the cost proposal, if required, will be reviewed for consistency
with, and in light of, the evaluation of the technical proposal.
The CCRPC reserves the right to seek clarification of any proposal submitted and to select the proposal
considered to best promote the public interest.
All proposals become the property of CCRPC upon submission. The cost of preparing, submitting and
presenting a proposal is the sole expense of the contractor. The CCRPC reserves the right to reject any
and all proposals received as a result of any solicitation, to negotiate with any qualified source, to waive
any formality and any technicalities or to cancel a project in part or in its entirety if it is in the best interest
of the CCRPC. This solicitation of proposals in no way obligates the CCRPC to award a contract.

Contract Procedure/Forms
For individual contractors selected through an RFP process the CCRPC Project Manager shall complete
the Contract Data Form (form is found immediately following this section), which gives all information
necessary to prepare a contract, and present it to the CCRPC Business Manager, who will prepare the
agreement. Contracts are numbered by fiscal year.
For Retainer contractors, the CCPRC Project Manager shall complete the Contract Data Form as
discussed above and a Contract will be prepared for one two-year term, with the possibility of two oneyear extensions. The Contract will include the Maximum Limiting Amount for the initial two-year term.
The Maximum Limiting Amount for additional one-year terms will processed as contract amendments.
For each Task Order awarded to each contractor, CCPRC will prepare a Task Order Agreement (template
is included immediately following Contract Data Form), which is a one-page document describing the
project assignment, cost information and duration.. Each contractor Contract is given a contract number
and each Task Order Agreement (TOA) is given a TOA number.
CCRPC projects are typically funded with 80 percent federal planning funds and a 20 percent non-federal
match is typically required. For regional projects matching funds may be paid using CCRPC municipal
dues. For local projects a municipal match may be required. If a municipal match is required, a separate
agreement will be prepared and sent to the municipality to be signed by both the municipal administrator
and the chair of the elected body to ensure municipal support.
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For contact amendments, the Project Manager shall send a project amendment form to the Transportation
Program Manager or the Planning Program Manager as appropriate. The project amendment form will
provide a description of the proposed change and the reason for the change. The Transportation/Planning
Program Manager will review and approve the amendment and submit the form to the Executive Director
for final approval and submission to the Business Manager to prepare a contract amendment.
The Business Manager maintains a spreadsheet of all contracts awarded since 1997. The spreadsheet
includes contract amount, contract number, contractor, project name, project manager, duration, and date
signed. Contract amendments are listed under each project as Amendment #1, #2, etc. and a revised total
cost of the project.
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Chittenden County Regional Planning Commission
Contract Data Form
Agreement No.

Project Name:

(Admin Use)

Consultant Selection Process:

UPWP Task #:

Retainer Agreement
Specific A

Specific B

Specific C

 Separate RFP/RFQ
 Other
(Describe)

Selected Consultant:

TAC Approved:
(Date or N/A)

Mailing Address:

Contact person:
(Name and Title)

Email Address:

Telephone #

Authorized contract signatory:

(Name and Title)

Contract Maximum Limiting Amount:


Who pays the match?

(Admin Use)



CCRPC

80%
20%

Other
(Municipality or Organization)

Match %:





10%

20%



Bill them



Deduct from payment

Match agreement prepared:
(Admin Use)

Contract Duration:

to
(Start Date)

(Completion Date)

Approval to process invoice needed from:
(If someone other than CCRPC)

Phone:

Email:

(Name, title)

Fax:

CCRPC Project Manager Approval:
Program Manager Approval:
Executive Director Approval:

Attachments:
 Consultant scope of work
 Consultant Cost estimate

 Copies of any correspondence
regarding this project/contract
 Equity Impact Worksheet (if
needed)
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Chittenden County Regional Planning Commission
Micro-Purchase Procurement Form (Less than $3,500)
Type of Purchase:

 Supply
 Service

Description of Purchase:
Initiated by:
Vendors/Contactors Selected:
Reason for Selecting Vendor/Contractor
Description of Vendor/Contractor
Qualifications:
Why prices charged are cost
effective and reasonable:
Purchase/Contract Price:
Approved by:
Date:
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Chittenden County Reginal Planning Commission
Simplified Bid Procurement Form ($3,500 - $100,000)
**Executive Director Approval Required before using Simplified Bid Procedures**
 Supply
 Service

Type of Purchase:
Description of Purchase:
Initiated by:
Reason(s) for Using
Simplified Bid Procedures

Method of Price Quotation

 Telephone
 Fax
 Email

 Mail
 Other

Number of Vendors/Contactors Solicited:
Quotes Received:
Name of Vendor/Contractor:
Amount of Quote:
Name of Vendor/Contractor:
Amount of Quote:
Name of Vendor/Contractor:
Amount of Quote:
Name of Vendor/Contractor:
Amount of Quote:
Is this a Sole Source Procurement, Emergency
Procurement, or does it involve Proprietary Specifications?

 Yes
 No

If Yes, please describe:
Lowest Price:
Vendor/Contractor Selected:
Transportation/Planning
Program Manager Approval
Executive Director Approval
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CHITTENDEN COUNTY REGIONAL PLANNING COMMISSION
TASK ORDER AGREEMENT
WITH ________________________
TOA Number

1. Parties: This Task Order Agreement is for services between the Chittenden County Regional
Planning Commission, a public body formed by its member municipalities as enabled under 24 V.S.A.
4341, with principal place of business at 110 West Canal Street, Suite 202, Winooski, Vermont
05404‐2109, (hereinafter called “CCRPC”) and ____________________________, with its principal
place of business at ________________________, ______________________ (hereinafter called
“CONSULTANT”). Consultant is required by law to have a Business Account Number from the
Vermont Department of Taxes.
2. Subject Matter: Detailed services to be provided by the Consultant are described in Attachment A –
(DESCRIBE PROJECT) (UPWP Task #_____).
3. Maximum Amount: In consideration of the services to be performed by Consultant, the CCRPC
agrees to pay Consultant, in accordance with the payment provisions specified in Attachment A, a
sum not to exceed ___________ Thousand, _____ Hundred ____ Dollars ($______).
4. Agreement Term: The period of Consultant’s performance shall begin on _______________ and end
on __________________.
Except as modified by this Task Order Agreement, all other provisions of the original base Agreement
dated Month___, 20__ shall remain in full force and effect.
Dated this _____ day of ________, 20__

CHITTENDEN COUNTY
REGIONAL PLANNING COMMISSION

BY ____________________________
CHAIR

(CONSULTANT)

BY _______________________________
(Signer name and Title)
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Procedure For Procurement Of Administrative Services,
Supplies, Equipment And Property
All procurement transactions will be conducted in a manner consistent with the standards in 2 CFR, Part
200. CCRPC capitalizes equipment purchases of $5,000 or greater. Capital purchases are approved
through the regular budgeting process. Capital purchases are discussed further in Part 3 – Accounting &
Internal Control Policies and Procedures.. Procurement administration is delegated to the administrative
staff by the Executive Director. For purchases of service, supplies, equipment or property the procedures
outlined in previous sections of this policy shall be followed. For purchases of services, supplies,
equipment or property costing more than $100,000 in aggregate, in addition to the procedures outlined in
this policy, the following procedures will also be followed:
1. Purchase order or requisition will be prepared.
2. Solicitation of written price quotations and proposals will be sought from three or more
sources that customarily offer the services, supplies, equipment or property described in the
requisition.
3. The Executive Director and administrative staff will review the proposals and financial data
submitted in response to solicitation.
4. Subject to approval of the Executive Director, awards will be made to the source whose
proposal is most advantageous to the CCRPC with price and other factors considered.
5. Contracts are approved by the Executive Director.

Bid Protest Procedure
The CCRPC, in accordance with good administrative practice and sound business judgment, will be
responsible for the settlement of all contractual and administrative issues arising out of procurement. If
there is a dispute, VTrans will be notified. The Executive Director of the CCRPC, the Transportation or
Planning Program Manager as appropriate, the Project Manager and a local representative if appropriate,
will meet with the party filing a bid protest to hear the issues that are the subject of the protest, and to
present the procurement procedures that were followed. If the matter cannot be satisfactorily resolved, it
will be referred to the Executive Committee of the CCRPC which shall meet as a “Disputes Committee”
and is the final authority. VTrans will be notified of the outcome.

Procurement System Self-Certification
In Accordance with 2 CFR Part 200.324(c)(2)
A.

ORGANIZATION’S NAME:
Chittenden County Regional Planning Commission (CCRPC)

B.

ORGANIZATION’S ADDRESS:
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110 West Canal Street, Suite 202
Winooski, Vermont 05404
C.

SUMMARY OF SIGNIFICANT PROCUREMENT AREAS:

1. Summary of the grantee’s contract administration system; i.e. structure of procurement
office, delegations of authority and responsibility, reporting relationships, identification
of formal documents setting forth these elements
All procurement transactions will be conducted in a manner consistent with the standards of 2
CFR, Part 200.317-326 and Vermont Agency of Administration Bulletin 3.5. The
Transportation Advisory Committee (TAC) or the Planning Advisory (PAC) approve
retention of all technical contractors and the Executive Committee approves retention of all
administrative contractors, based on recommendations of a selection committee. All
contracts are signed by the Chair of the CCRPC. Administration of those contracts is the
responsibility of the Executive Director who may delegate it to appropriate staff.
Capital purchases are any purchases of equipment over $3,500 and include such items as
copiers and computers. These items are specifically listed in the budget, if they are known, or
are approved by the Executive Committee, if they are not known at the time of budget
development. All contracts for capital purchases are approved by the Executive Director.
Purchase of expendable office supplies is coordinated through the Business Manager from
available office supply sources, based on price and availability.

2. Summary of written code of standards of conduct governing the performance of the
grantee’s employees engaged in the award and administration of contracts
Standards of conduct were adopted on July 6, 2011 and are contained in the Procurement
Procedures.

3. Summary of procedures for review of proposed procurements to avoid purchase of
unnecessary duplicative items
Capital Items. The CCRPC maintains an inventory of its capital equipment for insurance
purposes and property records in accordance with 2 CFR, Part 200.313(d)(1). All equipment
purchased with federal funds will be managed and disposed of in accordance with 2 CFR Part
200.313.
Expendable Items. Procurements of expendable office supplies are coordinated through, and
ordered by the Executive Assistant. Duplicative items are returned for credit.

4. Summary of selection procedures for procurement transactions in accordance with
2 CFR, Part 200.319
See Procurement Procedures.
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5. Summary of small purchase procurement procedures if a grantee intends to use this

method of procurement for items that do not cost more than $100,000 in the
aggregate
See Procurement Procedures.

6. Summary of method of conducting technical evaluation of proposals and selection, if
a grantee uses the competitive proposal method of procurement
See Procurement Procedures.
7. Summary of bonding policy and requirements (or a statement that the grantee uses

the minimum requirements set forth in 2 CFR, Part 200.325
For projects requiring bonding, the CCRPC will use the minimum requirements set forth in 2
CFR, Part 200.325.
D.

GRANTEE HAS ATTACHED A COPY OF ITS FULL BID PROTEST PROCEDURE.

E.

ORGANIZATION CERTIFICATION:
The CCRPC hereby certifies that the procurement system of the Chittenden County Regional
Planning Commission meets all the applicable requirements of 2 CFR, Part 200.

CHITTENDEN COUNTY
REGIONAL PLANNING COMMISSION
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CCRPC Executive Committee
04/05/2017
Agenda Item 7: Action Item

Active Transportation Plan: Action Item

Background:

CCRPC began an update to the Bike Ped plan in the summer of 2015 and held
extensive public outreach through workshops and the project’s on‐line map
comment tool through that fall and winter. Preliminary network and
infrastructure recommendations were presented to the TAC and Board last spring
and fall, based largely on GIS analysis that considered:




Public comment, safety, level of stress,
Trip origins and destinations, and
Previous plans/studies.

A project feasibility layer was added later and combined with priorities to produce
a recommended network map identifying both.
Staff provided extensive comments on priority recommendations and feasibility
determinations last September which led to some revisions and another round of
comment/review solicitation. We conducted this through Front Porch Forum and
local Bike/Ped committees from October to December. More recently TAC
comments were received and further revisions made.
At the April 4th TAC meeting, staff will present the plan with a focus on its
recommendations.
Staff
Recommendation:

Staff recommends that the Executive Committee recommend approval of the
Active Transportation Plan to the CCRPC Board. (NOTE: An update of the TAC’s
action will be reported at this meeting.)

Staff contact:

Peter Keating, pkeating@ccrpcvt.org 861‐0124

Attachments:

The ATP and priority map can be found at http://www.ccrpcvt.org/our‐work/our‐
plans/regional‐bikeped‐plan/

REGULAR MEETING AGENDA
Wednesday, April 19, 2017, 6:00 pm
CCRPC Offices at 110 W. Canal Street, Suite 202
Winooski, VT 05404
DRAFT
CONSENT AGENDA: Minor TIP Amendments
DELIBERATIVE AGENDA
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Call to Order; Changes to the Agenda
Public Comment Period on Items NOT on the Agenda
Action on Consent Agenda (MPO Business)
(Action: 1 min.)
Approve Minutes of March 22, 2017 Meeting *
(Action; 2 min.)
Approval of Bylaw Amendments *
(Action; 10 min.)
Transportation Capital Program Project Prioritization action (MPO business)
(Action; 10 min.)
Chittenden County Active Transportation Plan (MPO business)
(Action; 10 min.)
Energy Plan Update
(Information: 10 min)
Lake Champlain Byway Chittenden County Corridor Management Plan Update
(Discussion; 10 min.)
Chair/Executive Director’s Updates
(Information; 5 min.)
a. Chair – Board Development Committee to develop nominations for the May meeting.
b. Annual Meeting location and guest speaker
c. MTP Update
d. Regional Dispatch Update
e. Water Quality Implementation Role
f. Executive Director’s Report (to be sent separately)
11. Committee/Liaison Activities & Reports *
(Information; 2 min.)
a. Executive Committee (draft minutes April 5, 2017)*
i.
Act 250/Sec 248 letters *
b. Energy Subcommittee (Draft minutes March 21, 2017)*
c. UPWP Committee Meeting #3 (Draft notes, March 23, 2017)*
d. Finance Committee (draft minutes, March 29, 2017)*
e. Transportation Advisory Committee (draft minutes April 4, 2017)*
f. Clean Water Advisory Committee (draft minutes April 4, 2017)*
g. MS4 Subcommittee of CWAC (draft minutes April 4, 2017)*
12. Member’s Items
13. Adjournment
*Attachment

In accordance with provisions of the Americans with Disabilities Act (ADA) of 1990, the CCRPC will ensure public meeting sites are
accessible to all people. Requests for free interpretive or translation services, assistive devices, or other requested accommodations,
should be made to Emma Vaughn, CCRPC Title VI Coordinator, at 802‐846‐4490 ext. *21 or evaughn@ccrpcvt.org, no later than 3 business
days prior to the meeting for which services are requested.

The April 19th Chittenden County RPC meeting will air on _______________________________at 8
p.m. and repeat on ___________________________________ at 1 a.m. and 7 a.m. It will also be
available online at:
https://www.cctv.org/watch-tv/programs/chittenden-county-regional-planning-commission-65
Upcoming Meetings ‐ Unless otherwise noted, all meetings are held at our offices:
 Energy Sub‐Committee ‐ Tuesday, April 18, 2017; 5:00‐7:00 p.m.
 Transportation Advisory Committee – Tuesday, May 2, 2017; 9:00 a.m.
 Clean Water Advisory Committee – Tuesday, May 2, 2017; 11:00 a.m.
 MS4 Subcommittee –Tuesday, May 2, 2017; 12:30 p.m.
 Executive Committee ‐ Wednesday, May 3, 2017; 5:45 p.m.
 Brownfields Advisory Committee ‐ Monday, May 8, 2017; 3:00 p.m.
 Long Range Planning Committee – Thursday, May 11, 2017; 8:30‐10 a.m.
 CCRPC Board Meeting ‐ Wednesday, May 17, 2017; 6:00 p.m.

Tentative future Board agenda items:
May 17th

UPWP & Budget Public Hearing and action
PPP Amendments Public Hearing and action
Draft Regional Energy Plan review (tentative)
Lake Champlain Byway Chittenden County Corridor Management Plan action
Regional Stormwater Education and Involvement Agreement action

Report on Nominations for FY18 officers
June 21st –
Catamount Country
Club
July 19th
NO AUGUST BOARD
MEETING

Annual Meeting – Election of Officers
Warn TIP public hearing for July
FY18‐21 TIP Public Hearing

In accordance with provisions of the Americans with Disabilities Act (ADA) of 1990, the CCRPC will ensure public meeting sites are accessible to
all people. Requests for free interpretive or translation services, assistive devices, or other requested accommodations, should be made to
Emma Vaughn, CCRPC Title VI Coordinator, at 802‐846‐4490 ext. *21 or evaughn@ccrpcvt.org, no later than 3 business days prior to the
meeting for which services are requested.

