Agenda
Executive Committee
Wednesday, June 7, 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 May 3, 2017 Executive Committee Meeting Minutes*

(Action)

3. Act 250 & Sec 248 Application
a. None this month

(Action)

4. Administrative and Operating Procedures and Policies amendments *
a. Procurement Policy
b. Other - Job Descriptions, Salary Table, Computer Disposal, Offsite Backup

(Action)

5. Auditor selection *

(Action)

6. CCRPC & ECOS Plan role regarding energy planning *

(Discussion)

7. Chair/Executive Director Report
a. Water Quality Implementation Role *

(Discussion)

8. Agenda Review for June 21, 2017 Annual Board Meeting*
9. Other Business

(Action)
(Discussion)

10. Executive Session – if needed

(Action)

11. Adjournment

(Action)

Attachments
NEXT MEETING – Executive Committee – Wed. July 5, 2017; 5:45 p.m.
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CHITTENDEN COUNTY REGIONAL PLANNING COMMISSION
EXECUTIVE COMMITTEE
MEETING MINUTES
DRAFT
Date:
Time:
Place:
Present:

Staff:

Wednesday, May 3, 2017
5:45 p.m.
CCRPC Offices, 110 W. Canal Street, Suite 202; Winooski, VT 05404
Chris Roy, Chair
Mike O’Brien, Vice-Chair
Brian Bigelow, Secretary-Treasurer
Barbara Elliott, At-Large
John Zicconi, At-Large
Andy Montroll, Immediate Past Chair
Charlie Baker, Executive Director
Eleni Churchill, Trans. Program Manager
Forest Cohen, Business Manager
Bernie Ferenc, Trans. Business Manager

The meeting was called to order at 5:47 p.m. by the Chair, Chris Roy.
1. Changes to the Agenda; Members’ Items: There were none.
2. Approval of April 5, 2017 Executive Committee Meeting Minutes. BARBARA ELLIOTT MADE A
MOTION, SECONDED BY MIKE O’BRIEN, TO APPROVE THE MINUTES OF APRIL 5TH AS AMENDED.
Barbara noted corrections on page 1, line 33 to add “…more than enough…”; page 2, line 2, change
“discussion” to “discuss.”; and page 2, line 9, change “authorizes” to “authorize”. MOTION CARRIED
UNANIMOUSLY.
3. Act 250 & Sec. 248 Applications. VTrans Park & Ride, Colchester #4CO471-8. Eleni said this is for the
Exit 16 park and ride lot and we’re asking the Executive Committee to approve the letter. It’s on
the former Charlebois truck lot on Route 7. BARBARA ELLIOTT MADE A MOTION, SECONDED BY
ANDY MONTROLL, TO AUTHORIZE THE LETTER BE SENT TO THE D.E.C. MOTION CARRIED
UNANIMOUSLY.
4. FY18 Unified Planning Work Program (UPWP) and Budget Recommendations. Charlie noted the
UPWP document/tasks are the same as what you saw at the April board meeting. The budget
changed slightly as there are a few more yellow highlighted items on the income side. There is talk
that the Opioid work might be moved from CCRPC to another entity. Since the inception of this
effort, there has been an opportunity to better unify the City of Burlington’s and the Opioid
Alliance’s work. We are talking about getting a unified effort by merging these two groups. The
Regional Prevention Partnership also has the potential to increase revenue in FY18. On the expense
side, there are no changes other than removing reference to a sound system. We had updated the
estimated income for FY17 since at the end of February we are $63,770 to the good. Eleni noted
that we need to add TPI guidance task descriptions and deliverables for the UPWP. She should get
those tomorrow. Charlie noted that we have not finalized the ACCD task work scope and hopes
we’ll have those before the May board meeting. MIKE O’BRIEN MADE A MOTION THAT WE
RECOMMEND APPROVAL OF THE UPWP AND BUDGET TO THE BOARD WITH THOSE CHANGES.
BARBARA ELLIOTT SECONDED. MOTION CARRIED UNANIMOUSLY.
5. Public Participation Plan Amendments recommendation. Charlie noted that the main change is to
reduce the public hearing warning period for various documents from 30 days to 15 days. John
Zicconi is concerned about reducing the time too much if we’re trying to get public input. Charlie
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said the main reason was that there isn’t 30 days from one meeting to the next. After a brief
discussion, it was agreed to change the warning period to 25 days. In section 8. Evaluating the PPP,
in the second line, we will change “involving” to “involve”. Under Organizational Techniques, Legal
ads we will add the word “otherwise” to say, “unless otherwise required by law” under both
Performance Measures and Evaluation Criteria. We will add the Clean Water Advisory Committee
(CWAC) to the Open Meetings table since it is now a standing committee. Under Section 4, ECOS
principle #6, third line, we will make “organization” plural. JOHN ZICCONI MADE A MOTION,
SECONDED BY BARBARA ELLIOTT, TO APPROVE CHANGES TO THE PPP AS DISCUSSED AND
RECOMMEND APPROVAL TO THE BOARD. MOTION CARRIED UNANIMOUSLY.
6. Stormwater Program Agreement. Charlie noted that last spring we looked at this and the MS4
committee worked on this over the winter. We sent it out again a couple of months ago and this
version is what has been sent to the towns for execution. This is our first municipal services
agreement since the legislation passed last year; and we updated the bylaws to allow them. This is
the same format that we had used for RSEP and Stream Team agreements, but have merged the
two at the request of the MS4 communities. ANDY MONTROLL MADE A MOTION TO RECOMMEND
APPROVAL OF THE STORMWATER PROGRAM AGREEMENT TO THE FULL BOARD WITH ANY MINOR
EDITS. JOHN ZICCONI SECONDED. Mike O’Brien wondered if we should hold off approving this until
the communities have approved it. Andy Montroll said if we’re satisfied with it we can approve it
and if the communities have changes we can deal with those then. MOTION CARRIED
UNANIMOUSLY.
7. Lake Champlain Byway Chittenden County Corridor Management Plan. John Zicconi is abstaining
from any discussion or vote on this plan as the T. Board regulates byways. Charlie noted that Dan
reviewed this at the Board meeting and there have been no changes. MIKE O’BRIEN MADE A
MOTION, SECONDED BY BRIAN BIGELOW, TO RECOMMEND APPROVAL OF THIS PLAN TO THE FULL
BOARD. MOTION CARRIED WITH JOHN ZICCONI ABSTAINING.
8. Report on Nominations for FY18 officers. Andy Montroll reported that the Board Development
Committee met last evening via teleconference. Since all current EC members agreed to continue to
serve, it was a simple task. He did not hear from other board members wishing to serve. The Board
Development Committee is recommending the FY18 slate of officers be the same as FY17.
9. Chair/Executive Director’s report.
a. Regional Dispatch Update. Charlie has visited every community except St. George to update
them on the regional dispatch effort. He will visit with St. George later in May. There are a lot of
details to be worked out and work continues. Chris Roy asked what kind of push back we are
getting from non-dispatch duties that are being handled by dispatchers. Charlie said town
managers have asked police chiefs to put together a list of the activities dispatchers perform
other than dispatching; and how much could be done remotely. This is a big issue. Another
issue is the technology because everyone uses different systems and equipment; and those are
big money items. When John asked if we can realistically get this done in time for budget votes
in March 2018, Charlie said we’re still aiming for that. When asked if some municipalities vote
yes and others no, what happens. Charlie said if the yes votes include at least Burlington and
Shelburne that the effort would probably be able to move forward. Those voting no would
continue as is. Discussion continued.
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b. Water Quality Implementation Role. Charlie said this is still under discussion in the legislature
and after they adjourn we can work with Department of Environmental Conservation to see
what they really want us to do. We hope this will be advantageous to the towns to be able to
build the water quality projects with funds funneled through the RPCs.
c. Annual Meeting. Will be held on Wednesday, June 21st at the Catamount Country Club in
Williston. Charlie said we may be sending out a note after the May meeting to see if members
are interested in golfing before the meeting.
d. VTrans prioritization. Charlie and Eleni attended a meeting today where VTrans is working on
ways to prioritize projects. He was encouraged to hear that they want to make it a more
transparent process. VTrans was concerned about the lack of transparency as to how the list
was developed and are striving to change that. Discussion continued. Eleni noted that VTrans is
looking at criteria for health, economic development and resiliency. Charlie said we’ll hear more
about this in the fall and as we’re updating our MTP we hope we can use the new criteria.
10. Agenda Review. Members reviewed the agenda. It was agreed to call the Energy Plan item – the
Preliminary first draft Energy Element of ECOS Plan review, since this is needed to go to state by end
of May, but we still have a lot of work to do. Charlie noted some RPCs are sending their staff draft,
but Charlie feels more comfortable getting input from the board before we send our draft.
Discussion ensued about the Opioid Alliance update. Charlie noted the leadership has changed –
Martha Maksym left United Way and works for the state. Harry Chen no longer works for the state
so the chairs are changing. Charlie suggested they look at this again to reassess and see how this
should be managed. The Alliance will decide whether to stay with us or move to the City of
Burlington, United Way, or some other solution.
11. Other business. Charlie said the Board Development Committee suggested that we have some
board training beginning in July at the beginning of the new fiscal year. Rather than spreading it out
over 6-8 meetings, that we do a general overview at one time. We could meet at 5:15 for an hour or
so before the meeting and invite alternates as well. We could then have dinner before the meeting.
It was suggested that we compile a one-year schedule showing our life cycle of when different
action happen during the year.
12. Executive Session. None needed.
13. Adjournment. MIKE O’BRIEN MADE A MOTION, SECONDED BY BARBARA ELLIOTT, TO ADJOURN THE
MEETING AT 6:40 P.M. MOTION CARRIED UNANIMOUSLY.
Respectfully submitted,
Bernadette Ferenc

CCRPC Executive Committee
June 7, 2017
Agenda Item 4a: Procurement Policy Update

Procurement Policy Update
Background:

New federal guidance was issued by the Office of Management and Budget
(OMB) on December 26, 2014. This guidance is officially registered as 2 CFR Part
200, commonly known as the Super Circular. The Super Circular contains
guidance and rules that pertain to CCRPC financial procedures involving federal
funds, including: grant management, indirect rate, auditing, and procurement.
The Super Circular updated procurement rules slightly from previous
requirements. The auditors noticed that the CCRPC procurement procedures do
not completely reflect the new rules during field work this year. While this is
not a “finding”, the auditors recommended that we update our procurement
policy in the FY16 Audit Report Management Letter.
There is a grace period after the effective date for CCRPC to comply with the
procurement standards contained in 2 CFR Part 200. That period is two fiscal
years after December 26, 2014; which, for us, ends on June 30, 2017.
In addition, the Vermont Agency of Administration updated procurement
procedures for state agencies in Bulletin 3.5 – Procurement and Contracting
Procedures. These procedures apply to subrecipients of state funds.
CCRPC staff worked with VTrans, FHWA and VAPDA on a comprehensive review
of our procurement procedures for consistency with relevant federal and state
regulations. This review resulted in changes to our policy as reflected in the
attached draft.

Recommendations: Staff recommends that the Executive Committee approve the Procurement
Policy update as presented.

For more
information
contact:

Forest Cohen
fcohen@ccrpcvt.org, 846‐449 ext. 19

Part 2 - Procurement Policy
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. 2 CFR
200.318(b)



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. 2 CFR 200.318(d)



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. 2 CFR
200.318(e)



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. 2 CFR 200.318(f)



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. 2 CFR 200.318(h)



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. 2 CFR 200.318(i), 2 CFR 200.324(a)
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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. 2 CFR 200.318(k)



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. 2 CFR 200 Appendix II(H)



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. 2 CFR 200 Appendix II(A) and (B)



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. 2 CFR
200.323



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. 2 CFR 200.323

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. 2 CFR 200.318(c)(1)


Per 2 CFR §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. 2 CFR 200.318(c)(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. 2 CFR 200.318(c)(1)
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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. 2 CFR 200.319(a)



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. 2 CFR 200.319(a)



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. 2 CFR
200.319(b)



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
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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. 2 CFR
200.319(c)(1)


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. 2 CFR 200.321

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 $3,000); 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—$3,000 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 $3,000. 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. 2 CFR 200.320(a)
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
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,
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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. 2 CFR
200.329(b), Vermont Bulletin 3.5 Section VIII(A)
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: 2 CFR 200.320(d) and Vermont Bulletin 3.5 Section VIII(B)


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). 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. 2 CFR 200.320(f)
Procurement by Time and Material Type Contracts
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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.

Procedure For Procurement Of Administrative Services,
Supplies, Equipment And Property
CCRPC capitalizes equipment purchases of $5,000 or greater. Capital purchases are approved through
CCRPC’s annual budgeting process. Capital purchases are discussed further in Part 3 – Accounting &
Internal Control Policies and Procedures. For purchases of service, supplies, equipment or property the
procedures outlined in previous sections of this policy shall be followed.

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. 2 CFR 200.319(d)


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
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as-needed basis. When selecting Retainer contractors, CCRPC will follow the procedures
outlined below. These procedures do 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 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

-

Distribution of staff hours to tasks

Administrative and Operating Policies and Procedures – Part 2 Procurement Policy (updated June 7, 2017)

7

-

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.

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.

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.
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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.
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 and a revised total cost of the project.
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Chittenden County Reginal Planning Commission
Simplified Bid Procurement Form ($3,000 - $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
Contract Data Form
Agreement No.

Project Name:

(Admin Use)

Consultant Selection Process:

UPWP Task #:

Retainer Agreement
 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)

 Insurance certificate on file
 AF38 on file or submitted to
VTrans
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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 ________, 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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CCRPC Executive Committee
06/07/2017
Agenda Item 4b: Action Item

Action: Other Changes to Administrative & Operating Policies and Procedures

Background:

CCRPC uses one document for all policies and procedures, and is aptly
named Administrative and Operating Policies and Procedures.
Periodically there are additions, updates, and/or deletions that need to
be made to the document, and the Executive Committee is charged with
approving them. Staff are proposing some updates to coincide with the
beginning of the fiscal year. These updates are more minor than the
Procurement Policy update.
The proposed insertions, changes, or updates are included in the packet
for your consideration. The changes include:
•

New Job Description for the new position of Senior Business
Manager

•

Updated Job Description for the Transportation Business Manager

•

Updated Job Description for the Finance Assistant

•

Updated Salary Range Table

•

Updated Data Backup policy and procedures

•

Updated Equipment Disposal policy and procedure

Staff
Recommendation:

Staff recommends that the Executive Committee approve the updates to
the Administrative & Operating Policies and Procedures as presented.

Staff contact:

Forest Cohen, fcohen@ccrpcvt.org 861-0112

Position Description:

Senior Business Manager

Reports to:

Executive Director

Exemption Status:

Exempt

Minimum Qualifications:
1. Education and Experience: This position requires a Master’s Degree in planning,
transportation, public administration, business administration, accounting, or related field, with at
least six years of relevant professional experience illustrating progressively greater
responsibility. A Bachelor’s Degree and eight years’ experience may be substituted for a
Master’s Degree. At least three years must include direct experience with financial and
personnel management, preferably with a regional or metropolitan planning organization.
2. Computer Proficiency: Must be functional in a Microsoft Office environment. Expertise with
QuickBooks, or similar accounting software, is highly desirable.
3. Other Skills and Characteristics: The Senior Business Manager must have the ability to:
 Manage financial operations and human resource functions of the entire organization;
including regular financial reporting to the Board;
 Present ideas and findings (both written and oral) clearly and concisely;
 Maintain a working knowledge of public accounting practices for governmental
organizations, and federal and state employment laws and guidance; and
 Establish and maintain effective working relationships with a wide diversity of individuals
and groups.
General Responsibilities: The Senior Business Manager is responsible to the Executive
Director for senior leadership and management of the CCRPC’s financial management,
budgeting, and human resource functions, and will assist with the following:











Serve as the business office leader, including supervising the Transportation Business
Manager and Finance Assistant, overseeing business office and human resources
operations, assigning business office responsibilities, and encouraging collaboration
across CCRPC programs;
Assist the Executive Director in the design and implementation of an annual work program
and budget that will focus organizational resources to best serve Chittenden County
municipalities and their residents;
Assist the Executive Director and Program Managers in the human resources
management including preparation of position descriptions, candidate searches, and
annual performance evaluations;
Prepare or delegate preparation as appropriate, contracts with firms and/or individuals
performing planning services for CCRPC;
Oversee and review with the Executive Director the preparation of grant budgets and
contracts, and project management;
Oversee and review with the Executive Director in providing financial reporting to Board
members and CCRPC Committees as they decide on organizational priorities;
Oversee and review with the Executive Director the on-going improvement and
development of policies and procedures, and ensuring the proper documentation of such;






Assist the Executive Director with the review of agency and vendor contracts and
agreement prior to execution, and provides oversight and management of those
agreements after execution as appropriate;
Assist the Executive Director in strengthening effective public participation and build
relationships that will enable the organization to serve its clients better; and
Perform other tasks and duties as assigned.

Specific Responsibilities: Will vary with the needs of the organization.
5/30/2017

Position Description:
Manager

Business Manager/Executive AssistantTransportation Business

Reports to:

Executive DirectorSenior Business Manager or designee

Exemption Status:

Exempt

Minimum Qualifications:
1. Education and Experience: Bachelor's degree required with at least three years at a
technical or professional level in an administrative, supervisory, outreach, or executive
secretarial financial management role, OR; High school graduation with at least seven years
experience including three as defined above. For Business Manager, at At least one year in
preparing, maintaining, or monitoring financial accounts is required. Special Note: Graduate
work in public, business, or personnel administration, accounting, political science, or an equally
related field may be substituted for up to two years of experience on a semester for six months
basis.
2. Computer Proficiency: Must have a good working knowledge of Microsoft Office
applications. Experience with QuickbooksQuickBooks is highly desirable. for the Business
Manager position.
3. Other Skills and Characteristics: As applicable:
 Thorough knowledge of all advanced office procedures and equipment and ability to
maintain operation of the office and office staff.
 Excellent grammar, editing and writing skills including the ability to prepare and deliver
effective reports, both orally and in writing
 Ability to perform, as well as supervise, the implementation of complex clerical tasks
quickly and accurately
 Ability to work well under pressure and to work independently with little or no
supervision, and to identify need for and maintain confidentiality
 Exceptional administrative, managerial, and communications skills
 Effective interpersonal skills in dealing with both the private and public sectors
 Working knowledge of personnel principles and practices including affirmative action
philosophy
 Ability to read and correctly interpret laws, rules, and regulations of considerable
complexity and maintain organizational compliance with said regulations
 Working knowledge of budgeting and accounting principles and practices
 Awareness of computer technology and the potential of automated systems
 Basic bookkeeping knowledge and ability to maintain accurate financial records
 Ability to develop and install administrative procedures and to evaluate their
effectiveness
 Ability to exercise judgment and discretion in applying and interpreting agency policies,
rules and regulations
 Ability to identify operating problem areas and to implement effective remedial action
 Performs other assigned duties as required
4. General Responsibilities: May include the following:
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In this position, youThe Transportation Business Manager may be asked to perform a wide
variety of administrative and secretarial and financial functions to support the Executive
Directororganization. This is a support level position responsible for overseeing coordination of
activities related to the organization; including, managing consultant contracts, transportation
program billing, board communications, and performing office manager duties. , assisting the
Executive Director in a wide range of tasks, establishing and improving communications to
better serve the interests of member governments and maintain liaisons with members, public
officials, stakeholders for the organization. You Mmay be responsible for all some financialrelated activity of the organization under the direction of the Senior Business Manager.
Executive Director, who is the Fiscal Officer.

11/18/09 5/30/2017
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Position Description:

Finance Assistant

Pay Range:

$16 to $24/hour

Reports to:

Senior Business Manager

Exemption Status:

Non-exempt

Minimum Qualifications:
1. Education and Experience: Associate’s Degree in accounting or business
administration or related field; and a minimum of one year of responsible related experience;
or any equivalent combination of education, training, and experience.

2. Computer Proficiency: High proficiency required with MS Office applications and
QuickBooks.

3. Other Skills and Characteristics: As applicable:
















Knowledge of modern accounting theory, principles and practices, and of applicable
provisions of local, state and federal programs and applicable regulations
Knowledge of bookkeeping and accounting procedures and systems
Thorough knowledge of computer applications for accounting
Knowledge of office procedures and equipment
Ability to perform numerous tasks with frequent interruptions
Ability to handle inquiries tactfully and effectively
Ability to create and maintain complex records and prepare reports from such records
Ability to follow effective accounting procedures
Ability to initiate and carry out assigned projects to their completion
Ability to communicate effectively verbally and in writing
Ability to work well with co-workers and peers in partner organizations
Ability to operate standard office equipment
Aptitude for numbers and details
Excellent organizational, planning, and analytical skills
Performs other assigned duties as required

4. General Responsibilities: May include the following:
A Finance Assistant will work with the Senior Business Manager and the Transportation
Business Manager to provide skilled accounting and administrative work such as processing
accounts payable, accounts receivable, payroll, financial transactions, grant administration, staff
time tracking, and record keeping.
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Appendix A – Salary Ranges
Job Title

Minimum

Mid-Point

Maximum

Executive Director

85,000

102,500

120,000

Planning Program Manager/
Transportation Program
Manager/Senior Business Manager
Senior Transportation Planning
Engineer/ Senior Transportation
Planner/ Senior Planner/ Business
Manager/ Transportation Business
Manager/ GIS Data & IT Manager/
Communications Manager
Transportation Planner/ Planner/
Transportation Planning Engineer

65,000

77,500

90,000

55,000

68,000

81,000

40,000

52,500

65,000

Associate Planner/Finance Assistant

35,000

42,500

50,000

Last Updated: 7/20/165/30/2017
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which contain sexual implications, racial slurs, gender-specific comments or any other comment that
offensively addresses someone's age, sexual orientation, religious or political beliefs, national origin or
disability. CCRPC’s overall employee manual or code of conduct shall be considered the prevailing
authority in the event of possible misconduct.
Employees should note that any data and information on the system will not be deemed personal or
private. In addition, the e-mail system may not be used to send (upload) or receive (download)
copyrighted materials, trade secrets, proprietary financial information, or similar materials without prior
authorization.
Legal Proceedings
Information sent by employees via the electronic mail system may be used in legal proceedings or FOIAs.
Electronic mail messages are considered written communications and are potentially the subject of
subpoena in litigation or FOIA requests. CCRPC may inspect the contents of electronic mail messages in
the course of an investigation or FOIA, will respond to the legal process and will fulfill any legal
obligations to third parties.
Network Security
IT will monitor network security on a regular basis. Adequate information concerning network traffic and
activity will be logged to ensure that breaches in network security can be detected. IT will also
implement and maintain procedures to provide adequate protection from intrusion into CCRPC’s
computer systems from external sources. No computer that is connected to the network can have stored,
on its disk(s) or in its memory, information that would permit access to other parts of the network. Staff
should not store personal, business, member or other credit card/account information, or passwords within
word processing or other data documents.
Personal Computer Security
Only legally licensed software will be installed on CCRPC’s computers. Users are expected to read,
understand and conform to the license requirements of any software product(s) they use or install.
Software cannot be copied or installed without the permission or involvement of the IT System
Administrator. IT will configure all workstations with virus protection software, which should not be
removed or disabled. Each employee is responsible for protecting their computer against virus attack by
following IT guidelines for scanning all incoming communications and media, and by not disabling the
anti-virus application installed on their workstation. All staff will log out of the network and turn their
computers off before leaving the office at night.
Backup Procedures
All network resources are backed up nightlyhourly. The hourly backup is performed 24 hours a day,
seven days a week, and the files are kept for one month. , and tapes are rotated on a 2 week schedule and
stored off-site. Nightly backups are stored for one week. Data stored on the local PC drives is not
routinely backed up, and as a result, important data and applications should not be stored on the C: drives
of these machines. Staff working on especially crucial information are encouraged to backup these
projects to disks which can be supplied by the IT department to their personal network drive. Computer
users will be responsible for ensuring that the data stored on their local machines is backed up as required
by the owner.
CCRPC may choose to locate the backup server, and perform the corresponding procedures, offsite. The
backup schedule will be at least as rigorous as described in this section above. Arrangements shall be
made with the offsite host to ensure the security and integrity of the data. Remuneration and/or other
compensation may be provided to the offsite host as necessary and appropriate.
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Access to Organization Computers
CCRPC will provide computer accounts to all staff. External people who are determined to be
strategically important to CCRPC, such as temporary staff, volunteers, or contractors, will also be
provided accounts as appropriate, on a case-by-case basis. The employee managing the temporary or
contract staff assumes responsibility for the identification of access requirements and use of the account.
Accounts will be revoked on request of the user or manager or when the employee terminates
employment at CCRPC.
Replacement Policy
The IT Manager maintains a schedule of organization computers and IT related equipment. The schedule
includes date of purchase, relevant product information, date of replacement, and disposal method.
Employees may request to purchase a CCRPC computer that has reached the end of its organizational use.
To establish a fair purchase price, the employee will provide to the Executive Director at least two quotes
from the open market for the same, or very similar, computer. At the Executive Director’s discretion,
CCRPC may sell a computer to a staff person unless another disposal method is deemed more desirable or
appropriate.
Other IT related equipment shall be replaced before the end of its useful life. The CCRPC will identify
the equipment to be replaced each year to budget for the planned purchases.
Internet Use
The Internet is to be used for business purposes only. Employees with Internet access are expressly
prohibited from accessing, viewing, downloading, or printing pornographic or other sexually explicit
materials. In addition, employees should be mindful that there is no assurance that e-mail texts and
attachments sent within the company and on the Internet will not be seen, accessed or intercepted by
unauthorized parties.
Failure to comply with all components of the Computer and Technology Resource Usage Policy may
result in disciplinary action up to and including termination of employment. If you do not understand any
part of the policy, it is your responsibility to obtain clarification from your manager or the IT System
Administrator.
Software Usage
Employees are expected to use the standard software provided by IT, or identify applications they need in
the course of their work. Staff members should not download applications, demos or upgrades without the
involvement of the IT Administrator. Employees will use the standard e-mail system provided by CCRPC
for official e-mail communications, and should not install their own e-mail systems. Additionally, use of
instant messaging programs, such as ICQ, AOL Instant Messenger, Microsoft Messenger, etc., is
prohibited unless otherwise approved by management.
Failure to comply with all components of the Computer and Technology Resource Usage Policy may
result in disciplinary action up to and including termination of employment. Any employee who does not
understand any part of the policy is responsible for obtaining clarification from his or her manager or the
IT System Administrator.
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CCRPC Executive Committee
06/07/2017
Agenda Item 5: Action Item

Action: Auditor Selection

Background:

At the March meeting of the Finance Committee, and the April meeting of the
Executive Committee, it was proposed and then recommended that CCRPC seek
proposals for annual audit services. The recommendation was based on prudent
exercise of oversight responsibility, as a number of years had passed since the
CCRPC had gone out to bid for these services. There were no issues with the
current auditing firm.
A Request for Proposals was distributed in April. Three proposals were
submitted, including the incumbent auditing firm. The proposals were reviewed
by the Finance Committee, as well as Charlie, Bernie, and Forest.
The consensus of the Finance Committee and staff was to stay with the
incumbent firm, Sullivan Powers and Company. However, Sullivan Powers was
not the low bid, so the motion from the Finance Committee to recommend
awarding Sullivan Powers the contract included a request that Charlie and/or
Forest ask Sullivan Powers to align their price more closely with the competing
bids.
Fred Duplessis, principal at Sullivan Powers, agreed to lower the price from the
initial bid and resubmitted a cost proposal showing the adjustment. The cost
proposal is included on the following page. The price quoted for the annual audit
in Sullivan Power’s proposal represents a cost savings of $2,500 compared to the
cost of the audit conducted last fiscal year.

Committee/Staff
Recommendation:

The Finance Committee recommends that the Executive Committee award
Sullivan Powers and Co. the contract to provide annual auditing services for fiscal
year 2017, and subsequent years as deemed appropriate, for no more than five
years.

Staff contact:

Forest Cohen, fcohen@ccrpcvt.org 861-0112

Exhibit H
SULLIVAN, POWERS & CO.

FEE SCHEDULE
Based on our knowledge of the accounting system and the regulations and guidelines, we
have determined that the audit of the financial statements can be performed for a fee of $14,700
provided that the books are closed and reconciled and our to do list is completed prior to our
commencing fieldwork.
If a single audit is required for any year, our fee will be $5,000 for one (1) major
program and $3,000 for each additional major program.
A breakdown of our hours and rates for the 2017 financial statement audit are as follows:
Principal
In-Charge
Staff
Discount
Total

24 hours at $200.00 per hour
40 hours at $130.00 per hour
80 hours at $ 90.00 per hour

$ 4,800
5,200
7,200
(2,500)
$14,700

Fees for any additional accounting services will be based on the time of the individuals
performing the services at our standard hourly rates plus out-of-pocket expenses.
Our procedure is to bill monthly for work completed to date. Invoices are payable on
receipt. A finance charge of one percent (1%) per month will be charged on balances over thirty (30)
days.

MEMORANDUM
TO:
FROM:
DATE:

CCRPC Executive Committee
Charlie, Regina, Melanie, and Emily
May 31, 2017

SUBJECT:

ECOS Plan energy planning role

We very much appreciated the healthy discussion of the role that the CCRPC and our ECOS Plan should
play in planning for renewable energy development. In particular, by the end of the year, we will need
to decide on exactly what policy language will be included in the draft Plan.
To assist you and the CCRPC Board in making these decisions, we are providing the following
background and a draft recommendation. This recommendation is truly a draft that would benefit from
more in‐depth conversation at the next Executive Committee.
Background: An intent of Act 174 of 2016 was to provide municipalities and regions with greater
weight—substantial deference—in the Section 248 siting process for energy generation. To prepare for
this, over the past few months, we have asked for lists of “known” and “possible” constraints from our
municipalities. The State has also provided a map of known constraints. Known constraints are areas or
conditions in the municipality where no development is allowed, and possible constraints are conditions
that need to be mitigated for development to occur.
To determine the municipal constraints, we sent a memo to them on August 31, 2016, asking them to
identify those constraints for us. Virtually all of these municipal conversations have occurred with
planning commissions, energy committees, conservation commissions, and planning staff. They have
likely raised some level of expectation among these parties that the ECOS Plan may or will include
municipal constraints.
We are now seeking your direction about how to move this conversation forward in a constructive
manner.
Our draft recommendation, for your consideration, is to now seek some guidance from the municipal
elected bodies about how much they would like CCRPC’s ECOS Plan to include municipal constraints on
all development and thereby support municipalities in, or take on the burden of, representing our
municipalities in PSB hearings.
On the next page is a draft communication to the municipal elected bodies seeking their guidance. For
your information, the previous communications that have been sent to municipalities follow this memo.

5/31/2017 DRAFT COMMUNICATION:
Dear Legislative Body Chairs, Town Manager/Administrators, and CCRPC Board Members,
As you may recall, pursuant to legislative direction, CCRPC has been working on enhancing the energy
elements of the ECOS Plan to advance the State’s Comprehensive Energy Plan’s goals while being
consistent with local and regional needs and concerns. We are at a point in this process where we need
some guidance from the municipal elected bodies for your CCRPC representative to use in deliberations
at the CCRPC.
To help your decision‐making, please assume and be aware of the following:
 We can meet the region’s renewable energy generation targets as determined by the State.
 Known constraints are areas or conditions where no development is allowed (which would
include energy generation facilities) as determined by state laws and/or regulations or municipal
plans and/or bylaws.
 We are seeking feedback from the Department of Public Service with regard to these questions
as well.
 The ECOS Plan does not currently contain any language that would be considered regulatory in
nature.
Specific Request: Which of the following best reflects the desire of your legislative body and municipality
in terms of the role you want your regional plan (ECOS Plan) to play regarding energy siting and resource
protection:
1. Prohibit energy generation in areas with state and local known constraints?
2. Prohibit all development in areas with state and local known constraints?
3. Prohibit energy generation only in areas with state known constraints?
4. Prohibit all development only in areas with state known constraints?
5. Not prohibit energy generation in any areas, but rather, work with those municipalities that are
interested to develop municipal plans that contain analysis and policy statements that will
allow their plans to obtain substantial deference in future Public Service Board proceedings?
This issue was discussed quite a bit at our CCRPC Board Meeting on May 17th. We recognize that
feedback from the Department of Public Service may be helpful to you in your discussions on this. We
will get you the feedback as soon as we have it, but it may be a couple of months and we wanted to get
this question out to you as soon as possible.
At your request, we’d be happy to come and discuss this with you as there are many nuances. We
would like to receive your feedback by August 1st. Thank you for your consideration.

From: Melanie Needle
Sent: Sunday, April 30, 2017 9:13 PM
To: Melanie Needle <mneedle@ccrpcvt.org>
Cc: Emily Nosse‐Leirer <enosse‐leirer@ccrpcvt.org>; Charles Baker <cbaker@ccrpcvt.org>; Regina
Mahony <rmahony@ccrpcvt.org>
Subject: Municipal Energy Data Guide Now Available
Dear Planning Commissioners, Selectboard Members, and Municipal Planners;
CCRPC developed Municipal Energy Data Guides for each municipality to support local energy planning
and to assist municipalities with understanding their role in meeting the State’s energy goals. The
Guides contain preliminary draft estimates of energy use and renewable energy targets. To download
the memo and guide for your municipality click here.
Please review the Guide for your municipality and provide us with feedback by June 16th. We are
looking for input on preferred sites for renewable energy generation and comments on the ECOS Plan
policy for prohibiting renewable energy generation.
Additionally, CCRPC is hosting a presentation on Thursday May 11th from 6pm to 8pm at the CCRPC
Offices that will cover regional and municipal roles in complying with Act 174, the energy planning bill.
The presentation will also include details on the methodology used to develop the Municipal Energy
Data Guides. Please RSVP here.
Feel free to contact Melanie Needle, Senior Planner or Emily Nosse‐Leirer, Staff Planner with any
questions. (see contact information below)
Melanie Needle
Senior Planner
Chittenden County Regional Planning Commission
110 West Canal Street, Suite 202
Winooski, VT 05404
(802) 846‐4490 ext. *27
www.ccrpcvt.org
Emily Nosse‐Leirer
Planner
Chittenden County Regional Planning Commission
110 West Canal Street, Suite 202
Winooski, VT 05404
(802) 846‐4490 ext. *15
www.ccrpcvt.org

MEMORANDUM
TO: Bolton Planning Commission Members
FROM: Chittenden County Regional Planning Commission
DATE: August 31, 2016
RE: Regional Energy Planning
Project Overview
This memo is intended to serve as an introduction for planning commissioners to the Regional Energy
Plan project being undertaken by the Chittenden County Regional Planning Commission (CCRPC). CCRPC,
as well as other regional planning commissions, are working with the Vermont Department of Public
Service to develop Regional Energy Plans for their regions. These regional energy plans are intended to
advance the State’s Comprehensive Energy Plan’s goals while being consistent with local and regional
needs and concerns. The goals of the Vermont Comprehensive Energy Plan, are to:
1. Weatherize 80,000 Vermont homes by 2025
a. Intermediate goal of 60,000 homes by 2017
2. Get 90% of Vermont’s energy from renewable sources by 2050
a. Intermediate goal of 25% of energy from renewable sources by 2025, including 10% of
transportation energy
b. Intermediate goal of 40% of energy from renewable sources by 2035
3. Reduce total Vermont energy consumption by more than 1/3 by 2050
a. Intermediate goal of 15% reduction by 2025
The Chittenden County Regional Energy Plan will be a roadmap for Chittenden County to meet those
goals of energy consumption reduction, weatherization of homes and in‐region renewable energy
production. CCRPC is working with the Vermont Energy Investment Corporation (VEIC) as they develop
estimates of how much energy will need to be produced in Chittenden County, predominantly from
solar and wind.
Act 174, Energy Standards and “Substantial Deference”
The Regional Energy Plan must meet standards for energy planning that are currently being developed
by the Department of Public Service. Act 174 (signed into law in 2016) states that if a regional or local
plan is found to meet these standards, the plan is eligible for a “Determination of Energy Compliance.” If
a plan has received a “Determination of Energy Compliance” the plan will be given substantial
deference’ in the Public Service Board’s Section 248 process. The following definition of substantial
deference has been established in Act 174 for this purpose:
“The Board shall give substantial deference to the land conservation measures and specific
policies contained in a duly adopted regional and municipal plan…[meaning] that a land
conservation measure or specific policy shall be applied in accordance with its terms unless

there is a clear and convincing demonstration that other factors affecting the general good of
the State outweigh the application of the measure or policy.”
Once CCRPC’s Regional Energy Plan has received a Determination of Energy Compliance (around June
2018), we can evaluate municipal plans for compliance with the energy standards and issue
Determinations of Energy Compliance. Municipalities who wish to incorporate the energy standards into
their plans and seek a Determination of Energy Compliance before the completion of the Regional
Energy Plan can seek a Determination of Energy Compliance directly from the Department of Public
Service until July 1, 2018.
Energy Generation Mapping
The Regional Energy Plan must plan for Chittenden County to produce a significant portion of the energy
we use by 2050. To plan for this energy production, the Regional Energy Plan will contain maps of the
areas within the county that may be appropriate for wind and solar generation. CCRPC staff will be
visiting municipal planning commissions over the next month to discuss these maps and local and
regional constraints on renewable energy development. If your municipality has an energy committee,
please consider inviting them to the meeting. For more information, see the PowerPoint presentation
we have tailored for your community. We will also be creating an online map viewer so that you can
view the layers of your municipality’s map in detail.
PowerPoint: http://www.ccrpcvt.org/wp‐
content/uploads/2016/08/Bolton_RegionalEnergyPlanningPresentation_20160831.pptx
Map Viewer: http://www.ccrpcvt.org/our‐work/environment‐natural‐resources/energy/
We are required to send draft maps to the Department of Public Service on December 1, 2016. After
looking at the maps and reading about the mapping process in the PowerPoint above, please contact us
if there are areas that you think should be indicated as local constraints to solar and wind generation.
CCRPC staff are also available to answer questions or give presentations to planning commissions.
Schedule
September 2016: Outreach to Planning Commissions; CCRPC Energy Subcommittee first meeting
October: Projections of future energy use and production goals completed; Feedback from
municipalities on local constraints due
November: Regional and Local Energy Standards released by Department of Public Service; first draft of
energy production maps created.
May 2017: First draft of Regional Energy Plan completed, draft distributed for feedback
December: Local and State review of draft plan completed; revisions completed
February 2018: Regional Energy Plan adopted by CCRPC
June: 2018 Chittenden County ECOS Plan (included adopted Regional Energy Plan) adopted by CCRPC
Questions or Feedback?
Melanie Needle, Senior Planner
mneedle@ccrpcvt.org
(802) 846‐4490 ext. *27

Emily Nosse‐Leirer, Planner
enosse‐leirer@ccrpcvt.org
(802) 84604490 ext. *15

ANNUAL MEETING AGENDA
Wednesday, June 21, 2016, 5:30 pm
Catamount Golf & Country Club
1400 Mountain View Road
Williston, VT 05495
Business Meeting: 5:30 pm

DRAFT

CONSENT AGENDA: Minor TIP Amendments
DELIBERATIVE AGENDA
1.

Call to Order; Changes to the Agenda

2.

Public Comment Period on Items NOT on the Agenda

3.

Approve Minutes of May 17, 2017 Meeting *

4.

Warn Public Hearing for FY18-21 Transportation Improvement Program (TIP) * (Action: 2 min.)

5.

Election of Officers and Executive Committee for FY18 *

(Action: 2 min.)

6.

Chair/Executive Director’s Updates
a. Executive Director’s Report (to be sent separately)

(Information; 2 min.)

7.

Committee/Liaison Activities & Reports *
a. Planning Advisory Committee (draft minutes May 10, 2017)*
b. Energy Sub-Committee (draft minutes May 16, 2017)*
c. Transportation Advisory Committee (draft minutes June 6, 2017)*
d. Clean Water Advisory Committee (draft minutes June 6, 2017)*
e. MS4 Subcommittee (draft minutes June 6, 2017)*
f. Executive Committee (draft minutes June 7, 2017)*
g. Long Range Planning Committee (draft minutes May 11, 2017)*

(Information; 2 min.)

8.

Adjournment

(Action; 2 min.)

Business meeting to be followed by hors d’oeuvres and cash bar with guest speaker:
Agency of Natural Resources Secretary, Julie Moore
*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.

Upcoming Meetings - Unless otherwise noted, all meetings are held at our offices:
 Energy Sub-committee – Tuesday, June 20, 2017; 5:00 p.m.
 Transportation Advisory Committee - Wednesday, July 5, 2017; 9:00 a.m.
 Clean Water Advisory Committee - Wednesday, July 5, 2017; 11:00 a.m.
 Executive Committee - Wednesday, July 5, 2017; 5:45 p.m.
 Planning Advisory Committee - Wednesday, July 12, 2017; 2:30 p.m.
 Long Range Planning Committee – Thursday, July 13, 2017; 8:30 a.m.
 CCRPC Board Meeting & TIP Public Hearing- Wednesday, July 19, 2017; 6:00 p.m.
 Energy Sub-committee – Tuesday, July 18, 2017; 5:00 p.m.

Tentative future Board agenda items:
July 19th

Board training @ 5:15
FY18‐21 TIP Public Hearing & Approval
Final Draft Municipal Roads General Permit comments

NO AUGUST BOARD
MEETING

‐‐‐

September 20th

Draft MTP, CEDS, Energy ECOS Plan Updates review

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.

