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therefore be encouraged.  Participation in workshops, training sessions, seminars, etc. are encouraged and 

expected as long as they do not interfere with the work of the employee.  CCRPC commits to including 

reasonable funding, within their annual budget, for such activities except during times of financial 

distress. 

Staff Training 
The CCRPC will conduct regular periodic all-staff trainings on the following topics: 

• Discrimination/Harassment  

• Diversity/Equity/Inclusion 

• Fraud Detection/Prevention/Reporting 

• And other topics as necessary and/or beneficial 

Membership Organization Annual Dues 
Annual dues may be reimbursable to an employee upon approval by the Executive Director and subject to 

funding availability.  Membership organizations include, but are not limited to, the American Planning 

Association and its Chapters and Sections, the Vermont Planners Association, the Institute of 

Transportation Engineers, the American Society of Civil Engineers, the National Association of Regional 

Councils and the Association of Metropolitan Planning Organizations. 

Employees must be active in the organization for CCRPC to reimburse membership fees.  Active 

participation includes, but is not limited to, attending local, state, regional or national meetings and/or 

educational opportunities provided by the membership organization. 

Registration Fees 
CCRPC will pay for registration fees and related costs for participation in relevant workshops, training 

sessions, seminars, and regular meetings for employees.  Registration fees up to $1,500 may be covered in 

full.  This must be approved in advance by the Executive Director and subject to funding availability.  It 

is expected that the employee will prepare brief written and/or oral reports to the staff on this activity. 

Significant Professional Development  
Employees may request to have costs covered and time away from work for professional development 

opportunities that require significant investment, but aren’t for credit at a higher learning institution.  

CCRPC may reimburse up to 75% for professional development costs of $1,500 or more.  These requests 

will be considered by the Executive Director on a case by case basis.  The cost of the professional 

development opportunity may be shared by the employee as deemed appropriate.  For professional 

development costs of $1,500 or more an employee must return the CCRPC’s contribution if they leave 

employment within a year of completion.  CCRPC may grant up to 50100% of the time spent on the 

professional development opportunity to be paid time.   

Tuition Reimbursement Program 
CCRPC will reimburse up to 75% of an employee’s tuition costs for higher education courses for credit 

that are related to the needs of CCRPC.  Permission and recommendation for use of the tuition 

reimbursement program must be obtained from the Executive Director prior to course registration, and is 

subject to funding availability.  Employees must have worked for CCRPC at least one year before being 

eligible for this program. 

Awards shall be made quarterly or by semester strictly on a reimbursement basis after the employee has 

successfully completed the course with a grade of C or better (a passing grade must be received in 

pass/fail courses).  Course attendance is on the employee’s own time.  This program is to be used for any 

job-related courses or for course requirements relative to obtaining goals in line with a career path 

Formatted: Font color: Dark Green, (none)

Formatted: Bulleted + Level: 1 + Aligned at:  0.25" +
Indent at:  0.5"

Formatted: Font color: Auto, English (United States)



 

Administrative and Operating Policies and Procedures – Part 1  
Personnel Policy 25 

Life Insurance 

A Life Insurance and Accidental Death and Dismemberment policy in the amount of 2 times annual 

salary up to a maximum of $200,000  may be provided by CCRPC for employees in certain job categories 

under a group plan.  Each eligible employee shall name his or her beneficiary, which may be changed 

upon written notification.  The Commission reserves the right to require an employee contribution toward 

the premiums dependent on the Commission’s budget. 

 

The CCRPC may provide access to voluntary group life insurance at the employee’s expense when 

available.    

Dental Care Benefits 

Employees in certain job categories and their dependents are eligible and can participate in the Dental 

Plan authorized by the CCRPC.  Domestic partners may be considered dependents for the purposes of the 

dental plan.  The Commission reserves the right to require an employee contribution toward the premiums 

dependent on the Commission’s budget.   

Retirement Plan 

CCRPC is a participant in the Vermont Municipal Employees’ Retirement System (VMERS).  Eligible 

employees may choose to enroll in either a Defined Benefit or a Defined Compensation Plan.  CCRPC 

currently contributes 10% of an eligible employee’s compensation to the Plan.  Employees are required to 

contribute a percentage of their own compensation based on the contribution levels set by VMERS.  

Employees enrolled in the Defined Benefit Plan are required to contribute a percentage of their own 

compensation to the Plan.  Contribution levels for employers and employees may be changed by VMERS 

according to their regulations.  As CCRPC contributes a greater percentage of compensation than is 

required by VMERS, required contribution increases are borne by the employee.        

VMERS information can be requested from the CCRPC and/or accessed here:     

http://www.vermonttreasurer.gov/retirement/municipal-vmers 

IRS Deferred Compensation 

The State of Vermont 457 Deferred Compensation Plan may be available to employees in certain job 

categories. An employee may request to defer any portion of compensation for which he or she is eligible 

by IRS.  The employee must furnish the necessary assurances of compliance with IRS regulations, along 

with proper authorization forms to withhold a fixed amount of compensation. 

State of Vermont 457 Deferred Compensation Plan information can be requested from the CCRPC and/or 

accessed here: 

https://vermont457retire.gwrs.com/loginTemplate.do?accu=Vermont&nodeId=3816 

http://www.vermonttreasurer.gov/retirement/municipal-vmers
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Leaves and Holidays 

Employee Leaves and Holidays are described in the following sections:  Figure 3,on page 31, Leave 

Summary and Eligibility by Employee Type shows employment categories and relative Leaves and 

Holidays.  Pay for absence is computed at the regular hourly rate.  Time off granted in accordance with 

guidelines shall not be credited as time worked for the purpose of computing overtime or trade time.  

Paid Time Off 

CCRPC combines vacation and sick time into “Paid Time Off” or PTO. CCRPC believes that paid time 

off is very important to the wellbeing and continued productivity of employees.  Employees in certain job 

categories are entitled to Paid Time Off (PTO) benefits.  The amount of PTO to which employees are 

entitled is based on the length of service at the CCRPC.  Employees with up to five years of service earn 

24 days a year.  Employees with between six and ten years of service earn 29 days per year.  Employees 

with eleven or more years of service earn 34 days of PTO per year after completing ten years of service.  

Eligible employees earn PTO on a monthly basis as a pro-rated share of the days per year.  The Executive 

Director may grant a different amount of PTO accrual than prescribed by years of service upon hire as 

needed.at their discretion. 

Employees may carry over a portion of PTO across calendar years.  For employeesEmployees with up to 

eleven ten years of service, they may carry over a maximum of 15 days of unused PTO.  For 

employeesEmployees may carry over 20 days of unused PTO  after completing ten years of service.  with 

eleven or more years of service, they may carry over 20 days of unused PTO.  The Executive Director 

may grant a different amount of PTO carry over than prescribed by years of service at their discretion.  

The Executive Director may allow an employee to carry over an additional 5 days of accrued PTO into 

the following calendar year. for use during a planned family leave.    

The employee is responsible for managing their PTO “account” and ensuring use of PTO days in a 

manner that allows them to meet their leave needs throughout the year.  PTO may only be taken in excess 

of that earned in unusual circumstances and with the advance approval of the Executive Director. 

Except in cases of personal or immediate family illness or emergency situations, request for time off over 

two days should be submitted in writing to the Executive Director at least one week in advance for 

approval.   Use of two days or less of PTO requires only that the Executive Director be notified. Every 

effort will be made to accommodate employee requests. 

Employees are encouraged to take five uninterrupted days of PTO as vacation every year.    

Employees who take PTO in excess of eight consecutive workdays due to documented illness or non-

work injury may be eligible for benefits under the short-term disability policy of CCRPC.  

Paid time off may be taken in hourly increments. 

If an employee leaves before the end of a year, PTO will be prorated.  If the employee has taken PTO in 

excess of the prorated time, the last paycheck will be adjusted to account for the discrepancy. 
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Required Certifications 
According to OMB 2 CFR Part 200.415, Required Certifications, all annual fiscal reports and any 

invoices requesting payment or reimbursement must include a certification signed by an official who is 

authorized to legally bind the non-Federal entity.  The certification must read as follows: 

“By signing this report, I certify to the best of my knowledge and belief that the report is true, complete, 

and accurate, and the expenditures, disbursements and cash receipts are for the purposes and objectives 

set forth in the terms and conditions of the Federal award. I am aware that any false, fictitious, or 

fraudulent information, or the omission of any material fact, may subject me to criminal, civil or 

administrative penalties for fraud, false statements, false claims or otherwise. (U.S. Code Title 18, Section 

1001 and Title 31, Sections 3729-3730 and 3801-3812).” 

 

Reporting Systems 

Federal award recipients are required to register and update information in the System for Award 

Management (SAM).  CCRPC will maintain its SAM registration annually, and update 

information as needed.  The Senior Business Manager will be responsible for maintaining current 

and accurate SAM registration. 

 

The Federal Funding Accountability and Transparency Act (FFATA) requires prime awardees to 

report information on their subrecipients receiving $25,000 or more in federal funds in the 

Federal Funding Accountability & Transparency Act Subaward Reporting System (FSRS).  

CCRPC will report information on subrecipients receiving $25,000 or more of federal funds in 

FSRS.  The Senior Business Manager will report subrecipient information into FSRS as 

necessary. 

 

InvoicesAccounts Receivable 

 

For invoices completed by staff (Senior Business Manager, Senior Planner, or other as 

necessary) the following procedures apply: 

 

• Invoices are recorded in QuickBooks with the proper date and amount verified by the 

Senior Business Manager. 

• All supporting documentation for staff charges (time sheets), direct or other pass-through 

charges are gathered, copied, and attached to the invoice by the Senior Business 

Manager.   

• A physical copy of the invoice is presented to the Executive Director for review and 

approval before an invoice is sent. 

• The Senior Business Manager retains a copy of the invoice both electronically in the 

appropriate contract folder and in hard copy in the appropriate physical contract 

folder/binder. 

• The Senior Business Manager or appropriate staff person sends the invoice in the desired 

format. 

• Business Office staff will prepare an accounts receivable aging report for review by the 
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Senior Business Manager at least monthly.  The Executive Director may review or 

request the report as necessary.  Action will be taken to collect accounts that are overdue.   

 

Monthly Processing 

 

The following information is collected on a monthly basis in order to complete month-end 

processing and invoices:  

 

• Timesheets are completed by all employees.  Each employee signs their timesheet, 

which is then passed to the Executive Director for approval.  Timesheets are printed 

out by the Senior Business Manager and the data is entered into QuickBooks. 

• Expense reports, approved by the Executive Director, corresponding to the month 

ending are collected from employees. 

• All bank statements are reconciled in QuickBooks and filed by the Senior Business 

Manager.  

• Senior Business Manager completes any month end Journal Entries which are 

required:  accrued salaries and PTO time, and verifies that monthly automatic entries 

such as Prepaid Expenses, Unearned Income/Deferred Income, and Depreciation have 

occurred properly and continue to be for the correct amounts. 

• The Senior Business Manager calculates, prepares, verifies, executes after Executive 

Director approval, records and files 401(a) retirement account and 457 employee 

payroll deduction contributions. 

• A Profit & Loss Statement against annual budget and Cash Flow report are prepared 

by the Senior Business Manager, approved by the Executive Director, and presented 

to the Executive Committee. 

 

Payrol l  

 

Employees are paid bi-weekly: 

 

• Staff enters their daily time into their timesheets.  For hourly employees time must be 

entered completely by the end of each pay period.  Salaried employees hours are 

periodically checked to ensure salary basis and actual hours worked are in alignment. 

• Monthly timesheets are prepared and certified by staff and approved by the Executive 

Director. 

• The Senior Business Manager enters employee hours and other necessary data into the 

CCRPC’s bank payroll services online portal. 

• The Senior Business Manager reviews the information provided by the online portal and 


