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I. Purpose  
The Chittenden County Regional Planning Commission (CCRPC) believes that involving all who are, were, or will 
be impacted by regional planning in decision-making processes is critically important to seeing successful 
planning outcomes. Inclusive and comprehensive community participation leads to more resilient, sustainable, 
and equitable outcomes that reflect the needs and perspectives of all community members. It strengthens social 
connections and enhances accountability and trust in decision-making.  

The purpose of this policy is to reduce barriers to participation so that community members who might otherwise 
be unable or reluctant to volunteer their time can meaningfully engage in regional planning. Compensation is a 
tool for equitable engagement, not an entitlement for all participants, and is offered when doing so enables a 
broader and more representative range of voices to contribute to CCRPC’s work. This policy provides a consistent 
framework for when and how community members may be compensated for their time and expertise in CCRPC-
led processes. 

The benefits of compensating community participants include:   

• Increased Engagement: When people are compensated for their participation, they are more likely to 
prioritize and dedicate time to community activities, leading to more engaged and sustained involvement. 

• Greater Inclusivity: Including input from impacted communities encourages diverse perspectives by 
allowing individuals from all socio-economic backgrounds to engage with fewer financial barriers.   

• Acknowledging and Addressing Barriers to Participation: Actively addressing barriers such as 
transportation, childcare, and time helps shift traditional public participation from its historically exclusive 
nature to encourage systemically marginalized communities' involvement. 

• Honoring Lived Experience: Compensation recognizes the value of culturally informed knowledge and 
lived experiences, integrating community wisdom to ensure regional planning is informed, relevant, and 
impactful while acknowledging the financial and emotional costs of participating. 

• Relationship Building: Acknowledges that CCRPC and the region benefit from community input and helps 
build reciprocity into relationships with community members and organizations.  

• Reduced Project Delays: Early and robust participation can reduce project delays and lower staff time 
and costs by ensuring the right voices are involved at the right time. 

• More Robust Engagement: Helps set a standard for valuing the work of community members and 
promotes a culture where community engagement is seen by members of the public as a legitimate and 
respected field. 

Allowability and Alignment with Federal and Regional Requirements 
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This policy is consistent with the federal Title VI of the Civil Rights Act, the Chittenden County ECOS Regional Plan, 
and the U.S. Department of Transportation’s Promising Practices for Meaningful Public Involvement in 
Transportation Decision-Making. It also reflects CCRPC's commitment to addressing social, historical, and 
institutional barriers that have excluded systemically marginalized communities from decision-making.  

According to the Promising Practices report, use of federal transportation funds for stipends or compensation is 
allowable when the expenditure is both: 

1. Necessary and reasonable to achieve adequate and representative public participation; and 
2. Directly related to advancing equitable engagement outcomes within a CCRPC plan, program, or policy.  

Different grants or funding sources may have varying rules regarding whether and how participant compensation is 
permitted. CCRPC will review each project’s funding requirements to ensure compliance. When a funding source 
does not permit stipends or direct compensation, CCRPC will, whenever possible, identify alternative methods to 
reduce participation barriers.  

II. Eligibility   
Eligible Participants: Community members are eligible to receive stipends only if they are not participating as a 
paid representative of their employer or another organization and are not otherwise being compensated for their 
time through that employer or organization, and who may face one or more barriers to participation that would 
make it difficult to engage without compensation. Barriers to participation may include, but are not limited to:  

• Financial hardship or lost wages resulting from time spent participating;  
• Transportation challenges or costs; 
• Childcare or dependent care responsibilities;  
• Technology barriers that make engagement more difficult; or  
• Other circumstances that may limit a person’s ability to participate without compensation.  

 
Municipal representatives are eligible to receive stipends if they meet the criteria above. CCRPC recognizes that 
resources and practices differ across our communities. Regional committees often include municipal 
representatives who serve outside their regular jobs and on top of other local responsibilities – such as City 
Council, Selectboard, or Planning Commission work. Because CCRPC Board and committee service is an added 
commitment, stipends can help acknowledge that extra time and reduce barriers to participation. 
 
People under the age of 18 are eligible to receive compensation at the same rates as adults for their participation, 
provided existing statewide labor laws regarding minors are followed.  
 
Please note that stipends cannot be issued to organizations or donated on behalf of an individual. Stipends are 
intended to be paid directly to individuals to help address barriers to participation. 

 
Ineligible Participants: The following individuals are not eligible to receive stipends under this policy:  

• Individuals who are participating as paid representatives of their employer or another organization, or who 
are otherwise being compensated for their time through that employer, organization, or another funding 
source for the same activity; 

• Consultants or contractors compensated through separate agreements with CCRPC. 
 

https://www.ccrpcvt.org/resources/title-vi-civil-rights/
https://www.ccrpcvt.org/our-work/our-plans/ecos-regional-plan/
https://www.transportation.gov/priorities/equity/promising-practices-meaningful-public-involvement-transportation-decision-making
https://www.transportation.gov/priorities/equity/promising-practices-meaningful-public-involvement-transportation-decision-making
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IRS W-9: Members of standing committees (such as a project advisory committee or work group) where the 
annual earnings are expected to approach or exceed the IRS threshold of $2,000 must provide CCRPC a signed W-
9. CCRPC will not collect a W-9 in advance of one-time community focus groups or other events. When 
participants receive payment from CCRPC in any form (cash, gift card, check) this information is documented 
internally and CCRPC may require participants to submit a W-9 once they approach the IRS threshold. To 
complete a W-9, participants must provide their legal name, Social Security Number, and current mailing address. 
 
Eligible Activities: Stipends may be offered for participation in CCRPC activities that require a significant time 
commitment, such as:  

• Membership and participation in CCRPC’s Board; 
• Membership and participation in a CCRPC standing committee (i.e., Community Engagement Advisory 

Committee, Planning Advisory Committee, Transportation Advisory Committee, etc.); 
• Service on project specific or topic specific advisory committees or working groups; 
• Participation in focus groups, workshops, surveys or facilitated discussions that inform CCRPC studies, 

plans or projects. 
 

III. Volunteer Stipend Policy 
The compensation amounts are informed and determined by several factors, including:  

• Best practices from other organizations and communities across Vermont and the country;  
• Current living wage (as of 2025, the living wage for a single adult in Burlington, the most expensive 

municipality in Chittenden County, is $25.33 per hour. For a single adult with one child, the living wage 
increases to $48.31 per hour); 

• Recommendations from CCRPC’s Community Engagement Advisory Committee members; 
• The level of responsibility, skill, expertise, and experience required; 
• The time commitment, including preparation, coordination, travel and meeting time;  
• The emotional labor often experienced by marginalized groups in contributing to CCRPC’s work 1; 
• Market rate for contractors CCRPC may otherwise hire; and  

 
Service/Knowledge 
Provided from 
Community Member 

Description Typical Time 
Commitment  

Compensation 
Amount  

CCRPC Board or 
Committee Member  

Participates in regular, 
monthly meetings. Often 
involves reviewing materials 
ahead of time and some 
email correspondence. 

Monthly, 1.5-2 
hours $75 per meeting  

Project Advisory 
Committee or Workgroup 

Participates in a series of 
meetings over the course of 
a CCRPC project.  

Ongoing for the 
duration of a 
project, 1.5 
hours. 

$75 per meeting 

 
1 Emotional labor refers to the effort and control it takes to display the organizationally appropriate sentiment—whether that’s 
cheerfulness, compassion, discipline, or neutrality—when personal emotions run counter to those expected and required. 
It’s labor because there’s emotional dissonance—a mismatch between expected and felt emotions.  
https://www.psychologytoday.com/us/basics/emotional-labor 

https://www.psychologytoday.com/us/basics/emotional-labor
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Focus Group Participant  

Participates in a one-time 
engagement event such as a 
focus group, meeting, 
interview, or one-time 
workgroup. 

1-1.5 hours $75 per meeting 

Half-day CCRPC Event 

Participates in a half-day 
event, such as a community 
workshop, a Housing 
Convening, conference, etc. 

Between 2-4 
hours $100-$200 

Full-day CCRPC Event 
Participates in a full-day 
event such as a conference 
or other event.  

Between 4-8 
hours $200-400 

Survey Participant  
Participates in a one-time 
survey or questionnaire to 
provide feedback or insights. 

5-30 minutes 

May be eligible 
to win a $25-$50 
gift certificate 
through a raffle. 

 
IV. Volunteer Stipend Procedure 

The payment process must be thoroughly documented by CCRPC staff. The administrative burden of providing 
documentation needed to receive compensation should be minimized for the community member receiving it. 
Anyone receiving compensation must review, sign and return a Stipend Opt-In & Acknowledgement Form (see 
Appendix A and B) and their attendance must be verified on a meeting sign-in sheet and/or in the meeting notes.  

CCRPC staff must collect signed W-9s from all participants receiving stipends for ongoing activities. A new 
W-9 must be collected each calendar year.  

For CCRPC purposes, community members being compensated less than $2,000 per calendar year are 
considered volunteers. Those being compensated more than $2,000 per calendar year are considered 
independent contractors. The $2,000 threshold is based on IRS rules that require CCRPC to report this as income 
to the recipient. Recipients are legally responsible for reporting this income to the IRS. 

 
Offering and Opting-in to Stipends 
CCRPC uses an opt-in process to identify community members who wish to receive compensation. 
 

For the Board, committees and 
ongoing engagement activities (e.g., 
project advisory committees) 

Offer compensation to all participants at the outset 
and whenever new members join, providing the 
Stipend Opt-In & Acknowledgement Form (Appendix 
A), sharing eligibility guidelines, outlining available 
payment options, and addressing questions. Staff 
should collect W-9s from all participants receiving 
stipends for ongoing activities. 
 

For one-time engagement activities 
(e.g., focus groups)  

Offer compensation to all participants by sharing the 
Stipend Opt-In & Acknowledgement Form (Appendix 
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B), providing eligibility guidelines, and answering 
questions. Staff do not need to collect W-9s from one-
time participants. 
 

For virtual events Provide an electronic version of the Stipend Opt-In & 
Acknowledgement Form (Appendix A or B, as 
applicable). Participants may complete the form 
electronically before or after the event using a fillable 
PDF, online form, or by notifying staff via email and 
subsequently submitting a completed form. A 
completed form must be on file before stipends are 
issued. 

 
  
Payment Options 
When possible, staff are encouraged to offer different payment options for those opting in to receive 
compensation. This allows for a more inclusive process, decreasing the barriers to receiving compensation. 
Options for payment include a CCRPC-issued paper check sent by mail, pre-paid gift cards by mail (or handed out 
in person), or cash.  
 

 MAILED CHECK PHYSICAL 
GIFT CARD 

ELECTRONIC 
GIFT CARD 

CASH  

THIS OPTION IS 
ACCESSIBLE IF 
COMMUNITY 
MEMBERS 
HAVE... 

Mailing address;   
Ability to wait for 
payment (up to 4 
weeks)  

Mailing 
address (if 
mailing); 
Ability to wait 
for payment 1-
2 weeks (if 
mailing)  
 

Email address 
 

Attended the 
CCRPC event in 
person. 

MAY NOT BE 
ACCESSIBLE 
TO... 

People who are 
unhoused or 
experiencing 
housing instability; 
People experiencing 
poverty; 
People who do not 
have an Individual 
Taxpayer 
Identification 
Number (ITIN)  
 

People who 
have other 
costs not 
payable with a 
gift card (rent, 
gas, utilities, 
etc.); 
Older 
populations.  

People with 
limited to no 
internet access; 
People who have 
other costs not 
payable with a 
gift card (rent, 
gas, utilities, 
etc.); 
Older 
populations.  

Remote 
participants.  

SOCIAL 
SECURITY 

Yes—monetary 
payment by check 
requires SSN, 

Only if the 
individual 
receives a 

Only if the 
individual 
receives a total of 

Only if the 
individual 
receives a total 
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NUMBER (SSN) 
REQUIRED? 

statewide vendor 
number, or ITIN.  

total of $2,000 
or more in a 
calendar year. 

$2,000 or more in 
a calendar year. 

of $2,000 or 
more in a 
calendar year. 

 

V. Approval  
This policy was approved by CCRPC’s Board of Directors on Wednesday, January 21, 2026. 
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VI. Appendix A: Stipend Opt-In & Acknowledgement Form (Board and Committees ) 
Thank you for participating in regional planning! Please complete this one-page form to indicate your stipend 
eligibility and preferences.  

Eligibility: Community members are eligible to receive a stipend if they are not participating as a paid 
representative of their employer or another organization and are not otherwise being compensated for their time, 
and who face one or more barriers to participation that would make it difficult to engage without compensation. 
Barriers may include financial hardship, transportation challenges or costs, childcare or dependent care 
responsibilities, technology barriers, or other circumstances that may limit a person’s ability to participate without 
compensation.  

TODAY’S DATE: _________________________________ 
COMMITTEE NAME:______________________________________________ 
PARTICIPANT FIRST & LAST NAME:___________________________________________________ 
PHONE NUMBER OR EMAIL (FOR INTERNAL USE ONLY):______________________________ 
MAILING ADDRESS (FOR INTERNAL USE ONLY):______________________________ 

STIPEND ELIGIBLITY & OPT-IN  
1. Are you eligible to receive a stipend? 
☐ Yes  ☐ No 

2. Do you wish to receive a stipend for your participation?    ☐ Yes  ☐ No  

3. IRS Acknowledgement  
I understand that if the total amount I receive from CCRPC approaches or exceeds $2,000 in a calendar year, I 
must complete an IRS Form W-9 to continue receiving compensation. 
 
Initials: ________ 

STIPEND RECEIPT 
I acknowledge that I am participating in meetings organized by the Chittenden County Regional Planning 
Commission (CCRPC) and will receive $75 as compensation for my time and participation. 

Participant Signature: _________________________________________          

Privacy Notice: Your information will only be used for processing stipends and required tax reporting. 

QUESTIONS?  
Please reach out to Anne Nelson Stoner, Outreach & Engagement Manager, at anstoner@ccrpcvt.org with any 
questions.  

VII. Appendix B: Stipend Opt-In & Acknowledgement Form (One-Time Events) 
Thank you for participating in regional planning! Please complete this one-page form to indicate your stipend 
eligibility and preferences.  

mailto:anstoner@ccrpcvt.org
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Eligibility: Community members are eligible to receive a stipend if they are not participating as a paid 
representative of their employer or another organization and are not otherwise being compensated for their time, 
and who face one or more barriers to participation that would make it difficult to engage without compensation. 
Barriers may include financial hardship, transportation challenges or costs, childcare or dependent care 
responsibilities, technology barriers, or other circumstances that may limit a person’s ability to participate without 
compensation. 

TODAY’S DATE: _________________________________ 
MEETING/FOCUS GROUP TITLE/TOPIC:______________________________________________ 
LOCATION:_________________________________________________________________________ 
PARTICIPANT FIRST & LAST NAME:___________________________________________________ 
PHONE NUMBER OR EMAIL (FOR INTERNAL USE ONLY):______________________________ 
MAILING ADDRESS (FOR INTERNAL USE ONLY):______________________________ 

STIPEND OPT-IN  
1. Are you eligible to receive a stipend? 
☐ Yes  ☐ No 

2. Do you wish to receive compensation for your participation?    ☐ Yes  ☐ No 

3. IRS Acknowledgement  
I understand that if the total amount of compensation I receive from CCRPC approaches or exceeds $2,000 in a 
calendar year, I will be required to complete an IRS Form W-9 in order to continue receiving compensation. 
 
Initials: ________ 

STIPEND RECEIPT AMOUNT RECEIVED: $______________ 
 
I acknowledge that I have participated in a meeting / focus group organized by the Chittenden County Regional 
Planning Commission (CCRPC) and have received the above-stated amount in cash as compensation for my time 
and participation. 

By signing below, I confirm that: 
 - I have received the payment in full. 
 - I understand this payment is for my voluntary participation. 
 - I have no further financial claims related to this meeting/focus group session. 

Participant Signature: ______________________________________________________________ 
Date: ______________________________________ 
CCRPC Staff Name: ________________________________________________________________ 
Staff Signature (confirming payment): _______________________________________________ 
Date: _______________________________________ 

Privacy Notice: Your information will only be used for processing stipends and required tax reporting. 
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QUESTIONS?  
Please reach out to Anne Nelson Stoner, Outreach & Engagement Manager, at anstoner@ccrpcvt.org with any 
questions. 

 

 

  

mailto:anstoner@ccrpcvt.org


  CCRPC Stipend Policy 
Date Adopted: January 21, 2026 

 

  
CCRPC Stipend Policy | Last Updated: January 2026 

 

10 

 

VIII. Appendix C: Internal Payment Process & Documentation (for CCRPC Staff Use) 
 
Payments by Mailed Check  

1. Document attendance: Ensure participants are listed on a sign-in sheet or in the meeting notes/minutes. 
2. Request checks: Email the Business Office requesting issuance of stipends. Include: 

o Names and addresses of all participants receiving stipends; 
o Stipend amount (e.g., $50); 
o Task number under which the payment falls (CCRPC committee participation generally falls under 

Task #8.1.1 unless there is clearly no transportation nexus) 
o Link to meeting notes and/or sign-in sheet. 

3. Record stipends: Enter recipients into the Stipend Tracking Spreadsheet for the correct annual year. In the 
sheet titled “Stipend Tracking – STAFF USE,” please list the name, month, event name, event date, task 
number, staff lead, minutes, and payment method. This spreadsheet allows the Outreach & Engagement 
Manager to monitor when participants approach the $2,000 W-9 threshold. 

Payments by Gift Card (Physical or Virtual) 

1. Purchase gift cards: Buy Visa gift cards at a local pharmacy or grocery store. Use your CCRPC credit card 
and follow the standard receipt submission process. Write the purchase date on each card. Note: A fee of 
$3.95–$5.95 per card applies.  Also, most stores have a limit to the value of gift cards that can be 
purchased at one time (typically $500), so be sure to plan ahead.  

2. Record purchases: Log all gift card purchases on the “Stipend Purchases – STAFF USE” tab of the 
appropriate annual Stipend Tracking Spreadsheet. Record the number of cards purchased, the per-card 
fee, purpose, etc. This log automatically tracks available gift card inventory.  

3. Secure storage: Keep gift cards in a locked location, either in your office or with the Outreach & 
Engagement Manager (who will provide access details). 

4. Document attendance: Ensure participants are listed on a sign-in sheet or in the meeting notes. 
5. Distribute at event: After the event, distribute gift cards to participants as they complete the Stipend Opt-

In & Acknowledgement Form (see Appendix B). Collect forms at the door and provide gift cards in 
exchange. Upload completed forms to the “Signed Forms” folder in the appropriate annual year in the 
Stipend folder. 

6. Record stipends: Enter each distribution into the Stipend Tracking Spreadsheet, including participant 
name, event, task number, minutes, link to signed forms, etc. For the “CCRPC Cost” column, include the 
card value plus the purchase fee.   

Payments by Cash  

1. Request cash: Two weeks prior to the event, request a check for the total amount of cash from the 
business office. The business office will issue the requesting staff member a check within a week.   

2. Cash the check: At a bank of choice cash the check ensuring the bills received are exact and will not 
require change. 

3. Secure storage: Keep cash in a locked location, either in your office or with the Outreach & Engagement 
Manager (who will provide access details). 

4. Document attendance: Ensure participants are listed on a sign-in sheet or in the meeting notes. 
5. Distribute at event: After the event, distribute cash to participants as they complete the Stipend Opt-In & 

Acknowledgement Form (see Appendix B). Collect forms at the door and provide cash in exchange. Upload 

https://ccrpcvt.sharepoint.com/sites/Shared/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FShared%2FShared%20Documents%2FOutreach%20%26%20Engagement%2FStipends&viewid=900f22a3%2D2e96%2D4d06%2Dbdb2%2D6e425e14dfa0
https://ccrpcvt.sharepoint.com/sites/Shared/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FShared%2FShared%20Documents%2FOutreach%20%26%20Engagement%2FStipends&viewid=900f22a3%2D2e96%2D4d06%2Dbdb2%2D6e425e14dfa0
https://ccrpcvt.sharepoint.com/sites/Shared/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FShared%2FShared%20Documents%2FOutreach%20%26%20Engagement%2FStipends&viewid=900f22a3%2D2e96%2D4d06%2Dbdb2%2D6e425e14dfa0
https://ccrpcvt.sharepoint.com/sites/Shared/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FShared%2FShared%20Documents%2FOutreach%20%26%20Engagement%2FStipends&viewid=900f22a3%2D2e96%2D4d06%2Dbdb2%2D6e425e14dfa0
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completed forms to the “Signed Forms” folder in the appropriate annual year in the Stipend folder. Inform 
the business office of how much cash was distributed and to whom (Stipend Tracking sheet will contain 
this information).  

6. Record stipends: Enter each distribution into the Stipend Tracking Spreadsheet, including participant 
name, event, task number, minutes, link to signed forms, etc.   

Notes:  

• You do not need to email the Business Office regarding gift card payments. As long as receipts are 
submitted and the Stipend Tracking Spreadsheet is updated, the Outreach & Engagement Manager will 
report gift card activity monthly. 

• You do not need to collect W-9s for gift card recipients in one-time engagement activities. The risk of any 
participant exceeding $2,000/year is low. The Outreach & Engagement Manager will monitor totals to 
ensure compliance. 

 

 

https://ccrpcvt.sharepoint.com/sites/Shared/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FShared%2FShared%20Documents%2FOutreach%20%26%20Engagement%2FStipends&viewid=900f22a3%2D2e96%2D4d06%2Dbdb2%2D6e425e14dfa0
https://ccrpcvt.sharepoint.com/sites/Shared/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FShared%2FShared%20Documents%2FOutreach%20%26%20Engagement%2FStipends&viewid=900f22a3%2D2e96%2D4d06%2Dbdb2%2D6e425e14dfa0

