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I. Purpose 
The CCRPC Community Liaison Policy establishes a consistent framework for compensating 
individuals who support CCRPC’s outreach and engagement work as community liaisons. 
 
Community Liaisons play a vital role in building relationships between CCRPC and communities 
that have been historically underrepresented in planning processes. They assist staff in designing 
and conducting inclusive engagement by providing cultural and linguistic expertise, recruiting 
participants, facilitating dialogue, and helping to ensure CCRPC’s work reflects a broad range of 
community perspectives. 
 
This policy is distinct from CCRPC’s Stipend Policy, which compensates individuals for their 
participation in meetings, focus groups, or other engagement activities. Community Liaisons are 
compensated hourly for contracted services that go beyond participation and include outreach, 
coordination, and facilitation. 
 

II. Eligibility  
Community Liaisons may be engaged by CCRPC either as:  

• Individuals working independently, or  
• Individuals working through a partner organization that provides community liaison 

services.  
Eligibility is based on trusted relationships within specific communities, relevant lived experience, 
cultural or linguistic expertise, and the ability to support inclusive engagement practices. 
Individuals in either of the above categories will be treated as personal service vendors 

III. Compensation 
Community liaisons are compensated at an hourly rate for services rendered. Rates are 
determined at the outset of each project and are based on:  

• The project budget;  
• The liaison’s experience, expertise, and role; 
• The scope and complexity of the work; and  
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Prevailing rates paid by peer organizations (e.g., CVOEO, AALV, TCV, etc.) Compensation rates, 
anticipated hours, deliverables and timelines will be defined in advance and documented in 
writing.  

Payment will be issued to the organization, when the liaison is working a partner organization, or 
directly to the individual, when the liaison is working independently. Community liaisons are 
required to submit monthly invoices detailing hours worked. Payment will be made following staff 
review and approval.  

IV. Staff Process for Payment  
CCRPC staff must follow the process outlined below when issuing payments to community 
liaisons: 

1. Invoice Submission: The community liaison (or partner organization) submits an invoice 
(see Appendix B) to the project lead by the end of the month. Invoices must include dates, 
hours worked, activities performed, and the total amount due. Receipts for any purchases 
must be included.  

2. Staff Review and Approval: The staff project lead reviews the invoice for accuracy, 
confirms that the work aligns with the agreed-upon scope, and approves it for payment.  

3. Submit to Business Office: The approved invoice is submitted to the Business Office along 
with: 

a. The associated Task Number; and 
b. Confirmation that sufficient funds are available in the project budget. 

4. Payment Processing: The Business Office issues payment and retains documentation in 
the project file.  

 

V. Documentation 
CCRPC staff must maintain documentation for all community liaison engagements, including: 

• Written confirmation of scope of work, rates, and deliverables; 
• Copies of invoices and payment records; and,  
• Completed W-9 forms for any individual or organization paid directly by CCRPC. 

 
For individuals paid directly by CCPRC, staff are responsible for ensuring compliance with IRS 
requirements. If total payments to an individual exceed $2,000 in a calendar year, CCRPC will issue 
a 1099 form in accordance with federal reporting requirements.  
 

VI. Approval  
This policy was approved by CCRPC’s Board of Directors on Wednesday, February 19th, 2026. 
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VII. Appendix A: Community Liaison Resources for Staff 
The following resources are available to CCRPC staff to support the identification, engagement, 
and coordination of community liaisons for CCRPC projects. These resources are intended to help 
staff partner effectively with trusted community-based organizations and individuals to support 
inclusive, equitable community engagement. 

This appendix will be updated periodically by CCRPC staff to reflect changes in community 
engagement peer organizations, contact information, and any active agreements, contracts, or 
memoranda of understanding related to community liaison support. 

CVOEO Community Ambassadors 
The Champlain Valley Office of Economic Opportunity (CVOEO) has a team of paid bi- and multi-
lingual Community Ambassadors with lived experience in outreach, organizing, educating, and 
advocating for their communities. These Ambassadors can support community outreach, 
facilitation/co-facilitation, and information sharing. 

• Website: www.cvoeo.org 
• Languages Offered: Nepali, Lingala, Chinese/Mandarin, Spanish, Arabic, French, Swahili, 

Somali, Maay Maay, Thai, Bosnian, Russian, Portuguese, Bembe, Kirundi, Kinyarwanda, 
Dari, Pashto, and more. 

• Sign-Up Form: Fee-for-Service Program Form 
• Cost: $68/hour (as of December 2025) 
• Contact: Shiferaw Gemeda, Associate Director of Racial Equity and Community Inclusion, 

sgemeda@cvoeo.org  
• Advance Needed / Turnaround Time: Contact CVOEO for scheduling availability. 

Burlington’s Trusted Community Voices (TCV) Program 
The TCV program seeks to enhance community engagement efforts, build trust, and foster dialogue 
between Burlington's immigrant and refugee communities and local government. 

• Website: https://www.burlingtonvt.gov/1110/Trusted-Community-Voices-TCV 
• Languages Offered: Nepali, Somali, Swahili, Congolese, Karen, Burundi, Vietnamese, and 

Arabic.  
• Cost: Unknown 
• Contact:  Office of Racial Equity, Inclusion, & Belonging (REIB), reib@burlingtonvt.org 

CCRPC Community Engagement Advisory Committee (CEAC) 
Members of CCRPC’s Community Engagement Advisory Committee (CEAC) may also provide 
community liaison services. For more information, contact Anne Nelson Stoner, Outreach & 
Engagement Manager, at anstoner@ccrpcvt.org. 

https://www.cvoeo.org/
https://www.cvoeo.org/oreci-fee-for-service-program
mailto:sgemeda@cvoeo.org
https://www.burlingtonvt.gov/1110/Trusted-Community-Voices-TCV
mailto:reib@burlingtonvt.org
mailto:anstoner@ccrpcvt.org
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Additional Organizations That May Support Liaison Efforts:  

• AALV 
AALV supports New Americans through a range of integration services, including bridging 
case management, workforce development, behavioral health awareness, and interpreter 
services. The organization employs multicultural, multilingual staff to help clients transition 
successfully to living and working in Vermont. 

o Contact: Yacouba J. Bogre, Executive Director, at jbogre@aalv-vt.org or Thato 
Ratsebe, Associate Director and Programs Manager at tratsebe@aalv-vt.org or 802-
985-3106 

• Winooski School District  
The Winooski School District employs eight Multilingual Liaisons to serve as cultural 
brokers between multilingual communities and the school.  

o Contact: Kirsten Kollgaard, Director of Multilingual Learners Program, at (802)-383-
6098 or kkollgaard@wsdvt.org 

• Winooski Parents & Students Project  
Winooski Parents & Students Project supports immigrant and New American communities 
in Vermont through assistance with case management, advocacy, cultural brokers, 
interpretation services and referral assistance.  

o Contact: Corali Cotrina, Founder and Executive Director, at 
corali.cotrina@gmail.com or wps.vt.info@gmail.com 

Note: If interpretation or translation is required as part of a project, please refer to CCRPC’s 
Language Access Plan for procedures on securing language services. 

 
  

mailto:jbogre@aalv-vt.org
mailto:tratsebe@aalv-vt.org
mailto:kkollgaard@wsdvt.org
mailto:corali.cotrina@gmail.com
mailto:wps.vt.info@gmail.com


 

 CCRPC Community Liaison Policy 
 

Date Adopted: February 19, 2026 
 

   
 

VIII. Appendix B: Community Liaison Invoice Template  

INVOICE 
INVOICE #0002 
DATE: October 25, 2025 

 

Name 
Address 

TO: 
CCRPC 
Chittenden County Regional Planning Commission 
101 West Canal Street, Suite 202 
Winooski, VT 05404 
 
FOR: 
Project Name 

  
DATE DESCRIPTION HOURS RATE AMOUNT 

          

          

          

          

          

          

          

          

TOTAL   
Make all checks payable 
to Name. Total due in 30 
days. 
  

  
Thank you! 
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IX. Appendix C: CCRPC Community Liaison Agreement Template 
This Community Liaison Agreement (“Agreement”) is entered into by and between the Chittenden 
County Regional Planning Commission (CCRPC) and the Community Liaison identified below.  
 
Liaison Information 
Community Liaison Name: ___________________________________________  
Organization (if applicable): _________________________________________  
Mailing Address: ___________________________________________________  
City/State/Zip: ____________________________________________________ 
Email: _______________________________ Phone: _____________________  
 
Purpose of Engagement  
CCRPC is engaging the Community Liaison to provide outreach, coordination, facilitation, and/or 
related services in support of inclusive community engagement for the project identified below. 
This Agreement documents the agreed-upon rate, anticipated hours, scope of work, and 
expectations in accordance with CCRPC’s Community Liaison Policy. 

Project Name: _____________________________________________________  
CCRPC Project Lead: _______________________________________________  
CCRPC Task Number: _______________________________________________ 
 
Term of Agreement 
Start Date: ___________________    End Date (or anticipated completion): ___________________  
This Agreement may be modified only by written agreement of both parties. 

Compensation 
Hourly Rate: $________________ per hour  
Anticipated Hours: ___________________ hours (estimate)  
Not-to-Exceed Amount (if applicable): $________________  

The Community Liaison will submit monthly invoices detailing dates worked, hours, activities 
performed, and total amount due. Payment will be issued following CCRPC staff review and 
approval. If the Liaison is working through a partner organization, payment will be made directly to 
that organization. 
 
Scope of Work 
The Community Liaison agrees to perform the following services:  

•  
•  
•  
•  

Expected Deliverables  
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•  
•  
•  
•  

Any substantial change to scope, hours, or deliverables must be approved in writing in advance.  

Independent Contractor Status  
The Community Liaison is engaged as an independent contractor (personal service vendor) and is 
not an employee of CCRPC. The Liaison is responsible for all applicable taxes and legal 
compliance reporting. A completed W-9 must be submitted prior to payment.  

Representation and Organizational Expectations  
When performing services under this Agreement, the Community Liaison represents CCRPC in 
community settings. The Liaison agrees to:  

1. Conduct engagement activities in a respectful, inclusive, and culturally responsive manner;  
2. Communicate accurately about CCRPC’s role and the scope of the project;  
3. Maintain confidentiality of sensitive or personally identifiable information obtained through 

project activities;  
4. Disclose any actual or potential conflicts of interest to the CCRPC Project Manager;  
5. Refrain from making commitments on behalf of CCRPC beyond the agreed-upon scope of 

work;  
6. Adhere to applicable CCRPC policies relevant to the engagement.  

Failure to meet these expectations may result in termination of this Agreement. 
 
Termination 
Either party may terminate this Agreement with written notice. CCRPC will compensate the 
Community Liaison for approved services rendered through the effective date of termination.  
 
Signatures  
By signing below, both parties agree to the terms outlined in this Agreement.  
 
Community Liaison 
Signature: ___________________________________________  
Name (Print): _________________________________________  
Date: ________________________________________________ 
 
The Chittenden County Regional Planning Commission  
Signature: ___________________________________________  
Name (Print): _________________________________________  
Date: ________________________________________________ 


