TOWN OF HARTFORD SPECIAL/EMERGENCY
SELECTBOARD AGENDA
Tuesday, July 18, 2023, 5:30pm
Hartford Town Hall, 171 Bridge Street,
White River Junction, VT 05001

This meeting will be conducted in person at Town Hall only

l. Call to Order the Selectboard Meeting (5:30)

1. Pledge of Allegiance

CHANGE IN AGENDA — ADD ITEM
QUECHEE COVERED BRIDGE REQUEST FOR PREAUTHORIZATION OF
SHORT BID AFTER SIMON PEARCE DAM (vetted OML with VLCT this morning
and this is acceptable)

IIl.  Simon Pearce Dam
IV.  Quechee Covered Bridge Request for Preauthorization of Short Bid
V. Adjourn the Selectboard Meeting



Agenda Memorandum
July 18, 2023
Town Selectboard

Submitted by: Gail Ostrout

Subject: Simon Pearce Dam

Background: Following the July 9" & 10™ rain event, the Town identified some abnormalities
at the dam by Simon Pearce in Quechee. As a precaution we have requested no
pedestrian foot traffic in or around the Ottauquechee River from the dam to the
Quechee Gorge while we await further inspections.

Discussion: Plan of Action

Financial Impact:

N/A to the Town for Dam Repairs

Recommendation:

That the Selectboard approve and sign the property owner letter regarding the plan of action for the
Simon Pearce Dam.

Dot

Acting Town Manager /Finance Director




TOWN OF HARTFORD
MUNICIPAL OFFICES
171 Bridge Street
White River Junction, Vermont 05001

Telephone: 802/295-9353  Fax: 802/295-6382
website: www.hartford-vt.org

Serving the Villages of Hartford € West Hartford 4 White River Junction ¢ Wilder ¢ Quechee

July 18, 2023

Simon Pearce Quechee Main Street Mill
Attn: Jay Benson, CEO

109 Park Road

Windsor, VT 05089

RE: 1760 Quechee Main Street
Simon Pearce Dam - Plan of Action

Mr. Benson,

We’re writing this letter in regard to the recent flooding event and the impact it has had
on the Town of Harford including community partners such as yourself. Town staff has had a lot
of interaction over the past week, both with your building and now the dam. It has been an
impressive operation to witness as your staff has worked tirelessly to restore the building. We
appreciate the communication and coordinated efforts by your staff to ensure safe operations
along with building safety.

The challenges we have now been faced with in regard to the dam have been a more
intense situation with a lot of unknowns. Due to our continued teamwork, this challenge has been
well looked into with fluid communications between all involved parties. We believe that the
next question or task is figuring out what we do next to resolve this potential hazard. With that
being said, we have created a plan of action that notes the final steps and keeps all involved
parties informed of what the end goal is.

1. Public Advisory to stay in effect until further notice - Obvious structural damage confirmed
and unknown to what extent. Any form of evaluation or inspection will require the water level to
decrease to gain visual capability of the entire dam.

2. Monitoring - Simon Pearce is to continuously monitor and document (pictures) dam until
further notice for any potential changes or immanent failures. They will report any potential or
imminent hazards immediately.

Administration: 295-9353 @ Listers: 295-3077 4 Planning & Development: 295-3075  Treas./Finance Dept.: 295-3002 4 Town Clerk: 295-2785
Parks & Recreation: 295-5036 # Highways, Water. Wastewater: 295-3622 @ Solid Waste Management: 295-5740 @ Police Department: 295-9425
Fire Department: 295-3232 4 Hartford Housing Authority: 295-5047
Area Code 802



3. Contact Dam Regulatory Agency - Federal Energy Regulatory Commission - Division of
Dam Safety and Inspections (FERC) has been contacted (per Mike Finley of Simon Pearce) and
will be advised of the situation and its potential impact on public safety. Since this is the agency
who has authority over this dam and its compliance to specific rules/standards, FERC will have
the authority capacity moving forward.

4. Evaluation & Inspection - Once determined by the regulatory agency, specific evaluations
and inspections should be conducted to confirm both dam safety and also compliance with the
rules/standards enforced by FERC.

5. Notification - Simon Pearce will update and furnish any relevant information to Town of
Hartford Officials for reasons of public safety. We welcome your attendance at our regularly
scheduled board meeting on Tuesday July 25, 2023 to provide us and the community an update
on your progress. In addition, we request a monthly update during our regularly scheduled board
meetings.

Thank you,

Town of Hartford Selectboard and Acting Town Manager

Soshit




QUECHEE DAM POST JULY 9-10
FLOOD

Comparisons to May 15,2023 and July 19t, 2022
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May [, 2023, higher than normal flow
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AGENDA MEMORANDUM
July 18, 2023
Town Selectboard Special Meeting Item:

Submitted by: Bryan R. Gazda, Director, Department of Public Works

Subject:

Background:

Discussion:

Impact:

Recommendation:

Recommendation to Pre-authorize Funding for Ottaquechee Riverbank Slope
Emergency Repairs

The northern slope of the Ottaquechee River in the immediate vicinity of the bridge’s
road deck and the parking area on Main Street sustained serious erosion during the
flooding event on July 10, 2023. Due to this erosion, the bridge was inspected by Tim
Schaal, Schaal Engineering on behalf of the town, and the recommendation is to keep
vehicle traffic off the bridge until the slope is stabilized.

Pre-authorization to allow the Acting Town Manager or designee to sign a contract for
emergency repairs of the bridge in an amount not to exceed $100,000. The Department
of Public Works has prepared a competitive bid package with a tentative bid opening
date of July 28, 2023. The estimated cost is based on anticipated time and material using
federal Davis-Bacon wage rates and anticipate aggregate and culvert pipe costs.

In consultation with Christopher Bump, District 4 VVTrans representative, the bridge is
part of the Federal Highway Administration (FHWA) road system, and this emergency
repair is eligible for the FHWA Emergency Repair Program. This program can allow
for 100% reimbursement of eligible costs, but Mr. Bump has stated that time is of
essence in getting the project started to be eligible for 100% reimbursement. Also,
delaying the authorization could extend the time the bridge is closed due to a lack of
contractors with the necessary experience and equipment to complete the project.

Emergency repairs are needed immediately to protect the bridge’s superstructure,
roadway, and adjacent parking area from further damage. In addition, the closure of
the bridge has a daily impact on residents and tourist in the Quechee area during the
height of the summer tourist season.

It is recommendation of staff the Selectboard pre-authorize the Acting Town Manager
or designee to execute a contract for the emergency repairs of the riverbank slope for
the Quechee Bridge in an amount not to exceed $100,000. Executed contract and
update will be provided to board at the August 8, 2023.

e

Xcting Town Manager




Route FAS 0168 /

/Q\VERMONT Structure #00006 / (Flood Inspection)

AGENCY OF TRANSPORTATION TR 08 FAS 168 over OTTAUQUECHEE RIVER
Team Lead: Martin Kelley, Inspection Date: 07/14/2023

Maintenance Needs
Date Reported: 07/14/2023
Priority: Flood Event Status: Open

Type of Work: 4 - Approach - Approach Component: Approach
settlement/erosion repair

Deficiency Description

Heavy loss of approach embankment along abutment 2 downstream end which is severe. Area needs to have large stone
put in place that extends from top of ledge all the way up to top of embankment. The drop inlet drainage pipe needs to be
extend out when fill get to pipe height and then filled in rest of way.

Remarks

DS channel Abutment



Town of Hartford
Emergency Slope Stabilization

Request for Bids
Project No. 2023-H8 B

The Town of Hartford is requesting bids for emergency slope stabilization services at the northeast
corner of the Quechee Covered Bridge.

Scope of Work: Contractor shall provide all necessary services and materials to construct the temporary
Type IV stone slope as depicted on plan according to the specifications, timelines and schedules generally
described below.

Minimum Standards: Work shall comply with the minimum standards demonstrated on the sheet S1
entitled “Temp. Slope Stabilization, Quechee Covered Bridge, Waterman Hill and Quechee Main St.”,
dated 7/17/23, by Schaal Engineering, PC.

Bacon Davis Act: All wages paid to the various classes of laborers and mechanics employed under the
contract including subcontractors are to be paid no less than the locally prevailing wages and fringe
benefits paid on projects of a similar character as determined by the Secretary of Labor for Windsor
County, Vermont. Each invoice shall be accompanied by Certified Payroll Form a WH-347.

Project Limits: The project shall not extend beyond the original limits of fill.

Traffic Control: The project must comply with part six of the current Manual on Uniform Traffic Control
Devices as necessary .

Erosion Control: Work shall comply with applicable Vermont standards for erosion prevention and
sediment control.

Excavation Permit and Bond: The project is temporary in nature and subject to adverse flooding
conditions. No permit, warranty or bond is required.

Working Hours/Days: Unless otherwise permitted by the director, working hours shall not be operated
on Sundays, or between the hours of 7:00 p.m. and 6:30 a.m., except in emergency situations.
Notwithstanding the foregoing, all construction equipment used during any such exempt activity shall be
fitted with the original or equivalent of factory-installed muffling devices, with all construction equipment
to be maintained in good working order except as permitted.

Workmanship: Contractor shall perform all services associated with this bid in a good workmanlike
manner consistent with industry standards and according to the specifications and performance
standards established by Town, if any. Town has the right to inspect and may reject any services provided
by Contractor under this Agreement that, in the Town’s determination, were not completed in a good
workmanlike manner or that otherwise failed to satisfy the established specifications or performance
standards.




Restoration: Restoration of the adjacent surfaces including topsoil, seed, much, hardpack, shrubs, trees,
and fencing is to be included.

Compensation: Compensation for the above services will be determined by time and materials required
at the unit cost provided on page 2 of the bid form. Laborers shall be paid labor rates not less than those
set forth by the Secretary of Labor for Windsor County, Vermont as required by the Bacon Davis Act.

Insurance: Before commencing work on this Contract the Contractor must provide certificates of
insurance to show that the following minimum coverages are in effect. Contractor agrees that it will
provide and maintain during the entire term of this Agreement the following insurances with at least the
indicated amounts of coverage and provide Municipality a certificate of insurance showing such
coverages before providing any services under this Agreement: (1) Commercial General Liability insurance
coverage with a policy limit of at least $1,000,000 per occurrence and $2,000,000 in aggregate; (2)
Business Automobile Liability coverage with total liability limits of at least $1,000,000; and (3) Statutory
Workers’ Compensation insurance. If Contractor is not required by law to carry workers’ compensation
insurance, in place of proof of workers’ compensation insurance Contractor may provide a fully executed
Non-Employee Work Agreement specifying the particular provision of 21 V.S.A §601(14)(F) that exempts
Contractor from having to carry such coverage.

Selection Process: The basis of the proposal selection shall include:

e Availability of workforce and equipment.

e Prior experience and past record of performance.

e Labor, equipment, and material rates.

* Any or other criteria considered relevant by the Town.

Instructions: Proposals must be submitted in a sealed envelope clearly labeled “Quechee Covered Bridge
— Emergency Slope Repair” and will be received at the Town Manager’s Office, 171 Bridge Street, White
River Junction, Vermont, 05001, no later than 11:00 A.M. on Friday, July 28, 2023. Proposals received
after the noted time and date will not be accepted. Faxed proposals will not be accepted. For questions
on the proposal, please contact Christopher Holzwarth, Public Works Project Manager by e-mail at
cholzwarth@hartford-vt.org.

Rejection of Bids: The Town of Hartford reserves the right to reject any or all proposals or to award
contracts in whole or in part if it is deemed in the best interest of the Town.

Revision to the Request for Bids: The Town of Hartford reserves the right to modify any technical and
submission requirements associated with this proposal and the scope of work.

Limitations of Liability: The Town of Hartford assumes no responsibility and no liability for costs incurred
by the proposer in responding to the Request for Proposal or in responding to any further request for
interviews, additional data, etc. prior to issuance of a contract.



Town of Hartford, Vermont
Department of Public Works
Emergency Slope Stabilization
Project No. 2023-H8_C
July 17, 2023

Bid Form

BIDDER'S NAME:

LEGAL ADDRESS: ZIP CODE:

MAILING ADDRESS (IF DIFFERENT FROM ABOVE):

ZIP CODE:

TELEPHONE AREA CODE: NUMBER:

EMAIL ADDRESS:

DATE:

PROJECT NO: 2023-H8_C (Emergency Slope Stabilization Bid Worksheet)

RECEIPT OF BIDS: 11:00 AM, LOCAL TIME, FRIDAY, July 28t 2023

ADDRESSED TO: Hartford Town Manager’s Office
Emergency Slope Stabilization Bid Worksheet (Project No. 2023-H8_()
c¢/o Christopher Holzwarth, Public Works Project Manager
171 Bridge Street
White River Junction, VT 05001
Telephone: (802) 295-3622
Fax: (802) 295-7051
E-Mail: cholzwarth@hartford-vt.org




Bid Form (Continued)

Item Laborer/Equipment/Material Cost/Unit Est. Quantity Cost
la /Hr. S
1.b /Hr. S
l.c /Hr. S
1.d /Hr. S
l.e /Hr. S
1.f /Hr. $
Sub-Total $

Iltem Equipment Type Rate Per Hour Est. Quantity Cost
2.a /Hr. S
2.b /Hr. 3
2.c /Hr. S
2.d JHr. S
2.e /Hr. S
2.f /Hr. S
Sub-Total $

Iltem Material Type Unit Cost Est. Quantity Cost
3.a S
3.b S
3ic S
3.d S
3.e S
3.f $
Sub-Total $

Item Miscellaneous Unit Cost Est. Quantity Cost
4.a | Traffic Control S
4.b | Mobilization/Demobilization S
Sub-Total $

Total Estimate $

1. Unit pricing shall include all necessary items and task including but not limited to mobilization,
excavation, disposal of waste materials, preparation of base, stone bedding, backfill, topsoil, seed,
mulch, hardpack, fencing, erosion control, traffic control, demobilization, all appurtenances and labor
required, and all applicable taxes, permits, bonds, and fees required by all legal authorities at the
location to complete the work.




Bid Form (Continued)

The undersigned, having carefully examined and thoroughly perused specifications for the above-named
project; and become fully familiar with all conditions affecting the work required by those specification,

including the scopes of work, hereby proposes to provide all materials, labor, services, etc., at the rates
set on page 2 with a total estimated cost of.

TOTAL DOLLARS:

(Words)

(Figures)
SIGNATURE:

PRINTED NAME AND TITLE:

By signing this page, you state that you are an authorized representative, and
have reviewed and are presenting this bid on behalf of your business entity.



7~ VERMONT

Vermont Department of Environmental Conservation Agency of Natural Resources
Watershed Management Division

100 Mineral Street Suite 330 [phone] 802-490-6962
Springfield, VT 05156 [fax] 802-885-8890

AUTHORIZATION TO CONDUCT NEXT FLOOD MEASURES
Pursuant to Section F of the Vermont Stream Alteration General Permit

Project Number: NFM - 3290 — 2023
Applicant Name: __ Town of Hartford Phone: (802) 295-3622 Email: cholzwarth@hartford-vt.org
Mailing Address: _ 173 Airport Rd, WRJct, VT 05001 Lat/Lon: 43.64555, -72.41875

Project Location: Quechee Covered Bridge River: Ottauguechee River

The Secretary of the Vermont Agency of Natural Resources (VT ANR) has determined that:
1. This project authorizes Repairs to bridge abutment damaged by July 2023 Storm. This is needed for public safety.

2. The proposed activity is eligible for coverage under the VT ANR Stream Alteration General Permit — Next Flood
Measures.

3. The proposed activity will meet the terms and conditions of Section F of the General Permit provided:
e The project will be completed as discussed with Chris Holzwarth, DPW Project Manager.

e The project is proportional to the threat and conditioned to cease when the threat to life or to improved property
has ended.

e The project will not result in a threat to life, public health or safety.

e The project will meet the standards detailed in subsection E.2.1 and E.2.2 of the General Permit.

e The project will meet Stream Alteration Standards to the greatest extent possible.

e The River Management Engineer is notified by phone or email when the project is started and completed (802)
490-6962, scott.jensen@vermont.gov.

e Afinal construction inspection is required for any culvert and bridge related work.

e Additional conditions:

If there are any changes in the project plan or significant deviation in construction from the discussed plan, the Permittee
must notify the River Management Engineer immediately.

If the project is constructed as you have described, as shown on the above referenced approved plans and according to the
above conditions, there is no reason to expect any violation of Vermont Water Quality Standards.

Julia S. Moore, Secretary

Department of Eqvironmental Conservation Permit Expires: December 31, 2028
g ,b
Afg@l pAS~—— Dated: July 13, 2023

Scott Jensen, PE River Management Engineer

To preserve, enhance, restore, and conserve Vermont's natural resources, and protect human health, for the benefit of this and future generations.
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1.0 INTRODUCTION AND PURPOSE

The purpose of this Policy and the related procedures is to establish an effective purchasing system
based upon standard procedures that are utilized by all departments on a consistent basis; to maximize the
purchasing value of public funds in procurement; to provide safeguards for maintaining a procurement
system of quality and integrity. With a formal system of buying goods and services, the Town of
Hartford is clear about what it is purchasing, keeps its spending priorities in line with the goals of the
Climate Action Plan, avoids disputes with vendors, provides a full audit trail of purchases, allows level
competition to set prices, controls spending and limits the possibility of waste, creates an organized
system of checks and balances, and enhances publictrust.

This Policy applies to all contracts for the procurement of supplies, materials, services, and
construction, entered into by the Town. It shall apply to every expenditure of public funds of the Town
for public purchasing, irrespective of the source of the funds. When the procurement involves federal
or state financial assistance, the procurement shall be conducted in accordance with any applicable
federal or state laws and regulations in addition to thisPolicy.

2.0 DEFINITIONS

2.1 Bid. The offer or proposal of the bidder submitted on the prescribed form setting forth the
prices for the work to be performed.

2.2 Bidder. Any person, firm or corporation submitting a bid for the work.

2.3 Bonds. Bid, performance, and payment bonds and other instruments of security, furnished by
the contractor and his surety in accordance with the contractdocuments.

2.4 Brand Name or Equal Specification. A specification limited to one or more items,
manufacturers names, or catalog numbers to describe the standard of quality, performance, and
other salient characteristics needed to meet the Town’s requirements, and which provides for
the submission of equivalent products.

2.5 Brand Name Specification. A specification limited to one or more items by manufacturer’s
names or catalog numbers.

2.6 Business. Any corporation, partnership, Limited Liability Company, sole proprietorship,
individual, joint venture, or any other private legal entity.

2.7 Change Order. A written order to the contractor authorizing an addition, deletion, or revision
in the work within the general scope of the contract documents, or authorizing an adjustment
in the contract price or contract time.

2.8 Contract. All types of Town agreements, regardless of what they may be called, for the
procurement of materials, supplies, services, or construction.

2.9 Confidential Information. Any information which is available to an employee only because of
the employee’s status as an employee of the Town, is not a matter of public knowledge, or
available to the public on request.

2.10 Construction. The process of building, altering, repairing, improving or demolishing any
public structure or building, or other public improvements of any kind to any public real
property. It does not include the routine operation, routine repair, or routine maintenance of
existing structures, buildings, or real property.

2.11 Contract Documents. The contract, including any advertisement for bids, information for
bidders, bids, bid bonds, agreements, payment bonds, performance bonds, notices of award,
notices to proceed, change orders, plans, specifications, and addenda.

2.12 Contract Price. The total monies payable to the contractor under the terms and conditions of
the contract documents.
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2.13 Contract Time. The number of calendar days stated in the contract documents for the
completion of the work.

2.14 Contractor. The person, firm, or corporation with whom the Town has executed the agreement.

2.15 Employee/Official. An individual drawing a salary or wage from the Town; any non-
compensated individual performing personal services for the Town or any department, agency,
commission, board, or any other entity established by the executive or legislative branch of the
Town; and any non-compensated individual serving as an elected or appointed official of the
Town.

2.16 Invitation to Bid. All documents, whether attached or incorporated by reference, utilized for
soliciting sealed bids.

2.17 Person. Any business, individual, union, committee, other organization, or group of
individuals.

2.18 Procurement. The buying, purchasing, renting, leasing, negotiating or otherwise acquiring of
any materials, supplies, services, or construction. It also includes all functions that pertain to
the obtaining of any material, supply, service, or construction, including description
requirements, selection, and solicitation of sources, preparation and award of contract, and all
phases of contract administration.

2.19 Project. The undertaking to be performed as provided in the contract documents

2.20 Request for Proposal. All documents, whether attached or incorporated by reference, utilized
for soliciting proposals.

2.21 Responsible Bidder or Offeror. A person who has the capability in all respects to perform fully
the contract requirements, and the tenacity, perseverance, experience, integrity, reliability,
capacity, facilities, equipment, and credit which will assure good faith performance.

2.22 Responsive Bidder. A person who has submitted a bid which conforms in all material respects
to the requirements set forth in the invitation for bids.

2.23 Services. The furnishing of labor, time, or effort by a contractor, not involving the delivery of
a specific end product other than reports which are merely incidental to the required
performance. This term shall not include employment agreements or collective bargaining
agreements.

2.24 Specifications. A section of the contract documents consisting of written descriptions of a
technical nature of materials, equipment, construction systems, standards, and workmanship.

2.25 Subcontractor. An individual, firm, or corporation having a direct contract with the contractor
or with any other subcontractor for the performance of part of the work at the site.

2.26 Supplies. All property, including but not limited to equipment, materials, printing, insurances,
and leases of real property, excluding land or a permanent interest in land.

Emissions. As per A Resolution Implementing the Town of Hartford Climate Action Plan adopted
by the selectboard on September 7, 2021 the procurement policy will require that scope 1,
2, & 3 are considered when making purchases. These emissions are defined as:

Scope 1:

Scope 1 includes emissions being released within the city limits resulting from combustion
of fossil fuels and from waste decomposition in the landfill and wastewater treatment
plant.

Scope 2:

Scope 2 includes emissions produced outside the city that are induced by consumption of
electrical energy within the city limits.

Scope 3:

Scope 3 includes emissions of potential policy relevance to local government operations
that can be measured and reported but do not qualify as Scope 1 or 2. This includes, but is
not limited to, outsourced operations and employee commute.
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3.0

3.1

3.2

3.3

3.5

3.6

3.7

3.8

PURCHASING POLICIES

Purchases shall not be split into smaller quantities or amounts to avoid any of the
procedures outlined herein.

Purchases of goods and services up to $500 in total price shall be purchased by departments
directly. A purchase order is not required for such purchases except for employee
reimbursement. The Department Heads are responsible for approving all purchases in
advance. Department Heads can delegate this authority one level down. Payment will be
made by coding and signing the bill when it arrives, and submitting it to the Finance
Department for payment. Employee reimbursements regardless of the amount require a
purchase order to be prepared through the Finance Software Purchase Order Module.

Purchases of goods and services between $501 and $4,000 in total price shall be made by
departments directly through the use of the Finance Software Purchase Order Module and
is approved by the Department Head. Purchase orders do not have to be submitted to the
Finance Department in advance of purchase, although Department Heads are responsible for
approving these purchases in advance. Price quotations are not necessary.

Purchases of goods and services with a total price between $4,001 and $20,000 require
approval on the purchase order by the Department Head, Town Manager and Finance
Director prior to order placement. The purchase order shall be supported by three (3)
written price quotations. The Department Head shall clearly indicate the recommended
vendor. If the lowest quotation is not recommended, attachments to the purchase order shall
indicate the reason for the choice.

3.5 A Purchases of new or replacement equipment in excess of $4001 that are
directly dependent on fossil fuels (gas, propane, oil, etc.) to operate such as tools,
combustion appliances, and vehicles require the approval of the Town Manager and
Environmental Sustainability Coordinator. In an effort to comply with the Town’s Climate
Action Plan and GHG emissions goals, these products will require the Department Head to
submit a Fossil Fuel Purchase Order form to the Town Manager’s office for. This form will
require the make and model of the product, a brief description of its uses, and any key
specifications that are required in an alternative option. Preference will be given to
products with an Energy Star or a comparable rating. When possible and feasible, Scope 1,
2, & 3 emissions will be considered in sourcing alternative options. (9/7/2021 Board
Motion)

Purchases of goods and services with a total price over $20,001 shall be made through
Competitive Sealed Bidding (Section 5) or Competitive Sealed Proposals (Section 6).

Waiver of the requirement to submit written price quotations (Section 3.3 and 3.5) can only
be made by the Town Manager. Waiver of the requirements for Competitive Sealed
Bidding or Competitive Sealed Proposals can only be made by the Select board.

Anything to the contrary herein notwithstanding, Town Departments may purchase through
Federal, State of Vermont, neighboring State, VLCT or other municipal competitive sealed
bid contracts or competitive proposals where allowed and honored by the vendor in which
case all of the above in-house purchasing requirements for Competitive Sealed Bidding or
Competitive Sealed Proposals are waived.
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3.9 When the Town accepts a federal award with provisions for allowable costs, staff must

4.0

review CFR Subpart E Cost Principles as well as the terms and conditions of the Federal
award to ensure that expenditures meet the requirements for allowable costs. Please
reference https://www.law.cornell.edu/cfr/text/2/200.302 and
https://www.law.cornell.edu/cfr/text/2/part- 200/subpart-E for specific provisions.

Generally, allowable costs must be necessary and reasonable for the performance of the
Federal award, consistent with Town policies and procedures, in accordance with generally
acceptable accounting principles, adequately documented, and not be used to meet cost-
sharing or matching requirements for other federally-financed programs. Prior to incurring
allowable costs, Staff should seek the guidance from the Finance Director and Town
Manager to ensure that costs meet the requirements of both the Code of Federal Regulation
and the Award Terms and Conditions. (Board Motion 9/7/2021)

PREPARATION AND PROCESSING OF PURCHASE ORDERS

Purchase orders are contracts between the Town and vendors. When properly completed,
purchase orders should clearly convey the particulars of what the Town is purchasing, and what
is therefore expected from the vendor.

In order for the Town to receive the benefits that a Finance Software Purchase Order Module
provides, all departments shall complete purchase orders prior to purchasing goods or services,
except for purchases of goods or services of less than $500 (exception employee reimbursement
re: 3.2).

4.1

4.2

4.3

4.4

Purchase orders shall be entered timely and have all necessary supporting documentation
attached in the Finance Software Purchase Order Module. If approval of more than one
Department Head, Finance Director or the Town Manager is required, these approvals must
be obtained prior to submission to the Finance Department. For all new vendors that are
providing services to the Town, it is the responsibility of the Department Head to obtain a
signed Form W-9, Certificate of Insurance or Non-Employee Work Agreement or Short
Form Contract for Limited Services should be obtained as well prior to engaging services.

Purchase orders should indicate the budget account number that the expense is to be
charged to. Expenses should be charged to the appropriate expense account regardless of
whether an amount was budgeted for that account or not. The Finance Department will
review the account number for accuracy before payment and have a discussion with the
requestor about the non- budgeted expense.

In order for the Finance Department to process a purchase order for payment, it must be
accompanied by an original invoice providing documentation that the goods or services
were received. The invoice must also be signed and coded by the person authorizing the
purchase of services or goods. These supporting documents need to be attached in the
Finance Software Purchase Order Module documents tab.

The Finance Department pays invoices every other week, but checks are not released until

approved by the Select board at its next regular meeting. For purchase orders to be
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processed on a timely basis, all purchase orders must be completed, with all the appropriate
supporting documentation attached and authorized, and submitted to the Finance Department
no later than the end of the day on Tuesday. Checks are written on alternate Fridays,
submitted to the Select board for approval at its Tuesday night meeting, and are available on
Wednesday following the meeting. Purchase orders that are not submitted to the Finance
Department by the Tuesday deadline will not be processed that week.

4.5 For any purchase orders where a department needs to have checks available for distribution
prior to the regular release date, the Department Head must receive written authorization
from the Town Manager for early release. Such purchase orders shall be designated as
“early release” directly on the purchase order prior to submission to the Town Manager.

4.6 Emergency purchases may be made by departments only in the event of a real emergency,
when the normal operation of the department is in jeopardy, or there exists a threat to
public health, welfare, or safety. Every effort shall be made to ensure that such purchases
are made

with such competition as is practicable under the circumstances. Every effort shall be made
to inform the Town Manager of the need for the purchase, and to obtain his/her approval
prior to making the emergency purchase or as soon thereafter as possible. Purchase Cards
should be used when possible to avoid this situation. Department heads will be responsible
for purchases made under these circumstances.

5.0 COMPETITIVE SEALED BIDDING

The purchase of materials, goods, supplies, services, and all construction work costing in excess of
$20,000 must be made through a competitive bid process. Regardless of the anticipated costs, the
Town should use this process whenever it is feasible to do so. Only the Select Board may waive
competitive provisions.

5.1 An Invitation to Bid shall be submitted to the Town Manager for his/her review and
approval prior to public release. The invitation shall include specifications and all
contractual terms and conditions applicable to procurement. The invitation shall be sent to
known qualified suppliers or contractors. The identification of suppliers or contractors is
the responsibility of the requesting department. Public notice shall be given by publication
of the Invitation to Bid in a newspaper of general circulation at least ten (10) calendar days
prior to the date set forth therein for the opening of bids, supplemented by additional
newspapers or trade journals as necessary and appropriate. All public notice shall include
the place, date, and time of bid opening. Pre-bid conferences shall be held if they are
determined to be necessary and appropriate. Specifications for preparation of the Invitation
to Bid are found in the appendix.

5.2 Bids shall be accepted up to the time specified for receipt of bids in the Invitation to Bid.
All late bids shall remain unopened and shall be rejected. Bids shall be opened publicly at
the time and place designated in the Invitation to Bid. In the presence of at least one
witness, the Town Manager and witness(es) shall, under penalties of perjury, list the names
of all bidders and the amounts of their bids, and declare that the list is complete and accurate.
Copies of this list shall be filed with the contract.

5.3 Bids shall be unconditionally accepted without alteration or correction, except as herein
authorized. Bids shall be evaluated based on the requirements set forth in the invitation for

bids, which may include criteria to determine acceptability, such as inspection, testing,
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quality, workmanship, delivery, and suitability for a particular purpose. Those criteria that
will affect the bid price and be considered in evaluation for award shall be objectively
measurable, such as discounts, transportation costs, and total or life cycle costs. The
invitation to bid shall set forth the evaluation criteria to be used. No criteria may be used in
bid evaluation that is not set forth in the invitation to bid. Technical assistance shall be
obtained as needed in interpreting and evaluating specifications.

5.4 Correction or withdrawal of inadvertently erroneous bids before or after bid opening, or
cancellation of awards or contracts based on such bid mistakes, may be permitted where
appropriate. Mistakes discovered before bid opening may be modified if withdrawn by
written or telegraphic notice received in the office designated in the invitation for bids prior
to the time set for bid opening. After bid opening, corrections in bids shall be permitted only
to the extent that the bidder can show by clear and convincing evidence that a mistake of a
non-judgmental character was made, the nature of the mistake, and the bid price actually
intended. After bid opening, no changes in bid prices or other provisions of bids prejudicial
to the interest of the Town or fair competition shall be permitted. In lieu of bid correction,
a low bidder alleging a

material mistake of fact may be permitted to withdraw its bid if the mistake is clearly
evident on the face of the bid document but the intended correct bid is not similarly
evident, or the bidder submits evidence which clearly and convincingly demonstrates that a
mistake was made. All decisions to permit the correction or withdrawal of bids, or to
cancel awards or contracts based on bid mistakes, shall be supported by a written
determination made by the Town Manager.

5.5 The Department Head shall then make a bid award recommendation to the Town Manager,
who shall then award the contract to the lowest responsible and responsive bidder whose
bid meets the requirements and criteria set forth in the invitation to bid. In the event the low
responsible and responsive bid for a construction project exceeds available funds, and such
bid does not exceed such funds by more than five percent, the Department Head is
authorized to negotiate an adjustment of the bid price with the low responsible and
responsive bidder, in order to bring the bid within the amount of available funds. Any such
negotiated adjustment shall be based only upon eliminated independent deductive items
specified in the invitation for bids.

6.0. COMPETITIVE SEALED PROPOSALS

When the Town determines that the use of competitive sealed bidding is either not practicable or
advantageous to the Town, a contract may be entered into by use of the competitive sealed
proposals method. Competitive sealed proposals allows for consideration of factors in addition to
price. Generally, professional services fall into the category of competitive sealed proposals.

6.1 Proposals shall be solicited through a formal and written request for proposals. The RFP
shall be in a form acceptable to the Town Manager, and shall outline the scope of services
to be performed, evaluation criteria to be used in judging proposals, minimum
qualifications or professional experience, and other standards. The RFP shall state the
relative importance of price and other evaluation factors. Technical assistance shall be
obtained as necessary in interpreting and preparing the specifications.

6.2 Public notice of the request for proposals shall be given in the same manner as provided in

Section 5.1 (Competitive Sealed Bidding). Pre-bid conferences shall be held if they are
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6.3

6.4

6.5

7.0.

determined to be necessary and appropriate.

No proposals shall be handled so as to permit disclosure of the identity of any offeror or the
contents of any proposal to competing offerors during the process of negotiation. A register
of proposals shall be prepared containing the name of each offeror, the number of
modifications received, if any, and a description sufficient to identify the item offered. The
register of proposals shall be open for public inspection only after contract award.

As provided in the request for proposals, discussions may be conducted with responsible
offerors who submit proposals determined to be reasonably susceptible of being selected
for award for the purpose of clarification to assure full understanding of, and conformance
to, the solicitation requirements. Offerors shall be accorded fair and equal treatment with
respect to any opportunity for discussion and revision of proposals, and such revisions may
be permitted after submissions and prior to award for the purpose of obtaining best and
final offers. In conducting discussion, there shall be no disclosure of the identity of
competing offerors or of any information derived from proposals submitted by competing
offerors.

Award shall be made to the responsible offeror whose proposal is determined in writing to
be the most advantageous to the Town, taking into consideration price and the evaluation
factors set forth in the request for proposals. No other factors or criteria shall be used in the
evaluation. The contract file shall contain the basis on which the award is made.

EMPLOYEE EXPENSE REIMBURSEMENTS AND ADVANCES

Expenses shall be billed directly to the Town wherever possible, consistent with the Town’s
Purchasing Policy and Procedures. This can often easily be accomplished through the use of
employee purchase cards that have been issued.

7.1

7.2

7.3

8.0.

For mileage expenses Town purchase cards cannot be used. Expenses claimed for mileage
shall be supported by documentation as to the date and purpose of each trip, and the number
of miles for each trip.

Other travel and expenses claimed musts be approved and allowable under existing Town
policy and supported by complete evidence and documentation.

Cash advances will only be granted in special circumstances when there is no other viable
option. Cash advance will not be given for regular travel. Employees should utilize their
purchase cards. All cash advances over $500 require approval by the Town Manager and
Finance Director.

CONTRACTOR INSURANCE REQUIREMENTS

Construction contractors with whom the Town does business will be required to carry general
casualty insurance of at least $2 million aggregate and $1 million per incident. Proof of this
insurance must be presented to the Town prior to entering into any work agreement with the
contractor. In addition, the Town will be named as a covered party under all relevant contractor
insurance policies.
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9.0. MISCELLANEOUS

9.1 The Competitive Bidding and Proposal processes described above, with a transparent and
public opening of those bids/proposals, are the preferred method of soliciting work for the Town
of Hartford. Other methods will be used when and if prescribed by the particular fundingsource.

9.2 The Town encourages and supports bids/proposals from local firms as a sustainable way of
conducting business. However, if the bidder/proposer is a Town resident and a taxpayer, they
must be in good standing.

9.3 An allowance of up to 5% in additional cost may be made for local vendors, as defined by
businesses having an office, store or agent with the Town of Hartford. Depending on the funding
source or the project, this allowance may not be applicable. Competitive bids/proposals must

apply.

9.4 The Town will request and verify references from bidders/proposers.

9.5 Depending on the nature and location of the work, the Town may require background checks
on the bidder/proposer and employees of the contractor and sub-contractors. Unfavorable
backgrounds checks may result in disqualification from the work.

9.6 The Town will award work on a lowest cost — technically proficient basis. Although cost is
important, it will not be the only factor considered in awarding the work.
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APPENDIX I
EXCEPTIONS TO PURCHASE ORDER POLICY

Invoices for the following goods and services do not require a Purchase Order for payment. Employees
may choose to utilize a Purchase Order although it is not required.

Payments on behalf of employees from payroll deduction accounts, including, but not limited
to, payments made for federal and state withholding taxes, voluntary deductions for insurance
and deferred compensation, and payments to VMERS or ICMA retirementaccounts.

Payment associated with the renewal of property and liability insurance, public officials
liability insurance, public officials fidelity bond insurance, and workers compensation
insurance.

Telephone and electric bills

Debt service payments, including principal and interest on bonded debt and capital lease
payments.

Payment of appropriations approved by Special Articles at Town Meeting.
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1.0

11

1.2

13

1.4

1.5

APPENDIX I
PREPARATION OF THE INVITATION TO BID

GENERAL CONDITIONS PERTINENT TO THEBID

The Town of Hartford reserves the right to indicate whether equivalents (i.e., items of
comparable quality) will be considered and under what conditions. Documentation is
required for all substitutions.

The terms of the contract (i.e., effective dates, extensions of contract) shall be specified in
the bid.

The delivery mode of the purchased services or commodity shall be determined and specified
taking into account prevailing industry practices or customs. In addition, the bid shall specify
who pays for the freight, how damaged goods will be returned, what guarantees exist on the
product or work to be performed. All shipments shall be FOB the Town. Any other FOB
terms are considered exceptions in making the award.

All bidders must identify the product or service on which they are bidding on all envelopes.

Where justified and practical, samples shall be requested to be submitted with the bid at no
charge to the Town

2.0 SPECIAL BID CONDITIONS

2.1

2.2

2.3

Bid Bonds. Bid Bonds may be required at the discretion of the Town Manager. Bid security,
when required, shall be a bond provided by a surety company authorized to do business in
the State of Vermont, or the equivalent in cash, or otherwise supplied in a form satisfactory
to the Town. The bid security shall be in an amount equal to at least 5% of the amount of
the bid. If a bidder is permitted to withdraw its bid before award, as provided in Section 5
of the Policy (Competitive Sealed Bidding) no action shall be had against the bidder or the
bid security.

Performance Bonds. Performance bonds shall be required of all contracts awarded that
exceed $25,000 in estimated value. Bid security shall be a bond provided by a surety
company authorized to do business in the State of Vermont, or otherwise supplied in a form
satisfactory to the Town. The bid security shall be in an amount equal to at least 100% of
the price specified in the contract for the full term of the contract. Based on the nature of the
work, the Town Manager can waive this requirement.

Payment Bonds. Payment bonds, for the protection of all persons supplying labor and
material to the contractor or its subcontractors for the performance of the work provided for
in the contract, shall be required of all contracts awarded that exceed $25,000 in estimated
value. Bid security shall be a bond provided by a surety company authorized to do business
in the State of Vermont, or otherwise supplied in a form satisfactory to the Town. The bid
security shall be in an amount equal to at least 100% of the price specified in the contract for
the full term of the contract. Based on the nature of the work, the Town Manager can waive
this requirement.
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2.4

3.0

3.1

3.2

3.3

4.0

4.1

4.2

5.0

Certificates of Insurance. Certificates of insurance may be required at the discretion of the
Town Manager. Certificates of insurance, when required, shall be in a form and amount
acceptable to the Town.

SPECIFICATIONS

Requesting departments should clearly define the minimum quality requirements of the
purchase in a fashion specific enough to ensure the desired level of quality, but flexible
enough to elicit multiple bids.

Requesting departments should consider performance specifications which allow the bidders
relative freedom in terms of designing while ensuring the desired results.

Brand names should be avoided, except in special circumstances.

QUANTITIES AND PRICE

Unit prices shall be provided and totals extended, including discounts where applicable.
Bidders shall detail reasons for price adjustments in annual contracts.

PREPARATION OF THE INVITATION FOR BID

The requesting department shall prepare an invitation for bid specifying:

5.1

5.2

5.3

5.4

5.5

5.6

5.7

The time and date for receipt of bids, the address to which bids are to be delivered, and the
date by which the Town may select a bid and contract with avendor.

The materials or services being purchased. If a proprietary description is used, the
specifications should state that any equivalent product or service meeting the minimum needs
of the Town may be bid, and that it is the responsibility of the offeror to demonstrate
equivalency of any alternate.

The evaluation criteria, standards, and performance measure by which the acceptability as to
quality, workmanship, results of inspections and test, suitability for a particular purpose, and
other measures of acceptability will be determined.

All contractual terms and conditions applicable to the procurement, including provisions and
expectations for retainage.

Each bidder shall certify on the bid under penalties of perjury that the bid is in all respects
bona fide, fair, and made without collusion or fraud with any other person.

If the proposed contract period exceeds one year, the Invitation for Bid shall state:

The amount of materials or services required for the proposed contract period and whether
such amount is the actual amount required, or an estimate.

That the Town shall cancel the contract if funds are not appropriated or otherwise made
available to support continuation of performance in any fiscal year.
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5.8

5.9

5.10

5.11

5.12

6.0

That the bidder shall give a unit price for each material or service.

Whether a unit price must be quoted for the duration of the contract, must be quoted for each
fiscal year of the contract, or must be quoted for the first fiscal year and will be adjusted
thereafter and what method of adjustment will be used, ifany.

How the award will be determined, including how prices will be compared if contractors
submit prices for each fiscal year of the contract.

Specific insurance and bonding requirements, with the stipulation that no work shall
commence under the contract (by contractor or subcontractor) until all insurance and bonding
required by the Town has been obtained and approved by the Town.

If the proposed contract is to contain an option for renewal or extension, the Invitation for
Bid shall contain a notice of the provision.

PUBLIC NOTICE

Copies of the Invitation for Bid shall be available on an equal basis. Public notice of the Invitation
for Bid shall be given no less than ten (10) calendar days prior to the date for the opening of the

bids.

6.1

6.2

6.3

6.4

6.5

The notice shall:

Indicate where and when an Invitation for Bid may be obtained, where and by what date bids
must be submitted, and where and when bids will be opened.

Describe the product or service desired.
Reserve the Town’s right to reject any and all bids.

Remain posted for at least ten (10) days in a conspicuous place until the time specified in the
Invitation for Bids, or receipt of bids.

Be published at least once, not less than ten (10) days prior to the time specified in the
Invitation for Bid for receipt of bids, in a newspaper of general circulation, and other
publications deemed appropriate.
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APPENDIX 111
Purchase Card Program

1.0 Introduction and Purpose

The purpose of this Policy and the related procedures is to establish an effective Purchase
Card (P-Card) system based upon standard procedures that are utilized by all departments on
a consistent basis.

The P-Card program is necessary to streamline and simplify the Purchasing and Accounts
Payable functions by significantly reducing check requests, reduces transaction costs, and
expedites timely acquisition of materials and supplies. In addition it automates data flow for
accounting purposes and offers controls to ensure proper usage.

The Purchase Card Program is not intended to avoid or bypass the Town of Hartford’s
Purchasing Policy. Rather the Program complements the existing internal controls. The card
is a MasterCard credit card that is issued by BMO Harris Bank. Accurate and consistent
recordkeeping is required to ensure the proper use of the P-Card. Proper recordkeeping and
supporting documentation is required for all purchases.

This Purchase Card Policy includes the following:

Allowed and Disallowed Purchases
Travel Expenses

Purchasing Procedure

Recordkeeping Process and Procedure
Responsibilities of Cardholders

Sales Tax Exemption

Declined Transactions

Card Revocation

The cardholder is responsible for the security of their card and the transactions made against
the card. Each user will be required to sign the Purchasing Policy and Procedure Agreement
annually in order to participate in this program.

2.0 Allowed and Disallowed Purchases

Each Cardholder is responsible for every transaction charged their purchase card unless it is
stolen.

Purchase Cards have a threshold limit of $2,000 per transaction and a $4,000 maximum
credit limit per card. Transactions in excess of these limits will be rejected. Finance does
have the ability to increase limits in the event of emergencies or special circumstances.

Disallowed Transactions:

The purchase card will be revoked and subject to disciplinary action including termination.
e Personal Expenses unrelated to the Town of Hartford without prior authorization
e Cash Advances
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e Gasoline for an employee’s personal vehicle. Mileage is reimbursed according to
the Federal mileage rate which is set to include the cost of gasoline.

Usage at Casinos, Pawn Shops, Escort Services, etc.

Alcoholic Beverages

Entertainment expenses not directly related to conference or convention
Manipulation of splitting purchases to circumvent the limitations of the Town of
Hartford Purchase Policy

e Any other purchases that do not benefit or relate to the Town of Hartford

Allowed Transactions:

Seminar / conference fees and related costs

Plane, train, or bus tickets

Airport, hotel, or conference parking

Tolls

Hotels

Transportation from airport to hotel

Reasonable Meals (Please refer to Section 408 of the “Town of Hartford- General
Personnel Policy”)

e Other miscellaneous expenses specifically related to travel or seminarattendance

3.0 Purchasing Procedure

The Purchase Card can be used to make purchases in person, by telephone, by fax, by mail or
online with any merchant who accepts MasterCard. As is the case with every purchase made
on behalf of the Town of Hartford, employees are required to obtain the best value for the
Town.

Please inform all vendors and merchants that the transaction is tax-exempt and for a
municipality with a request to have all available discounts applied. All non —in person
purchases should include proper shipping and billing addresses, confirmation, and all proper
contact information. When making purchases in person obtain a copy of the charge slip along
with any sales receipt or other information related to the purchase. Code and initial the
receipt prior to recording it on your Purchase Card Tracking Form (See Attached).

For returns and exchanges that are made in person, make sure you obtain a credit receipt and
a new charge slip if the item is being replaced by the vendor. For other returns and
exchanges, contact the vendor for return instructions, and obtain a credit receipt. As the
cardholder you are responsible for verifying on the statement that proper credit has been
issued for the returned item.

4.0 Recordkeeping Process & Procedure

When a purchase is completed the receipt should be maintained, coded, and initialed by the
cardholder. Each cardholder will record these receipts on a Purchase Card Tracking Form
which will continually be updated when purchases are completed.
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Every two weeks (COB on Tuesday), the form(s) and receipts will be forwarded to the
Finance Department for processing within the Accounts Payable.

5.0 Responsibilities of Cardholders

Each cardholder is responsible for every transaction charged to their purchase card.
Cardholders will be held responsible if they use the card for any unauthorized or fraudulent
charges. Using the card for personal charges could be considered misappropriation of Town
of Hartford funds and could result in corrective action including termination or criminal
charges.

Each cardholder will be required to sign a Purchase Card User Agreement (See Attached)
annually in order to participate in the Purchase Card Program.

Security of purchase cards is the responsibility of the cardholder. Lost or Stolen cards should
be reported immediately:

Toll Free Calls from U.S.A. or Canada 800-361-3361
Outside U.S.A or Canada 416-232-8020
MasterCard Global Service 314-542-7111

6.0 Sales Tax Exemption

The Town of Hartford is exempt from all sales taxes. It is the cardholder’s responsibility to
ensure that sales tax is not charged when making a purchase. If you are charged tax in error,
you must request a credit from the vendor as soon as possible after discovering the error.

7.0 Declined Transactions

If the card is declined for a purchase that is within your credit limit please contact the
Finance department. The Finance department will contact to the bank to determine the reason
for your purchase being declined.

8.0 Card Revocation

The Purchase Card will be revoked if the cardholder

transfers to a different department with in the Town

is terminated or changes employment status

for making a disallowed purchase

failure to adhere to all Purchasing and Purchase Card Policies and procedures
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APPENDIX IV

Town of Hartford, VT Purchasing Policy and Purchase Card Program Agreement

You are being entrusted with the Town of Hartford, VT funds to make purchases of services and
goods within the regular course of operation that are necessary and benefit the Town.

It is not an entitlement nor reflective of title or position. Your purchasing privileges may be revoked
at any time without your permission. Your signature below indicates that you have read and will
comply with the terms of this agreement.

1. lunderstand that I will be making financial commitments on behalf of the Town of Hartford
and strive to obtain the best value for the Town of Hartford.

2. Purchases made through Accounts Payable or with my Purchase Card must be for business
purposes as defined in this policy.

3. 1 will maintain and protect my Purchase Card with the same level of care as if it were my
own personal card.

4. | have read and will follow the Purchasing Policy and Procedure. Failure to comply with the
policy or this agreement may result in either revocation of my purchasing privileges or other
corrective action including termination or criminal charges.

5. I understand that under no circumstances will I use the Purchase Card for personal purchases,
either for myself or others. Using the card for personal charges could be considered
misappropriation of Town Hartford funds and could result in corrective action including
termination or criminal charges.

6. | agree that should I violate the terms of the Purchasing Policy and Purchase Card Program
Agreement for personal use or gain that I will reimburse the Town of Hartford for all
incurred charges and any fees related to the collection of those charges.

7. The Purchase Card is issued in my name and | am responsible for any and all charges against
my card.

8. The Purchase Card is Town property. As such, | understand that | am required to comply
with internal control procedures designed to protect the Town of Hartford’s assets.

9. If my Purchase Card is lost or stolen, I will immediately notify the Town Finance Department
and BMO Harris Bank (800)361-3361.

10. I agree to review, verify and provide my Purchase Card Transactions every other Tuesday to
the Town Finance Department.

11. I agree to surrender my Purchasing and Purchase Card privileges immediately upon
termination of employment, whether from retirement, voluntary or involuntary reasons.

Employee Name (Print) Date Employee Signature

Last 4 digits of Purchase Card # Date Finance Director
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