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Brooks Memorial Library 
Board of Trustees 

December 10, 2024, 4:45 PM 
Meeting to be held on site or via Zoom: 

Join Zoom Meeting 
https://us02web.zoom.us/j/83917781481?pwd=TGtGVHZ1S0J2OEErWGlYN3N4MkQ5UT09 

Meeting ID: 839 1778 1481   Passcode: 359655 

AGENDA
Call to Order / 4:45 PM  
Agenda/Changes or additions  
Public Comments  
President’s Comments
Minutes of Tuesday, October 8, 2024: available at https://brookslibraryvt.org/about-us/board-of-
trustees/board-agendas-and-minutes/ 
COMMITTEE UPDATES/ DEPARTMENT REPORTS 

A. Friends of the Library
• Update - Karen, Next meeting: December 18th—Kate is scheduled to attend

B. Finance/Asset Development Committee—Sirkka Kauffman, Chair
• Update—Town budget update—Starr
• Adoption of Town Procurement Policy
• Release of Restrictions Request Letter – Loud Fund

C. Technology Committee – Leo Schiff, Chair
• Update

D. Buildings and Grounds—Karen Tyler, Chair
• Update

E. Strategic Planning Committee—Ann Varilly, Chair
• Update

F. Department Reports: Director, Youth Services, Information Services

CONTINUING BUSINESS 

• Social work and safety assistance update.
• Unsung heroes award

NEW BUSINESS 

• Non-resident Fees
• Board Terms and Nominating Committee
• Permission for delayed opening 12/19/24 for staff support
• Executive Session: Bonuses
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BROOKS MEMORIAL LIBRARY
Board of Trustees Regular Meeting

Tuesday, October 08, 2024

Present: Margaret Atkinson, Ann Varilly, John Woodward, Starr LaTronica, Joyce Sullivan,
Kate O’Connor, Leo Schiff, Kodi Guerrero
Absent: Sirrka Kauffman, Nikki Holland
*Ann called the meeting to order at 4:57pm
*Additions/Changes to the Agenda: None
*Changes to last month’s minutes: Accepted as written
* No public present

Committee Updates and Department Reports:
A. Friends of the Library: Margaret Atkinson

● Book Sale
* Accepting donations has begun
* 11/29/2024 Book Sale begins/ Volunteers needed to sort books.

B. Finance/Asset Committee: John Woodward
● Last fiscal year yielded a 7% return. This fiscal year is currently yielding a 6%

return.

C. Technology Committee: Margaret Atkinson
● Survey for patron’s technology needs is underway. Survey to be shared with BML’s

trustees for perusal not approval.

D. Building and Grounds Committee: Karen Tyler
● The total amount requested from the ARPA grant was awarded. A front page article

in “The Commons” will appear 10/09/2024.
● Robin Sweetapple to continue her work with the interior space.
● !0/18 is the next B&G committee meeting, all trustees are invited to join.

E. Strategic Planning Committee: Ann Varilly
No update

F Department Reports: Starr LaTronica
● Max Newirth has accepted the position of Teen Librarian.
● New vacancy for 25 hour position in the Children’s Room.
● No report from the Circulation department.

Director’s Report:
● The Town Budget Process is underway. Increase budget line for materials and digital

subscriptions. A 20 hour/week circulation clerk position has been added to the town
draft budget for FY2026.

Continuing Business:
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● Karen Tyler moved to allocate $20K from Board Approved Projects for the success of
Critical Incidence and Stress Management (CISM). Ann Varilly seconded, all in favor.

● Brattleboro Words Project has approached FOL and Sunrise Rotary Club to maintain
the Words mural at the Amtrak Station.

● November 12th, 4-6pm Town Budget Open House at BML.
● BML trustees will not meet on 11/12/2024
● All approved for BML to be open for the Literary Festival, 10/20 10:30am-3:30pm.

Meeting adjourned at 6:13 pm

Respectfully Submitted,
Joyce Sullivan
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 Minutes of Buildings and Grounds Committee, Brooks Memorial Library 10/18/24 

Present: Karen Tyler, Joyce Sullivan, Starr Latronica, Ann Varilly (Pres, Bd of Trustees), Matt 
Wojcik, Janice Malin, Monroe Whittaker, Elizabeth Tannenbaum, Robin Sweetapple, 
Lindsay Bellville, Gavin Watson, Christine de Vallet 

Call to Order 9:03 a.m. 

Guests: Ann Varilly, Pres of Brooks Library Bd of Trustees joining meeting 

Agenda (Changes or Additions)—see below for agenda 

Minutes of Meeting 7.26.2024—approved 

New Business: 

Congratulations!!! on getting the grant! 

Next Steps on ARPA Grant— 

Starr reports on changes. 

1. $70,000 for project mgr, but not covered technically in grant, but ok if employee of
construction company but can’t supplement existing funds for personnel. Did not
deduct money from grant.

2. Plantings not covered or any furniture that can’t be moved. But didn’t deduct money
from grant

3. Contingency funds: being held for us

Oct 31—webinar for Starr and John Potter for awarded projects with information on 
funds. Spend money and then get reimbursed. Quarterly reports and careful monitoring; 
submit for reimbursements 

--Starr met with Monroe, Steve Horton (Steve will advise on project from point of view of 
town) 

--Starr and John: Will meet with DPW to discuss their roles 

Pending areas from last meeting for discussion/follow-up: 

1. Robin’s designs for mezzanine: Where do Robin’s designs for mezzanine from last
meeting fit as we go forward: they cannot be part of grant.
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Suggestions: Starr suggests: ---use funds first that need to be spent in 2 years; --table 
mezzanine project for now. --Robin suggests structural engineer look at a crack they 
discovered. Columns? Look at this now. 

2. Matt: how to get sound to small rooms for large events—rooms may not want to be 
glassed in. Openable window so can hear a presentation on main floor. 

3. Get back area surveyed asap before snows. Monroe: how much money before goes 
out to bid? Monroe will discuss with Steve H. 

4. Matt: new radio mast on back of building for fire alarm (note this when we are 
building) 

Next steps for grant: 

Town admin will be very involved in tracking finances but planning will fall to a working 
group actively involved in project (e.g. DPW, Robin, Monroe, Steve H., Steven Dotson) This 
committee is advisory. 

THE TREE: Need to meet with Tree Committee and show the plan as a whole. ADA access 
(central to grant) may make removal of tree necessary and removal will improve 
accessibility. 

---Suggest: Repurpose lumber from tree for seating or for decoration. 

--Decision: Starr will get in touch with Dan to get library on agenda for next Tree Advisory 
Committee mtg. Monroe will join. 

Robin notes that tree root system could be a challenge if it’s still there after removal. 
Christine: as we look at the project, think about ADA throughout. 

Starr: perhaps a drive for new plantings (‘Tree in memory of…’). Friends Group can raise 
some money. 

Other pending areas; discussions and questions. 

Swinging doors in Children’s Room: Lindsay--will be installed next week. 

New chairs: Tara will choose a chair. 

Stacking chairs for programs: Matt--for the future; ones we have now are ok but new ones 
are not high priority at this time. 

StaƯ lounge: key cards for access; Ben and Jerry’s money 

Robin: has a list of “10 Things we want to change about the library. 
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Monroe: need to focus on small projects that we can do this winter to get ready for The BIG 
Project. Focus on parts of project that do not need to be put out for bid. (eg. new windows 
can be built for Children’s Room and installed in the spring). 

Matt: how much in advance do we need to get bids--worry about contractors being fully 
booked soon. We know we have funds, but can’t wait too long. 

Monroe: survey first is key to knowing results for planning. Need Steve’s input on timing and 
sequencing 

Lindsay: challenge to find a company who can do windows to our specifications. Robin can 
suggest a company. 

Janis: what is happening next about landscaping. Reached out to Jared Flynn at Stone Trust 

Matt: will set up central location for grant package, designs. So can be accessed. Google 
drive shared space. 

Thanks to Starr for taking on this new project on. Karen is willing to help. Ann has oƯered to 
help. 

Monroe: right now: Tree Committee (will coordinate with Steve on survey; Starr will contact 
Tree Committee. 

Ann: time line needed 

Karen: does committee need to meet more often; who needs to meet sooner?? Will we 
have a joint committee 

Starr: meet with Public Works this week. Monroe and Robin will join. 

If design part doesn’t need to be put out to bids, can get professional services now. 

Signage. 

Robin: ventilation of stairwell?? Not built into grant. 

Areas for future discussion: Exterior signage; staƯ room improvement; oƯice for Lindsay 
(higher priority); lighting, painting, ventilation for stairwell; private oƯice for Starr; relocating 
snack area; removing Lego display; collapsible rooms on mezzanine; whimsical lighting, 
mobiles in main room (aesthetic) 

Starr: priorities: StaƯ room, Lindsay’s oƯice, back area (where snack area is) 

Bring in town art committee. 
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Robin will get more info from Starr and Lindsay; also need to get Fire Safety to sign oƯ for 
adding door. 

Starr will send grants package to everyone on B and G Committee and the acceptance 
letter with notes with what is/is not eligible. 

Next meeting: Nov. 15 9:00 

10:10 adjourned. 
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Buildings and Grounds Committee 

Minutes of Meeting 11/15/2024 

 

Called to Order: 9:08 AM 

Present: Karen Tyler, Joyce Sullivan, Starr Latronica, Ann Varilly (Pres, Bd of Trustees), Matt Wojcik, 
Monroe Whittaker, Elizabeth Tannenbaum, Robin Sweetapple, Lindsay Bellville, Gavin Watson 

Handouts:  

--Copies of the existing plan for street front 

--Proposed site plan from Monroe 

Called to Order: 9:08 

Agenda 

Projects not related to grant: 

--Robin met with Children’s room staff 

Areas to consider: visual line of sight; sliding pocket door; storage; furniture could work better with 
more surface space; replace surface (‘funky’ now); separate Lindsay and Max’s office from rest of the 
area; air intake 

Action: Lindsay will review Robin’s plans before next week. 

--Tech services staff would like to meet with Robin 

--Storage: Staff room—2 areas: eating, lounging/relaxing: new sofa, storage area for extra stuff (e.g. 
chairs not being used but multiple uses for meeting room so don’t want to move back and forth all the 
time) 

NB: Staff room has a lot of stuff stored there.  

Goal: privacy and also relaxing  

Several plans shared 

Action: Waiting for staff input (update next month) 

New Grant Project Discussion: 

Time lines noted. What is next? 
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Question: What can be done that doesn’t need to be put out for bids—Starr: anything over $10,000. 

Starr: costs have increased and may increase more—we can adjust project based on current costs but 
need to move ahead as soon as possible 

Action: Steve Horton will meet next week with Starr, Robin, Monroe to look at timeline and priorities 

Process: bids, need to be opened in public; metric for evaluating; note—include in metric be able to 
finish within time table of proposal.  

DPW will be heavily involved 

Questions to consider:  
--Global Warming Solution Fund ? 

--Stone work? Wall?  

--Need connection with new building 

--General contractor will be making decisions; consult with B and G Cmte 

--Plantings—will be done by others but will be put into visual plan 

The Tree: Discussion/ report on Tree Committee Meeting (included Starr and Karen) 

--Accessibility is key (Karen made a good case at the Tree Cmte meeting).  

--Dan, the Tree Warden noted: if need to take tree down, we can, but we will engage Tree Cmte in 
replacing with other plantings; Robert Clemens offered to work with B and G as decide on tree’s future  

NB: Need to warn if the tree will be removed so public can react. 

Naming the Project 

Anne Varely (Bd Chair): wants a name for project that can be used for marketing—suggestions: Project 
Accessibility, Expansion, Enhancement, Green Space for All… 

Need concise and descriptive name. 

One of 5 Library Values: access for all 

Name will be a way to advertise to the public what is being done with grant money 

Joyce’ idea: ‘Expansive accessibility: Brooks Library Transforms 

Action: B and G Cmte members will all think about title—send suggestions to Starr in two weeks; Starr 
will share with committee and give opinion. Anne would like to have name suggestion before Dec 
Trustees meeting 
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Questions: When can we get bids: RFPs written in town format; get a walk through on each item; (roof, 
asbestos removal; designs for front and rear of bldg. including entry way in rear. RFP for designs. 2 RFPs. 
Survey? Before snow 

Time is biggest concern! Get priorities 

Adjourn: app. 10:10 AM 

Next Meeting: December 6, 2024 at 9:00 AM 
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Brooks Memorial Library 

Finance Committee 

 
Minutes of Monday, November 04, 2024 

 
 

1) Call to Order at 4:47 pm.  All trustee and community members present. 

2) Agenda/Changes or additions 

Discussion of changes to Donation to the Trustees’ Special Funds form 

3) Approval of Minutes (link). One abstention; other members approved them unchanged. 

4) Public Comment 

5) Continuing Business 

 Loud fund and collection 

Jenny has drafted letter to Attorney General’s office on intention to release restrictions on 
Loud Fund.  She and Starr will research whether the phrase “for the education of the 
children of Brattleboro” is in Loud documents.  After discussion, it was agreed that we 
would continue to account for the Loud fund separately from other accounts.  The revised 
letter will go to the full Board meeting in December for approval. 

 Town & Endowment budget planning 

Starr reported on the large increase in the proposed Town budget, leading to potential 
huge propertry tax increases, even without consideration of solid waste funding.  There 
will be a reappraisal of all properties next year.  The Town Budget Open House will be 
held at the Library next week; Ann will reach out to Trustees to ask who will attend.  This 
committee will need to draft the budget narrative for the Town report by the end of the 
year. 

 Policy update needs 

i. Endowment 

Ongoing. John will circulate his earlier notes on areas to focus on. 

ii. Fine Arts 

Ongoing. Jenny will circulate notes on what changes are needed. 

 Treasury procedures documentation 

Ongoing.  John is working on this, which will include monthly reconciliations; end of 
fiscal year; financial reporting; and endowment reporting.  He asked for a deadline for 
this.  Group suggested by end of the year, though it can be as late as March if he is staying 
on as Treasurer until then. 

John also noted that at the December Board meeting the Trustees should vote on year-end 
bonuses for staff, and will bring the amount awarded last year and the amount available.  
They were funded from the Staff leave account last year, but will come from Board 
approved projects this year. 
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6) New Business 

 Trustees’ Special Funds Donation Form 

Ann brought attention to the outdated link on the website to this form, and suggested 
changes to it, including using the new letterhead.  She will update the form; Matt can 
update the link.  It was agreed that this is a form and not a policy, so the full Board does 
not need to vote on it.  

7) Adjourned at 5:25 pm.  Next meeting: Monday, December 2, 2024 at 4:45 pm.  
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Brooks Memorial Library 

Finance Committee 

 
Minutes of Monday, December 02, 2024 

 

 

1) Call to Order at 4:48 pm.  All trustee and community members present. 

2) Agenda/Changes or additions: none 

3) Approval of Minutes (link).  Unanimously approved. 

4) Public Comment: none 

5) Continuing Business 

• Loud fund and collection 

Jenny has revised the letter to Attorney General’s office on intention to release restrictions 

on Loud Fund.  She and Starr found that the phrase “for the education of the children of 

Brattleboro” is not in Loud documents.  The revised letter will go to the full Board meeting 

next week for approval. 

• Town & Endowment budget planning 

Starr handed out a proposed Town budget sheet for the Library.  They are asking all 

departments to consider 5%, 10%, and 15% cuts. The proposed reduction in staff salaries 

would likely mean reduced opening hours, and reduced income for some staff.  The Board 

could vote to fund some of the cuts from the Endowment with a larger than the normal 4% 

draw. 

Starr suggested that we consider increasing the fee for out of town borrowers from 

$62/year.  Currently we receive $16,000 from these fees. The average Brattleboro 

household pays $140 through taxes. After discussion, we agreed to bring a proposal to the 

Board next week to increase the out of town borrower fee to $120/year or $220 for two 

years.   

  Budget narrative preparation for Town report.   

 Starr forwarded last year’s report.  This year’s report is due January 21st. 

• Policy update needs 

i. Endowment 

Ongoing. John circulated his earlier notes on areas to focus on. 

ii. Fine Arts 

Ongoing. 

• Treasury procedures documentation 

Ongoing.  John is working on this. 

 

6) New Business 
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• Staff bonuses 

For next week’s Board meeting: Vote to award all staff year-end bonuses of $250, funded 

from staff leaves or Board approved projects. 

For next weeks Board meeting: Vote to award all staff longevity bonuses of $30/year 

served, funded from staff leaves or Board approved projects.  

7) Adjourned at 6:07 pm.  Next meeting: Monday, January 6, 2025 at 4:45 pm.  
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Brooks Memorial Library Strategic Planning Minutes - November 5, 2024 

Convened at 4:51 in Meeting Room C 

• Present: Ann Varilly, Leo Schiff, Starr LaTronica, Lindsay Bellville, Jeanne Walsh 

• Agenda addition to the Plan discussion: how has the new Outreach and Programming 

position furthered our progress on the plan so far?  

• Public comments: none 

• Minutes of May 1, 2024 accepted as presented 

CONTINUING BUSINESS 

Plan Discussion 

Timeline and reviewing the plan 

o 2025 is next year! Starr will engage staff with questions about whether we can extend 

the Plan through 2027.  

o When reviewing the Plan, it’s useful to talk about how we’re progressing and also about 

pain points/difficulties.  

How new developments fit within the plan and further the goals: 

o The new capital improvement project will enhance accessibility, not only physical 

accessibility but access to technology—an objective in the Plan. It’s also going to include 

nitty-gritty stuff like asbestos abatement and signage.  

o Starr updated us on Tara’s contributions to our work so far, including program planning, 

increasing relationships with local partners, and promoting resources—activities that 

have furthered objectives in three Plan areas (Services, Collaborations, Public Relations).  

Open House Discussion  

We want to brand the enhancement project in preparation for the open house.  We like the 

words “Enhance,” “Expand,” and “Access,” which came up a lot in the Plan discussion. 

New Business   

None 

ADJOURNED at 5:30 

JW 11/5/24 
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Brooks Memorial Library 

Technology Committee 

Minutes 

Wednesday, November 6, 2024 at 4:30 PM Community Meeting Room A or on Zoom 

In attendance:  Starr Latronica, Leo Schiff (committee chair), Mathew Wojcik, Margaret Atkinson, Bob 
Ferrente, Nikki Holland  

Call to Order 

Agenda (Changes or Additions) 

Public Comment - No comment 

Minutes of 10/2/24 available at https://brookslibraryvt.org/about-us/board-of-trustees/board-agendas-
and-minutes/ - Approved 

New business 

● Release survey of public tech needs 

o Will advertise survey via: 
▪ BCTV chairon 
▪ website blog post 
▪ newsletter 
▪ newspaper press release 
▪ social media 

o Digital version will include QR code that directs to blog post on library website (e.g., in 
newspaper, in Google form header) 

o Paper copies will be available at the circ desks, Matt’s office, book sale tables 
o Will also make posters 
o November 17th: Tentative deadline for posting survey  

● Next steps re: upgrades 
o Matt is currently working with Europa on next steps re: the outdoor wifi 
o Starr will check in on cycle re: Brattleboro city computer replacement  

Set next meeting date 

● December 4 (Check in on survey response rates)  
● January 8 (Review results) 

Adjourn 
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Directors report October/November 2024 

Announcements: Staffing shortages due to vacation, position vacancy, illness and personal emergencies have made 
coverage and accomplishing tasks extremely challenging.  This is compounded by the complex and growing needs of 
our patrons. 

Activities that support our Strategic Plan 

Engage the community through a wide range of educational, recreational, and cultural opportunities that support 
diversity, equity, and inclusion. 

Collect materials in a variety of formats (print, nonprint and electronic) to reflect the world at large. 

· An infusion of books on food cultivation, preparation and preservation were made possible by a grant from the 
Vermont Foodbank.  A “No Turkeys Here” display provided inspiration for alternative holiday dinners. 

· Dinovember displays drew aficionados of all ages. 

Offer programs that introduce and illuminate a wide range of interests and opinions. 

· A series of four programs by NECCA taught seniors circus skills for physical and mental agility. 
· A panel of circus performers and clowns came together for a wonderful book launch of Circle of Sawdust, by Rob 

Mermin, founder of Circus Smirkus. 
· An after-hours community sing along brought together diverse members of good cheer, who were warmed by 

comradery and mulled cider. 
· The Literary Festival once again brought world class authors for insight into their work. 
· Regular programing of the Science Fiction Reading Club and the Stitchers continue.  Independently organized 

reading clubs (Green Carnation, Great Books and Veterans) are rounding out our offerings. 
· Thanks to the Friends of the Library, we now offer passes to the ice rink and Fairbanks Museum & Planetarium.  

Unfortunately, our reservation software will shut down at the end of the year.  We are currently investigating 
alternatives. 

Review and introduce new technology and develop related instruction. 

· We were able to provide wi-fi when most of the Town was without Internet service due to a major fire. 
· The technology committee has launched a survey to examine the needs/aspirations of the community. 

Support young children and their caregivers by providing developmentally responsive learning opportunities through 
materials and programming. 

· Regular sessions of Rhyme Time, Legopalooza and Game Board Guild have resumed 
· Sing and Dance with Robin brings early literacy skills to preschoolers through music and movement. 
· St. Michaels classes visit the library on a regular basis for stories and to select books. 
· Design-A-Plate resulted in a record-breaking 530 items. 
· A patron graciously conducted a Filipino storytime to introduce children and adults to her culture. 

Empower teens by providing them with resources for education, entertainment and engagement. 

· The teen advisory group continues to contribute to the direction of programs and materials, under the guidance 
of Max Newirth, our new Teen Services Specialist. 

· A Teen Movie Night provided safe, free entertainment for teens on a Friday evening after closing. 

Recruit, cultivate and retain a diverse, exemplary staff. 

· Max Newirth is our new Teen Services Specialist, Maya Faerstein-Weiss has transferred into his old position, 
Clerk 2 in the CR.  Julia Kane moved into her position as Clerk 2 at the adult circulation desk.  We are currently 
reviewing 35 applications for the vacant Clerk 1 position downstairs (20 hours).   
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· Kodi Tara and I attended Critical Incident Stress Management training, (3 sessions), which will support Town 
staff in traumatic situations. 

Provide welcoming and accessible spaces for all members of the community. 

Reconfigure current space arrangements to increase meeting and work areas for individuals and small groups. 

· Met with architect to explore options of creating more work space for staff. 
· We are seeing more people who spend the day at the library as a means for staying warm and safe when they 

have no home. 
· The library served as the location for the Town Budget Open House. 

Revamp and improve exterior space for increased accessibility and public usage. 

· Work is moving ahead with our huge, ambitious grant project. 

Establish, strengthen, and sustain community connections to promote a culture that is accessible and welcoming to 
all, making a concerted effort to reach out to groups that have been historically marginalized. 

Increase relationships with local partners to promote initiatives and programs. 

· The Outreach/Programming Specialist is working with SEVCA to create a series of programs on financial literacy. 
· HatchSpace has acquires a library card and I am discussing possible collaboration with the director. 
· The Latchis has requested a card so that their guests can use hiking poles, etc. 

Identify and catalog community assets to better serve our patrons with resources and referral. 

· The Outreach/Programming Specialist has compiled a list of public toilets available in government buildings and 
social service agencies. 

Establish diverse and inclusive connections to support underserved and vulnerable sectors. 

· Freedom to Be Queer community crafting session produced projects that will be combined with a larger exhibit 
in Washington DC. 

· Our connection with Foodworks keeps us supplied with snacks for people with food insecurity. 
· Requests to use our phone continues to increase as people have been expelled from motels. 

Increase awareness of library services, resources, and impact. 

Clarify and prioritize marketing roles and activities to increase internal cohesion and external impact. 

· Press releases placed by Outreach/programming specialist have garnered coverage in both papers for adult 
programs Technology Survey. 

· Excellent attention to social media posts, have increased awareness of library programs and service. 
· The Commons ran a story on BML being an Internet oasis during the widespread outage due to fire. 

Leverage municipal resources & community partners for opportunities to convey the value of libraries. 

· The Tech Survey was featured in the Town newsletter and ToB employee newsletter. 
· SEVEDS conveyed their appreciation of BML’s work with refugee families in their presentation to the 

Selectboard. 
Circulation statistics—this is a very small indication of the services we provide.  For example, I spent an hour this 
morning helping someone access, download and print paystubs. 

 

 

· 2024 2023 2022 2019 2018 
10,202 10,076 9627 12,897 11,342 
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Youth Services Board Report- December 2024 

If someone asks if kids are still reading books, please respond with a resounding YES! By the end of 
November, we have circulated 51,179 children’s books (physical books not including e-books) which is 
pretty impressive since our print collection totals just over 18,000 volumes! We are on track to circulate 
the most children’s books we have in the past ten years. While our total circulation of physical items may 
have dipped a bit due to a decrease in dvd circulation thanks to streaming services and a decrease in 
audiobooks on cd as more patrons use our online services such as Libby and Palace, our children’s room 
book circulation has already risen to our pre-covid numbers. So please let people know that- yes children 
are reading! 

This past year has been a busy one.  We kicked off the year with our four-day Life Sized Candy Land event 
in February as part of Brattleboro’s Winter Carnival.  Over 400 children and over 250 adults took a trip 
through our Candy Land game. We had one family travel all the way from Holyoke Massachusetts to play!  

Our Summer Reading Program saw our highest completion numbers for each of our four levels with 108 
children completing all four.  We circulated just shy of 13,000 children’s room items during the summer 
with our highest book circulation of 5882 books, a 26% increase over our July average for the past 12 
years! 

Autumn brought big changes as our Teen Services Specialist Chole Liotta-Jones left after 6 years at 
Brooks Memorial Library.  The community’s outpouring of good wishes showed how important Chloe is to 
so many of our patrons.  We are so excited to have Max Newirth as our new Teen Services Specialist.  Max 
has been a Clerk II in the Children’s Room for the past year and stepped up to take over TAFLTS while we 
interviewed for a new Teen Services Specialist.  Max’s knowledge of young adult literature and the 
connections he has already made with our TAFLTS group, made him an excellent choice!    

In October we held our 43 annual Design-A-Plate event, our fifth year as a take home activity.  We had our 
largest order yet – 530 items made! Once again, we had many families tell us that they participate every 
year and how Design-A-Plate has become a tradition in their family. This year, we increased the price to 
$7.00 from a suggested price of $6.00 in the past few years.  We were able to take advantage of the 10 % 
Early Bird discount which helped reduce the cost.  The Children’s Room covered the $552 shortage from 
our programming budget to pay the shipping charge. This was a much smaller shortage than we have had 
in the past two years- $1200 in 2022 and $1000 in 2023. The Friends of Brooks Memorial Library helped us 
to cover the shortage both in 2022 and 2023. Next year, we will once again discuss pricing.  

In October we also began an ambitious collection reconfiguration project to devote more shelf space to 
both the picture book and chapter book sections. Both sections accounted for a much higher percentage 
of our circulation than their size compared to other sections of our collection.  Our 5,000 picture books 
accounted for over 19,000 circulations in 2023 while our small 700 chapter book section accounted for 
almost 3,000 circulations!  In order to give these sections more shelf space, we need to shift one half of 
the nonfiction section, shift the entire fiction, chapter book and easy book sections. We then swapped 
two shelving units in the picture book area and proceeded to shift about 4000 picture books!  We 
increased the picture book area by 7 shelves and increased the chapter book section by a whopping 25%!  
All told we moved about 10,000 books in October and November.  It was a huge undertaking and we still 
have a bit of weeding and shifting to do but the response from patrons has been outstanding!   

Lindsay Bellville- Youth Services Librarian 
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Account Number Description Total Budget YTD Actual Balance

101-45007-201 Miscellaneous Revenue (1,000.00) (45.00) (955.00)
101-45012-201 Reimbursements Revenue (3,000.00) (3,717.00) 717.00
101-45019-201 Library Copier Revenue (4,500.00) (2,529.20) (1,970.80)
101-45020-201 Library Fines 0.00 (66.00) 66.00
101-45021-201 Non-Resident Fees (15,000.00) (5,050.00) (9,950.00)
101-45022-201 Replacement Books (1,500.00) (854.40) (645.60)

101-50000-201 Department Head Salary 91,545.00 28,105.52 63,439.48
101-50001-201 Staff Salaries 583,773.00 167,808.94 415,964.06
101-50002-201 Vacation BB - Retire Pay 5,000.00 0.00 5,000.00
101-51000-201 Equipment expense 4,500.00 2,331.88 2,168.12
101-51003-201 Postage Expense 7,500.00 1,404.94 6,095.06
101-51004-201 Office Supplies 4,000.00 1,173.18 2,826.82
101-51007-201 Computer Supplies 4,000.00 1,915.18 2,084.82
101-51011-201 Reimbursable Expense 3,500.00 1,581.10 1,918.90
101-51023-201 Equipment Maintenance 2,000.00 1,835.97 164.03
101-51024-201 Professional Services 200.00 0.00 200.00
101-51027-201 Telephone 4,000.00 1,840.02 2,159.98
101-51031-201 Lost Book Refund Pmt Fees 200.00 100.00 100.00
101-51032-201 Book & Non-Print Supplies 6,000.00 1,671.16 4,328.84
101-51034-201 Fuel Expense 10,790.00 354.57 10,435.43
101-51035-201 Electric 20,730.00 7,954.25 12,775.75
101-51036-201 Utilities 1,490.00 402.04 1,087.96
101-51037-201 Building Repairs 20,000.00 2,147.23 17,852.77
101-51038-201 Maintenance Supplies 4,000.00 1,322.12 2,677.88
101-51039-201 Books - General 8,000.00 8,161.20 (161.20)
101-51040-201 Reference Sources 18,000.00 17,900.17 99.83
101-51041-201 Juvenile Books 8,500.00 2,936.09 5,563.91
101-51042-201 Young Adult Sources 3,000.00 966.71 2,033.29
101-51043-201 Replacement Books 3,000.00 662.73 2,337.27
101-51044-201 Periodicals & Newspapers 7,500.00 4,392.41 3,107.59
101-51045-201 Digital Subscriptions 13,000.00 2,967.22 10,032.78
101-51046-201 Non-Print Materials Adult 6,000.00 3,725.16 2,274.84
101-51047-201 Non-Print Materials Children 4,500.00 76.56 4,423.44
101-54004-201 Computer Equipment Maint 6,000.00 522.58 5,477.42

Department Inquiry
Fund:  101  General Fund   ---   Department:  201  Library   ---    Period Ending: 10/31/2024
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Account Number Description Total Budget YTD Actual Balance

101-50000-201 Department Head Salary 91,545.00 35,131.90 56,413.10
101-50001-201 Staff Salaries 583,773.00 210,650.28 373,122.72
101-50002-201 Vacation BB - Retire Pay 5,000.00 0.00 5,000.00
101-51000-201 Equipment expense 4,500.00 2,508.21 1,991.79
101-51003-201 Postage Expense 7,500.00 2,702.50 4,797.50
101-51004-201 Office Supplies 4,000.00 1,189.32 2,810.68
101-51007-201 Computer Supplies 4,000.00 1,915.18 2,084.82
101-51011-201 Reimbursable Expense 3,500.00 3,717.00 (217.00)
101-51023-201 Equipment Maintenance 2,000.00 2,000.00 0.00
101-51024-201 Professional Services 200.00 0.00 200.00
101-51027-201 Telephone 4,000.00 2,275.82 1,724.18
101-51031-201 Lost Book Refund Pmt Fees 200.00 155.00 45.00
101-51032-201 Book & Non-Print Supplies 6,000.00 2,370.28 3,629.72
101-51034-201 Fuel Expense 10,790.00 580.73 10,209.27
101-51035-201 Electric 20,730.00 10,357.48 10,372.52
101-51036-201 Utilities 1,490.00 402.04 1,087.96
101-51037-201 Building Repairs 20,000.00 2,627.43 17,372.57
101-51038-201 Maintenance Supplies 4,000.00 1,916.71 2,083.29
101-51039-201 Books - General 8,000.00 8,161.20 (161.20)
101-51040-201 Reference Sources 18,000.00 17,900.17 99.83
101-51041-201 Juvenile Books 8,500.00 3,652.14 4,847.86
101-51042-201 Young Adult Sources 3,000.00 1,009.29 1,990.71
101-51043-201 Replacement Books 3,000.00 662.73 2,337.27
101-51044-201 Periodicals & Newspapers 7,500.00 4,654.21 2,845.79
101-51045-201 Digital Subscriptions 13,000.00 7,684.93 5,315.07
101-51046-201 Non-Print Materials Adult 6,000.00 4,412.38 1,587.62
101-51047-201 Non-Print Materials Children 4,500.00 132.83 4,367.17
101-54004-201 Computer Equipment Maint 6,000.00 922.18 5,077.82

101-45007-201 Miscellaneous Revenue (1,000.00) (45.00) (955.00)
101-45012-201 Reimbursements Revenue (3,000.00) (3,717.00) 717.00
101-45019-201 Library Copier Revenue (4,500.00) (3,140.25) (1,359.75)
101-45020-201 Library Fines 0.00 (71.00) 71.00
101-45021-201 Non-Resident Fees (15,000.00) (7,493.00) (7,507.00)
101-45022-201 Replacement Books (1,500.00) (1,238.14) (261.86)

Department Inquiry
Fund:  101  General Fund   ---   Department:  201  Library   ---    Period Ending: 11/30/2024
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Account Number Description Total Budget YTD Actual Balance
401-51122-202 BR03 Conferences & Worksh 0.00 415.00 (415.00)
401-51137-202 BR04 Contract Srvs Adult 0.00 0.00 0.00
401-51127-202 BR05 Books Adults 0.00 1,710.63 (1,710.63)
401-51139-202 BR06 Juvenile Programs 0.00 763.97 (763.97)
401-51129-202 BR07 Reference Sources 0.00 1,605.12 (1,605.12)
401-51128-202 BR08 Local History Source 0.00 0.00 0.00
401-51132-202 BR09 Young Adult Sources 0.00 0.00 0.00
401-51135-202 BR10 Non-Print 0.00 0.00 0.00
401-51134-202 BR11 Periodicals & Newspa 0.00 0.00 0.00
401-51124-202 BR12 Trustees Conferences 0.00 0.00 0.00
401-51138-202 BR13 Adult Programs 0.00 531.84 (531.84)
401-51130-202 BR14 Fine Arts 0.00 15.88 (15.88)
401-51140-202 BR15 Board Approved Proje 0.00 4,347.28 (4,347.28)
401-51131-202 BR16 Books Children 0.00 26.20 (26.20)
401-51141-202 BR17 Outreach 0.00 442.50 (442.50)
401-51126-202 BR18 Conservation 0.00 102.61 (102.61)
401-51142-202 BR19 Gifts 0.00 722.26 (722.26)
401-51143-202 BR20 Projects 0.00 660.00 (660.00)
401-51144-202 BR21 Legacy 0.00 0.00 0.00
401-51123-202 BR22 Staff Leave 0.00 0.00 0.00
401-51136-202 BR23 Downloadable Media 0.00 1,763.65 (1,763.65)
401-51125-202 Library Donations to Town 0.00 0.00 0.00
401-51133-202 RF01 Replacement 0.00 0.00 0.00

Department Inquiry
Fund:  401  Grants Fund   ---   Department:  202  Library Trust    ---   Period Ending: 10/31/2024
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Account Number Description Total Budget YTD Actual Balance

401-51121-202 BR01 Buffer Account 10000.00 0.00 10000.00

401-51122-202 BR03 Conferences & Worksh 7495.39 530.91 6964.48

401-51137-202 BR04 Contract Srvs Adult 1824.83 0.00 1824.83

401-51127-202 BR05 Books Adults 25891.06 4,514.70 21376.36

401-51139-202 BR06 Juvenile Programs 4498.81 1,345.65 3153.16

401-51129-202 BR07 Reference Sources 7685.56 1,689.10 5996.46

401-51128-202 BR08 Local History Source 5549.43 0.00 5549.43

401-51132-202 BR09 Young Adult Sources 3376.66 0.00 3376.66

401-51135-202 BR10 Non-Print 22373.27 0.00 22373.27

401-51134-202 BR11 Periodicals & Newspa 2267.47 0.00 2267.47

401-51124-202 BR12 Trustees Conferences 1912.34 0.00 1912.34

401-51138-202 BR13 Adult Programs 5993.45 691.84 5301.61

401-51130-202 BR14 Fine Arts 2404.30 15.88 2388.42

401-51140-202 BR15 Board Approved Projects* 25302.68 4,347.28 20955.40

401-51131-202 BR16 Books Children 5838.98 26.20 5812.78

401-51141-202 BR17 Outreach 11691.73 445.00 11246.73

401-51126-202 BR18 Conservation 1000.00 212.55 787.45

401-51142-202 BR19 Gifts 5093.57 782.70 4310.87

401-51143-202 BR20 Projects 32889.84 660.00 32229.84

401-51144-202 BR21 Legacy 29360.97 0.00 29360.97

401-51123-202 BR22 Staff Leave 5377.73 0.00 5377.73

401-51136-202 BR23 Downloadable Media 10000.00 1,763.65 8236.35

Department Inquiry

Fund:  401  Grants Fund   ---   Department:  202  Library Trust   ---   Period Ending: 11/30/2024

* B15 Board Approved Projects also includes subaccount Fine Arts Auction Revenue, 

with $19,440.02, for a total of $44,742.70.
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Brooks Memorial Library Board of Trustees 
224 Main Street 
Brattleboro, VT 05301 
 
December 11, 2024 
 
Attorney General of the State of Vermont 
109 State Street 
Montpelier, VT 05609 
 

NOTICE TO THE ATTORNEY GENERAL 
OF RELEASE OF RESTRICTION ON AN INSTITUTIONAL FUND 

UNDER 14 V.S.A. § 3416(d) 
 

To the Attorney General: 

Pursuant to the Uniform Prudent Management of Institutional Funds Act, 14 V.S.A. § 3416(d), the 
Board of Trustees of Brooks Memorial Library hereby notifies you of its intent to release the 
restrictions on a certain institutional fund under its management (the “Loud Fund”). 
 
 The Board notes the following facts: 
 

The current fair market value of the Loud Fund is $27,536.83, less than $50,000. 
 

$2,500 was bequeathed to the Library in 1924 to create the Fund by the Will of Harriet Loud, 
more than 20 years ago. 
 
Use of the Loud Fund was restricted by the Will to the maintenance and preservation of 
certain items owned by the Loud family and gifted to the Library under Mrs. Loud's will or 
earlier, at the death of her husband, C.A. Loud. 

 
All told, the Loud family donated 118 decorative household and fine arts items to the 
Library, including urns, plates, furniture, drawings, paintings, and sculpture. 
 
The Board has followed its endowment policy of withdrawing 4% of the Loud Fund each year 
for its restricted purpose. However, the cost of maintaining and preserving the Loud items 
year-to-year has long been less than the amount available, so the funds cannot be spent. 
Currently, $10,473.50 in cash has built up in this budget line. 

 
Over the last two years, the Library has undertaken a reassessment of its Fine Arts holdings. 
Items owned by the Library that were not contributing to its mission in support of the 
community, or that could be better stewarded and appreciated by a different institution, 
have been transferred to historical societies and museums or sold at auction. As part of this 
process, more than 90% of the items gifted by the Loud family were deaccessioned and 
removed from the Library’s collection. The remaining ten items eligible to be maintained by 
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the Loud Fund will not require the use of the restricted fund at all. The Library has a more 
generally applicable fine arts budget line that is sufficient to care for all of its fine arts 
holdings. 
 

At its meeting on December 10, 2024, the Board of Trustees resolved:   
 

(i) to make the determination that the restriction on the Loud Fund is impracticable 
and wasteful, since the yearly allocation cannot be spent for the restricted use; and 

(ii) to approve the release of the restriction on the Loud Fund. 
 
The Board further resolved that: 
 

(iii)   after sixty days have elapsed from the date of this notice, if no reason to reconsider 
is communicated to the Board, the restriction on the Loud Fund will be deemed 
released. 

 
Regarding the proposed use of the Loud Fund in future, the Board resolved: 
 
 (iv) to continue to hold the Loud Fund in a separate account; 
 (v) to continue to withdraw 4% of the prior year-end value of the Loud Fund annually, in  
  accordance with the Board’s Endowment Policy; and 
 (vi) to apply the amount withdrawn annually from the Loud Fund to Library programs,  
  purchases, and initiatives that support the arts, arts education, and cultural events. 

 
Respectfully submitted, 

 

Joyce Sullivan 
Board Secretary 
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Sec. 22. 24 V.S.A. chapter 60 is added to read: 
 

CHAPTER 60. MUNICIPAL CODE OF ETHICS 

 
§ 1991. DEFINITIONS 

 
As used in this chapter: 
 
(1) “Advisory body” means a public body that does not have supervision, control, or jurisdiction 
over legislative, quasi-judicial, tax, or budgetary matters. 
 
(2) “Candidate” and “candidate’s committee” have the same meanings as in 17 V.S.A. § 2901. 
 
(3) “Commission” means the State Ethics Commission established under 3 V.S.A. chapter 31, 
subchapter 3. 
 
(4) “Confidential information” means information that is exempt from public inspection and 
copying under 1 V.S.A. § 315 et seq. or is otherwise designated by law as confidential. 
 
(5) “Conflict of interest” means a direct or indirect interest of a municipal officer or such an 
interest, known to the officer, of a member of the officer’s immediate family or household, or of 
a business associate, in the outcome of a particular matter pending before the officer or the 
officer’s public body, or that is in conflict with the proper discharge of the officer’s duties. 
“Conflict of interest” does not include any interest that is not greater than that of other 
individuals generally affected by the outcome of a matter. 
 
(6) “Department head” means any authority in charge of an agency, department, or office of a 
municipality. 
 
(7) “Designated complaint recipient” means: 
(A) a department head or employee specifically designated or assigned to receive a complaint 
that constitutes protected activity, as set forth in section 1997 of this title; 
(B) a board or commission of the State or a municipality; 
(C) the Vermont State Auditor; 
(D) a State or federal agency that oversees the activities of an agency, department, or office of 
the State or a municipality; 
(E) a law enforcement officer as defined in 20 V.S.A. § 2358; 
(F) a federal or State court, grand jury, petit jury, law enforcement agency, or prosecutorial 
office; 
(G) the legislative body of the municipality, the General Assembly or the U.S. Congress; or 
(H) an officer or employee of an entity listed in this subdivision (7) when acting within the scope 
of the officer’s or employee’s duties. 
 
(8) “Domestic partner” means an individual in an enduring domestic relationship of a spousal 
nature with the municipal officer, provided the individual and municipal officer: 
(A) have shared a residence for at least six consecutive months; 
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(B) are at least 18 years of age; 
(C) are not married to or considered a domestic partner of another individual; 
(D) are not related by blood closer than would bar marriage under State law; and 
(E) have agreed between themselves to be responsible for each other’s welfare. 
 
(9) “Illegal order” means a directive to violate, or to assist in violating, a federal, State, or local 
law. 
 
(10) “Immediate family” means an individual’s spouse, domestic partner, or civil union partner; 
child or foster child; sibling; parent; or such relations by marriage or by civil union or domestic 
partnership; or an individual claimed as a dependent for federal income tax purposes. 
 
(11) “Legislative body” means the selectboard in the case of a town, the mayor, alderpersons, 
and city council members in the case of a city, the president and trustees in the case of an 
incorporated village, the members of the prudential committee in the case of a fire district, and 
the supervisor in the case of an unorganized town or gore. 
 
(12) “Municipal officer” or “officer” means: 
(A) any member of a legislative body of a municipality; 
(B) any member of a quasi-judicial body of a municipality; or 
(C) any individual who holds the position of, or exercises the 
function of, any of the following positions in or on behalf of any municipality: 
(i) advisory budget committee member; 
(ii) auditor; 
(iii) building inspector; 
(iv) cemetery commissioner; 
(v) chief administrative officer; 
(vi) clerk; 
(vii) collector of delinquent taxes; 
(viii) department heads; 
(ix) first constable; 
(x) lister or assessor; 
(xi) mayor; 
(xii) moderator; 
(xiii) planning commission member; 
(xiv) road commissioner; 
(xv) town or city manager; 
(xvi) treasurer; 
(xvii) village or town trustee; 
(xviii) trustee of public funds; or 
(xix) water commissioner. 
 
(13) “Municipality” means any town, village, or city. 
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(14) “Protected employee” means an individual employed on a permanent or limited status basis 
by a municipality. 
 
(15) “Public body” has the same meaning as in 1 V.S.A. § 310. 
 
(16) “Retaliatory action” includes any adverse performance or disciplinary action, including 
discharge, suspension, reprimand, demotion, denial of promotion, imposition of a performance 
warning period, or involuntary transfer or reassignment; that is given in retaliation for the 
protected employee’s involvement in a protected activity, as set forth in section 1997 of this title. 
 
§ 1992. CONFLICTS OF INTEREST 

 
(a) Duty to avoid conflicts of interest. In the municipal officer’s official capacity, the officer 
shall avoid any conflict of interest or the appearance of a conflict of interest. The appearance of a 
conflict shall be determined from the perspective of a reasonable individual with knowledge of 
the relevant facts. 
 
(b) Recusal. 
(1) If a municipal officer is confronted with a conflict of interest or the appearance of one, the 
officer shall immediately recuse themselves from the matter, except as otherwise provided in 
subdivisions (2) and (5) of this subsection, and not take further action on the matter or participate 
in any way or act to influence a decision regarding the matter. After recusal, an officer may still 
take action on the matter if the officer is a party, as defined by section 1201 of this title, in a 
contested hearing or litigation and acts only in the officer’s capacity as a member of the public. 
The officer shall make a public statement explaining the officer’s recusal. 
(2)(A) Notwithstanding subdivision (1) of this subsection (b), an officer may continue to act in a 
matter involving the officer’s conflict of interest or appearance of a conflict of interest if the 
officer first: 
(i) determines there is good cause for the officer to proceed, meaning: 
(I) the conflict is amorphous, intangible, or otherwise speculative; 
(II) the officer cannot legally or practically delegate the matter; or 
(III) the action to be taken by the officer is purely ministerial and does not involve substantive 
decision-making; and 
(ii) the officer submits a written nonrecusal statement to the legislative body of the municipality 
regarding the nature of the conflict that shall: 
(I) include a description of the matter requiring action; 
(II) include a description of the nature of the potential conflict or actual conflict of interest; 
(III) include an explanation of why good cause exists so that the municipal officer can take 
action in the matter fairly, objectively, and in the public interest; 
(IV) be written in plain language and with sufficient detail so that the matter may be understood 
by the public; and 
(V) be signed by the municipal officer. 
 
(B) Notwithstanding subsection (A) of this subdivision (2), a municipal officer that would 
benefit from any contract entered into by the municipality and the officer, the officer’s 
immediate family, or an associated business of the officer or the officer’s immediate family, and 
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whose official duties include execution of that contract, shall recuse themselves from any 
decision-making process involved in the awarding of that contract. 
 
(C) Notwithstanding subsection (A) of this subdivision (2), a municipal officer shall not continue 
to act in a matter involving the officer’s conflict of interest or appearance of a conflict of interest 
if authority granted to another official or public body elsewhere under law is exercised to 
preclude the municipal officer from continuing to act in the matter. 
(3) If an officer’s conflict of interest or the appearance of a conflict of interest concerns an 
official act or actions that take place outside a public meeting, the officer’s nonrecusal statement 
shall be filed with the clerk of the municipality and be available to the public for the duration of 
the officer’s service plus a minimum of five years. 
(4) If an officer’s conflict of interest is related to an official municipal act or actions considered 
at a public meeting, the officer’s nonrecusal statement shall be filed as part of the minutes of the 
meeting of the public body in which the municipal officer serves. 
(5) If, at a meeting of a public body, an officer becomes aware of a conflict of interest or the 
appearance of a conflict of interest for the officer and the officer determines there is good cause 
to proceed, the officer may proceed with the matter after announcing and fully stating the 
conflict on the record. The officer shall submit a written nonrecusal statement pursuant to 
subdivision (2) of this subsection within five business days after the meeting. The meeting 
minutes shall be subsequently amended to reflect the submitted written nonrecusal statement. 
(c) Authority to inquire about conflicts of interest. If a municipal officer is a member of a public 
body, the other members of that body shall have the authority to inquire of the officer about any 
possible conflict of interest or any appearance of a conflict of interest and to recommend that the 
member recuse themselves from the matter. 
(d) Confidential information. Nothing in this section shall require a municipal officer to disclose 
confidential information or information that is otherwise privileged under law. 
 
§ 1993. PROHIBITED CONDUCT 

 

(a) Directing unethical conduct. A municipal officer shall not direct any individual to act in a 
manner that would: 
(1) benefit a municipal officer in a manner related to the officer’s conflict of interest; 
(2) create a conflict of interest or the appearance of a conflict of interest 
for the officer or for the directed individual; or 
(3) otherwise violate the Municipal Code of Ethics as described in this chapter. 
 
(b) Preferential treatment. A municipal officer shall act impartially and not unduly favor or 
prejudice any person in the course of conducting official business. An officer shall not give, or 
represent an ability to give, undue preference or special treatment to any person because of the 
person’s wealth, position, or status or because of a person’s personal relationship with the 
officer, unless otherwise permitted or required by State or federal law. 
 
(c) Misuse of position. A municipal officer shall not use the officer’s official position for the 
personal or financial gain of the officer, a member of the officer’s immediate family or 
household, or the officer’s business associate. 
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(d) Misuse of information. A municipal officer shall not use nonpublic or confidential 
information acquired during the course of official business for personal or financial gain of the 
officer or for the personal or financial gain of a member of the officer’s immediate family or 
household or of an officer’s business associate. 
 
(e) Misuse of government resources. A municipal officer shall not make use of a town’s, city’s, 
or village’s materials, funds, property, personnel, facilities, or equipment, or permit another 
person to do so, for any purpose other than for official business unless the use is expressly 
permitted or required by State law; ordinance; or a written agency, departmental, or institutional 
policy or rule. An officer shall not engage in or direct another person to engage in work other 
than the performance of official duties during working hours, except as permitted or required by 
law or a written agency, departmental, or institutional policy or rule. 
 
(f) Gifts. 
(1) No person shall offer or give to a municipal officer or candidate, or the officer’s or 
candidate’s immediate family, anything of value, including a gift, loan, political contribution, 
reward, or promise of future employment based on any understanding that the vote, official 
action, or judgment of the municipal officer or candidate would be, or had been, influenced 
thereby. 
(2) A municipal officer or candidate shall not solicit or accept anything of value, including a gift, 
loan, political contribution, reward, or promise of future employment based on any 
understanding that the vote, official action, or judgment of the municipal officer or candidate 
would be or had been influenced thereby. 
(3) Nothing in subdivision (1) or (2) of this subsection shall be construed to apply to any 
campaign contribution that is lawfully made to a candidate or candidate’s committee pursuant to 
17 V.S.A. chapter 61 or to permit any activity otherwise prohibited by 13 V.S.A. chapter 21. 
 
(g) Unauthorized commitments. A municipal officer shall not make unauthorized commitments 
or promises of any kind purporting to bind the municipality unless otherwise permitted by law. 
 
(h) Benefit from contracts. A municipal officer shall not benefit from any contract entered into 
by the municipality and the officer, the officer’s immediate family, or an associated business of 
the officer or the officer’s immediate family, unless: 
(1) the benefit is not greater than that of other individuals generally affected by the contract; 
(2) the contract is a contract for employment with the municipality; 
(3) the contract was awarded through an open and public process of competitive bidding; or 
(4) the total value of the contract is less than $2,000.00 
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CHAPTER ONE 

 

GENERAL PROCUREMENT POLICY 

 

I. PURPOSE. 

 

 The purpose of this policy is to create a process for purchasing goods and services that will 

increase efficiency, promote fairness, accountability and confidence, and provide necessary supplies 

and services in a timely and cost-effective manner. 

 

 The purchasing procedures set forth in this Chapter are designed to ensure that the Town is 

aware, at all times, of its financial commitments.  It is of utmost importance, therefore, that the 

Finance Department is informed of each department’s intention to purchase a good or service.  This 

process is accomplished through the issuance of purchase orders on all purchases over $250.00, and 

the timely transmittal of invoices on purchases less than $250.00. 

 

 The Finance Department tracks the purchasing of all departments as well as the availability of 

cash reserves.  It is impossible to do this if the Finance Department is not informed IN ADVANCE 

of all purchases of more than $250.00, and in a timely manner of all purchases less than $250.00. 

 

 The cooperation of all Town Employees and Departments in this effort is requested and 

appreciated. 

 

II. APPLICATION. 

 

 This General Procurement Policy shall apply to all purchases of goods and services by the 

Town of Brattleboro except where conditions of state or federal funds, or conditions of a grant, gift 

or bequest mandate otherwise, in which case the “Third Party Contracting Requirements Policy” set 

forth in Chapter Two shall apply. 

 

 It is the policy of the Town that the purchase of all goods and services be accomplished in a 

manner providing full and open competition and equitable treatment of all potential vendors and 

sources.  The Town shall apply sound procurement policies and procedures throughout the entire 

procurement cycle. 

 

III. ORGANIZATION AND RESPONSIBILITIES. 

 

 The authority to award contracts rests with the Town Selectboard.  This authority is 

delegated, in part, to the Town Manager who oversees all Town activities and may delegate certain 

day-to-day purchasing activity to others.  The Town Manager may delegate certain authority to 

project managers made responsible for specific projects carried out by their respective departments.  

Project managers are generally responsible for initiating the procurements for their departments and 

to work closely with the executive director in award and administration of contracts. 
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 The responsibilities of persons involved in the procurement process are described in 

following paragraphs. 

 

Selectboard  

The Selectboard: 

a. Approves procurement policy. 

b. Holds sole contracting authority. 

c. May delegate approval authority to the Town Manager, and may delegate authority to 

the Town Manager to delegate to staff. 

d. May disapprove purchases submitted for approval if for a valid business reason.  The 

board will not change a recommended award to one that is not consistent with 

evaluation criteria and requirements set forth in the solicitation. 

e. Authorizes Town Manager to dispose of surplus materials, supplies, equipment and 

property, subject to its policies. 

f. Sets annual Disadvantaged Business Enterprises (DBE) goals based upon 

recommendation of Town staff. 

Town Manager 

The Town Manager: 

a. Under the authority delegated by the Selectboard, may approve purchases. 

b. May delegate approval of purchases as allowed by the Selectboard. 

c. Ensures that no contract will be entered into unless all requirements of law, 

regulations, and all applicable procedures, including proper clearances and approvals, 

have been met and that sufficient funds are available for the obligation. 

d. May sign any contract on behalf of Town upon Selectboard approval, or as otherwise 

authorized by the Selectboard. 

e. Authorizes payments to vendors upon verification of receipt. 

f. Closes out the contract when its performance is completed. 

g. Leads annual procurement planning effort. 

h. Approves disposal of surplus materials, supplies, and equipment. 

i. Approves any changes to internal purchasing procedures and assures compliance with 

Town purchasing policies. 

j. Submits annual DBE goals to Selectboard. 

Finance Director 

The Finance Director: 

a. Serves as the contracting officer. 

b. Under the authority delegated by the Selectboard and Town Manager, may approve 

purchases. 

c. In Town Manager's absence may execute documents on behalf of the Town for which 

documented signature authority exists (such as the recorded Minutes of a Selectboard 

meeting, or written instruction signed by the Town Manager). 

d. Ensures that funds are available for proposed purchases. 

e. Ensures that procurement policies and procedures are followed. 

f. Issues purchase orders. 

g. Serves as DBE officer; prepares annual goals and progress reports. 

h. Reports to the Selectboard regarding DBE efforts. 
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Department Director 

The department director: 

a. Ensures that funds are available for proposed purchases. 

b. Ensures that procurement policies and procedures are followed. 

c. Ensures that departmental purchases are necessary. 

Project Manager 

The project manager: 

a. Monitors contract compliance. 

b. Enforces contract provisions. 

c. Requests timely performance and payment requests. 

d. Recommends modifications to the contract as necessary. 

e. Recommends the closing of a contract. 

 

IV. PROCEDURES RE: ETHICAL RESPONSIBILITIES. 

 

A. Policy Statement. It is the policy of the Town of Brattleboro that its Selectboard 

members and employees observe the highest standards of ethics and that where an actual or 

seemingly apparent conflict of interest or breach of fiduciary duty or abuse of official position 

may arise or has arisen they proceed as described below. 

 

B. Statement on Organizational Conflicts of Interest. In the event that a Town of Brattleboro 

Selectboard member or employee has a direct or indirect financial interest (for purposes 

hereof, indirect financial interest shall include the direct financial interest of an immediate 

family member) in any contract with the Town of Brattleboro or when any such Selectboard 

member or employee furnishes any material or provides any labor to the Town of Brattleboro 

for compensation except in the discharge of his/her official duties, the person involved shall: 

 

 1. State on the record the nature of his/her conflict of interest; 

 2. Shall not communicate either formally or informally with any Town of 

Brattleboro Board member or employee with respect to the awarding of such 

contract. 

 

In the event that a Selectboard member or employee has a fiduciary relationship (a position of 

trust) with an individual, partnership, firm or corporation seeking to contract with the Town 

of Brattleboro or provide materials or labor thereto, such person shall, regardless of the 

contract amount: 

 

1. State on the record the nature of his/her interest; 

2. Avoid all formal or informal discussion with any Town of Brattleboro Board 

member or employee with respect to the award of such contract. 

 

In the event that a Selectboard member or employee has a special or unique interest where 

personal loyalty to a particular interest group or individual may have a bearing on a subject of 

discussion or vote by the Board, it shall be appropriate for that person to: 
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1. State on the record, the nature of his/her special interest so that the full Board 

may understand the nature of that interest during discussion; and  

2. State on the record if he/she feels that the nature of the interest is such that it 

would be difficult to render unfettered judgment on the subject. 

 

Whereas Selectboard members and employees are considered to have a fiduciary duty to the 

Town of Brattleboro, it is proper that:  

 

1. When in a position to know or obtain information of a confidential nature in 

the possession of the Town of Brattleboro, those persons shall not disclose 

such information; 

2. When in a position to speak to the public on Town of Brattleboro matters, 

those persons shall not misstate the position of the Board, nor take any action 

or make any statement as that of the Board, unless the Board has given 

authorization to do so. 

3. When in a position to take unfair advantage of an employee or the Town of 

Brattleboro due to their position or rank as an official of the Town of 

Brattleboro, those persons shall not misuse the position for personal gain or 

satisfaction.  Employees shall respect the line of command and channels of 

communications as set forth in the Town of Brattleboro’s current 

organizational chart and personnel policy. 

 

C. Statement on Gifts and Gratuities. All gifts or other gratuities from any party 

having or seeking to establish a business relationship with Town of Brattleboro are discouraged and 

contrary to this declared policy.  Proper personal conduct requires: 

 

� Gifts or other gratuities that might adversely affect the exercise of a Selectboard member’s or 

employee’s judgment in matters pertaining to Town of Brattleboro or tend to impair public 

confidence in Town of Brattleboro must never be accepted. 

� Entertainment in any form must not be accepted if either party might feel an obligation or if a 

third party might infer that an obligation exists. 

� The Selectboard members and employees of Town of Brattleboro shall neither solicit nor 

accept gratuities, discounts, favors, or anything of monetary value from contractors or 

potential contractors. 

 

D. Disciplinary Action. It shall be incumbent upon each Board member and employee to police 

him/herself with respect to these guidelines.  In the event this does not occur: The Board (or, if 

designated by the Board, the Town Manager) may take appropriate disciplinary action. 

 

V. DEFINITIONS. 

 

A. Major Purchases are those purchases of goods or services in an amount of $10,000.00 

or more.  Major purchases also include items that are purchased repetitively 

throughout the year which exceed the $10,000.00 figure on an annual basis, such as 
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gasoline and fuel oil. 

 

B. Regular purchases are those purchases of goods or services in an amount of at least 

$250.00 but less than $10,000.00. 

 

C. Incidental purchases are those purchases of goods and services in an amount of 

$250.00 or less. 

 

D. Sole source vendor is a vendor approved by the Selectboard to provide certain goods 

and services for the Town. 

 

A sole source vendor is a vendor who sells a product or service that meets the unique needs 

of the purchaser; generally, sole source means the one and only source for the product or 

service.  Sole source vendors must be approved by the Selectboard.  

 

E. Emergency purchases are those urgent purchases of goods and services, which are 

required to protect the public health, safety and welfare. 

 

F. Best Price and Buy Local/Buy Fair Policy.  The Town of Brattleboro became the 

second Fair Trade Town in the United States by Resolution passed June 26, 2007.  It 

is the Town’s policy to maximize the purchase of Fair Trade Certified and locally 

produced products in the process of procuring necessary goods for the Town Offices 

when those products are available and reasonably priced.  It is the intention of the 

Town to gain a greater understanding of what is and what is not Fair Trade in order to 

make educated purchasing decisions.  For purposes of this General Procurement 

Policy, “Best Price” shall take into consideration the availability of reasonably priced, 

locally produced and/or Fair Trade Certified products. 

 

VI. PROCEDURES. 

 

 A. Major purchases require a formal bid process, which shall include: 

1. Advertisement of the invitation to bid or request for proposal (RFP) for at 

least one week in a newspaper of general circulation in the Town of 

Brattleboro; 

2. Advertisement of the invitation to bid or RFP in other newspapers at the 

discretion of the Town Manager; 

3. Direct notice of the bid or RFP to specific providers at the discretion of the 

Town Manager; 

  4. Notice of the place and deadline for receipt of the sealed bids or RFPs; 

  5. A description of the supplies, materials, equipment or services required and 

information on how and where to obtain more detailed specifications and bid 

or RFP forms; 

  6. Information on insurance requirements for the bidder or proposer; 

  7. A statement of the right of the Town of Brattleboro to reject any and all bids 

or RFPs if doing so is deemed by the Selectboard to be in the best interests of 
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the Town; and 

8. Public opening of the bids or RFPs by the Town Manager at a time not less 

than 10 business days after the deadline for receipt. 

 

B. Regular purchases require competitive solicitation of bids or RFPs but may be done 

by the formal bid process.  Competitive solicitation includes: 

1. Soliciting bids or quotations from at least three vendors, unless a sole source 

vendor has been approved by the Selectboard; and 

2. Selection of vendor based on quality of the goods and services offered, cost, 

ability of the vendor to provide future maintenance, and the ability, capacity 

and skill of the vendor demonstrated under prior contracts with the Town. 

3. Departments will be expected to obtain the “best” price for all regular 

purchases.  Departments will be required to document their efforts to do so 

(unless specifically relieved of that obligation on certain items with the written 

approval of the Finance Director). 

 

C. Incidental purchases may be made without a formal bid or competitive solicitation.  

Such purchases may be made by department heads or their designated representative.  

Incidental purchasing choices shall be made based on cost, quality of goods and 

services, and the best interests of the Municipality.  Departments will be expected to 

obtain the “best” price for all incidental purchases, but will not be required to 

document their efforts to do so (unless specifically requested on certain items by the 

Finance Director). 

 

D. Sole Source Vendor.  The Selectboard may approve a sole source vendor for regular 

or incidental purchases. 

 

E. Leasing Equipment.  The Selectboard shall approve all leasing of major purchases.  

The Town Manager shall approve all other leases. 

 

F. Purchase of Professional Services.  The purchase of professional services for the 

Town shall be exempt from the formal bid process.  Such services include, but are not 

limited to, legal counsel, auditors, accountants, insurance, engineering/architectural 

services and consulting services.  The Selectboard shall purchase such services 

according to the best interests of the Town.  In purchasing such services, the 

Selectboard may utilize a formal bid process in its discretion. 

 

G. Cooperative Purchasing.  The Town may enter into cooperative lease or purchase 

agreements with other municipalities, state or federal agencies, at the discretion of the 

Selectboard. 
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H. Emergency Purchases.  When an emergency threatens the health, lives or property of 

the residents of the Town, or threatens the property of the Town or the delivery of 

necessary services to the residents of the Town, the town manager, health officer, fire 

chief, police chief,  and/or emergency management chairperson, shall have the 

authority to purchase emergency supplies and services while acting in the best 

interests of the town. 

 

VII. IMPLEMENTATION and SYSTEMS OF CONTROL. 

 

A. PURCHASE ORDERS. Purchase orders must be issued for all Major and 

Regular purchases.  The purchase order is to be approved by the Finance Director AND 

signed by the Department Head PRIOR to the order being placed. 

 

 Prior to any order being placed or purchase made, a Department Head must remit a 

Requisition to the Finance Director for approval and issuance of the Purchase Order. The 

purchase order is to be issued before the purchase. 

 

 EXCEPTIONS: 

 

Several exceptions to the above rule are listed below for which NO purchase orders need to 

be issued: 

 

1. CASH ADVANCES FOR TRAVEL AND MILEAGE.  Employees anticipating travel 

to a conference or seminar may submit a request for a cash advance to cover the expenses.  

There is a “Cash Advance Request” form at the end of this manual on which to submit such a 

request.  ALL cash advances must be followed up with a “Travel Reimbursement Form” 

and/or Mileage Reimbursement Form, which details the expenses, actually incurred and 

reconciles the advance to the actual expenses.  Any overpayment of an advance is to be paid 

immediately to the Town.  Any balance due to the employee will be paid on the warrant 

following the submission of a “Travel Reimbursement Form.” 

 

IMPORTANT NOTE:  Mileage must be detailed and expenses must be documented by 

receipts.   Travel expenses not documented by appropriate receipts will not be reimbursed  

Receipts must reflect the name of the vendor, details of the items purchased, date of purchase 

and value of purchase.  If receipt is for goods or services for one or more individuals, the 

name of all individuals should be noted on the receipt. 

 

2. SUBSCRIPTIONS, CONFERENCES, MEMBERSHIPS OR ORDERS FOR WHICH 

A CHECK MUST ACCOMPANY THE ORDER FORM.  In these cases, submit the order or 

registration or subscription form to be mailed along with a “Payment Request Form” 

(attached at the back of this manual).  A copy of the registration form must also be attached 

to the payment request form for the Finance Department’s permanent records. 
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IMPORTANT NOTE:  The “Payment Request Form” is to be transmitted to the Finance 

Department prior to the order not after the order is placed – the check is to accompany the 

order form.  If there are not sufficient funds to cover the payment request, it will be denied. 

 

3. UTILITY PAYMENTS:  Electric, water & sewer and telephone charges do not need a 

purchase order for basic service.  These bills are to be forwarded immediately to the Finance 

Department for payment.  If you are ordering work to be performed by a utility company or a 

new service, then you must submit a purchase order. 

 

4. GENERAL LEDGER ACCOUNTS EXCLUSIVELY RESERVED FOR ONE 

VENDOR WITH ONE PURPOSE OR CONTRACT:  Examples of this are Occupational 

Health, Computer Land Records, Tax Map Maintenance, Tipping Fees, and the like.  These 

invoices should be submitted with a “Payment Request Form” (attached at the back of this 

manual).  Before submitting bills in this manner, be sure to check with the Finance 

Department for approval that the account fits in this category. 

 

5. PETTY CASH REIMBURSEMENTS:  Send a “Petty Cash Reimbursement Form” 

(attached at the back of this manual) with a copy of all the petty cash slips documenting the 

reimbursement. 

 

6. EMERGENCY ORDERS:  Only in a true emergency when there is no time for a prior 

approved purchase order will this be allowed.  The work may be ordered or performed in 

these rare cases without a signed purchase order.  The first business day following an 

emergency purchase, a purchase order should be sent to the Finance Department with either 

the actual cost of the work performed or an estimate of the total costs.  It must state on the 

Purchase Order “Emergency Purchase” and in such case an invoice may be submitted with 

the Purchase Order.  Do not abuse this privilege – you must be able to justify the emergency. 

 

7. RECURRING, STANDARDIZED, MONTHLY PAYMENTS INDIVIDUALLY 

APPROVED AS PART OF THE BUDGET PROCESS:  Examples of this are transportation 

allowances, human service allocations, trash removal contracts and various independent 

contractors (Listers, Selectmen, etc.).  These payments are to be individually arranged with 

the Finance Department. 

 

8. PAYMENTS FOR BENEFITS APPROVED IN BUDGET:  These payments are 

those made by the Finance Department on behalf of all departments for social security, 

hospitalization, workers’ compensation, health and dependent flex, etc. 

 

9. PAYROLL:  This is paid as a result of time sheets filed by individuals and 

departments and personnel actions signed by the Town Manager.  See the separate manual on 

payroll procedures. 
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General Guidelines for Filling out Purchase Orders 

 

Blanket Purchase Orders may be issued by a department to cover regular, multiple 

purchases to a single vendor.    

Purchase order numbers are automatically assigned in consecutive order by the 

purchase order software. 

 

B. INCIDENTAL PURCHASES (Purchases under $250.00) 

 

 Each department may establish its own system of control over the method of authorizing 

incidental purchases (purchases fewer than Two Hundred Fifty ($250.00) Dollars).  This system shall 

be put in writing and transmitted to the Finance Department for filing. 

 

 Each department will be required to verify that the account from which it is making a 

purchase has sufficient funds to pay for the purchase (checking totals for each account in the 

computer and taking into consideration any purchases not yet posted).   

 

 Invoices must be transmitted as quickly as possible to the Finance Department on all 

incidental purchases.  On vendors who offer a discount on a total monthly statement amount, the 

department may submit the invoices monthly.  Such statements should be forwarded to the Finance 

Department along with the invoices within one business day of receipt in order to guarantee the 

discount. 

 

 Invoices should be transmitted to the Finance Department as they are received.  Payments 

should be made from original invoices, not copies or statements.   

 

C. PAYMENT PROCESSING 

 

 Bills are processed for payment on a bi-weekly basis on the weeks opposite the issuance of 

payroll checks.  For example if payroll checks are issued on the fourteenth of the month, payables 

would be processed for payment on the twenty first of the month. 

 

 Invoices to be included in the regular bi-weekly warrant must be received in the Finance 

Department NO LATER THAN NOON on the MONDAY of a warrant week.  Checks will be issued 

by Friday of that same week. 

 

 If an invoice is time sensitive – it has a discount potential or a penalty for late payment – 

highlight the terms on the invoice or note it prominently on a post-it note so that the Finance 

Department will see it. 

 

 Any special circumstances involved with the payment of an invoice must be noted and 

highlighted for the Finance Department. 

 

 The Finance Department does run a LIMITED EMERGENCY WARRANT on Fridays 

following running payroll for bills where a discount would be lost if it was held for another week.  
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This is to be used when an invoice is received within only a few days of its due date.  It is NOT to be 

used because a department failed to process the invoice in a timely manner.  Invoices must be 

received in Finance by the date of payroll to be considered for this warrant. 

 

 Departments are responsible for planning their financial needs and requesting checks far 

enough in advance to meet those needs.  Checks for pre-scheduled events, advances for travel, 

reimbursements and conferences will be done only on the regular bi-weekly warrant.  There should 

almost never be a need for an emergency check for this type of expenditure. 

 

 Manual checks will be issued only under the most rare and urgent circumstances and must be 

justified to the satisfaction of the Finance Director. 

 

 All checks will be distributed by the Finance Department after the Selectboard has approved 

the warrant.  If there are forms to be mailed with a check, attach them to the transmittal and note it 

on the invoice.  Be sure a copy of the invoice is attached to the transmittal for the Finance 

Department’s permanent record. 

 

 NO VARIATIONS FROM THIS POLICY ARE PERMITTED UNLESS PRIOR WRITTEN 

APPROVAL OF THE FINANCE DIRECTOR HAS BEEN OBTAINED. 

 

VIII. DISPOSAL OF SURPLUS GOODS 

 

            A.        Definition:  Surplus goods are defined as those items for which a Town Department 

has no reasonably foreseeable need, which are no longer suitable for the intended purpose by the 

Department, or for which the Department does not have storage capacity to maintain in inventory.   

 

            B.         Policy:  The Town encourages reduction in waste, re-use and recycling efforts.  The 

Town is also committed to the full utilization of its resources in a reasonable manner. 

 

            C.        Procedure:  In the event a Department Head identifies surplus goods, the Head of that 

Department shall give notice to the Town Manager and all other Department Heads of the surplus 

goods, including description, quantity and quality and any other information which might be 

appropriate.  Reassignment of the surplus goods will be reviewed and approved by the Town 

Manager.  If no other Department Head makes a claim within ten calendar days, and with the Town 

Manager’s written approval, the Department Head shall then offer those surplus goods to all 

employees for an informal, closed bid auction with a deadline for bids of not less than 48 hours, nor 

more than 7 calendar days.  If the Town Manager has determined that the surplus goods are more 

appropriately put out for formal, public bid, then they shall not be offered to employees.  All bids 

received (under either bidding process) shall be opened by the Department Head, Director of Finance 

and Town Manager, who shall have the right to reject any and all bids based on price.  In the event 

there is no successful bidder, then appropriate arrangements shall be made for the disposal of the 

goods, in an environmentally appropriate manner.  This may include donation of the surplus goods to 

any local charitable organization, not-for-profit or by recycling or disposal in conjunction with the 

solid waste management district. 
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IX. FORMS 

 

 See Appendix E 

  Requisition/Purchase Order 

  Cash Advance Request 

  Travel Reimbursement 

  Mileage Reimbursement 

  Payment Request 

  Petty Cash Reimbursement 
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CHAPTER TWO 

 

THIRD PARTY CONTRACTING REQUIREMENTS POLICY 

 

I. PURPOSE.   

 

This chapter sets forth the requirements which the Town of Brattleboro [Town], must adhere 

to in the solicitation, award and administration of its third party contracts where conditions of state 

or federal funds, or grant, gift or bequest mandate otherwise. These requirements are based on the 

common grant rules, Federal statutes, Executive Orders and their implementing regulations, and FTA 

policy, as well as FTA Circular 4220.1E, and Vermont law. 

 

II. OVERVIEW.   

 

This chapter defines the basic policies and procedures for the procurement and disposal of 

materials, equipment, buses, other vehicles, and facilities, and the procurement and administration of 

professional services and other services required by the Town.  The manual specifies the policies and 

procedures for all Town employees involved in the procurement process. 

 

III. INCORPORATION OF GENERAL PROCUREMENT POLICY.   

 

The provisions of Chapter One of this Procurement Manual are incorporated herein and shall 

be followed, unless this Chapter contains a more specific or stringent requirement.  Additionally, the 

Finance Director or designee shall verify the third party contracting requirements for each project to 

ensure that if a more stringent policy is required, that the Town complies. 

 

IV. DISADVANTAGED BUSINESS ENTERPRISE POLICY.   

 

It is the Town policy to actively encourage and assist disadvantaged business enterprises 

(DBE) to participate competitively in Town procurement actions.  The DBE officer reports directly 

to the Selectboard on all matters pertaining to the DBE program.  The DBE officer is responsible for 

DBE program coordination and enforcement.  The DBE officer is the Finance Director. 

 

The DBE officer will annually review procurement plans and recommend appropriate 

organizational DBE contracting goals based on anticipated procurement actions and available 

certified DBE suppliers or contractors.  DBE goals are established annually based on projected 

expenditures for construction, professional services, materials and supplies, and equipment, and 

anticipated opportunities to use DBE vendors to fulfill those requirements. 

 

TOWN shall take affirmative steps to establish maximum participation of DBE vendors such 

as: 

a. Placing qualified DBEs on vendor solicitation lists. 

b. Assuring DBEs are solicited when they are potential sources. 

c. When economically feasible, dividing total requirements into smaller tasks or 

quantities to permit maximum participation. 
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d. When opportunity permits, establishing delivery schedules to encourage DBE 

participation. 

e. If subcontracts shall be let, requiring the prime contractor to take the same affirmative 

steps as listed above in (a) through (d) of this paragraph. 

 

V. DEFINITIONS.   

 

All definitions in 49 U.S.C. §5302 are applicable. The following definitions are provided:  

 

a.  "Grantee" includes the Town, insofar as it is a public entity to which a grant or 

cooperative agreement is awarded by any Federal or State agency.  Grantee means any other 

public or private entity to which a grant or cooperative agreement has been awarded by the 

Federal or State agency.  The grantee is the entire legal entity even if only a particular 

component of the entity is designated in the assistance award document. 

 

For the purposes of this manual, "grantee" also includes any subgrantee of the Town as 

grantee. Furthermore, the Town is responsible for assuring that its subgrantees comply with 

the requirements and standards of this circular, and that subgrantees are aware of 

requirements imposed upon them by Federal statutes and regulations.  

 

b.  "State" means the State of Vermont, or any agency or instrumentality of Vermont 

exclusive of local governments.  "State" does not include any public and Indian housing 

agency under the United States Housing Act of 1937.  

 

c.  "Third party contract" refers to any purchase order or contract awarded by the Town 

as a grantee to a vendor or contractor using Federal financial assistance awarded by the 

Federal or State agency. 

 

d.  "Piggybacking" is an assignment of existing contract rights to purchase supplies, 

equipment, or services. 

 

e.  "Tag-on" is defined as the addition of work (supplies, equipment or services) that is 

beyond the scope of the original contract that amounts to a cardinal change as generally 

interpreted in Federal practice by the various Boards of Contract Appeals.  “In scope” 

changes are not tag-ons. 

 

f. "Best Value" is a selection process in which proposals contain both price and 

qualitative components, and award is based upon a combination of price and qualitative 

considerations.  Qualitative considerations may include technical design, technical approach, 

quality of proposed personnel, and/or management plan.   The award selection is based upon 

consideration of a combination of technical and price factors to determine {or derive} the 

offer deemed most advantageous and of the greatest value to the procuring agency. 

 

g.   “Design-Bid-Build” refers to the project delivery approach where the grantee 

commissions an architect or engineer to prepare drawings and specifications under a design 
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services contract, and separately contracts for at-risk construction, by engaging the services of 

a contractor through sealed bidding or competitive negotiations. 

 

h. “Design-Build” refers to a system of contracting under which one entity performs 

both architectural/engineering and construction under one contract. 

 

VI.   GENERAL PROCUREMENT STANDARDS APPLICABLE TO THIRD-PARTY 

PROCUREMENTS. 

  

a.  Conformance with State and Local Law.  The Town and subgrantees shall use their 

own procurement procedures that reflect applicable State and local laws and regulations, 

provided that the procurements conform to applicable Federal law.   If there is no State law 

on a particular aspect of procurement, then Federal contract law principles will apply.   

 

b.  Contract Administration System. The Town shall maintain a contract administration 

system that ensures that contractors perform in accordance with the terms, conditions, and 

specifications of their contracts or purchase orders.  

 

c.  Written Standards of Conduct.  The Town shall maintain a written code of standards 

of conduct governing the performance of their employees engaged in the award and 

administration of contracts.  No employee, officer, agent, immediate family member, or 

Board member of the Town shall participate in the selection, award, or administration of a 

contract supported by Federal or State agency funds if a conflict of interest, real or apparent, 

would be involved.  

 

Such a conflict would arise when any of the following has a financial or other interest in the 

firm selected for award:  

(1) The employee, officer, agent, or Board member,  

(2)  Any member of his/her immediate family,  

(3)  His or her partner, or  

(4)  An organization that employs, or is about to employ, any of the above.  

 

The Town's officers, employees, agents, or Board members will neither solicit nor accept 

gifts, gratuities, favors, or anything of monetary value from contractors, potential contractors, or 

parties to subagreements.  The Town may set minimum rules when the financial interest is not 

substantial or the gift is an unsolicited item of nominal intrinsic value.  To the extent permitted by 

state or local law or regulations, such standards of conduct will provide for penalties, sanctions, or 

other disciplinary action for violation of such standards by the Town's officers, employees, or agents, 

or by contractors or their agents. 
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d.  Ensuring Most Efficient and Economic Purchase.  The Town’s procedures shall 

provide for a review of proposed procurements to avoid purchase of unnecessary or 

duplicative items.  Consideration should be given to consolidating or breaking out 

procurements to obtain a more economical purchase.  

 

Where appropriate, an analysis will be made of lease versus purchase alternatives and any 

other appropriate analysis to determine the most economical approach.  

 

e.   Intergovernmental Procurement Agreements. 

 

 1. The Town may utilize available state and local intergovernmental agreements 

for procurement or use of common goods and services.  When obtaining goods or 

services in this manner, the Town shall ensure all federal requirements, required 

clauses, and certifications (including Buy America) are properly followed and 

included, whether in the master intergovernmental contract or in the Town’s purchase 

document. 

 

 2. The Town may jointly procure goods and services with other grantees.  When 

obtaining goods or services in this manner, grantees must ensure all federal 

requirements, required clauses, and certifications are properly followed and included 

in the resulting joint solicitation and contract documents. 

 

 3. The Town may assign contractual rights to purchase goods and services to 

other grantees if the original contract contains appropriate assignability provisions.  

Grantees who obtain these contractual rights (commonly known as 'piggybacking') 

may exercise them after first determining the contract price remains fair and 

reasonable. 

 

f.  Use of Excess Or Surplus Federal Property.  The Town may use Federal excess and 

surplus property in lieu of purchasing new equipment and property, whenever such use is 

feasible and reduces project costs.  

 

g.  Use of Value Engineering in Construction Contracts.  The Town may use value 

engineering clauses in contracts for construction projects. 

 

h.  Awards to Responsible Contractors.  The Town shall make awards only to 

responsible contractors possessing the ability to perform successfully under the terms and 

conditions of a proposed procurement.  Consideration shall be given to such matters as 

contractor integrity, compliance with public policy, record of past performance, and financial 

and technical resources.  

 

i.  Written Record of Procurement History.  The Town shall maintain records detailing 

the history of each procurement.  At a minimum, these records shall include:  

 

1.  the rationale for the method of procurement,  
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2.  selection of contract type,  

3.  reasons for contractor selection or rejection, and  

4.  the basis for the contract price. 

 

j.  Use of Time and Materials Type Contracts.  The Town shall use time and material 

type contracts only: 

  

1.  After a determination that no other type of contract is suitable; and  

2.  If the contract specifies a ceiling price that the contractor shall not exceed 

except at its own risk. 

 

k.  Responsibility for Settlement of Contract Issues/Disputes.  The Town shall be 

responsible in accordance with good administrative practice and sound business judgment for 

the settlement of all contractual and administrative issues arising out of procurements.  These 

issues include, but are not limited to, source evaluation, protests, disputes, and claims.  

 

l.  Written Protest Procedures.  The Town shall maintain written protest procedures to 

handle and resolve disputes relating to their procurements and shall in all instances disclose 

information regarding protests to the Federal or State agency.  All protest decisions shall be 

in writing and shall contain a notice that a protester must exhaust all administrative remedies 

with the TOWN before pursuing a protest with the Federal or State agency.  See APPENDIX 

A. 

 

m.  Contract Term Limitation.  The Town shall not enter into any contract for rolling 

stock or replacement parts with a period of performance exceeding five (5) years inclusive of 

options.  All other types of contracts (supply, service, leases of real property, revenue and 

construction, etcetera) should be based on sound business judgment.  The Town shall be 

judicious in establishing and extending contract terms no longer than minimally necessary to 

accomplish the purpose of the contract.  Additional factors to be considered include 

competition, pricing, fairness and public perception.  Once a contract has been awarded, an 

extension of the contract term length that amounts to an out of scope change will require a 

sole source justification. 

 

n.  Revenue Contracts.  Revenue contracts are those third party contracts whose primary 

purpose is to either generate revenues in connection with a Federal or State funded related 

activity, or to create business opportunities utilizing a Federal or State agency  funded asset.   

Revenue contracts shall be awarded pursuant to this policy. 

 

o.  Tag-ons. The use of tag-ons is prohibited and applies to the original buyer as well as 

to others as defined in paragraph V.e. 

 

p.  Piggybacking.  Piggybacking is permissible when the solicitation document and 

resultant contract contain an assignability clause that provides for the assignment of all or a 

portion of the specified deliverables as originally advertised, competed, evaluated, and 

awarded.  If the supplies were solicited, competed and awarded through the use of an 
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indefinite-delivery-indefinite-quantity (IDIQ) contract, then both the solicitation and contract 

award must contain both a minimum and maximum quantity that represent the reasonably 

foreseeable needs of the party(s) to the solicitation and contract.  If two or more parties 

jointly solicit and award an IDIQ contract, then there must be a total minimum and 

maximum. 

 

q.  E-Commerce.  E-Commerce is an allowable means to conduct procurements.  If the 

Town chooses to utilize E-Commerce, written procedures shall be developed and in place 

prior to solicitation and all requirements for full and open competition must be met as set 

forth in this manual. 

 

VII.   COMPETITION.  

 

a. Full and Open Competition.  All procurement transactions will be conducted in a manner 

providing full and open competition. Some situations considered to be restrictive of competition 

include, but are not limited to: 

 

1. Unreasonable requirements placed on firms in order for them to qualify to do 

business;  

2. Unnecessary experience and excessive bonding requirements;  

3. Noncompetitive pricing practices between firms or between affiliated companies;  

4. Noncompetitive awards to any person or firm on retainer contracts;  

5. Organizational conflicts of interest.  An organizational conflict of interest means that 

because of other activities, relationships, or contracts, a contractor is unable, or 

potentially unable, to render impartial assistance or advice to the Town; a contractor's 

objectivity in performing the contract work is or might be otherwise impaired; or a 

contractor has an unfair competitive advantage; 

6. Specifying only a “brand name” product instead of allowing “an equal” product to be 

offered without listing its salient characteristics.  

 

The Town may define the salient characteristics in language similar to the following:  

 

(a)  Original Equipment Manufacturer (OEM) part #123 or approved equal that 

complies with the original equipment manufacturer’s requirements or specifications 

and will not compromise any OEM warranties; or  

(b)  Original Equipment Manufacturer part #123 or approved equal that is 

appropriate for use with and fits properly in [describe the bus, engine, or other 

component the part must be compatible with] and will not compromise any OEM 

warranties; and 

(c)  Any arbitrary action in the procurement process. 

 

b.  Prohibition Against Geographic Preferences.  The Town shall conduct procurements in a 

manner that prohibits the use of statutorily or administratively imposed in-State or local geographical 

preferences in the evaluation of bids or proposals, except in those cases where applicable Federal 

statutes expressly mandate or encourage geographic preference.  This does not preempt State 
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licensing laws.  However, geographic location may be a selection criterion in procurements for 

architectural and engineering (A&E) services provided its application leaves an appropriate number 

of qualified firms, given the nature and size of the project, to compete for the contract.  

 

c. Local Purchasing Preferences 

 

Purchases of supplies, materials, equipment or services – when competitive bidding or quotations are 

required. 

 

Local Bidder Preference Award 

Unless contrary to federal or state law or regulation, when contracting or purchasing for supplies, 

materials, equipment or contractual services, preference may be given to a local bidder where the bid 

by the local bidder is in all material respects comparable to the lowest responsible non-local bid. 

 

Local Bidder 

For the purposes of this policy, “local bidder” is an entity that a) holds a current Vermont business 

license; b) submits a bid for goods or services under the name appearing on the entity’s current 

Vermont business license; c) maintains a place of business within the boundaries of the Town of 

Brattleboro; and d) is not delinquent in the payment of any taxes, charges or assessments owing to 

the Town of Brattleboro. 

 

Verification of Local Bidder Status 

The Town Manager or Finance Director may require such documentation or verification by the entity 

claiming to be a local bidder as is deemed necessary to establish the requirements as stated above. 

 

 

 

d.  Written Procurement Selection Procedures.  The Town shall have written selection 

procedures for procurement transactions. All solicitations shall:  

1. Incorporate a clear and accurate description of the technical requirements for the 

material, product, or service to be procured. Such description shall not, in competitive 

procurements, contain features that unduly restrict competition. The description may 

include a statement of the qualitative nature of the material, product, or service to be 

procured and when necessary, shall set forth those minimum essential characteristics 

and standards to which it must conform if it is to satisfy its intended use.  Detailed 

product specifications should be avoided if at all possible. When it is impractical or 

uneconomical to make a clear and accurate description of the technical requirements, 

a “brand name or equal” description may be used as a means to define the 

performance or other salient characteristics of a procurement. The specific features of 

the named brand which must be met by offerors shall be clearly stated.  

2. Identify all requirements that offerors must fulfill and all other factors to be used in 

evaluating bids or proposals. 

 

e.  Prequalification Criteria.  The Town shall ensure that all lists of prequalified persons, firms, 

or products that are used in acquiring goods and services are current and include enough qualified 
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sources to ensure maximum full and open competition.  Also, the Town shall not preclude potential 

bidders from qualifying during the solicitation period, which is from the issuance of the solicitation 

to its closing date. 

 

VIII.   METHODS OF PROCUREMENT.   

 

The following methods of procurement may be used as appropriate:  

 

a.  Procurement by Micro-Purchases.  Micro-purchases are those purchases under $2,500.  

Purchases below this threshold may be made without obtaining competitive quotations.  Such 

purchases are exempt from Buy America requirements.  There should be equitable distribution 

among qualified suppliers and no splitting of procurements to avoid competition.  The Davis-Bacon 

Act applies to construction contracts between $2,000 and $2,500.  Minimum documentation is 

required:  A determination that the price is fair and reasonable and how this determination was 

derived.  The other requirements of paragraph VI.i of this manual do not apply to micro-purchases. 

 

b.  Procurement by Small Purchase Procedures.  Small purchase procedures are those relatively 

simple and informal procurement methods for securing services, supplies, or other property that cost 

more than $2,500 but do not cost more than the simplified acquisition threshold fixed at 41 U.S.C. § 

403(11) (currently set at $100,000).  If small purchase procedures are used, price or rate quotations 

shall be obtained from an adequate number of qualified sources. 

 

 

c.  Procurement By Sealed Bids/Invitation For Bid (IFB).  Bids are publicly solicited and a firm-

fixed-price contract (lump sum or unit price) is awarded to the responsible bidder whose bid, 

conforming to all the material terms and conditions of the invitation for bids, is the lowest in price.  

 

1. In order for sealed bidding to be feasible, the following conditions should be 

present:  

 

a. A complete, adequate, and realistic specification or purchase description is 

available;  

b. Two or more responsible bidders are willing and able to compete effectively 

for the business;  

c. The procurement lends itself to a firm fixed price contract and the selection of 

the successful bidder can be made principally on the basis of price; and  

d. No discussion with bidders is needed. 

 

2. If this procurement method is used, the following requirements apply: 

  

a.  The invitation for bids will be publicly advertised and bids shall be solicited 

from an adequate number of known suppliers, providing them sufficient time to 

prepare bids prior to the date set for opening the bids;  

b. The invitation for bids, which will include any specifications and pertinent 

attachments, shall define the items or services sought in order for the bidder to 
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properly respond;  

c. All bids will be publicly opened at the time and place prescribed in the 

invitation for bids;  

 

d. A firm fixed-price contract award will be made in writing to the lowest 

responsive and responsible bidder.  When specified in bidding documents, factors 

such as discounts, transportation costs, and life cycle costs shall be considered in 

determining which bid is lowest;   Payment discounts will only be used to determine 

the low bid when prior experience indicates that such discounts are usually taken 

advantage of; and  

 

e. Any or all bids may be rejected if there is a sound documented business 

reason. 

 

3. The sealed bid method is the preferred method for procuring construction if the 

conditions in paragraph VIII.c.1. above apply. 

 

d.  Procurement By Competitive Proposal/Request for Proposals (RFP). The competitive 

proposal method of procurement is normally conducted with more than one source submitting an 

offer, i.e., proposal.  Either a fixed price or cost reimbursement type contract is awarded.  This 

method of procurement is generally used when conditions are not appropriate for the use of sealed 

bids.  If this procurement method is used the following requirements apply: 

  

1. Requests for proposals will be publicized.  All evaluation factors will be identified 

along with their relative importance;  

2. Proposals will be solicited from an adequate number of qualified sources;  

3. The Town shall have a method in place for conducting technical evaluations of the 

proposals received and for selecting awardees; 

4. Awards will be made to the responsible firm whose proposal is most advantageous to 

the Town's program with price and other factors considered; and 

5. In determining which proposal is most advantageous, the Town may award (if 

consistent with State law) to the proposer whose proposal offers the greatest business 

value based upon an analysis of a tradeoff of qualitative technical factors and 

price/cost to derive which proposal represents the “best value” to the Procuring 

Agency.  If the Town elects to use the best value selection method as the basis for 

award, however, the solicitation must contain language which establishes that an 

award will be made on a “best value” basis. 

 

e.  Procurement Of Architectural and Engineering Services (A&E). The Town shall use 

qualifications-based competitive proposal procedures (i.e., Brooks Act procedures) when contracting 

for A&E services as defined in 40 U.S.C. §541and 49 U.S.C. §5325(d).   Services subject to this 

requirement are program management, construction management, feasibility studies, preliminary 

engineering, design, architectural, engineering, surveying, mapping, and related services. 

Qualifications-based competitive proposal procedures require that:  
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1. An offeror’s qualifications be evaluated;  

2. Price be excluded as an evaluation factor;  

3. Negotiations be conducted with only the most qualified offeror; and  

4. Failing agreement on price, negotiations with the next most qualified offeror be 

conducted until a contract award can be made to the most qualified offeror whose 

price is fair and reasonable to the Town.  

 

These qualifications-based competitive proposal procedures can only be used for the 

procurement of the services listed above. This method of procurement cannot be used to 

obtain other types of services even though a firm that provides A&E services is also a 

potential source to perform other types of services.  

 

These requirements apply except to the extent the State adopts or has adopted by statute a 

formal procedure for the procurement of these services. 

 

f.  Procurement of Design-Bid-Build.  The Town may procure design-bid-build services through 

means of sealed bidding or competitive negotiations.  These services must be procured in a manner 

that conforms to applicable state and local law, and all applicable federal requirements. 

 

g.   Procurement of Design-Build.  The Town shall procure design-build services through means 

of qualifications-based competitive proposal procedures based on the Brooks Act as set forth in 

Section VIII.e. of this manual when the preponderance of the work to be performed is considered to 

be for architectural and engineering (A&E) services as defined in Section VIII.e., Qualifications-

based competitive proposal procedures should not be used to procure design-build services when the 

preponderance of the work to be performed is not of an A&E nature as defined in Section VIII.e., 

unless required by State law. 

 

h.  Procurement By Noncompetitive Proposals (Sole Source).  Sole Source procurements are 

accomplished through solicitation of a proposal from only one source, or after solicitation of a 

number of sources, competition is determined inadequate.  A contract change that is not within the 

scope of the original contract is considered a sole source procurement that must comply with this 

subparagraph. 

1. Procurement by noncompetitive proposals may be used only when the award of a 

contract is infeasible under small purchase procedures, sealed bids, or competitive 

proposals and at least one of the following circumstances applies:  

 

 a. The item is available only from a single source;  

 b. The public exigency or emergency for the requirement will not permit a delay 

resulting from competitive solicitation;  

 c. The Federal or State agency authorizes noncompetitive negotiations—e.g., if 

the Federal or State agency provides a joint procurement grant or a research project 

grant with a particular firm or combination of firms, the grant agreement is the sole 

source approval; 

 d. After solicitation of a number of sources, competition is determined 

inadequate; or  
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 e. The item is an associated capital maintenance item as defined in 49 U.S.C. 

§5307(a)(1) that is procured directly from the original manufacturer or supplier of the 

item to be replaced.  The Town shall first certify in writing to the Federal or State 

agency:   

i. That such manufacturer or supplier is the only source for such item; 

and  

ii. That the price of such item is no higher than the price paid for such 

item by like customers. 

 

2. A cost analysis, i.e., verifying the proposed cost data, the projections of the data, and 

the evaluation of the specific elements of costs and profit, is required. 

 

i.  Options.  The Town may include options in contracts.  An option is a unilateral right in a 

contract by which, for a specified time, the Town may elect to purchase additional equipment, 

supplies, or services called for by the contract, or may elect to extend the term of the contract.  If the 

Town chooses to use options, the requirements below apply:  

 

1. Evaluation of Options.  The option quantities or periods contained in the contractor's 

bid or offer must be evaluated in order to determine contract award.  When options 

have not been evaluated as part of the award, the exercise of such options will be 

considered a sole source procurement.  

2. Exercise of Options.  

a.  The Town shall ensure that the exercise of an option is in accordance with the 

terms and conditions of the option stated in the initial contract awarded.  

b.  An option may not be exercised unless the Town has determined that the 

option price is better than prices available in the market or that the option is the more 

advantageous offer at the time the option is exercised. 

 

IX. CONTRACT COST AND PRICE ANALYSIS FOR EVERY PROCUREMENT 

ACTION.   

 

The Town shall perform a cost or price analysis in connection with every procurement action, 

including contract modifications. The method and degree of analysis is dependent on the facts 

surrounding the particular procurement situation, but as a starting point, the Town shall make 

independent estimates before receiving bids or proposals. 

 

a.  Cost Analysis.  A cost analysis shall be performed when the offeror is required to submit the 

elements (i.e., labor hours, overhead, materials, etc.) of the estimated cost (e.g., under professional 

consulting and architectural and engineering services contracts, etc.).  

A cost analysis will be necessary when adequate price competition is lacking and for sole source 

procurements, including contract modifications or change orders, unless price reasonableness can be 

established on the basis of a catalog or market price of a commercial product sold in substantial 

quantities to the general public or on the basis of prices set by law or regulation.  

 

b.  Price Analysis.  A price analysis may be used in all other instances to determine the 
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reasonableness of the proposed contract price.  

 

c.  Profit.  The Town will negotiate profit as a separate element of the price for each contract in 

which there is no price competition and in all cases where cost analysis is performed.  To establish a 

fair and reasonable profit, consideration will be given to the complexity of the work to be performed, 

the risk borne by the contractor, the contractor’s investment, the amount of subcontracting, the 

quality of its record of past performance, and industry profit rates in the surrounding geographical 

area for similar work.  

 

d.  Federal Cost Principles.  Costs or prices based on estimated costs for contracts under grants 

will be allowable only to the extent that costs incurred or cost estimates included in negotiated prices 

are consistent with Federal cost principles. The Town may reference its own cost principles that 

comply with applicable Federal cost principles.  

 

e.  Cost Plus Percentage of Cost Prohibited.  The cost plus a percentage of cost and percentage 

of construction cost methods of contracting shall not be used. 

 

X.   BONDING REQUIREMENTS.   

 

For those construction or facility improvement contracts or subcontracts exceeding $100,000, 

the bonding policy and requirements of the Town shall adequately protect the Federal and or state 

agency interest.  Grantee policies and requirements that meet the following minimum criteria 

adequately protect the Federal interest: 

 

a.  A bid guarantee from each bidder equivalent to five (5) percent of the bid price. The 

"bid guarantee" shall consist of a firm commitment such as a bid bond, certified check, or other 

negotiable instrument accompanying a bid as assurance that the bidder will, upon acceptance of his 

bid, execute such contractual documents as may be required within the time specified;  

 

b.  A performance bond on the part of the contractor for 100 percent of the contract price. 

 A "performance bond" is one executed in connection with a contract to secure fulfillment of all the 

contractor's obligations under such contract; and  

 

c.  A payment bond on the part of the contractor.  A payment bond is one executed in 

connection with a contract to assure payment, as required by law, of all persons supplying labor and 

material in the execution of the work provided for in the contract.  Payment bond amounts 

determined to protect adequately the federal interest are as follows:  

1.  Fifty percent of the contract price if the contract price is not more than $1 

million;  

2.  Forty percent of the contract price if the contract price is more than $1 million 

but not more than $5 million; or  

3.  Two and a half million dollars if the contract price is more than $5 million. 

 

d.  The Town may seek Federal or State agency approval of its bonding policy and 

requirements if they do not comply with these criteria.   
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XI.   PAYMENT PROVISIONS IN THIRD PARTY CONTRACTS.  

 

a.  Advance Payments.  The Town acknowledges that Federal and State agencies do not 

authorize and will not participate in funding payments to a contractor prior to the incurrence of costs 

by the contractor unless prior written concurrence is obtained from the Federal or State agency.  The 

Town also acknowledges that there is no prohibition on a grant recipient’s use of local match funds 

for advance payments, however, the Town acknowledges that advance payments made with local 

funds before a grant has been awarded, or before the issuance of a letter of no prejudice or other pre-

award authority, are ineligible for reimbursement. 

 

b.  Progress Payments.  The Town may use progress payments provided the following 

requirements are followed: 

1. Progress payments are only made to the contractor for costs incurred in the 

performance of the contract. 

2.  The Town shall obtain adequate security for progress payments. Adequate 

security may include taking title, letter of credit or equivalent means to protect 

the Town’s interest in the progress payment. 

 

XII.   LIQUIDATED DAMAGES PROVISIONS.   

 

The Town may use liquidated damages if it may reasonably expect to suffer damages and the 

extent or amount of such damages would be difficult or impossible to determine.  

 

The assessment for damages shall be at a specific rate per day for each day of overrun in 

contract time; and the rate must be specified in the third party contract. Any liquidated damages 

recovered shall be credited to the project account involved unless the Federal or State agency permits 

otherwise. 

 

XIII.   CONTRACT AWARD ANNOUNCEMENT.   

 

If the Town announces contract awards with respect to any procurement for goods and 

services (including construction services) having an aggregate value of $500,000 or more, the Town 

shall:  

 

a.  Specify the amount of Federal funds that will be used to finance the acquisition in any 

announcement of the contract award for such goods or services; and  

 

b.  Express the said amount as a percentage of the total costs of the planned acquisition. 

 

XIV.   CONTRACT PROVISIONS.   

 

All contracts shall include provisions to define a sound and complete agreement. In addition, 

contracts and subcontracts shall contain contractual provisions or conditions that allow for:  
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a.  Administrative, contractual, or legal remedies in instances where contractors violate 

or breach contract terms, including sanctions and penalties as may be appropriate. (All contracts in 

excess of the small purchase threshold.)  

 

b.  Termination for cause and for convenience by the Town or subgrantee including the 

manner by which it will be effected and the basis for settlement. (All contracts in excess of $10,000.) 

 

XV. CONTRACT ADMINISTRATION  

 

A. Contract Amendments and Change Orders  

 

1. Definition. A contract modification is any written change in the terms of a 

contract. 

 

2. Bilateral Changes.  A bilateral modification is a contract modification that is signed 

by Town of Brattleboro and a contractor.  This type of modification is used to: 

a. Make negotiated equitable adjustments resulting from the issuance of a change 

order; 

b. Define a letter contract; or 

c. Reflect other agreements of the parties modifying the terms of a contract. 

 

3. Unilateral Changes. A unilateral modification is a contract modification resulting 

from the exercise of a contract provision that is signed by Town of Brattleboro.  This type of 

modification is used to: 

 a. Make administrative changes; 

b.  Issue a change order except when final agreement on price for the change 

order is included; 

c. Make changes authorized by clauses other than the change clause; 

d. Exercise a termination provision. 

 

4. Cost and/or Price Analysis. Contract modifications as described above are subject 

to the requirements of a cost and/or price analysis as appropriate for the modifications under 

consideration. 

 

B. Contract Documentation:  Contract  

 

1. General Guidelines.  The purpose of this section is to include the 

requirements for establishing, maintaining and, when necessary, disposing of contract files 

for all contractual actions.  The documentation in the contract files shall be sufficient to 

constitute a complete history of the transaction for the purpose of achieving the following: 

 

a. Providing a complete background as a basis for informed decisions at each 

step in the acquisition process; 

b. Supporting actions taken; 

c. Providing information for reviews and investigations; and 
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d. Furnishing essential facts in the event of contractual disputes. 

 

2.  Definition of Contract Files. There are three types of contract files as defined below, 

and normally, each file should be kept separately.  However, due to organizational size and 

staffing available, any and all files may be combined. 

a. The contracting office contract file, which shall document the basis for the 

acquisition and the award, the assignment of contract administration 

(including payment responsibilities), and any subsequent actions taken by the 

contracting office. 

 

b. The contract administration office contract file, which shall document actions 

reflecting the basis for and the performance of contract administration 

responsibilities. 

 

c. The paying office contract file, which shall document actions prerequisite to, 

substantiating, and reflecting contract payments. 

 

3. Contents of Contract Files. The following are examples of the records normally 

contained in contract files.  The content of the contract files is pertinent as applicable to the 

type of procurement undertaken and the information required to document the procurement. 

� Purchase request, acquisition planning information and other pre-solicitation 

documents. 

� Evidence of availability of funds. 

� Rationale for method of procurement (negotiations, formal advertising). 

� List of sources solicited. 

� Independent cost estimate. 

� Statement of work. 

� Copies of published notices of proposed contract action. 

� Copy of the solicitation and all amendments. 

� An abstract of each offer or quote. 

� Contractor's contingent fee representation and other certifications and 

representations. 

� Source selection documentation if applicable. 

� Contracting officer's determination of the contractor's responsibilities. 

� Records of contractor's compliance with labor policies including EEO 

policies. 

� Cost or pricing data and certificates of current cost or pricing data if 

applicable. 

� Required internal approvals of award. 

� Determination that price is fair and reasonable including an analysis of the 

cost and price data. 

� Notice of award. 

� Notice to unsuccessful bidders and record of any debriefing. 

� Bid, performance, payment or other vendor documents and notices to sureties. 

� Notices to Proceed, stop orders and any overtime premium approvals granted 
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at the time of award. 

� Approvals or disapprovals of requests for waivers or deviations from contract 

requirements. 

� Documentation of termination actions for which the contracting office is 

responsible.  

 

C. Contract  Closeout Procedures 

 

The following are examples of procedures for the closeout of contract files.  This content of 

the closeout procedures is pertinent as applicable to the type of procurement undertaken and the 

information required to document the procurement. 

 

 1. Definition of closeout. 

  

a. Small purchase files will be considered closed when the contracting officer 

receives evidence of receipt of property and final payment. 

b. All other contract files shall be closed as soon as practicable after the 

contracting officer ensures that all contractual actions required have been completed 

and shall prepare a statement to that effect.  This statement is authority to close the 

contract file and is a part of the official contract file. 
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2. Definition of physical completion. 

 

a. Except as provided in paragraph b. below, a contract is considered to be complete 

when: 

 1. The contractor has completed the required deliveries and Town of Brattleboro 

has inspected and accepted the supplies;   

 2. The contractor has performed all services and Town of Brattleboro has 

accepted these services; and 

 3. All option provisions, if any, have expired; or  

 4. Town of Brattleboro has given the contractor a notice of complete contract 

termination. 

 

b. Facilities contracts and rental, use, and storage agreements are considered to be 

complete when: 

1. Town of Brattleboro has given the contractor a notice of complete contract 

termination, or 

2. The contract period has expired. 

 

3. Procedures for closing out contract files. 

 

The Contract Officer is responsible for initiating closeout of the contract after receiving 

evidence of its physical completion.  At the outset of this process, an initial contract funds status 

review shall be accomplished and, where appropriate, excess funds identified.  The contracting 

officer administering the contact shall ensure that a contract completion statement that all required 

contract administration actions have been fully and satisfactorily accomplished is prepared.   

 

D. Contract Termination Provisions 

 

1. Guidelines. 

 

 a. The termination clauses authorize Town of Brattleboro to terminate contracts 

for convenience, or for default, and to enter into settlement agreements. 

 

b. Town of Brattleboro will terminate contracts, whether for default or 

convenience, only when it is in its interest. 

 

c. It is noted that contractors should not have the right to terminate a contract. 

 

2. Notice Procedures.  

 

Contracts will only be terminated by written notice to the Contractor.  When the 

notice is mailed, it will be sent by certified mail, return receipt requested.  If the 

written notice is hand delivered, a written acknowledgement will be obtained from the 

contractor.  When possible, Town of Brattleboro will negotiate a fair and prompt 

settlement with the contractor.  When settlement cannot be reached by agreement, 
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Town of Brattleboro will reserve the right to issue a determination of the amount due 

consistent with the termination clause, including any cost principles incorporated by 

reference, subject to appeal under the disputes provisions of the contract. 

 

  Note: Termination of a contract, especially for default, is a most serious contract 

action.  Careful consideration of such action will be made before initiation of such 

action.  The right of Town of Brattleboro to terminate a contract does not 

automatically relieve Town of Brattleboro of financial liability. 

 

E. Liquidated Damages  

 1. Definition. Liquidated damage is a provision included in a contract that fixes a 

reasonable compensation for probable actual damages payable to Town of Brattleboro for 

unsuccessful performance of a contract, generally construction by a contractor.  Liquidated damages 

must not be punitive in nature. 

 

 2. Guidelines.  

a. Town of Brattleboro will be responsible for judicious use of the liquidated 

damages clause and will be used only when appropriate.  Liquidated damages 

provision will not be included in a contract unless: 

i. The time of delivery or performance is such an important factor that it 

is reasonable to expect to suffer damage if the delivery or performance is 

delinquent, and  

ii. The extent or amount of damages would be difficult or impossible to 

ascertain or prove. 

b. When using the liquidated damages provision, it must be determined, at the 

time of award, that the delivery schedule is reasonable. 

c. The rate of liquidated damages must be reasonable to compensate Town of 

Brattleboro for probable actual damages caused by the breach, but not be so large as 

to be construed as a penalty or a revenue source. 

 d. The contract may also include an overall maximum dollar amount or period of 

time or both, during which the liquidated damages provision may be assessed, to 

assure the result is not an unreasonable assessment. 

 e. When liquidated damage provisions are included in a contract, Town of 

Brattleboro may also include performance reward provisions. 

f. When Town of Brattleboro determines a liquidated damages clause is 

necessary, it will document how the rate of assessment was determined to ensure it is 

reasonable and proper and not arbitrary.  This document should become a part of the 

contract file. 

g. When a basis for termination for default exists under a contract containing a 

liquidated damages provision, expeditious action should be taken to terminate.  If 

contract performance is desired after termination of default, effort should be made to 

obtain it elsewhere.  Contracts containing liquidated damages provisions should be 

administered to prevent undue loss to defaulting contractors and to protect the 

interests of Town of Brattleboro and the government. 

 

63



Town of Brattleboro Default Procurement Manual      

 31  

h. In deciding whether to include the provision in the contract Town of 

Brattleboro will consider the probable effect on pricing and competition, as well as 

the cost and difficulties of contract administration. 

 i. Absent a finding of excusable delay, Town of Brattleboro may not waive the 

liquidated damages.  When the required tests are met, liquidated damages are assessed 

even though the Town of Brattleboro suffers no actual damages due to the contractor's 

breach. 

 

Note: To the extent Federal or State agency funds are involved, the Federal Government has 

a vested interest in liquidated damages accrued.  Only the Administrator of the Federal or 

State agency may waive liquidated damages after they have accrued. 

 

XVI.  GENERAL GUIDELINES. 

 

These additional guidelines should be followed in the procurement process. 

 

A. Required Clauses 

 

To the extent applicable, Federal requirements extend to third party contractors and their 

subcontracts and sub-agreements at every tier.  Accordingly the Contractor will agree to comply with 

all laws, regulations, orders and statutes of Federal, State, County or municipal authorities who shall 

impose any obligation or duty upon Town of Brattleboro.  In addition the Contractor will agree to 

include, and to require that its subcontracts and sub-agreements include, appropriate clauses in each 

subcontract and each sub-agreement financed in whole or in part with financial assistance provided 

by the Federal or State agency under the Grant Agreement(s) or Cooperative Agreement(s) between 

Town of Brattleboro and the Federal or State agency as they pertain to this Contract. 

 

Listed below are several major categories of third party contracts and sub-agreements.  Note, 

however, that neither the list of categories nor the list of Federal requirements is all-inclusive.  See 

Appendix B for a more detailed explanation of the requirements. 

 

1. All Federal and/or State agency Assisted Third Party Contracts and Sub-agreements. 

(a) Adequate Provisions. 

(b) No Federal Obligations to Third Parties. 

(c) Program Fraud, and False or Fraudulent Statements and Related Acts. 

(d) Prohibitions Against Exclusionary or Discriminatory Specifications. 

(e) Interest of Members of or Delegates to the United States Congress. 

(f) Geographic Restrictions. 

(g) Debarment and Suspension. 

(h)  Termination. 

 

2. Awards Exceeding the Small Purchase Threshold (the Simplified Acquisition 

Threshold Established by 41 U.S.C. § 403 (11), currently, $100,000). 

  (a) Report, Record, Retention and Access. 

(b) Buy America. 
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(c) Provisions for Resolution of Disputes or Breaches. 

 

3. Awards Exceeding $100,000 (Amount Established by Specific Federal Statute). 

(a) Restrictions on Lobbying. 

(b) Bonding. 

(c) Air Quality. 

(d) Clean Water. 

(e)  Recycled products. 

(f) Intelligent Transportation Systems. 

 

4. Negotiated Acquisitions. 

(a) Access to Records. 

 

5. Participation by a Specific Source or Delivery of a Specific Product. 

(a) Disadvantaged Business Enterprise. 

(b) Buy America. 

(c) Recycled Products. 

 

6. Acquisitions of Property Shipped by Ocean Vessel 

(a) Cargo Preference. 

 

7. Non-construction Activities. 

(a) Equal Employment Opportunity. 

(b) Non-construction Employee Protection Requirements. 

 

8. Transit Operations. 

(a) Transit Employee Protective Arrangements.   

(b) Charter Service Operations. 

(c) School Bus Operations. 

 

9. Safety Sensitive Functions. 

(a) Drug Abuse and Testing Requirements. 

(b) Alcohol Testing Requirements. 

 

10. Planning, Research, Development and Demonstration Projects.  

(a) Patent Rights. 

(b) Rights in Data and Copyrights. 

 

11. Turnkey and Other Acquisitions Made by a Third Party Contractor Assuming the 

Role of the Town of Brattleboro.  

(a) Federal Requirements Imposed on Town of Brattleboro. 

(b) Examples of Significant Applicable Requirements. 

(c)   Bus Testing. 

(d)   Pre-award and post delivery audit requirements. 

 

65



Town of Brattleboro Default Procurement Manual      

 33  

 

12. Miscellaneous Special Requirements. 

(a) Environmental Mitigation. 

(b) Energy Conservation Requirements. 

(c) Metric Requirements. 

(d) Privacy Act. 

(e) Notification of Other Federal Requirements. 

 

B. Options    

1. Definition.  

An option means a unilateral right in a contract by which, for a specified time, a grantee may 

elect to purchase additional equipment, supplies, or services called for by the contract, or may 

elect to extend the term of the contract. 

 

2. Guidelines. 

The use of options shall conform to the following requirements: 

a. Options should not be used when a requirement or indefinite-quantity contract 

is appropriate. 

b. FTA approval should be obtained before issuing a solicitation that contains 

options exceeding 50% of the initial quantity. 

c. Options should not be exercised without conducting an examination of the 

market or issuing a new solicitation unless the time between award of the contract and the 

exercise of the option is so short that it indicates the option price is the lowest price 

obtainable or the more advantageous offer. 

d. Options may not be exercised when not evaluated as part of the initial 

competition. 

e. Terms of the options may not be renegotiated without issuing a new 

solicitation. 

f. The combined contract and option periods cannot exceed five years. 

 

C. Cost and Price Analysis        

 

Town of Brattleboro will perform cost or price analysis in connection with every negotiated 

procurement including contract modifications.  The method and degree of analysis depends on the 

facts surrounding the particular procurement and pricing situation.  The preparation of a cost or price 

analysis will be performed according to the following general guidelines: 

 

1. Price Analysis.  

The Project Manager is responsible for selecting and using whatever price analysis 

techniques will ensure a fair and reasonable price.  At least two of the following techniques 

must be used in price analysis: 

  a. Comparison of proposed prices received in response to the solicitation. 

b. Comparison of proposed prices and contract prices with current proposed 

prices for the same or similar end items.  To provide a suitable basis for 

comparison, the contracting officer should consider differences in 
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specifications, quantities ordered, time for delivery, Government-furnished 

materials, experienced trends of improvement in production efficiency, and 

when prior acquisitions occurred.  Any comparison will not be valid unless the 

reasonableness of the prior price was established.  The comparison may not 

detect an unreasonable proposed price unless changes in the general level of 

business in the industry that may impact prices are taken into account. 

c. Application of rough yardsticks (such as dollars per pound or per horsepower, 

or other units) to highlight significant inconsistencies that warrant additional 

pricing inquiry. 

d. Comparison with competitive published price lists, published market prices of 

commodities, similar indexes, and discount or rebate arrangements. 

e. Comparison of proposed prices with independent Government cost estimates. 

 

2. Cost Analysis 

The contracting officer shall, as appropriate, use the techniques and procedures 

outlined in paragraphs a. through f. below to perform cost analysis: 

  

  a. Verification of cost or pricing data and evaluation of cost elements, including: 

i. The necessity for and reasonableness of proposed costs, including 

allowances for contingencies; 

ii. Projection of the bidder's cost trends, on the basis of current and 

historical cost or pricing data; 

iii. A technical appraisal of the estimated labor, material, tooling, and 

facilities requirements and of the reasonableness of scrap and spoilage factors; and  

iv. The application of audited or negotiated indirect cost rates (see Federal 

Acquisition Regulation, Subpart 42.7), labor rates, and cost of money or other factors. 

 

 b. Evaluating the effect of the bidder's current practices on future costs.  In 

conducting this evaluation, the contracting officer shall ensure that the effects of 

inefficient or uneconomical past practices are not projected into the future.  In pricing 

production of recently developed, complex equipment, the contracting officer should 

make a trend analysis of basic labor and materials even in periods of relative price 

stability. 

 

 c. Comparison of costs proposed by the bidder for individual cost elements with: 

i. Actual costs previously incurred by the same bidder. 

ii. Previous cost estimates from the bidder or from other bidders for the 

same or similar items. 

iii. Other cost estimates received in response to the Government's request. 

iv. Independent Government cost estimates by technical personnel. 

v. Forecasts or planned expenditures. 

 

 d. Verification that the bidder's cost submissions are in accordance with the 

contract cost principles, and procedures in Part 31 and, when applicable, the 

requirements and procedures in 48 CFR (Chapter 99). 
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 e. Review to determine whether any cost or pricing data necessary to make the 

contractor's proposal accurate, complete, and current have not been either submitted 

or identified in writing by the contractor.  If there are such data, the contracting officer 

shall attempt to obtain them and negotiate, using them or making satisfactory 

allowance for the incomplete data. 

 

 f. Analysis of the results of any make-or-buy program reviews, in evaluating 

subcontract costs. 

 

D. Clarifications/Discussions. 

 

In conducting negotiated procurements, Town of Brattleboro will be aware of the distinction 

between negotiations and discussions and the requirements for their use.  Guidance in these 

procedures is located in Appendix E, FTA Alert No. 5. 

 

E. Contracting with Disadvantaged Business 

 

1. Town of Brattleboro will take all necessary affirmative steps to assure that 

disadvantaged business enterprises are used when possible. 

 

2. Affirmative steps shall include placing qualified disadvantaged business enterprises 

on solicitation lists. 

 

3. Use and place the Disadvantaged Business Requirements presented in Appendix D in 

all IFB and RFP solicitations. 

 

F. Property Management and Disposal 

 

  

Town of Brattleboro will follow the procedures presented in Appendix  D. 

 

G. General Contract. 

 

The following guidelines will be used in the preparation of a contract for goods or services.  

These guidelines include the minimum requirements and may be augmented by other contract 

clauses that are required for the particular procurement: 

 

1. Statement of Work (SOW). Refers to that portion of the procurement package that 

clearly describes the requirements, supplies or services to be procured.  It will state only the 

minimum needs of Town of Brattleboro so that it promotes full and open competition.  Requirements 

that unduly restrict competition should be eliminated.  The SOW should include: 

 

a. Contract Objectives. The specific objectives (as opposed to the broader 

program objectives) of the proposed contract are stated here.  Contract objectives must be 

68



Town of Brattleboro Default Procurement Manual      

 36  

consistent with each task performed by the contractor as specified later in the statement of 

work. 

 

b. Contract Scope. This part describes the required work in brief form.  

The scope should outline the various tasks or phases and define the limits of the procurement. 

 It must be consistent with the detailed requirements. 

 

c. Specification(s)/Purchase Description(s). One or the other of these will be 

included in the SOW. 

 

d. Progress Reports. Periodic reporting of progress should be a part of all 

consultant/professional services contracts.  Progress reports may also be beneficial in other 

types of contracts that contain specific special provisions such as progress payments.  In 

consultant/professional services contracts, incremental payments are often made upon receipt 

of specified progress reports. 

 

2. Delivery Schedule. Agreement on the delivery schedule should be clearly 

established in the contract.  When establishing the delivery schedule, the needs of Town of 

Brattleboro will be considered and then weighted by the capabilities of the supplier(s).  Unreasonably 

short delivery schedules may result in poor quantity and high prices. 

 

3. Contract Period. The effective date of the contract through the completion date 

of the contract will be clearly defined. 

 

4. Pricing Schedule. The pricing schedule will contain a description of each line 

item and state the quantity, unit of measure, unit price and total price for the item.  The total dollar 

value of the contract will also be clearly stated. 

 

5. Payment Schedule. The payment schedule should set forth a clear understanding of 

all payment terms including when payments are due and what each payment is for.  When cost type 

contracts are involved, the fee must be identified separately, by line item.  The schedule should also 

recognize and specify any special payment terms such as progress payments and authorities to 

withhold payments. 

 

6. Inspection and Acceptance. The frequency, types, and methods of inspection 

required before, during, and after delivery should be stated in the contract.  The acceptance criteria 

should also be specified.  (All inspection and acceptance criteria should be set forth in the 

solicitation document so that vendors can apply proper costs to the requirements in their bids/cost 

proposals.) 

 

7. FOB Point and Delivery Instructions.  Specific delivery instructions must 

include place of delivery, method of transportation, packaging instructions, markings on packages, 

and who is responsible for payment of freight. 

 

8. Other Requirements to Consider for a Sound Contract. The Town of Brattleboro 
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must ensure that contracts in excess of $25,000 define a sound and complete agreement, including, to 

the extent appropriate: 

 

a. Identification of key personnel and facilities necessary to accomplish the work 

within the required time. 

 

b. Extent of subcontracting and consulting agreements. 

 

c. Provision for changes by the buyer within the general scope of the contract. 

 

d. Provision for termination for default and for the convenience of the buyer and 

where appropriate, for suspension of the contractor's performance of work under the contract. 

 

e. Provision for resolution of protests (required in solicitations), contract claims 

and disputes. 

 

f. Sanctions or remedies, such as liquidated damages or performance bonds, for 

non-performance of the contractor. 

 

   g. Notice of Town of Brattleboro regulations and other Federal requirements 

applicable to the performance of the contract. 

 

   h. All other provisions considered necessary to ensure contractor conformance 

with terms, conditions and specifications. 

 

9. Special Procedures for Soliciting Architect or Engineer Contracts.  "FTA 

Circular 4220.1D, incorporates requirements of P.L. 92-582, known as the Brooks Act, which 

requires selection of architect and engineering firms based upon their technical qualifications.  Price 

cannot be considered an evaluation factor in determining the most qualified bidder.  The most 

qualified competition is selected for award of a contract, subject to negotiation of a fair and 

reasonable contract price.  Negotiation is conducted only with the most qualified bidder, rather than 

all qualified bidders.  These rules apply to related services including construction management, 

feasibility studies, preliminary engineering, design, mapping, and similar services commonly 

performed by architect and engineering firms.  These services are the only services which may be 

procured in such a manner by Town of Brattleboro." 
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TOWN OF BRATTLEBORO PROTEST 

PROCEDURES 
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TOWN OF BRATTLEBORO PROTEST PROCEDURES 

 

GENERAL 

Protests before award must be submitted within the time frame specified below and all protests and 

related correspondence must be in writing and sent via fax, e-mail or US Mail..  If the written protest 

is not received by the time specified, the bid or evaluation process shall continue. 

 

The Town of Brattleboro reserves the right to amend this procedure at any time. 

 

 

PROTEST BEFORE BID OPENING 

A protest addressing the adequacy of the Invitation to Bid or Request for Proposal, including the Pre-

Award Procedure, the Instruction to Bidders, General Terms and Conditions, Specifications and 

Scope of Work, must be filed with the Town of Brattleboro not less than fourteen (14) full working 

days before the bid opening.  Thereafter, all issues and appeals are deemed waived by all interested 

parties. 

 

Upon receipt of the written protest, the Town of Brattleboro will determine if the bid opening should 

be postponed.  If the bid opening is postponed, the Town of Brattleboro will immediately contact 

prime contractors and subcontractors who have been furnished a copy of the specifications that a 

protest has been filed and that bid opening is postponed until a final decision is issued.  An 

appropriate addendum will be issued regarding a rescheduling of the bid opening. 

 

Any protest may be withdrawn at any time before Town of Brattleboro has issued its decision. 

 

 

PROTEST AFTER BID OPENING 

A protest of a decision by the Town of Brattleboro to award a contract to a prime contractor or a 

subcontractor after bid opening must conform to the above and be received by the Town of 

Brattleboro within fourteen (14) full working days after bid opening.  Thereafter, all such issues and 

appeals are deemed waived by all interested parties. 

 

In addition, when a protest against the making of an award is received and the Town of Brattleboro 

determines to withhold the award pending disposition of the protest, the bidders (whose bids might 

become eligible for award) shall be requested, before expiration of the time for acceptance of their 

bids, to extend the time for acceptance (with the consent of sureties if any) to avoid the need for re-

advertising. 

 

When a written protest against the making of an award is received, the award shall not be made until 

five (5) days after the matter is resolved.  The Town of Brattleboro may, however, proceed to make 

an award if it determines that: 

 

a. The items to be procured are urgently requested; or 

 

72



Town of Brattleboro Default Procurement Manual      

 40  

b. Delivery or performance will be unduly delayed by failure to make the award promptly; or  

 

c. Failure to make a prompt award otherwise causes undue harm to the Town of Brattleboro, the 

State of Vermont or the Federal Government. 

 

In the event that the Town of Brattleboro determines that an award is to be made during the five (5) 

day period or during the pending of a protest, the FTA will be notified prior to the making of the 

award.  The FTA reserves the right not to participate in such procurements. 

 

 

If an award is made, the appropriate documents will be prepared to explain the need for the award 

with notice going to the protestor and other concerned parties. 

 

 

PROTEST AFTER AWARD 

Protest against an award must be filed with the Town of Brattleboro within five (5) full working days 

immediately following the award.  This protest shall conform to the above requirements.  Thereafter, 

such issues are deemed waived by all interested parties. 

 

Although the number of persons involved in or affected by the filing of a protest may be limited to 

instances where an award has been made, the contractor shall be furnished with the notice of protest 

and related information.  Also, if it appears that the award may be invalidated and a delay in 

receiving the supplies or service is not prejudicial to Town of Brattleboro interest, the TOWN OF 

BRATTLEBORO shall consider a mutual agreement with the contractor to suspend performance on 

a no-cost basis. 

 

 

TOWN OF BRATTLEBORO DECISION ON THE PROTEST 

Written protest, detailing the specific complaint(s), must be submitted to the Town of Brattleboro 

Project Manager on or before the deadlines above. 

 

 The Project Manager will evaluate and: 

Determine if there is a need for review by the Town of Brattleboro Select Board 

Seek attorney guidance if necessary  

Take appropriate actions  

Advise the Town of Brattleboro Board of complaint(s) and actions and seek approval of action no 

later than thirty days (30) after receipt of complaint(s). 

 

Should the involvement of the Select Board be determined necessary, the Select Board will review 

the complaint(s) and take action in accordance with FTA Circular 4220.1D, no later than thirty (30) 

days after receipt of complaint(s). 

 

Following an adverse decision by Town of Brattleboro the protestor may file a protest with VTrans 

and/or the Federal Transportation Administration (FTA), or other appropriate granting state or 

federal agency. 
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VTRANS PROTEST PROCEDURE 

A protestor must exhaust all local administrative remedies available through the grantee before FTA 

or VTrans will consider a protest. VTrans review of any protest will be limited to: 

 

1. Violations of state laws or regulations. Violations of Federal law or regulations shall be under 

jurisdiction of Federal authorities. 

 

2. Violation of grantee’s protest procedures or failure to review a compliant or protest. 

 

Protests must first be filed with the grantee in accordance with local procedures and requirements. 

The protestor may file a protest with VTrans, in accordance with paragraph 2 below or if there has 

been a violation described above, only after the grantee has rendered its decision. Protests must be 

filed with VTrans Public Transit Administrator, Policy and Planning Division, National Life 

Building, Drawer 33, Montpelier, VT 05633. The Administrator’s decision will be issued after 

consultation with VTrans’ legal counsel. 

 

The protest must: 

1. Include the name and address of the protestor; 

2. Identify the grantee, project number, and the bid contract number, if applicable; 

3. Contain a statement of the grounds for protest and any supporting documentation (additional 

materials in support of an initial protest will only be considered within the time limits specified in 

paragraph 4); 

4. Include a copy of the protest filed with the grantee, and a copy of the grantee’s decision, if 

any; 

5. Indicate the ruling or relief desired from VTrans. 

 

VTrans will not consider any data that was not submitted with the original protest to the grantee. If 

new data becomes available after the exhaustion of administrative remedies at the grantee level, that 

data must be filed with the grantee with a request for reconsideration. If the request is denied or if 

administrative remedies at the grantee level are again exhausted, the protestor may then submit the 

new data to VTrans. VTrans will consider the time limits specified in paragraph III, or as additional 

material filed within the limits specified below. 

 

       Protests based upon restrictive specifications or alleged improprieties in any type of 

solicitation, which are apparent; prior to bid opening or the closing date for receipt of initial 

proposals, shall be filed not later than three (3) days prior to bid opening or the closing date for 

receipt of initial proposal. In cases other than those mentioned above, bid protests shall be filed with 

VTrans not later than ten (10) days after the exhaustion of administrative remedies at the grantee 

level is known or should have been known, whichever is earlier. A protest may be considered, even 

if the initial filing is late, in the following circumstances: 

 

a.    If lateness of the protest submission is the fault of VTrans, or the grantee handling the protest 

submission; 
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b.    VTrans determines that the protest raises significant questions regarding procurement practice or 

procedure; or 

c.    A court of competent jurisdiction requests, expects, or otherwise expresses interest in VTrans 

decision. 

 

 

Any additional information requested or required by VTrans from the protestor, the grantee, or 

interested parties shall be submitted as expeditiously as possible but in no case later than five (5) 

days after issuance of the request by VTrans, unless more time is specifically allowed by VTrans. 

 

VTrans will acknowledge receipt of protest within five (5) days of receipt. Decisions will be 

rendered within thirty (30) days after receipt of protest unless additional information from the 

protestor or grantee is required. If additional information is required, a decision will be rendered 

within thirty (30) days after receipt of the additional information. 

 

  VTrans decision on a protest may be appealed to FTA in accordance with FTA 

Circular 4220. Ic. 

 

 

FTA REVIEW OF PROTEST 

a. FTA will only review protests regarding the alleged failure of the Town of Brattleboro to 

have written protest procedures or alleged failure to follow such procedures. 

b. Alleged violations on other grounds are under the jurisdiction of the appropriate State or local 

administration or judicial authorities.  Alleged violations of a specific Federal requirement that 

provides an applicable complaint procedure shall be submitted and processed in accordance with that 

Federal regulation.  See, e.g., Participation by Minority Business Enterprise in Department of 

Transportation Programs, 49 CFR Section 23.73. 

c. FTA will only review protests submitted by an interested party as defined below. 

 

 

DEFINITIONS 

 For the purposes of this Bid Protest Procedure, the following definitions apply: 

a. "Days" refers to working days of the Federal Government. 

b. "File" or "submit" refers to the date of receipt by the FTA. 

c. "Interested Party" means an actual or prospective bidder or bidder whose direct economic 

interest would be affected by the award of the contract or by failure to award the contract. 

d. "Bid" includes the term "offer" or "proposal" as used in the context of negotiated 

procurements. 

 

 

TIME FOR FILING 

a.  Protestors shall file a protest with the FTA not later than five (5) days after a final decision is 

rendered under Town of Brattleboro protest procedure.  In instances where the protestor alleges that 

the Town of Brattleboro failed to make a final determination on the protest, protestors shall file a 

protest with FTA not later than five (5) days after the protestor knew or should have known of the 
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Town of Brattleboro 's failure to render a final determination on the protest. 

b. The Town of Brattleboro shall not award a contract for five (5) days following its decision on 

a bid protest except in accordance with the provisions and limitations above.  After five (5) days, the 

Town of Brattleboro shall confirm with the FTA that FTA has not received a protest on the contract 

in question. 

 

 

SUBMISSION OF PROTEST TO FTA 

a. Protests should be filed with the appropriate FTA Regional Office with a concurrent copy to 

the Town of Brattleboro. 

b. The Protest files with the FTA shall: 

1. Include the name and address of the protestor. 

2. Identify the Town of Brattleboro project number, and the number of the contract solicitation. 

3. Contain a statement of the grounds for protest and any supporting documentation.  This 

should detail the alleged failure to follow protest procedures or the alleged failure to have procedures 

and be fully supported to the extent possible. 

4. Include a copy of the local protest filed with the Town of Brattleboro and a copy of the Town 

of Brattleboro 's decision, if any. 

 

 

TOWN OF BRATTLEBORO RESPONSE 

 a. FTA shall notify the Town of Brattleboro in a timely manner of the receipt of a 

protest.  FTA shall instruct the Town of Brattleboro to notify the contractor of the protest if award 

has been made or, if no award has been made, to notify all interested parties.  The Town of 

Brattleboro shall instruct all who received such notice that they may communicate further directly 

with FTA. 

 

 b. The Town of Brattleboro shall submit the following information not later than thirty-

days (30) after receipt of notification by FTA of the protest: 

 

 1. A copy of the Town of Brattleboro 's protest procedure; 

 2. A description of the process followed concerning the protestor's protest; and  

 3. Any supporting documentation. 

 

 c. The Town of Brattleboro shall provide the protestor with a copy of the above 

submission. 

 

WITHHOLDING OF AWARD 

When a protest has been timely filed with the Town of Brattleboro before award, the Town of 

Brattleboro shall not make an award prior to five (5) days after the resolution of the protest, or if a 

protest has been filed with FTA, during the pending of that protest, unless the Town of Brattleboro 

determines that: 

 

a. The items to be procured are urgently required; 

b. Delivery or performance will be unduly delayed by failure to make the award promptly; or 
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c. Failure to make prompt award will otherwise cause undue harm to Town of Brattleboro or the 

Federal Government. 

 

In the event that the Town of Brattleboro determines that the award is to be made during the five (5) 

day period following the local protest decision or the pending of a protest, the Town of Brattleboro 

shall notify the FTA prior to making such award.  FTA will not review the sufficiency of the Town 

of Brattleboro 's determination to award during the pending of a protest prior to FTA's bid protest 

decision.  FTA reserves the right not to participate in the funding of any contract awarded during the 

pending of a protest. 

 

 

FTA ACTION 

Upon receipt of the submission, the FTA will either request further information or a conference 

among the parties, or will render a decision on the protest. 

 

 

JUDICIAL AUTHORITY 

The Town of Brattleboro advises all contractors the local judicial authorities (i.e. local courts) to 

review, appeal, or judge are as follows: 

 Superior Court of Windham County, Newfane, Vermont.  
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APPENDIX B 

 

FTA REQUIRED CLAUSES FOR THIRD 

PARTY CONTRACTORS AND SUB-

AGREEMENTS 
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FTA REQUIRED CLAUSES FOR THIRD PARTY CONTRACTORS AND SUB-AGREEMENTS 

To the extent applicable, Federal requirements extend to third party contractors and their 

subcontracts and sub-agreements at every tier.  Accordingly the Contractor will agree to meet the 

following Federal requirements in order to enter into any contracts and agreements arising from this 

RFP (or IFB).  In addition the Contractor will agree to include, and to require that its subcontracts 

and sub-agreements include, appropriate clauses in each subcontract and each sub-agreement 

financed in whole or in part with financial assistance provided by the granting agency under the 

Grant Agreement(s) or Cooperative Agreement(s) between Town of Brattleboro and the granting 

agency. 

 

 

Drug and Alcohol Testing 

Buy America Requirements 

Charter Bus and School Bus Requirements 

Cargo Preference 

Seismic Safety 

Energy Conservation Requirements 

Clean Water 

Bus Testing 

Pre-Award and Post Delivery Audit Requirements 

Lobbying 

Access to Records and Reports 

Federal Changes 

Bonding Requirements 

Clean Air 

Recycled Products 

Davis-Bacon Act 

Contract Work Hours and Safety Standards Act 

Copeland Anti-Kickback Act 

No Government Obligation to Third Parties 

Program Fraud and False or Fraudulent Statements and Related Acts 

Termination 

Government-wide Debarment and Suspension (Non-procurement) 

Federal Privacy Act Requirements 

Civil Rights 

Breach of Contract and Dispute Resolution 

Patent Rights, Rights in Data, and Copyrights 

Transit Employee Protective Agreements 

Disadvantaged Business Enterprises 

State and Local Law Requirements 

Incorporation of Federal Transit Administration (FTA) Terms  
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1. DRUG AND ALCOHOL TESTING 

 49 U.S.C. 533149 CFR Part 655 

 

Applicability to Contracts The Drug and Alcohol testing provisions apply to Operational Service 

Contracts. 

 

Flow Down Requirements Anyone who performs a safety-sensitive function for the recipient or sub-

recipient is required to comply with 49 CFR 655, unless the contract is for maintenance services. 

Maintenance contractors for non-urbanized area formula program grantees are not subject to the 

rules. Also, the rules do not apply to maintenance subcontractors. 

 

Introduction: FTA's drug and alcohol rules, 49 CFR 655 respectively, are unique among the 

regulations issued by FTA. First, they require recipients to ensure that any entity performing a 

safety-sensitive function on the recipient's behalf (usually sub-recipients and/or contractors) 

implement a complex drug and alcohol-testing program that complies with Part 655. Second, the 

rules condition the receipt of certain kinds of FTA funding on the recipient's compliance with the 

rules; thus, the recipient is not in compliance with the rules unless every entity that performs a 

safety-sensitive function on the recipient's behalf is in compliance with the rules. Third, the rules do 

not specify how a recipient ensures that its sub-recipients and/or contractors comply with them.  

How a recipient does so depends on several factors, including whether the contractor is covered 

independently by the drug and alcohol rules of another Department of Transportation operating 

administration, the nature of the relationship that the recipient has with the contractor, and the 

financial resources available to the recipient to oversee the contractor's drug and alcohol testing 

program. In short, there are a variety of ways a recipient can ensure that its sub-recipients and 

contractors comply with the rules. 

 

  

Drug and Alcohol Testing  

The contractor agrees to establish and implement a drug and alcohol testing program that complies 

with 49 CFR Part 655, produce any documentation necessary to establish its compliance with Parts 

655, and permit any authorized representative of the United States Department of Transportation or 

its operating administrations, the State Oversight Agency of (name of State), or the (insert name of 

grantee), to inspect the facilities and records associated with the implementation of the drug and 

alcohol testing program as required under 49 CFR Parts 655 and review the testing process. The 

contractor agrees further to certify annually its compliance with Parts 655 before (insert date) and to 

submit the Management Information System (MIS) reports before (insert date before March 15) to 

(insert title and address of person responsible for receiving information). To certify compliance the 

contractor shall use the "Substance Abuse Certifications" in the "Annual List of Certifications and 

Assurances for Federal Transit Administration Grants and Cooperative Agreements," which is 

published annually in the Federal Register. 
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2. BUY AMERICA REQUIREMENTS  

49 U.S.C. 5323(j) 49 CFR Part 661 

 

Applicability to Contracts The Buy America requirements apply to the following types of contracts: 

Construction Contracts and Acquisition of Goods or Rolling Stock (valued at more than $100,000).  

Flow Down The Buy America requirements flow down from FTA recipients and sub-recipients to 

first tier contractors, who are responsible for ensuring that lower tier contractors and subcontractors 

are in compliance. 

 

Mandatory Clause/Language The Buy America regulation, at 49 CFR 661.13, requires notification of 

the Buy America requirements in FTA-funded contracts, but does not specify the language to be 

used. FTA developed the following language which is adopted by the Town of Brattleboro: 

 

Buy America - The contractor agrees to comply with 49 U.S.C. 5323(j) and 49 CFR Part 661, which 

provide that Federal funds may not be obligated unless steel, iron, and manufactured products used 

in FTA-funded projects are produced in the United States, unless a waiver has been granted by FTA 

or the product is subject to a general waiver. General waivers are listed in 49 CFR 661.7, and include 

final assembly in the United States for 15 passenger vans and 15 passenger wagons produced by 

Chrysler Corporation, microcomputer equipment, software, and small purchases (currently less than 

$100,000) made with capital, operating, or planning funds. Separate requirements for rolling stock 

are set out at 5323(j)(2)(C) and 49 CFR 661.11. Rolling stock not subject to a general waiver must 

be manufactured in the United States and have a 60 percent domestic content.  

 

A bidder or bidder must submit to the FTA recipient the appropriate Buy America certification 

(below) with all bids on FTA-funded contracts, except those subject to a general waiver. Bids or 

offers that are not accompanied by a completed Buy America certification must be rejected as non-

responsive. This requirement does not apply to lower tier subcontractors.  

 

Certification requirement for procurement of steel, iron, or manufactured products.   

Certificate of Compliance with 49 U.S.C. 5323(j)(1)  

The bidder or bidder hereby certifies that it will meet the requirements of 49 U.S.C. 5323(j)(1) and 

the applicable regulations in 49 CFR Part 661. 

Date ____________________________________________________________ 

Signature______________________________________________________ 

Company Name_______________________________________________________ 

Title _____________________________________________________________ 

Certificate of Non-Compliance with 49 U.S.C. 5323(j)(1)  

The bidder or bidder hereby certifies that it cannot comply with the requirements of 49 U.S.C. 

5323(j)(1), but it may qualify for an exception pursuant to 49 U.S.C. 5323(j)(2)(B) or (j)(2)(D) and 

the regulations in 49 CFR 661.7. 

Date _________________________________________________________________ 

Signature ___________________________________________________________ 

Company Name _________________________________________________________ 

Title _______________________________________________________________  
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Certification requirement for procurement of buses, other rolling stock and associated equipment.  

Certificate of Compliance with 49 U.S.C. 5323(j)(2)(C).  

The bidder or bidder hereby certifies that it will comply with the requirements of 49 U.S.C. 

5323(j)(2)(C) and the regulations at 49 CFR Part 661. 

Date _________________________________________________________________ 

Signature ____________________________________________________________ 

Company Name ____________________________________________________________ 

Title _________________________________________________________________ 

Certificate of Non-Compliance with 49 U.S.C. 5323(j)(2)(C)  

The bidder or bidder hereby certifies that it cannot comply with the requirements of 49 U.S.C. 

5323(j)(2)(C), but may qualify for an exception pursuant to 49 U.S.C. 5323(j)(2)(B) or (j)(2)(D) and 

the regulations in 49 CFR 661.7. 

Date _______________________________________________________________ 

Signature ____________________________________________________________ 

Company Name ________________________________________________________ 

Title _______________________________________________________________ 
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3.a. CHARTER BUS REQUIREMENTS  

49 U.S.C. 5323(d) 49 CFR Part 604   

 

Applicability to Contracts The Charter Bus requirements apply to the following type of contract: 

Operational Service Contracts.  

 

Flow Down Requirements The Charter Bus requirements flow down from FTA recipients and sub-

recipients to first tier service contractors. 

 

The relevant statutes and regulations do not mandate any specific clause or language. FTA has 

developed the following clause which is adopted by the Town of Brattleboro: 

 

Charter Service Operations - The contractor agrees to comply with 49 U.S.C. 5323(d) and 49 CFR 

Part 604, which provides that recipients and sub-recipients of FTA assistance are prohibited from 

providing charter service using federally funded equipment or facilities if there is at least one private 

charter operator willing and able to provide the service, except under one of the exceptions at 49 

CFR 604.9. Any charter service provided under one of the exceptions must be "incidental," i.e., it 

must not interfere with or detract from the provision of mass transportation.  
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3.b. SCHOOL BUS REQUIREMENTS  

49 U.S.C. 5323(F) 49 CFR Part 605 

  

Applicability to Contracts The School Bus requirements apply to the following type of contract: 

Operational Service Contracts.  

 

Flow Down Requirements The School Bus requirements flow down from FTA recipients and sub-

recipients to first tier service contractors. 

 

The relevant statutes and regulations do not mandate any specific clause or language. FTA has 

developed the following clause which is adopted by the Town of Brattleboro: 

 

School Bus Operations - Pursuant to 69 U.S.C. 5323(f) and 49 CFR Part 605, recipients and sub-

recipients of FTA assistance may not engage in school bus operations exclusively for the 

transportation of students and school personnel in competition with private school bus operators 

unless qualified under specified exemptions. When operating exclusive school bus service under an 

allowable exemption, recipients and sub-recipients may not use federally funded equipment, 

vehicles, or facilities.  
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4. CARGO PREFERENCE REQUIREMENTS  

46 U.S.C. 1241 46 CFR Part 381 

 

Applicability to Contracts The Cargo Preference requirements apply to all contracts involving 

equipment, materials, or commodities that may be transported by ocean vessels.  

 

Flow Down The Cargo Preference requirements apply to all subcontracts when the subcontract may 

be involved with the transport of equipment, material, or commodities by ocean vessel.  

 

The MARAD regulations at 46 CFR 381.7 contain suggested contract clauses. FTA proffers the 

following language which is adopted by the Town of Brattleboro:  

 

Cargo Preference - Use of United States-Flag Vessels - The contractor agrees: a. to use privately 

owned United States-Flag commercial vessels to ship at least 50 percent of the gross tonnage 

(computed separately for dry bulk carriers, dry cargo liners, and tankers) involved, whenever 

shipping any equipment, material, or commodities pursuant to the underlying contract to the extent 

such vessels are available at fair and reasonable rates for United States-Flag commercial vessels; b. 

to furnish within 20 working days following the date of loading for shipments originating within the 

United States or within 30 working days following the date of leading for shipments originating 

outside the United States, a legible copy of a rated, "on-board" commercial ocean bill-of -lading in 

English for each shipment of cargo described in the preceding paragraph to the Division of National 

Cargo, Office of Market Development, Maritime Administration, Washington, DC 20590 and to the 

FTA recipient (through the contractor in the case of a subcontractor's bill-of-lading.) c. to include 

these requirements in all subcontracts issued pursuant to this contract when the subcontract may 

involve the transport of equipment, material, or commodities by ocean vessel. 
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5. SEISMIC SAFETY REQUIREMENTS  

42 U.S.C. 7701 et seq. 49 CFR Part 41 

 

Applicability to Contracts The Seismic Safety requirements apply only to contracts for the 

construction of new buildings or additions to existing buildings. 

 

Flow Down The Seismic Safety requirements flow down from FTA recipients and sub-recipients to 

first tier contractors to assure compliance, with the applicable building standards for Seismic Safety, 

including the work performed by all subcontractors.  

 

The regulations do not provide suggested language for third-party contract clauses. FTA has 

developed the following language which is adopted by the Town of Brattleboro:  

 

Seismic Safety  - The contractor agrees that any new building or addition to an existing building will 

be designed and constructed in accordance with the standards for Seismic Safety required in 

Department of Transportation Seismic Safety Regulations 49 CFR Part 41 and will certify to 

compliance to the extent required by the regulation. The contractor also agrees to ensure that all 

work performed under this contract including work performed by a subcontractor is in compliance 

with the standards required by the Seismic Safety Regulations and the certification of compliance 

issued on the project.  
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6. ENERGY CONSERVATION REQUIREMENTS  

42 U.S.C. 6321 et seq. 49 CFR Part 18 

 

 

Applicability to Contracts The Energy Conservation requirement is applicable to all contracts.  

 

Flow Down The Energy Conservation requirements extend to all third party contractors and their 

contracts at every tier and sub-recipients and their sub-agreements at every tier.  

 

No specific clause is recommended in the regulations because the Energy Conservation requirements 

are so dependent on the state energy conservation plan. FTA has developed the following language 

which is adopted by the Town of Brattleboro: 

  

Energy Conservation - The contractor agrees to comply with mandatory standards and policies 

relating to energy efficiency, which are contained in the state energy conservation plan issued in 

compliance with the Energy Policy and Conservation Act.  
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7. CLEAN WATER REQUIREMENTS 

33 U.S.C. 1251 

 

 

Applicability to Contracts The Clean Water requirements apply to each contract and subcontract that 

exceeds $100,000. 

 

Flow Down The Clean Water requirements flow down to FTA recipients and sub-recipients at every 

tier.  

 

While no mandatory clause is contained in the Federal Water Pollution Control Act, as amended, the 

following language developed by FTA contains all the mandatory requirements which language is 

adopted by the Town of Brattleboro: 

 

Clean Water - (1) The Contractor agrees to comply with all applicable standards, orders or 

regulations issued pursuant to the Federal Water Pollution Control Act, as amended, 33 U.S.C. 1251 

et seq. The Contractor agrees to report each violation to the Purchaser and understands and agrees 

that the Purchaser will, in turn, report each violation as required to assure notification to FTA and the 

appropriate EPA Regional Office. 

(2) The Contractor also agrees to include these requirements in each subcontract exceeding $100,000 

financed in whole or in part with Federal assistance provided by FTA. 
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8. BUS TESTING  

49 U.S.C. 5323(c) 49 CFR Part 665 

 

Applicability to Contracts The Bus Testing requirements pertains only to the acquisition of Rolling 

Stock/Turnkey. 

 

Flow Down The Bus Testing requirements should not flow down, except to the turnkey contractor as 

stated in Master Agreement. 

 

49 CFR Part 665 does not contain specific language to be included in third party contracts but does 

contain requirements applicable to sub-recipients and third party contractors. Bus Testing 

Certification and language therein are merely suggested by the FTA, but which language is adopted 

by the Town of Brattleboro: 

 

Bus Testing - The Contractor [Manufacturer] agrees to comply with 49 U.S.C. A 5323(c) and FTA's 

implementing regulation at 49 CFR Part 665 and shall perform the following: 

1) A manufacturer of a new bus model or a bus produced with a major change in components or 

configuration shall provide a copy of the final test report to the recipient at a point in the 

procurement process specified by the recipient which will be prior to the recipient's final acceptance 

of the first vehicle. 

2) A manufacturer who releases a report under paragraph 1 above shall provide notice to the operator 

of the testing facility that the report is available to the public. 

3) If the manufacturer represents that the vehicle was previously tested, the vehicle being sold should 

have the identical configuration and major components as the vehicle in the test report, which must 

be provided to the recipient prior to recipient's final acceptance of the first vehicle. If the 

configuration or components are not identical, the manufacturer shall provide a description of the 

change and the manufacturer's basis for concluding that it is not a major change requiring additional 

testing. 

4) If the manufacturer represents that the vehicle is "grand-fathered" (has been used in mass transit 

service in the United States before OcTowner 1, 1988, and is currently being produced without a 

major change in configuration or components), the manufacturer shall provide the name and address 

of the recipient of such a vehicle and the details of that vehicle's configuration and major 

components. 

 

CERTIFICATION OF COMPLIANCE WITH FTA BUS TESTING REQUIREMENTS 

The undersigned [Contractor/Manufacturer] certifies that the vehicle offered in this procurement 

complies with 49 U.S.C. A 5323 (c) and FTA's implementing regulation at 49 CFR Part 665. 

The undersigned understands that misrepresenting the testing status of a vehicle acquired with 

Federal financial assistance may subject the undersigned to civil penalties as outlined in the 

Department of Transportation's regulation on Program Fraud Civil Remedies, 49 CFR Part 31. In 

addition, the undersigned understands that FTA may suspend or debar a manufacturer under the 

procedures in 49 CFR Part 29. 

Date: __________________________________ 

Signature: _______________________________ 

Company Name: __________________________ 
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Title: ___________________________________ 
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9. PRE-AWARD AND POST DELIVERY AUDITS REQUIREMENTS  

49 U.S.C. 5323 49 CFR Part 663  

 

Applicability to Contracts These requirements apply only to the acquisition of Rolling 

Stock/Turnkey. 

 

Flow Down These requirements should not flow down, except to the turnkey contractor as stated in 

Master Agreement. 

 

49 CFR Part 663 does not contain specific language to be included in third party contracts but does 

contain requirements applicable to sub-recipients and third party contractors.  This language is 

adopted by the Town of Brattleboro: 

 

- Buy America certification is mandated under FTA regulation, "Pre-Award and Post-Delivery 

Audits of Rolling Stock Purchases," 49 CFR 663.13.  

 

-- Specific language for the Buy America certification is mandated by FTA regulation, 

"Buy America Requirements--Surface Transportation Assistance Act of 1982, as amended," 

49 CFR 661.12, but has been modified to include FTA's Buy America requirements codified at 49 

U.S.C. A 5323(j). 

 

Pre-Award and Post-Delivery Audit Requirements - The Contractor agrees to comply with 49 

U.S.C.§ 5323(l) and FTA's implementing regulation at 49 CFR Part 663 and to submit the following 

certifications: 

 

(1) Buy America Requirements: The Contractor shall complete and submit a declaration certifying 

either compliance or noncompliance with Buy America. If the Bidder/Bidder certifies compliance 

with Buy America, it shall submit documentation which lists 1) component and subcomponent parts 

of the rolling stock to be purchased identified by manufacturer of the parts, their country of origin 

and costs; and 2) the location of the final assembly point for the rolling stock, including a description 

of the activities that will take place at the final assembly point and the cost of final assembly.  

 

(2) Solicitation Specification Requirements: The Contractor shall submit evidence that it will be 

capable of meeting the bid specifications. 

 

(3) Federal Motor Vehicle Safety Standards (FMVSS): The Contractor shall submit 1) 

manufacturer's FMVSS self-certification sticker information that the vehicle complies with relevant 

FMVSS or 2) manufacturer's certified statement that the contracted buses will not be subject to 

FMVSS regulations. 

 

BUY AMERICA CERTIFICATE OF COMPLIANCE WITH FTA REQUIREMENTSFOR BUSES, 

OTHER ROLLING STOCK, OR ASSOCIATED EQUIPMENT 

 

(To be submitted with a bid or offer exceeding the small purchase threshold for Federal assistance 

programs, currently set at $100,000.)   
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 Certificate of Compliance  

The bidder hereby certifies that it will comply with the requirements of 49 U.S.C. Section 

5323(j)(2)(C), Section 165(b)(3) of the Surface Transportation Assistance Act of 1982, as amended, 

and the regulations of 49 CFR 661.11: 

Date: ________________________________________________________ 

Signature: ____________________________________________________ 

Company Name: _______________________________________________ 

Title: ________________________________________________________ 

Certificate of Non-Compliance  

The bidder hereby certifies that it cannot comply with the requirements of 49 U.S.C. Section 

5323(j)(2)(C) and Section 165(b)(3) of the Surface Transportation Assistance Act of 1982, as 

amended, but may qualify for an exception to the requirements consistent with 49 U.S.C. Sections 

5323(j)(2)(B) or (j)(2)(D), Sections 165(b)(2) or (b)(4) of the Surface Transportation Assistance Act, 

as amended, and regulations in 49 CFR 661.7. 

Date: _______________________________________________________ 

Signature: ____________________________________________________ 

Company Name: _______________________________________________ 

Title: ____________________________________________________ 

92



Town of Brattleboro Default Procurement Manual      

 60  

10. LOBBYING 

 31 U.S.C. 135249 CFR Part 1949 CFR Part 20 

 

Applicability to Contracts The Lobbying requirements apply to Construction/Architectural and 

Engineering/Acquisition of Rolling Stock/Professional Service Contract/Operational Service 

Contract/Turnkey contracts. 

 

Flow Down The Lobbying requirements mandate the maximum flow down, pursuant to Byrd 

Anti-Lobbying Amendment, 31 USC 1352(b)(5) and 49 CFR Part 19, Appendix A, Section 7. 

 

Clause and specific language therein are mandated by 49 CFR Part 19, Appendix A, and are adopted 

by the Town of Brattleboro:.  

 

Modifications have been made to the Clause pursuant to Section 10 of the Lobbying Disclosure Act 

of 1995, P.L. 104-65 [to be codified at 2 U.S.C.§ 1601, et seq.] 

 

- Lobbying Certification and Disclosure of Lobbying Activities for third party contractors are 

mandated by 31 U.S.C. 1352(b)(5), as amended by Section 10 of the Lobbying Disclosure Act of 

1995, and DOT implementing regulation, "New Restrictions on Lobbying," at 49 CFR§  20.110(d) 

 

- Language in Lobbying Certification is mandated by 49 CFR Part 19, Appendix A, Section 7, which 

provides that contractors file the certification required by 49 CFR Part 20, Appendix A. 

 

Modifications have been made to the Lobbying Certification pursuant to Section 10 of the Lobbying 

Disclosure Act of 1995. 

 

- Use of "Disclosure of Lobbying Activities," Standard Form-LLL set forth in Appendix B of 49 

CFR Part 20, as amended by "Government wide Guidance For New Restrictions on Lobbying," 61 

Fed. Reg. 1413 (1/19/96) is mandated by 49 CFR Part 20, Appendix A. 

 

Byrd Anti-Lobbying Amendment, 31 U.S.C. 1352, as amended by the Lobbying Disclosure Act of 

1995, P.L. 104-65 [to be codified at 2 U.S.C.§  1601, et seq.] - Contractors who apply or bid for an 

award of $100,000 or more shall file the certification required by 49 CFR Part 20, "New Restrictions 

on Lobbying." Each tier certifies to the tier above that it will not and has not used Federal 

appropriated funds to pay any person or organization for influencing or attempting to influence an 

officer or employee of any agency, a member of Congress, officer or employee of Congress, or an 

employee of a member of Congress in connection with obtaining any Federal contract, grant or any 

other award covered by 31 U.S.C. 1352. Each tier shall also disclose the name of any registrant under 

the Lobbying Disclosure Act of 1995 who has made lobbying contacts on its behalf with non-Federal 

funds with respect to that Federal contract, grant or award covered by 31 U.S.C. 1352. Such 

disclosures are forwarded from tier to tier up to the recipient. 
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49 CFR PART 20--CERTIFICATION REGARDING LOBBYING  

 

Certification for Contracts, Grants, Loans, and Cooperative Agreements 

 

(To be submitted with each bid or offer exceeding $100,000)  

 

The undersigned [Contractor] certifies, to the best of his or her knowledge and belief, that: 

(1) No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, 

to any person for influencing or attempting to influence an officer or employee of an agency, a 

Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress 

in connection with the awarding of any Federal contract, the making of any Federal grant, the making 

of any Federal loan, the entering into of any cooperative agreement, and the extension, continuation, 

renewal, amendment, or modification of any Federal contract, grant, loan, or cooperative agreement. 

(2) If any funds other than Federal appropriated funds have been paid or will be paid to any person 

for making lobbying contacts to an officer or employee of any agency, a Member of Congress, an 

officer or employee of Congress, or an employee of a Member of Congress in connection with this 

Federal contract, grant, loan, or cooperative agreement, the undersigned shall complete and submit 

Standard Form--LLL, "Disclosure Form to Report Lobbying," in accordance with its instructions [as 

amended by "Government wide Guidance for New Restrictions on Lobbying," 61 Fed. Reg. 1413 

(1/19/96). Note: Language in paragraph (2) herein has been modified in accordance with Section 10 

of the Lobbying Disclosure Act of 1995 (P.L. 104-65, to be codified at 2 U.S.C. 1601, et seq.)] 

(3) The undersigned shall require that the language of this certification be included in the award 

documents for all sub-awards at all tiers (including subcontracts, sub-grants, and contracts under 

grants, loans, and cooperative agreements) and that all sub-recipients shall certify and disclose 

accordingly. 

 

This certification is a material representation of fact upon which reliance was placed when this 

transaction was made or entered into. Submission of this certification is a prerequisite for making or 

entering into this transaction imposed by 31, U.S.C.§ 1352 (as amended by the Lobbying Disclosure 

Act of 1995). Any person who fails to file the required certification shall be subject to a civil penalty 

of not less than $10,000 and not more than $100,000 for each such failure. 

[Note: Pursuant to 31 U.S.C.§ 1352(c)(1)-(2)(A), any person who makes a prohibited expenditure or 

fails to file or amend a required certification or disclosure form shall be subject to a civil penalty of 

not less than $10,000 and not more than $100,000 for each such expenditure or failure.] 

The Contractor, ___________________, certifies or affirms the truthfulness and accuracy of each 

statement of its certification and disclosure, if any. In addition, the Contractor understands and 

agrees that the provisions of 31 U.S.C. A 3801, et seq., apply to this certification and disclosure, if 

any. 

__________________________ Signature of Contractor's Authorized Official 

__________________________ Name and Title of Contractor's Authorized Official 

___________________________ Date 
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11. ACCESS TO RECORDS AND REPORTS  

49 U.S.C.§ 5325, 18 CFR 18.36 49 CFR 633.17 

 

Applicability to Contracts Reference Chart "Requirements for Access to Records and Reports by 

Type of Contracts"  

 

Flow Down FTA does not require the inclusion of these requirements in subcontracts. 

 

The specified language is not mandated by the statutes or regulations referenced, but the language 

provided paraphrases the statutory or regulatory language and should be used when appropriate by 

the Town of Brattleboro: 

  

Access to Records - The following access to records requirements apply to this Contract: 

 

1. Where the Purchaser is not a State but a local government and is the FTA Recipient or a sub-

grantee of the FTA Recipient in accordance with 49 C. F. R. 18.36(i), the Contractor agrees to 

provide the Purchaser, the FTA Administrator, the Comptroller General of the Unites States or any 

of their authorized representatives access to any books, documents, papers and records of the 

Contractor which are directly pertinent to this contract for the purposes of making audits, 

examinations, excerpts and transcriptions. Contractor also agrees, pursuant to 49 C. F. R. 633.17 to 

provide the FTA Administrator or his authorized representatives including any PMO Contractor 

access to Contractor's records and construction sites pertaining to a major capital project, defined at 

49 U.S.C. 5302(a)1, which is receiving federal financial assistance through the programs described at 

49 U.S.C. 5307, 5309 or 5311. 

 

2. Where the Purchaser is a State and is the FTA Recipient or a sub-grantee of the FTA Recipient in 

accordance with 49 CFR 633.17, Contractor agrees to provide the Purchaser, the FTA Administrator 

or his authorized representatives, including any PMO Contractor, access to the Contractor's records 

and construction sites pertaining to a major capital project, defined at 49 U.S.C. 5302(a)1, which is 

receiving federal financial assistance through the programs described at 49 U.S.C. 5307, 5309 or 

5311. By definition, a major capital project excludes contracts of less than the simplified acquisition 

threshold currently set at $100,000. 

 

3. Where the Purchaser enters into a negotiated contract for other than a small purchase or under the 

simplified acquisition threshold and is an institution of higher education, an hospital or other 

non-profit organization and is the FTA Recipient or a sub-grantee of the FTA Recipient in 

accordance with 49 CFR 19.48, Contractor agrees to provide the Purchaser, FTA Administrator, the 

Comptroller General of the Unites States or any of their duly authorized representatives with access 

to any books, documents, papers and record of the Contractor which are directly pertinent to this 

contract for the purposes of making audits, examinations, excerpts and transcriptions. 

 

4. Where any Purchaser which is the FTA Recipient or a sub-grantee of the FTA Recipient in 

accordance with 49 U.S.C. 5325(a) enters into a contract for a capital project or improvement 

(defined at 49 U.S.C. 5302(a)1) through other than competitive bidding, the Contractor shall make 

available records related to the contract to the Purchaser, the Secretary of Transportation and the 
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Comptroller General or any authorized officer or employee of any of them for the purposes of 

conducting an audit and inspection. 

 

5. The Contractor agrees to permit any of the foregoing parties to reproduce by any means 

whatsoever or to copy excerpts and transcriptions as reasonably needed. 

 

6. The Contractor agrees to maintain all books, records, accounts and reports required under this 

contract for a period of not less than three years after the date of termination or expiration of this 

contract, except in the event of litigation or settlement of claims arising from the performance of this 

contract, in which case Contractor agrees to maintain same until the Purchaser, the FTA 

Administrator, the Comptroller General, or any of their duly authorized representatives, have 

disposed of all such litigation, appeals, claims or exceptions related thereto. Reference: 49 CFR 

18.39(i)(11). 
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12. FEDERAL CHANGES  

49 CFR, Part 18 

 

Applicability to Contracts The Federal Changes requirement applies to all contracts.  

 

Flow Down The Federal Changes requirement flows down appropriately to each applicable changed 

requirement.  

 

No specific language is mandated. FTA has developed the following language which is adopted by 

the Town of Brattleboro: 

  

Federal Changes - Contractor shall at all times comply with all applicable FTA regulations, policies, 

procedures and directives, including without limitation those listed directly or by reference in the 

Agreement (Form FTA MA (2) dated OcTowner, 1995) between Purchaser and FTA , as they may 

be amended or promulgated from time to time during the term of this contract. Contractor's failure to 

so comply shall constitute a material breach of this contract. 
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13. BONDING REQUIREMENTS  

 

Applicability to Contracts For those construction or facility improvement contracts or subcontracts 

exceeding $100,000, FTA may accept the bonding policy and requirements of the recipient, provided 

that they meet the minimum requirements for construction contracts as follows:  

 

a. A bid guarantee from each bidder equivalent to five (5) percent of the bid price. The "bid 

guarantees" shall consist of a firm commitment such as a bid bond, certifies check, or other 

negotiable instrument accompanying a bid as assurance that the bidder will, upon acceptance of his 

bid, execute such contractual documents as may be required within the time specified. 

 

b. A performance bond on the part to the Contractor for 100 percent of the contract price. A 

"performance bond" is one executed in connection with a contract to secure fulfillment of all the 

contractor's obligations under such contract. 

 

c. A payment bond on the part of the contractor for 100 percent of the contract price. A "payment 

bond" is one executed in connection with a contract to assure payment, as required by law, of all 

persons supplying labor and material in the execution of the work provided for in the contract. 

Payment bond amounts required from Contractors are as follows: 

(1) 50% of the contract price if the contract price is not more than $1 million; 

(2) 40% of the contract price if the contract price is more than $1 million but not more than $5 

million; or 

(3) $2.5 million if the contract price is more than $5 million. 

d. A cash deposit, certified check or other negotiable instrument may be accepted by a grantee in lieu 

of performance and payment bonds, provided the grantee has established a procedure to assure that 

the interest of FTA is adequately protected. An irrevocable letter of credit would also satisfy the 

requirement for a bond. 

 

Flow Down Bonding requirements flow down to the first tier contractors.  

 

FTA does not prescribe specific wording to be included in third party contracts. FTA has prepared 

sample clauses as follows which should be used by the Town of Brattleboro, as appropriate: 

 

Bid Bond Requirements (Construction )  

(a) Bid Security 

A Bid Bond must be issued by a fully qualified surety company acceptable to (Recipient) and listed 

as a company currently authorized by 31 CFR, Part 223 as possessing a Certificate of Authority as 

described there under. 

(b) Rights Reserved 

In submitting this Bid, it is understood and agreed by bidder that the right is reserved by (Recipient) 

to reject any and all bids, or part of any bid, and it is agreed that the Bid may not be withdrawn for a 

period of [ninety (90)] days subsequent to the opening of bids, without the written consent of 

(Recipient). 

It is also understood and agreed that if the undersigned bidder should withdraw any part or all of his 

bid within [ninety (90)] days after the bid opening without the written consent of (Recipient), shall 
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refuse or be unable to enter into this Contract, as provided above, or refuse or be unable to furnish 

adequate and acceptable Performance Bonds and Labor and Material Payments Bonds, as provided 

above, or refuse or be unable to furnish adequate and acceptable insurance, as provided above, he 

shall forfeit his bid security to the extent of (Recipient's) damages occasioned by such withdrawal, or 

refusal, or inability to enter into an agreement, or provide adequate security therefor. 

It is further understood and agreed that to the extent the defaulting bidder's Bid Bond, Certified 

Check, Cashier's Check, Treasurer's Check, and/or Official Bank Check (excluding any income 

generated thereby which has been retained by (Recipient) as provided in [Item x "Bid Security" of 

the Instructions to Bidders]) shall prove inadequate to fully recompense (Recipient) for the damages 

occasioned by default, then the undersigned bidder agrees to indemnify (Recipient) and pay over to 

(Recipient) the difference between the bid security and (Recipient's) total damages, so as to make 

(Recipient) whole. 

The undersigned understands that any material alteration of any of the above or any of the material 

contained on this form, other than that requested, will render the bid unresponsive. 

Performance and Payment Bonding Requirements (Construction)   

The Contractor shall be required to obtain performance and payment bonds as follows: 

(a) Performance bonds 

1. The penal amount of performance bonds shall be 100 percent of the original contract price, unless 

the  (Recipient) determines that a lesser amount would be adequate for the protection of the 

(Recipient). 

2. The (Recipient) may require additional performance bond protection when a contract price is 

increased. The increase in protection shall generally equal 100 percent of the increase in contract 

price. The (Recipient) may secure additional protection by directing the Contractor to increase the 

penal amount of the existing bond or to obtain an additional bond. 

(b) Payment bonds 

1. The penal amount of the payment bonds shall equal: 

(i) Fifty percent of the contract price if the contract price is not more than $1 million. 

(ii) Forty percent of the contract price if the contract price is more than $1 million but not more than 

$5 million; or 

(iii) Two and one half million if the contract price is more than $5 million. 

2. If the original contract price is $5 million or less, the (Recipient) may require additional protection 

as required by subparagraph 1 if the contract price is increased. 

Performance and Payment Bonding Requirements (Non-Construction)  

The Contractor may be required to obtain performance and payment bonds when necessary to protect 

the (Recipient's) interest. 

(a) The following situations may warrant a performance bond: 

1. (Recipient) property or funds are to be provided to the contractor for use in performing the 

contract or as partial compensation (as in retention of salvaged material). 

2. A contractor sells assets to or merges with another concern, and the (Recipient), after recognizing 

the latter concern as the successor in interest, desires assurance that it is financially capable. 

3. Substantial progress payments are made before delivery of end items starts. 

4. Contracts are for dismantling, demolition, or removal of improvements. 

(b) When it is determined that a performance bond is required, the Contractor shall be required to  

obtain performance bonds as follows: 

1. The penal amount of performance bonds shall be 100 percent of the original contract price, unless 
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the (Recipient) determines that a lesser amount would be adequate for the protection of the 

(Recipient). 

2. The (Recipient) may require additional performance bond protection when a contract price is 

increased. The increase in protection shall generally equal 100 percent of the increase in contract 

price. The (Recipient) may secure additional protection by directing the Contractor to increase the 

penal amount of the existing bond or to obtain an additional bond. 

(c) A payment bond is required only when a performance bond is required, and if the use of payment 

bond is in the (Recipient's) interest. 

(d) When it is determined that a payment bond is required, the Contractor shall be required to obtain 

payment bonds as follows:  

1. The penal amount of payment bonds shall equal: 

(i) Fifty percent of the contract price if the contract price is not more than $1 million; 

(ii) Forty percent of the contract price if the contract price is more than $1 million  

but not more than $5 million; or 

(iii) Two and one half million if the contract price is increased. 

Advance Payment Bonding Requirements  

The Contractor may be required to obtain an advance payment bond if the contract contains an 

advance payment provision and a performance bond is not furnished. The (recipient) shall determine 

the amount of the advance payment bond necessary to protect the (Recipient). 

Patent Infringement Bonding Requirements (Patent Indemnity)  

The Contractor may be required to obtain a patent indemnity bond if a performance bond is not 

furnished and the financial responsibility of the Contractor is unknown or doubtful. The (Recipient) 

shall determine the amount of the patent indemnity to protect the (Recipient). 

Warranty of the Work and Maintenance Bonds  

1. The Contractor warrants to (Recipient), the Architect and/or Engineer that all materials and 

equipment furnished under this Contract will be of highest quality and new unless otherwise 

specified by (Recipient), free from faults and defects and in conformance with the Contract 

Documents. All work not so conforming to these standards shall be considered defective. If required 

by the [Project Manager], the Contractor shall furnish satisfactory evidence as to the kind and quality 

of materials and equipment. 

2. The Work furnished must be of first quality and the workmanship must be the best obtainable in 

the various trades. The Work must be of safe, substantial and durable construction in all respects. 

The Contractor hereby guarantees the Work against defective materials or faulty workmanship for a 

minimum period of one (1) year after Final Payment by (Recipient) and shall replace or repair any 

defective materials or equipment or faulty workmanship during the period of the guarantee at no cost 

to (Recipient). As additional security for these guarantees, the Contractor shall, prior to the release of 

Final Payment [as provided in Item X below], furnish separate Maintenance (or Guarantee) Bonds in 

form acceptable to (Recipient) written by the same corporate surety that provides the Performance 

Bond and Labor and Material Payment Bond for this Contract. These bonds shall secure the 

Contractor's obligation to replace or repair defective materials and faulty workmanship for a 

minimum period of one (1) year after Final Payment and shall be written in an amount equal to ONE 

HUNDRED PERCENT (100%) of the CONTRACT SUM, as adjusted (if at all).  
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14. CLEAN AIR  

42 U.S.C. 7401 et seq. 40 CFR 15.61 49 CFR Part 18  

 

Applicability to Contracts The Clean Air requirements apply to all contracts exceeding $100,000, 

including indefinite quantities where the amount is expected to exceed $100,000 in any year.  

 

Flow Down The Clean Air requirements flow down to all subcontracts that exceed $100,000.  

 

FTA has proposed the following language which is adopted by the Town of Brattleboro. 

  

Clean Air –  

 

(1) The Contractor agrees to comply with all applicable standards, orders or regulations issued 

pursuant to the Clean Air Act, as amended, 42 U.S.C.§ 7401 et seq. The Contractor agrees to report 

each violation to the Purchaser and understands and agrees that the Purchaser will, in turn, report 

each violation as required to assure notification to FTA and the appropriate EPA Regional Office. 

 

(2) The Contractor also agrees to include these requirements in each subcontract exceeding $100,000 

financed in whole or in part with Federal assistance provided by FTA. 
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15. RECYCLED PRODUCTS  

42 U.S.C. 696240 CFR Part 247Executive Order 12873 

 

Applicability to Contracts The Recycled Products requirements apply to all contracts for items 

designated by the EPA, when the purchaser or contractor procures $10,000 or more of one of these 

items during the fiscal year, or has procured $10,000 or more of such items in the previous fiscal 

year, using Federal funds. New requirements for "recovered materials" will become effective May 1, 

1996. These new regulations apply to all procurement actions involving items designated by the 

EPA, where the procuring agency purchases $10,000 or more of one of these items in a fiscal year, or 

when the cost of such items purchased during the previous fiscal year was $10,000.  

 

Flow Down These requirements flow down to all to all contractor and subcontractor tiers.  

 

No specific clause is mandated, but FTA has developed the following language which is adopted by 

the Town of Brattleboro. 

  

Recovered Materials - The contractor agrees to comply with all the requirements of Section 6002 of 

the Resource Conservation and Recovery Act (RCRA), as amended (42 U.S.C. 6962), including but 

not limited to the regulatory provisions of 40 CFR Part 247, and Executive Order 12873, as they 

apply to the procurement of the items designated in Subpart B of 40 CFR Part 247. 
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16. DAVIS-BACON ACT 

40 USC§276a -276a-5 (1995) 29 CFR§ 5 (1995)  

 

Applicability to Contract Construction contracts over $2,000.00 

 

Flow Down Applies to third party contractors and subcontractors 

 

The language in this clause is mandated under the DOL regulations at 29 CFR§5.5 and is adopted by 

the Town of Brattleboro: 

 

(1) Minimum wages –  

(i) All laborers and mechanics employed or working upon the site of the work (or under the United 

States Housing Act of 1937 or under the Housing Act of 1949 in the construction or development of 

the project), will be paid unconditionally and not less often than once a week, and without 

subsequent deduction or rebate on any account (except such payroll deductions as are permitted by 

regulations issued by the Secretary of Labor under the Copeland Act (29 CFR part 3)), the full 

amount of wages and bona fide fringe benefits (or cash equivalents thereof) due at time of payment 

computed at rates not less than those contained in the wage determination of the Secretary of Labor 

which is attached hereto and made a part hereof, regardless of any contractual relationship which 

may be alleged to exist between the contractor and such laborers and mechanics. 

Contributions made or costs reasonably anticipated for bona fide fringe benefits under section 

1(b)(2) of the Davis-Bacon Act on behalf of laborers or mechanics are considered wages paid to such 

laborers or mechanics, subject to the provisions of paragraph (1)(iv) of this section; also, regular 

contributions made or costs incurred for more than a weekly period (but not less often than quarterly) 

under plans, funds, or programs which cover the particular weekly period, are deemed to be 

constructively made or incurred during such weekly period. Such laborers and mechanics shall be 

paid the appropriate wage rate and fringe benefits on the wage determination for the classification of 

work actually performed, without regard to skill, except as provided in 29 CFR Part 5.5(a)(4). 

Laborers or mechanics performing work in more than one classification may be compensated at the 

rate specified for each classification for the time actually worked therein: Provided, That the 

employer's payroll records accurately set forth the time spent in each classification in which work is 

performed. The wage determination and the Davis-Bacon poster (WH-1321) shall be posted at all 

times by the contractor and its subcontractors at the site of the work in a prominent and accessible 

place where it can be easily seen by the workers. 

 

(ii) Whenever the minimum wage rate prescribed in the contract for a class of laborers or mechanics 

includes a fringe benefit which is not expressed as an hourly rate, the contractor shall either pay the 

benefit as stated in the wage determination or shall pay another bona fide fringe benefit or an hourly 

cash equivalent thereof. 

 

(iii) If the contractor does not make payments to a trustee or other third person, the contractor may 

consider as part of the wages of any laborer or mechanic the amount of any costs reasonably 

anticipated in providing bona fide fringe benefits under a plan or program, Provided, That the 

Secretary of Labor has found, upon the written request of the contractor, that the applicable standards 

of the Davis-Bacon Act have been met. The Secretary of Labor may require the contractor to set 
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aside in a separate account assets for the meeting of obligations under the plan or program. 

(iv)(A) The contracting officer shall require that any class of laborers or mechanics which is not 

listed in the wage determination and which is to be employed under the contract shall be classified in 

conformance with the wage determination. The contracting officer shall approve an additional 

classification and wage rate and fringe benefits only when the following criteria have been met: 

 

(1) The work to be performed by the classification requested is not performed by a classification in 

the wage determination; and 

 

(2) The classification is utilized in the area by the construction industry; and 

 

(3) The proposed wage rate, including any bona fide fringe benefits, bears a reasonable relationship 

to the wage rates contained in the wage determination. 

 

(B) If the contractor and the laborers and mechanics to be employed in the classification (if known), 

or their representatives, and the contracting officer agree on the classification and wage rate 

(including the amount designated for fringe benefits where appropriate), a report of the action taken 

shall be sent by the contracting officer to the Administrator of the Wage and Hour Division, 

Employment Standards Administration, Washington, DC 20210. The Administrator, or an 

authorized representative, will approve, modify, or disapprove every additional classification action 

within 30 days of receipt and so advise the contracting officer or will notify the contracting officer 

within the 30-day period that additional time is necessary. 

 

(C) In the event the contractor, the laborers or mechanics to be employed in the classification or their 

representatives, and the contracting officer do not agree on the proposed classification and wage rate 

(including the amount designated for fringe benefits, where appropriate), the contracting officer shall 

refer the questions, including the views of all interested parties and the recommendation of the 

contracting officer, to the Administrator for determination. The Administrator, or an authorized 

representative, will issue a determination with 30 days of receipt and so advise the contracting officer 

or will notify the contracting officer within the 30-day period that additional time is necessary. 

 

(D) The wage rate (including fringe benefits where appropriate) determined pursuant to paragraphs 

(1)(IV) (B) or (C) of this section, shall be paid to all workers performing work in the classification 

under this contract from the first day on which work is performed in the classification. 

 

(2) Withholding - The [ insert name of grantee ] shall upon its own action or upon written request of 

an authorized representative of the Department of Labor withhold or cause to be withheld from the 

contractor under this contract or any other Federal contract with the same prime contractor, or any 

other federally-assisted contract subject to Davis-Bacon prevailing wage requirements, which is held 

by the same prime contractor, so much of the accrued payments or advances as may be considered 

necessary to pay laborers and mechanics, including apprentices, trainees, and helpers, employed by 

the contractor or any subcontractor the full amount of wages required by the contract. In the event of 

failure to pay any laborer or mechanic, including any apprentice, trainee, or helper, employed or 

working on the site of the work (or under the United States Housing Act of 1937 or under the 

Housing Act of 1949 in the construction or development of the project), all or part of the wages 
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required by the contract, the [ insert name of grantee ] may, after written notice to the contractor, 

sponsor, applicant, or owner, take such action as may be necessary to cause the suspension of any 

further payment, advance, or guarantee of funds until such violations have ceased. 

 

(3) Payrolls and basic records - (i) Payrolls and basic records relating thereto shall be maintained by 

the contractor during the course of the work and preserved for a period of three years thereafter for 

all laborers and mechanics working at the site of the work (or under the United States Housing Act 

of 1937, or under the Housing Act of 1949, in the construction or development of the project). Such 

records shall contain the name, address, and social security number of each such worker, his or her 

correct classification, hourly rates of wages paid (including rates of contributions or costs anticipated 

for bona fide fringe benefits or cash equivalents thereof of the types described in section 1(b)(2)(B) 

of the Davis-Bacon Act), daily and weekly number of hours worked, deductions made and actual 

wages paid. Whenever the Secretary of Labor has found under 29 CFR 5.5(a)(1)(iv) that the wages of 

any laborer or mechanic include the amount of any costs reasonably anticipated in providing benefits 

under a plan or program described in section 1(b)(2)(B) of the Davis-Bacon Act, the contractor shall 

maintain records which show that the commitment to provide such benefits is enforceable, that the 

plan or program is financially responsible, and that the plan or program has been communicated in 

writing to the laborers or mechanics affected, and records which show the costs anticipated or the 

actual cost incurred in providing such benefits. Contractors employing apprentices or trainees under 

approved programs shall maintain written evidence of the registration of apprenticeship programs 

and certification of trainee programs, the registration of the apprentices and trainees, and the ratios 

and wage rates prescribed in the applicable programs. 

 

(ii)(A) The contractor shall submit weekly for each week in which any contract work is performed a 

copy of all payrolls to the [insert name of grantee] for transmission to the Federal Transit 

Administration. The payrolls submitted shall set out accurately and completely all of the information 

required to be maintained under 29 CFR part 5. This information may be submitted in any form 

desired. Optional Form WH-347 is available for this purpose and may be purchased from the 

Superintendent of Documents (Federal Stock Number 029-005-00014-1), U.S. Government Printing 

Office, Washington, DC 20402. The prime contractor is responsible for the submission of copies of 

payrolls by all subcontractors. 

 

(B) Each payroll submitted shall be accompanied by a "Statement of Compliance," signed by the 

contractor or subcontractor or his or her agent who pays or supervises the payment of the persons 

employed under the contract and shall certify the following: 

 

(1) That the payroll for the payroll period contains the information required to be maintained under 

29 CFR part 5 and that such information is correct and complete; 

 

(2) That each laborer or mechanic (including each helper, apprentice, and trainee) employed on the 

contract during the payroll period has been paid the full weekly wages earned, without rebate, either 

directly or indirectly, and that no deductions have been made either directly or indirectly from the 

full wages earned, other than permissible deductions as set forth in Regulations, 29 CFR part 3; 

 

(3) That each laborer or mechanic has been paid not less than the applicable wage rates and fringe 
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benefits or cash equivalents for the classification of work performed, as specified in the applicable 

wage determination incorporated into the contract. 

 

(C) The weekly submission of a properly executed certification set forth on the reverse side of 

Optional Form WH-347 shall satisfy the requirement for submission of the "Statement of 

Compliance" required by paragraph (3)(ii)(B) of this section. 

 

(D) The falsification of any of the above certifications may subject the contractor or subcontractor to 

civil or criminal prosecution under section 1001 of title 18 and section 231 of title 31 of the United 

States Code. 

 

(iii) The contractor or subcontractor shall make the records required under paragraph (3)(i) of this 

section available for inspection, copying, or transcription by authorized representatives of the Federal 

Transit Administration or the Department of Labor, and shall permit such representatives to 

interview employees during working hours on the job. If the contractor or subcontractor fails to 

submit the required records or to make them available, the Federal agency may, after written notice 

to the contractor, sponsor, applicant, or owner, take such action as may be necessary to cause the 

suspension of any further payment, advance, or guarantee of funds. Furthermore, failure to submit 

the required records upon request or to make such records available may be grounds for debarment 

action pursuant to 29 CFR 5.12. 

 

(4) Apprentices and trainees  - 

 

(i) Apprentices - Apprentices will be permitted to work at less than the predetermined rate for the 

work they performed when they are employed pursuant to and individually registered in a bona fide 

apprenticeship program registered with the U.S. Department of Labor, Employment and Training 

Administration, Bureau of Apprenticeship and Training, or with a State Apprenticeship Agency 

recognized by the Bureau, or if a person is employed in his or her first 90 days of probationary 

employment as an apprentice in such an apprenticeship program, who is not individually registered 

in the program, but who has been certified by the Bureau of Apprenticeship and Training or a State 

Apprenticeship Agency (where appropriate) to be eligible for probationary employment as an 

apprentice. The allowable ratio of apprentices to journeymen on the job site in any craft classification 

shall not be greater than the ratio permitted to the contractor as to the entire work force under the 

registered program. Any worker listed on a payroll at an apprentice wage rate, who is not registered 

or otherwise employed as stated above, shall be paid not less than the applicable wage rate on the 

wage determination for the classification of work actually performed. In addition, any apprentice 

performing work on the job site in excess of the ratio permitted under the registered program shall be 

paid not less than the applicable wage rate on the wage determination for the work actually 

performed. Where a contractor is performing construction on a project in a locality other than that in 

which its program is registered, the ratios and wage rates (expressed in percentages of the 

journeyman's hourly rate) specified in the contractor's or subcontractor's registered program shall be 

observed. Every apprentice must be paid at not less than the rate specified in the registered program 

for the apprentice's level of progress, expressed as a percentage of the journeymen hourly rate 

specified in the applicable wage determination. Apprentices shall be paid fringe benefits in 

accordance with the provisions of the apprenticeship program. If the apprenticeship program does 
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not specify fringe benefits, apprentices must be paid the full amount of fringe benefits listed on the 

wage determination for the applicable classification. If the Administrator of the Wage and Hour 

Division of the U.S. Department of Labor determines that a different practice prevails for the 

applicable apprentice classification, fringes shall be paid in accordance with that determination. In 

the event the Bureau of Apprenticeship and Training, or a State Apprenticeship Agency recognized 

by the Bureau, withdraws approval of an apprenticeship program, the contractor will no longer be 

permitted to utilize apprentices at less than the applicable predetermined rate for the work performed 

until an acceptable program is approved. 

 

(ii) Trainees - Except as provided in 29 CFR 5.16, trainees will not be permitted to work at less than 

the predetermined rate for the work performed unless they are employed pursuant to and individually 

registered in a program which has received prior approval, evidenced by formal certification by the 

U.S. Department of Labor, Employment and Training Administration. The ratio of trainees to 

journeymen on the job site shall not be greater than permitted under the plan approved by the 

Employment and Training Administration. Every trainee must be paid at not less than the rate 

specified in the approved program for the trainee's level of progress, expressed as a percentage of the 

journeyman hourly rate specified in the applicable wage determination. Trainees shall be paid fringe 

benefits in accordance with the provisions of the trainee program. If the trainee program does not 

mention fringe benefits, trainees shall be paid the full amount of fringe benefits listed on the wage 

determination unless the Administrator of the Wage and Hour Division determines that there is an 

apprenticeship program associated with the corresponding journeyman wage rate on the wage 

determination which provides for less than full fringe benefits for apprentices. Any employee listed 

on the payroll at a trainee rate who is not registered and participating in a training plan approved by 

the Employment and Training Administration shall be paid not less than the applicable wage rate on 

the wage determination for the classification of work actually performed. In addition, any trainee 

performing work on the job site in excess of the ratio permitted under the registered program shall be 

paid not less than the applicable wage rate on the wage determination for the work actually 

performed. In the event the Employment and Training Administration withdraws approval of a 

training program, the contractor will no longer be permitted to utilize trainees at less than the 

applicable predetermined rate for the work performed until an acceptable program is approved. 

 

(iii) Equal employment opportunity - The utilization of apprentices, trainees and journeymen under 

this part shall be in conformity with the equal employment opportunity requirements of Executive 

Order 11246, as amended, and 29 CFR part 30. 

 

(5) Compliance with Copeland Act requirements - The contractor shall comply with the requirements 

of 29 CFR part 3, which are incorporated by reference in this contract. 

 

(6) Subcontracts - The contractor or subcontractor shall insert in any subcontracts the clauses 

contained in 29 CFR 5.5(a)(1) through (10) and such other clauses as the Federal Transit 

Administration may by appropriate instructions require, and also a clause requiring the 

subcontractors to include these clauses in any lower tier subcontracts. The prime contractor shall be 

responsible for the compliance by any subcontractor or lower tier subcontractor with all the contract 

clauses in 29 CFR 5.5. 
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(7) Contract termination: debarment - A breach of the contract clauses in 29 CFR 5.5 may be 

grounds for termination of the contract, and for debarment as a contractor and a subcontractor as 

provided in 29 CFR 5.12. 

 

(8) Compliance with Davis-Bacon and Related Act requirements - All rulings and interpretations of 

the Davis-Bacon and Related Acts contained in 29 CFR parts 1, 3, and 5 are herein incorporated by 

reference in this contract. 

 

(9) Disputes concerning labor standards - Disputes arising out of the labor standards provisions of 

this contract shall not be subject to the general disputes clause of this contract. Such disputes shall be 

resolved in accordance with the procedures of the Department of Labor set forth in 29 CFR parts 5, 

6, and 7. Disputes within the meaning of this clause include disputes between the contractor (or any 

of its subcontractors) and the contracting agency, the U.S. Department of Labor, or the employees or 

their representatives. 

 

(10) Certification of eligibility - (i) By entering into this contract, the contractor certifies that neither 

it (nor he or she) nor any person or firm who has an interest in the contractor's firm is a person or 

firm ineligible to be awarded Government contracts by virtue of section 3(a) of the Davis-Bacon Act 

or 29 CFR 5.12(a)(1).  

 

(ii) No part of this contract shall be subcontracted to any person or firm ineligible for award of a 

Government contract by virtue of section 3(a) of the Davis-Bacon Act or 29 CFR 5.12(a)(1). 

 

(iii) The penalty for making false statements is prescribed in the U.S. Criminal Code, 18 U.S.C. 

1001. 
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17. CONTRACT WORK HOURS AND SAFETY STANDARDS ACT 

40 U.S.C.§327 -333 (1995) 29 CFR§ 5 (1995) 29 C.F.R1926 (1995)  

 

Applicability to Contracts Section 102 of the Act, which deals with overtime requirements, applies 

to: 

- all construction contracts in excess of $2,000 and;  

- all turnkey, rolling stock and operational contracts (excluding contracts for transportation services) 

in excess of $2,500. 

(The dollar threshold for this requirement is contained in the current regulation 29 CFR§  5.15.)  

Section 107 of the Act that deals with OSHA requirements applies to construction contracts in 

excess of $2,000 only. The requirements of this section do not apply to contracts or subcontracts for 

the purchase of supplies or materials or articles normally available on the open market. 

 

Flow Down Applies to third party contractors and subcontractors. 

 

Pursuant to Section 102 (Overtime):  

These clauses are specifically mandated under DOL regulation 29 CFR§ 5.5 and when preparing a 

construction contract in excess of $2,000 these clauses should be used in conjunction with the 

Davis-Bacon Act clauses as discussed previously. For non-construction contracts, this is the only 

section required along with the payroll section. 

 

(1) Overtime requirements - No contractor or subcontractor contracting for any part of the contract 

work which may require or involve the employment of laborers or mechanics shall require or permit 

any such laborer or mechanic in any workweek in which he or she is employed on such work to work 

in excess of forty hours in such workweek unless such laborer or mechanic receives compensation at 

a rate not less than one and one-half times the basic rate of pay for all hours worked in excess of 

forty hours in such workweek. 

 

(2) Violation; liability for unpaid wages; liquidated damages - In the event of any violation of the 

clause set forth in paragraph (1) of this section the contractor and any subcontractor responsible shall 

be liable for the unpaid wages. In addition, such contractor and subcontractor shall be liable to the 

United States for liquidated damages. Such liquidated damages shall be computed with respect to 

each individual laborer or mechanic, including  watchmen and guards, employed in violation of the 

clause set forth in paragraph (1) of this section, in the sum of $ 10 for each calendar day on which 

such individual was required or permitted to work in excess of the standard workweek of forty hours 

without payment of the overtime wages required by the clause set forth in paragraph (1) of this 

section. 

 

(3) Withholding for unpaid wages and liquidated damages - The (write in the name of the grantee or 

recipient ) shall upon its own action or upon written request of an authorized representative of the 

Department of Labor withhold or cause to be withheld, from any moneys payable on account of work 

performed by the contractor or subcontractor under any such contract or any other Federal contract 

with the same prime contractor, or any other federally-assisted contract subject to the Contract Work 

Hours and Safety Standards Act, which is held by the same prime contractor, such sums as may be 

determined to be necessary to satisfy any liabilities of such contractor or subcontractor for unpaid 

109



Town of Brattleboro Default Procurement Manual      

 77  

wages and liquidated damages as provided in the clause set forth in paragraph (2) of this section. 

 

(4) Subcontracts -The contractor or subcontractor shall insert in any subcontracts the clauses set forth 

in this section and also a clause requiring the subcontractors to include these clauses in any lower tier 

subcontracts. The prime contractor shall be responsible for compliance by any subcontractor or lower 

tier subcontractor with the clauses set forth in this section.  

 

( Section 102 non-construction contracts should also have the following provision:)  

 

(5) Payrolls and basic records - (i) Payrolls and basic records relating thereto shall be maintained by 

the contractor during the course of the work and preserved for a period of three years thereafter for 

all laborers and mechanics working at the site of the work (or under the United States Housing Act 

of 1937, or under the Housing Act of 1949, in the construction or development of the project). Such 

records shall contain the name, address, and social security number of each such worker, his or her 

correct classification, hourly rates of wages paid (including rates of contributions or costs anticipated 

for bona fide fringe benefits or cash equivalents thereof of the types described in section 1(b)(2)(B) 

of the Davis-Bacon Act), daily and weekly number of hours worked, deductions made and actual 

wages paid. Whenever the Secretary of Labor has found under 29 CFR 5.5(a)(1)(iv) that the wages of 

any laborer or mechanic include the amount of any costs reasonably anticipated in providing benefits 

under a plan or program described in section 1(b)(2)(B) of the Davis-Bacon Act, the contractor shall 

maintain records which show that the commitment to provide such benefits is enforceable, that the 

plan or program is financially responsible, and that the plan or program has been communicated in 

writing to the laborers or mechanics affected, and records which show the costs anticipated or the 

actual cost incurred in providing such benefits. Contractors employing apprentices or trainees under 

approved programs shall maintain written evidence of the registration of apprenticeship programs 

and certification of trainee programs, the registration of the apprentices and trainees, and the ratios 

and wage rates prescribed in the applicable programs. 

 

Section 107 (OSHA):  

 (This section is applicable to construction contracts only) 

Contract Work Hours and Safety Standards Act - (i) The Contractor agrees to comply with section 

107 of the Contract t Work Hours and Safety Standards Act, 40 U.S.C. section 333, and applicable 

DOL regulations, " Safety and Health Regulations for Construction " 29 CFR Part 1926. Among 

other things, the Contractor agrees that it will not require any laborer or mechanic to work in 

unsanitary, hazardous, or dangerous surroundings or working conditions.  

 

(ii)Subcontracts - The Contractor also agrees to include the requirements of this section in each 

subcontract. The term "subcontract" under this section is considered to refer to a person who agrees 

to perform any part of the labor or material requirements of a contract for construction, alteration or 

repair. A person who undertakes to perform a portion of a contract involving the furnishing of 

supplies or materials will be considered a "subcontractor" under this section if the work in question 

involves the performance of construction work and is to be performed: (1) directly on or near the 

construction site, or (2) by the employer for the specific project on a customized basis. Thus, a 

supplier of materials that will become an integral part of the construction is a "subcontractor" if the 

supplier fabricates or assembles the goods or materials in question specifically for the construction 
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project and the work involved may be said to be construction activity. If the goods or materials in 

question are ordinarily sold to other customers from regular inventory, the supplier is not a 

"subcontractor." The requirements of this section do not apply to contracts or subcontracts for the 

purchase of supplies or materials or articles normally available on the open market. 
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18. COPELAND ANTI-KICKBACK ACT  

40 U.S.C.  276c  (1995) 29 CFR 3 (1995) 29 CFR  5 (1995)  

 

Applicability to Contracts All construction contracts in excess of $2,000. 

 

Flow Down Applicable to all third party contractors and subcontractors. 

 

3.1 of the Copeland Act makes it clear that the purpose of the Act is to assist in "the enforcement of 

the minimum wage provisions of the Davis- Bacon Act." In keeping with this intent DOL has 

included a section on the Copeland Act in the mandatory language of the Davis-Bacon provisions. 

The language can be found at §5.5(a)(5) of the Davis-Bacon model clauses and reads as follows and 

is adopted by the Town of Brattleboro: 

 

Compliance with Copeland Act requirements - The contractor shall comply with the requirements of 

29 CFR part 3, which are incorporated by reference in this contract. 
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19. NO GOVERNMENT OBLIGATION TO THIRD PARTIES  

 

Applicability to Contracts Applicable to all contracts. 

 

Flow Down Not required by statute or regulation for either primary contractors or subcontractors, 

this concept should flow down to all levels to clarify, to all parties to the contract, that the Federal 

Government does not have contractual liability to third parties, absent specific written consent.  

 

While no specific language is required, FTA has developed the following language which is adopted 

by the Town of Brattleboro:  

 

No Obligation by the Federal Government.   

 

(1) The Purchaser and Contractor acknowledge and agree that, notwithstanding any concurrence by 

the Federal Government in or approval of the solicitation or award of the underlying contract, absent 

the express written consent by the Federal Government, the Federal Government is not a party to this 

contract and shall not be subject to any obligations or liabilities to the Purchaser, Contractor, or any 

other party (whether or not a party to that contract) pertaining to any matter resulting from the 

underlying contract. 

 

(2) The Contractor agrees to include the above clause in each subcontract financed in whole or in 

part with Federal assistance provided by FTA. It is further agreed that the clause shall not be 

modified, except to identify the subcontractor who will be subject to its provisions. 
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20. PROGRAM FRAUD AND FALSE OR FRAUDULENT STATEMENTS  

AND RELATED ACTS  

31 U.S.C. 3801 et seq. 49 CFR Part 31 18 U.S.C. 1001 49 U.S.C. 5307  

  

Applicability to Contracts These requirements are applicable to all contracts.  

 

Flow Down These requirements flow down to contractors and subcontractors who make, present, or 

submit covered claims and statements.  

 

These requirements have no specified language, so FTA proffers the following language which is 

adopted by the Town of Brattleboro:  

 

Program Fraud and False or Fraudulent Statements or Related Acts. 

  

(1) The Contractor acknowledges that the provisions of the Program Fraud Civil Remedies Act of 

1986, as amended, 31 U.S.C.§ 3801 et seq. and U.S. DOT regulations, "Program Fraud Civil 

Remedies," 49 CFR Part 31, apply to its actions pertaining to this Project. Upon execution of the 

underlying contract, the Contractor certifies or affirms the truthfulness and accuracy of any statement 

it has made, it makes, it may make, or causes to be made, pertaining to the underlying contract or the 

FTA assisted project for which this contract work is being performed. In addition to other penalties 

that may be applicable, the Contractor further acknowledges that if it makes, or causes to be made, a 

false, fictitious, or fraudulent claim, statement, submission, or certification, the Federal Government 

reserves the right to impose the penalties of the Program Fraud Civil Remedies Act of 1986 on the 

Contractor to the extent the Federal Government deems appropriate. 

 

(2) The Contractor also acknowledges that if it makes, or causes to be made, a false, fictitious, or 

fraudulent claim, statement, submission, or certification to the Federal Government under a contract 

connected with a project that is financed in whole or in part with Federal assistance originally 

awarded by FTA under the authority of 49 U.S.C.§ 5307, the Government reserves the right to 

impose the penalties of 18 U.S.C.§ 1001 and 49 U.S.C. 5307(n)(1) on the Contractor, to the extent 

the Federal Government deems appropriate. 

 

(3) The Contractor agrees to include the above two clauses in each subcontract financed in whole or 

in part with Federal assistance provided by FTA. It is further agreed that the clauses shall not be 

modified, except to identify the subcontractor who will be subject to the provisions. 
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21. TERMINATION  

49 U.S.C. Part 18 FTA Circular 4220.1D  

 

Applicability to Contracts All contracts (with the exception of contracts with nonprofit organizations 

and institutions of higher education,) in excess of $10,000 shall contain suitable provisions for 

termination by the grantee including the manner by which it will be effected and the basis for 

settlement. (For contracts with nonprofit organizations and institutions of higher education the 

threshold is $100,000.) In addition, such contracts shall describe conditions under which the contract 

may be terminated for default as well as conditions where the contract may be terminated because of 

circumstances beyond the control of the contractor.  

 

Flow Down The termination requirements flow down to all contracts in excess of $10,000, with the 

exception of contracts with nonprofit organizations and institutions of higher learning.  

 

FTA does not prescribe the form or content of such clauses. The following are suggestions of clauses 

to be used in different types of contracts: 

 

a. Termination for Convenience (General Provision) The (Recipient) may terminate this contract, in 

whole or in part, at any time by written notice to the Contractor when it is in the Government's best 

interest. The Contractor shall be paid its costs, including contract close-out costs, and profit on work 

performed up to the time of termination. The Contractor shall promptly submit its termination claim 

to (Recipient) to be paid the Contractor. If the Contractor has any property in its possession 

belonging to the (Recipient), the Contractor will account for the same, and dispose of it in the 

manner the (Recipient) directs. 

 

b. Termination for Default [Breach or Cause] (General Provision)  If the Contractor does not deliver 

supplies in accordance with the contract delivery schedule, or, if the contract is for services, the 

Contractor fails to perform in the manner called for in the contract, or if the Contractor fails to 

comply with any other provisions of the contract, the (Recipient) may terminate this contract for 

default. Termination shall be effected by serving a notice of termination on the contractor setting 

forth the manner in which the contractor is in default. The contractor will only be paid the contract 

price for supplies delivered and accepted, or services performed in accordance with the manner of 

performance set forth in the contract. 

 

If it is later determined by the (Recipient) that the Contractor had an excusable reason for not 

performing, such as a strike, fire, or flood, events which are not the fault of or are beyond the control 

of the Contractor, the (Recipient), after setting up a new delivery of performance schedule, may 

allow the Contractor to continue work, or treat the termination as a termination for convenience. 

 

c. Opportunity to Cure (General Provision)  The (Recipient) in its sole discretion may, in the case of 

a termination for breach or default, allow the Contractor [an appropriately short period of time] in 

which to cure the defect. In such case, the notice of termination will state the time period in which 

cure is permitted and other appropriate conditions. 
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If Contractor fails to remedy to (Recipient)'s satisfaction the breach or default or any of the terms, 

covenants, or conditions of this Contract within [ten (10) days] after receipt by Contractor or written 

notice from (Recipient) setting forth the nature of said breach or default, (Recipient) shall have the 

right to terminate the Contract without any further obligation to Contractor. Any such termination for 

default shall not in any way operate to preclude (Recipient) from also pursuing all available remedies 

against Contractor and its sureties for said breach or default. 

 

d. Waiver of Remedies for any Breach In the event that (Recipient) elects to waive its remedies for 

any breach by Contractor of any covenant, term or condition of this Contract, such waiver by 

(Recipient) shall not limit (Recipient)'s remedies for any succeeding breach of that or of any other 

term, covenant, or condition of this Contract. 

 

e. Termination for Convenience (Professional or Transit Service Contracts) The (Recipient), by 

written notice, may terminate this contract, in whole or in part, when it is in the Government's 

interest. If this contract is terminated, the Recipient shall be liable only for payment under the 

payment provisions of this contract for services rendered before the effective date of termination. 

 

f. Termination for Default (Supplies and Service) If the Contractor fails to deliver supplies or to 

perform the services within the time specified in this contract or any extension or if the Contractor 

fails to comply with any other provisions of this contract, the (Recipient) may terminate this contract 

for default. The (Recipient) shall terminate by delivering to the Contractor a Notice of Termination 

specifying the nature of the default. The  Contractor will only be paid the contract price for supplies 

delivered and accepted, or services performed in accordance with the manner or performance set 

forth in this contract. 

 

If, after termination for failure to fulfill contract obligations, it is determined that the Contractor was 

not in default, the rights and obligations of the parties shall be the same as if the termination had 

been issued for the convenience of the Recipient. 

 

g. Termination for Default (Transportation Services) If the Contractor fails to pick up the 

commodities or to perform the services, including delivery services, within the time specified in this 

contract or any extension or if the Contractor fails to comply with any other provisions of this 

contract, the (Recipient) may terminate this contract for default. The (Recipient) shall terminate by 

delivering to the Contractor a Notice of Termination specifying the nature of default. The Contractor 

will only be paid the contract price for services performed in accordance with the manner of 

performance set forth in this contract. 

 

If this contract is terminated while the Contractor has possession of Recipient goods, the Contractor 

shall, upon direction of the (Recipient), protect and preserve the goods until surrendered to the 

Recipient or its agent. The Contractor and (Recipient) shall agree on payment for the preservation 

and protection of goods. Failure to agree on an amount will be resolved under the Dispute clause. 

If, after termination for failure to fulfill contract obligations, it is determined that the Contractor was 

not in default, the rights and obligations of the parties shall be the same as if the termination had 

been issued for the convenience of the (Recipient). 

 

116



Town of Brattleboro Default Procurement Manual      

 84  

h. Termination for Default (Construction)  If the Contractor refuses or fails to prosecute the work or 

any separable part, with the diligence that will insure its completion within the time specified in this 

contract or any extension or fails to complete the work within this time, or if the Contractor fails to 

comply with any other provisions of this contract, the (Recipient) may terminate this contract for 

default. The (Recipient) shall terminate by delivering to the Contractor a Notice of Termination 

specifying the nature of the default. In this event, the Recipient may take over the work and compete 

it by contract or otherwise, and may take possession of and use any materials, appliances, and plant 

on the work site necessary for completing the work. The Contractor and its sureties shall be liable for 

any damage to the Recipient resulting from the Contractor's refusal or failure to complete the work 

within specified time, whether or not the Contractor's right to proceed with the work is terminated. 

This liability includes any increased costs incurred by the Recipient in completing the work. 

 

The Contractor's right to proceed shall not be terminated nor the Contractor charged with damages 

under this clause if: 

 

1. The delay in completing the work arises from unforeseeable causes beyond the control and 

without the fault or negligence of the Contractor. Examples of such causes include: acts of God, acts 

of the Recipient, acts of another Contractor in the performance of a contract with the Recipient, 

epidemics, quarantine restrictions, strikes, freight embargoes; and 

 

2. the contractor, within [10] days from the beginning of any delay, notifies the (Recipient) in writing 

of the causes of delay. If in the judgment of the (Recipient), the delay is excusable, the time for 

completing the work shall be extended. The judgment of the (Recipient) shall be final and conclusive 

on the parties, but subject to appeal under the Disputes clauses. 

 

If, after termination of the Contractor's right to proceed, it is determined that the Contractor was not 

in default, or that the delay was excusable, the rights and obligations of the parties will be the same 

as if the termination had been issued for the convenience of the Recipient. 

 

i. Termination for Convenience or Default (Architect and Engineering)  The (Recipient) may 

terminate this contract in whole or in part, for the Recipient's convenience or because of the failure 

of the Contractor to fulfill the contract obligations. The (Recipient) shall terminate by delivering to 

the Contractor a Notice of Termination specifying the nature, extent, and effective date of the 

termination. Upon receipt of the notice, the Contractor shall (1) immediately discontinue all services 

affected (unless the notice directs otherwise), and (2) deliver to the Contracting Officer all data, 

drawings, specifications, reports, estimates, summaries, and other information and materials 

accumulated in performing this contract, whether completed or in process. 

 

If the termination is for the convenience of the Recipient, the Contracting Officer shall make an 

equitable adjustment in the contract price but shall allow no anticipated profit on unperformed 

services. 

 

If the termination is for failure of the Contractor to fulfill the contract obligations, the Recipient may 

complete the work by contact or otherwise and the Contractor shall be liable for any additional cost 

incurred by the Recipient. 
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If, after termination for failure to fulfill contract obligations, it is determined that the Contractor was 

not in default, the rights and obligations of the parties shall be the same as if the termination had 

been issued for the convenience of the Recipient. 

 

j. Termination for Convenience of Default (Cost-Type Contracts)  The (Recipient) may terminate 

this contract, or any portion of it, by serving a notice or termination on the Contractor. The notice 

shall state whether the termination is for convenience of the (Recipient) or for the default of the 

Contractor. If the termination is for default, the notice shall state the manner in which the contractor 

has failed to perform the requirements of the contract. The Contractor shall account for any property 

in its possession paid for from funds received from the (Recipient), or property supplied to the 

Contractor by the (Recipient). If the termination is for default, the (Recipient) may fix the fee, if the 

contract provides for a fee, to be paid the contractor in proportion to the value, if any, of work 

performed up to the time of termination. The Contractor shall promptly submit its termination claim 

to the (Recipient) and the parties shall negotiate the termination settlement to be paid the Contractor. 

 

If the termination is for the convenience of the (Recipient), the Contractor shall be paid its contract 

close-out costs, and a fee, if the contract provided for payment of a fee, in proportion to the work 

performed up to the time of termination. 

 

If, after serving a notice of termination for default, the (Recipient) determines that the Contractor has 

an excusable reason for not performing, such as strike, fire, flood, events which are not the fault of 

and are beyond the control of the contractor, the (Recipient), after setting up a new work schedule, 

may allow the Contractor to continue work, or treat the termination as a termination for convenience. 

118



Town of Brattleboro Default Procurement Manual      

 86  

22. GOVERNMENT-WIDE DEBARMENT AND SUSPENSION (NONPROCUREMENT)  

49 CFR Part 29 Executive Order 12549   

 

Applicability to Contracts Executive Order 12549, as implemented by 49 CFR Part 29, prohibits 

FTA recipients and sub-recipients from contracting for goods and services from organizations that 

have been suspended or debarred from receiving Federally-assisted contracts. As part of their 

applications each year, recipients are required to submit a certification to the effect that they will not 

enter into contracts over $100,000 with suspended or debarred contractors and that they will require 

their contractors (and their subcontractors) to make the same certification to them.  

 

Flow Down. Contractors are required to pass this requirement on to subcontractors seeking 

subcontracts over $100,000. Thus, the terms "lower tier covered participant" and "lower tier covered 

transaction" include both contractors and subcontractors and contracts and subcontracts over 

$100,000. 

 

The certification and instruction language is contained at 29 CFR Part 29, Appendix B, and must be 

included in IFB's and RFP's [for inclusion by contractors in their bids or proposals] for all contracts 

over $100,000, regardless of the type of contract to be awarded. 

 

Certification Regarding Debarment, Suspension, and Other Responsibility Matters - Lower Tier 

Covered Transactions (Third Party Contracts over $100,000).  

 

Instructions for Certification  

 

1. By signing and submitting this bid or proposal, the prospective lower tier participant is providing 

the signed certification set out below .  

 

2. The certification in this clause is a material representation of fact upon which reliance was placed 

when this transaction was entered into. If it is later determined that the prospective lower tier 

participant knowingly rendered an erroneous certification, in addition to other remedies available to 

the Federal Government, (Recipient) may pursue available remedies, including suspension and/or 

debarment. 

 

3. The prospective lower tier participant shall provide immediate written notice to (Recipient) if at 

any time the prospective lower tier participant learns that its certification was erroneous when 

submitted or has become erroneous by reason of changed circumstances. 

 

4. The terms "covered transaction," "debarred," "suspended," "ineligible," "lower tier covered 

transaction," :"participant," "persons," "lower tier covered transaction," "principal," "proposal," and 

"voluntarily excluded," as used in this clause, have the meanings set out in the Definitions and 

Coverage sections of rules implementing Executive Order 12549 [49 CFR Part 29]. You may contact 

(Recipient) for assistance in obtaining a copy of those regulations. 

 

5. The prospective lower tier participant agrees by submitting this proposal that, should the proposed 

covered transaction be entered into, it shall not knowingly enter into any lower tier covered 
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transaction with a person who is debarred, suspended, declared ineligible, or voluntarily excluded 

from participation in this covered transaction, unless authorized in writing by (Recipient). 

 

6. The prospective lower tier participant further agrees by submitting this proposal that it will include 

the clause titled "Certification Regarding Debarment, Suspension, Ineligibility and Voluntary 

Exclusion - Lower Tier Covered Transaction", without modification, in all lower tier covered 

transactions and in all solicitations for lower tier covered transactions. 

 

7. A participant in a covered transaction may rely upon a certification of a prospective participant in 

a lower tier covered transaction that it is not debarred, suspended, ineligible, or voluntarily excluded 

from the covered transaction, unless it knows that the certification is erroneous. A participant may 

decide the method and frequency by which it determines the eligibility of its principals. Each 

participant may, but is not required to, check the Non-procurement List issued by U.S. General 

Service Administration. 

 

8. Nothing contained in the foregoing shall be construed to require establishment of system of 

records in order to render in good faith the certification required by this clause. The knowledge and 

information of a participant is not required to exceed that which is normally possessed by a prudent 

person in the ordinary course of business dealings. 

 

9. Except for transactions authorized under Paragraph 5 of these instructions, if a participant in a 

covered transaction knowingly enters into a lower tier covered transaction with a person who is 

suspended, debarred, ineligible, or voluntarily excluded from participation in this transaction, in 

addition to all remedies available to the Federal Government, (Recipient) may pursue available 

remedies including suspension and/or debarment. 

 

"Certification Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion - Lower Tier 

Covered Transaction" 

 

(1) The prospective lower tier participant certifies, by submission of this bid or proposal, that neither 

it nor its "principals" [as defined at 49 CFR§  29.105(p)] is presently debarred, suspended, proposed 

for debarment, declared ineligible, or voluntarily excluded from participation in this transaction by 

any Federal department or agency. 

 

(2) When the prospective lower tier participant is unable to certify to the statements in this 

certification, such prospective participant shall attach an explanation to this proposal.  

 

120



Town of Brattleboro Default Procurement Manual      

 88  

23. PRIVACY ACT 

 5 U.S.C. 552  

 

Applicability to Contracts When a grantee maintains files on drug and alcohol enforcement activities 

for FTA, and those files are organized so that information could be retrieved by personal identifier, 

the Privacy Act requirements apply to all contracts.  

 

Flow Down The Federal Privacy Act requirements flow down to each third party contractor and their 

contracts at every tier.  

 

The text of the following clause has not been mandated by statute or specific regulation, but has been 

developed by FTA and should be used by the Town of Brattleboro when appropriate:  

 

Contracts Involving Federal Privacy Act Requirements - The following requirements apply to the 

Contractor and its employees that administer any system of records on behalf of the Federal 

Government under any contract: 

 

(1) The Contractor agrees to comply with, and assures the compliance of its employees with, the 

information restrictions and other applicable requirements of the Privacy Act of 1974,  

5 U.S.C.§  552a. Among other things, the Contractor agrees to obtain the express consent of the 

Federal Government before the Contractor or its employees operate a system of records on behalf of 

the Federal Government. The Contractor understands that the requirements of the Privacy Act, 

including the civil and criminal penalties for violation of that Act, apply to those individuals 

involved, and that failure to comply with the terms of the Privacy Act may result in termination of 

the underlying contract. 

 

(2) The Contractor also agrees to include these requirements in each subcontract to administer any 

system of records on behalf of the Federal Government financed in whole or in part with Federal 

assistance provided by FTA. 
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24. CIVIL RIGHTS REQUIREMENTS  

29 U.S.C. 623, 42 U.S.C.§ 2000 42 U.S.C.§ 6102, 42 U.S.C.§ 12112 42 U.S.C. § 12132, 49 U.S.C.§ 

5332 29 CFR Part 1630, 41 CFR Parts 60 et seq.  

 

Applicability to Contracts The Civil Rights Requirements apply to all contracts. 

 

Flow Down The Civil Rights requirements flow down to all third party contractors and their 

contracts at every tier.  

 

The following clause was predicated on language contained at 49 CFR Part 19, Appendix A, but 

FTA has shortened the lengthy text, which is adopted by the Town of Brattleboro: 

 

Civil Rights - The following requirements apply to the underlying contract: 

 

(1) Nondiscrimination - In accordance with Title VI of the Civil Rights Act, as amended,  42 U.S.C.§ 

 2000d, section 303 of the Age Discrimination Act of 1975, as amended, 42 U.S.C. § 6102, section 

202 of the Americans with Disabilities Act of 1990, 42 U.S.C.§  12132, and Federal transit law at 49 

U.S.C.§ 5332, the Contractor agrees that it will not discriminate against any employee or applicant 

for employment because of race, color, creed, national origin, sex, age, or disability. In addition, the 

Contractor agrees to comply with applicable Federal implementing regulations and other 

implementing requirements FTA may issue.  

 

(2) Equal Employment Opportunity - The following equal employment opportunity requirements 

apply to the underlying contract: 

 

(a) Race, Color, Creed, National Origin, Sex - In accordance with Title VII of the Civil Rights Act, 

as amended, 42 U.S.C.§  2000e, and Federal transit laws at 49 U.S.C.§  5332, the Contractor agrees 

to comply with all applicable equal employment opportunity requirements of U.S. Department of 

Labor (U.S. DOL) regulations, "Office of Federal Contract Compliance Programs, Equal 

Employment Opportunity, Department of Labor," 41 CFR Parts 60 et seq. ., (which implement 

Executive Order No. 11246, "Equal Employment Opportunity," as amended by Executive Order No. 

11375, "Amending Executive Order 11246 Relating to Equal Employment Opportunity," 42 U.S.C.§ 

2000e note), and with any applicable Federal statutes, executive orders, regulations, and Federal 

policies that may in the future affect construction activities undertaken in the course of the Project. 

The Contractor agrees to take affirmative action to ensure that applicants are employed, and that 

employees are treated during employment, without regard to their race, color, creed, national origin, 

sex, or age. Such action shall include, but not be limited to, the following: employment, upgrading, 

demotion or transfer, recruitment or recruitment advertising, layoff or termination; rates of pay or 

other forms of compensation; and selection for training, including apprenticeship. In addition, the 

Contractor agrees to comply with any implementing requirements FTA may issue. 

 

(b) Age - In accordance with section 4 of the Age Discrimination in Employment Act of 1967, as 

amended, 29 U.S.C.§  623 and Federal transit law at 49 U.S.C.§  5332, the Contractor agrees to 

refrain from discrimination against present and prospective employees for reason of age. In addition, 

the Contractor agrees to comply with any implementing requirements FTA may issue. 
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(c) Disabilities - In accordance with section 102 of the Americans with Disabilities Act, as amended, 

42 U.S.C.§  12112, the Contractor agrees that it will comply with the requirements of U.S. Equal 

Employment Opportunity Commission, "Regulations to Implement the Equal Employment 

Provisions of the Americans with Disabilities Act," 29 CFR Part 1630, pertaining to employment of 

persons with disabilities. In addition, the Contractor agrees to comply with any implementing 

requirements FTA may issue. 

 

(3) The Contractor also agrees to include these requirements in each subcontract financed in whole 

or in part with Federal assistance provided by FTA, modified only if necessary to identify the 

affected parties. 
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25. BREACHES AND DISPUTE RESOLUTION  

49 CFR Part 18FTA Circular 4220.1D   

 

Applicability to Contracts All contracts in excess of $100,000 shall contain provisions or conditions 

that will allow for administrative, contractual, or legal remedies in instances where contractors 

violate or breach contract terms, and provide for such sanctions and penalties as may be appropriate. 

This may include provisions for bonding, penalties for late or inadequate performance, retained 

earnings, liquidated damages or other appropriate measures.  

 

Flow Down The Breaches and Dispute Resolutions requirements flow down to all tiers.  

 

FTA does not prescribe the form or content of such provisions. What provisions are developed will 

depend on the circumstances and the type of contract. Recipients should consult legal counsel in 

developing appropriate clauses. The following clauses are examples of provisions from various FTA 

third party contracts and which should be used by the Town of Brattleboro when appropriate: 

 

Disputes - Disputes arising in the performance of this Contract which are not resolved by agreement 

of the parties shall be decided in writing by the authorized representative of (Recipient)'s [title of 

employee]. This decision shall be final and conclusive unless within [ten (10)] days from the date of 

receipt of its copy, the Contractor mails or otherwise furnishes a written appeal to the [title of 

employee]. In connection with any such appeal, the Contractor shall be afforded an opportunity to be 

heard and to offer evidence in support of its position. The decision of the [title of employee] shall be 

binding upon the Contractor and the Contractor shall abide be the decision. 

 

Performance During Dispute - Unless otherwise directed by (Recipient), Contractor shall continue 

performance under this Contract while matters in dispute are being resolved. 

 

Claims for Damages - Should either party to the Contract suffer injury or damage to person or 

property because of any act or omission of the party or of any of his employees, agents or others for 

whose acts he is legally liable, a claim for damages therefor shall be made in writing to such other 

party within a reasonable time after the first observance of such injury of damage. 

 

Remedies - Unless this contract provides otherwise, all claims, counterclaims, disputes and other 

matters in question between the (Recipient) and the Contractor arising out of or relating to this 

agreement or its breach will be decided by arbitration if the parties mutually agree, or in a court of 

competent jurisdiction within the State in which the (Recipient) is located. 

 

Rights and Remedies - The duties and obligations imposed by the Contract Documents and the rights 

and remedies available there under shall be in addition to and not a limitation of any duties, 

obligations, rights and remedies otherwise imposed or available by law. No action or failure to act by 

the (Recipient), (Architect) or Contractor shall constitute a waiver of any right or duty afforded any 

of them under the Contract, nor shall any such action or failure to act constitute an approval of or 

acquiescence in any breach there under, except as may be specifically agreed in writing. 
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26. PATENT AND RIGHTS IN DATA  

37 CFR Part 401 49 CFR Parts 18 and 19  

 

Applicability to Contracts Patent and rights in data requirements for federally assisted projects 

ONLY apply to research projects in which FTA finances the purpose of the grant is to finance the 

development of a product or information. These patent and data rights requirements do not apply to 

capital projects or operating projects, even though a small portion of the sales price may cover the 

cost of product development or writing the user's manual.  

 

Flow Down The Patent and Rights in Data requirements apply to all contractors and their contracts at 

every tier. 

 

The FTA patent clause is substantially similar to the text of 49 CFR Part 19, Appendix A, Section 5, 

but the rights in data clause reflects FTA objectives. For patent rights, Federal law and regulation 

govern FTA. For data rights, the text on copyrights is insufficient to meet FTA's purposes for 

awarding research grants. This model clause, with larger rights as a standard, is proposed with the 

understanding that this standard could be modified to FTA's needs, and is adopted by the Town of 

Brattleboro:  

 

CONTRACTS INVOLVING EXPERIMENTAL, DEVELOPMENTAL, OR RESEARCH WORK. 

 

A. Rights in Data - This following requirements apply to each contract involving experimental, 

developmental or research work: 

 

(1) The term "subject data" used in this clause means recorded information, whether or not 

copyrighted, that is delivered or specified to be delivered under the contract. The term includes 

graphic or pictorial delineation in media such as drawings or photographs; text in specifications or 

related performance or design-type documents; machine forms such as punched cards, magnetic tape, 

or computer memory printouts; and information retained in computer memory. Examples include, 

but are not limited to: computer software, engineering drawings and associated lists, specifications, 

standards, process sheets, manuals, technical reports, catalog item identifications, and related 

information. The term "subject data" does not include financial reports, cost analyses, and similar 

information incidental to contract administration. 

 

(2) The following restrictions apply to all subject data first produced in the performance of the 

contract to which this Attachment has been added: 

 

(a) Except for its own internal use, the Purchaser or Contractor may not publish or reproduce subject 

data in whole or in part, or in any manner or form, nor may the Purchaser or Contractor authorize 

others to do so, without the written consent of the Federal Government, until such time as the 

Federal Government may have either released or approved the release of such data to the public; this 

restriction on publication, however, does not apply to any contract with an academic institution.  

 

(b) In accordance with 49 CFR§  18.34 and 49 CFR§  19.36, the Federal Government reserves a 

royalty-free, non-exclusive and irrevocable license to reproduce, publish, or otherwise use, and to 
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authorize others to use, for "Federal Government purposes," any subject data or copyright described 

in subsections (2)(b)1 and (2)(b)2 of this clause below. As used in the previous sentence, "for 

Federal Government purposes," means use only for the direct purposes of the Federal Government. 

Without the copyright owner's consent, the Federal Government may not extend its Federal license to 

any other party. 

 

1. Any subject data developed under that contract, whether or not a copyright has been obtained; and  

 

2. Any rights of copyright purchased by the Purchaser or Contractor using Federal assistance in 

whole or in part provided by FTA. 

 

(c) When FTA awards Federal assistance for experimental, developmental, or research work, it is 

FTA's general intention to increase transportation knowledge available to the public, rather than to 

restrict the benefits resulting from the work to participants in that work. Therefore, unless FTA 

determines otherwise, the Purchaser and the Contractor performing experimental, developmental, or 

research work required by the underlying contract to which this Attachment is added agrees to permit 

FTA to make available to the public, either FTA's license in the copyright to any subject data 

developed in the course of that contract, or a copy of the subject data first produced under the 

contract for which a copyright has not been obtained. If the experimental, developmental, or research 

work, which is the subject of the underlying contract, is not completed for any reason whatsoever, all 

data developed under that contract shall become subject data as defined in subsection (a) of this 

clause and shall be delivered as the Federal Government may direct. This subsection (c) , however, 

does not apply to adaptations of automatic data processing equipment or programs for the Purchaser 

or Contractor's use whose costs are financed in whole or in part with Federal assistance provided by 

FTA for transportation capital projects. 

 

(d) Unless prohibited by state law, upon request by the Federal Government, the Purchaser and the 

Contractor agree to indemnify, save, and hold harmless the Federal Government, its officers, agents, 

and employees acting within the scope of their official duties against any liability, including costs 

and expenses, resulting from any willful or intentional violation by the Purchaser or Contractor of 

proprietary rights, copyrights, or right of privacy, arising out of the publication, translation, 

reproduction, delivery, use, or disposition of any data furnished under that contract. Neither the 

Purchaser nor the Contractor shall be required to indemnify the Federal Government for any such 

liability arising out of the wrongful act of any employee, official, or agents of the Federal 

Government.  

 

(e) Nothing contained in this clause on rights in data shall imply a license to the Federal Government 

under any patent or be construed as affecting the scope of any license or other right otherwise granted 

to the Federal Government under any patent. 

 

(f) Data developed by the Purchaser or Contractor and financed entirely without using Federal 

assistance provided by the Federal Government that has been incorporated into work required by the 

underlying contract to which this Attachment has been added is exempt from the requirements of 

subsections (b), (c), and (d) of this clause , provided that the Purchaser or Contractor identifies that 

data in writing at the time of delivery of the contract work.  
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(g) Unless FTA determines otherwise, the Contractor agrees to include these requirements in each 

subcontract for experimental, developmental, or research work financed in whole or in part with 

Federal assistance provided by FTA 

 

(3) Unless the Federal Government later makes a contrary determination in writing, irrespective of 

the Contractor's status (i.e. , a large business, small business, state government or state 

instrumentality, local government, nonprofit organization, institution of higher education, individual, 

etc.), the Purchaser and the Contractor agree to take the necessary actions to provide, through FTA, 

those rights in that invention due the Federal Government as described in  

U.S. Department of Commerce regulations, "Rights to Inventions Made by Nonprofit Organizations 

and Small Business Firms Under Government Grants, Contracts and Cooperative Agreements," 37 

CFR Part 401.  

 

(4) The Contractor also agrees to include these requirements in each subcontract for experimental, 

developmental, or research work financed in whole or in part with Federal assistance provided by 

FTA. 

 

B. Patent Rights - This following requirements apply to each contract involving experimental, 

developmental, or research work: 

 

(1) General - If any invention, improvement, or discovery is conceived or first actually reduced to 

practice in the course of or under the contract to which this Attachment has been added, and that 

invention, improvement, or discovery is patent able under the laws of the United States of America 

or any foreign country, the Purchaser and Contractor agree to take actions necessary to provide 

immediate notice and a detailed report to the party at a higher tier until FTA is ultimately notified. 

 

(2) Unless the Federal Government later makes a contrary determination in writing, irrespective of 

the Contractor's status (a large business, small business, state government or state instrumentality, 

local government, nonprofit organization, institution of higher education, individual), the Purchaser 

and the Contractor agree to take the necessary actions to provide, through FTA, those rights in that 

invention due the Federal Government as described in  U.S. Department of Commerce regulations, 

"Rights to Inventions Made by Nonprofit Organizations and Small Business Firms Under 

Government Grants, Contracts and Cooperative Agreements," 37 CFR Part 401.  

 

(3) The Contractor also agrees to include the requirements of this clause in each subcontract for 

experimental, developmental, or research work financed in whole or in part with Federal assistance 

provided by FTA. 
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27. TRANSIT EMPLOYEE PROTECTIVE AGREEMENTS  

49 U.S.C.§ 5310 §5311, and§ 533329 CFR Part 215  

 

Applicability to Contracts The Transit Employee Protective Provisions apply to each contract for 

transit operations performed by employees of a Contractor recognized by FTA to be a transit 

operator. (Because transit operations involve many activities apart from directly driving or operating 

transit vehicles, FTA determines which activities constitute transit "operations" for purposes of this 

clause.) 

 

Flow Down. These provisions are applicable to all contracts and subcontracts at every tier.  

 

Since no mandatory language is specified, FTA had developed the following language which is 

adopted by the Town of Brattleboro: 

 

Transit Employee Protective Provisions  

 

(1) The Contractor agrees to the comply with applicable transit employee protective requirements as 

follows: 

 

(a) General Transit Employee Protective Requirements - To the extent that FTA determines that 

transit operations are involved, the Contractor agrees to carry out the transit operations work on the 

underlying contract in compliance with terms and conditions determined by the U.S. Secretary of 

Labor to be fair and equitable to protect the interests of employees employed under this contract and 

to meet the employee protective requirements of 49 U.S.C.  A 5333(b), and U.S. DOL guidelines at 

29 CFR Part 215, and any amendments thereto. These terms and conditions are identified in the letter 

of certification from the U.S. DOL to FTA applicable to the FTA Recipient's project from which 

Federal assistance is provided to support work on the underlying contract. The Contractor agrees to 

carry out that work in compliance with the conditions stated in that U.S. DOL letter. The 

requirements of this subsection (1), however, do not apply to any contract financed with Federal 

assistance provided by FTA either for projects for elderly individuals and individuals with 

disabilities authorized by  49 U.S.C.§  5310(a)(2), or for projects for non-urbanized areas authorized 

by 49 U.S.C.§  5311. Alternate provisions for those projects are set forth in subsections (b) and (c) of  

this clause. 

 

(b) Transit Employee Protective Requirements for Projects Authorized by 49 U.S.C. 

§5310(a)(2) for Elderly Individuals and Individuals with Disabilities - If the contract involves transit 

operations financed in whole or in part with Federal assistance authorized by 49 U.S.C. § 5310(a)(2), 

and if the U.S. Secretary of Transportation has determined or determines in the future that the 

employee protective requirements of 49 U.S.C.§  5333(b) are necessary or appropriate for the state 

and the public body sub-recipient for which work is performed on the underlying contract, the 

Contractor agrees to carry out the Project in compliance with the terms and conditions determined by 

the U.S. Secretary of Labor to meet the requirements of 49 U.S.C. §5333(b), U.S. DOL guidelines at 

29 CFR Part 215, and any amendments thereto. These terms and conditions are identified in the U.S. 

DOL's letter of certification to FTA, the date of which is set forth Grant Agreement or Cooperative 

Agreement with the state. The Contractor agrees to perform transit operations in connection with the 
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underlying contract in compliance with the conditions stated in that U.S. DOL letter.  

 

(c) Transit Employee Protective Requirements for Projects Authorized by 49 U.S.C.  

§5311 in Non-urbanized Areas - If the contract involves transit operations financed in whole or in 

part with Federal assistance authorized by 49 U.S.C.§ 5311, the Contractor agrees to comply with the 

terms and conditions of the Special Warranty for the Non-urbanized Area Program agreed to by the 

U.S. Secretaries of Transportation and Labor, dated May 31, 1979, and the procedures implemented 

by U.S. DOL or any revision thereto. 

 

(2) The Contractor also agrees to include the any applicable requirements in each subcontract 

involving transit operations financed in whole or in part with Federal assistance provided by FTA. 
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28. DISADVANTAGED BUSINESS ENTERPRISE (DBE) 

 49 CFR Part 23 

 

Applicability to Contracts DBE provisions only apply to all DOT-assisted contracts. 

 

Flow Down These requirements only flow to FTA recipients who receive at least $250,000 in FTA 

capital and operating funds, exclusive of funds for transit vehicle purchases [reference 49 CFR 

23.67], or $100,000 in FTA planning funds. 

 

No specific language is mandated, but FTA has included language developed by Southwest Ohio 

Regional Transit Authority (SORTA), which is adopted by the Town of Brattleboro for all DOT 

assisted contracts: 

 

Disadvantaged Business Enterprise Provision 

 

1. The Federal Fiscal Year goal has been set by (name of grantee) in an attempt to match projected 

procurements with available qualified disadvantaged businesses. (name of grantee) goals for 

budgeted service contracts, bus parts, and other material and supplies for Disadvantaged Business 

Enterprises have been established by (name of grantee) as set forth by the Department of 

Transportation Regulations 49 CFR Part 23, March 31, 1980, and amended by Section 106(c) of the 

Surface Transportation Assistance Act of 1987, and is considered pertinent to any contract resulting 

from this request for proposal. 

 

If a specific DBE goal is assigned to this contract, it will be clearly stated in the Special 

Specifications, and if the contractor is found to have failed to exert sufficient, reasonable, and good 

faith efforts to involve DBE's in the work provided, (name of grantee) may declare the Contractor 

non-compliant and in breach of contract. If a goal is not stated in the Special Specifications, it will be 

understood that no specific goal is assigned to this contract. 

 

(a) Policy - It is the policy of the Department of Transportation and (name of grantee) that 

Disadvantaged Business Enterprises, as defined in 49 CFR Part 23, and as amended in Section 

106(c) of the Surface Transportation and Uniform Relocation Assistance Act of 1987, shall have the 

maximum opportunity to participate in the performance of Contract financed in whole or in part with 

federal funds under this Agreement. Consequently, the DBE requirements of 49 CFR Part 23 and 

Section 106(c) of the STURAA of 1987, apply to this Contract. 

 

The Contractor agrees to ensure that DBEs as defined in 49 CFR Part 23 and Section 106(c) of the 

STURAA of 1987, have the maximum opportunity to participate in the whole or in part with federal 

funds provided under this Agreement. In this regard, the Contractor shall take all necessary and 

reasonable steps in accordance with the regulations to ensure that DBEs have the maximum 

opportunity to compete for and perform subcontracts. The Contractor shall not discriminate on the 

basis of race, color, national origin, religion, sex, age or physical handicap in the award and 

performance of subcontracts. 

 

It is further the policy of (name of grantee) to promote the development and increase the 
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participation of businesses owned and controlled by disadvantaged. DBE involvement in all phases 

of (name of grantee) procurement activities is encouraged. 

 

(b) DBE obligation - The Contractor and its subcontractors agree to ensure that disadvantaged 

businesses have the maximum opportunity to participate in the performance of contracts and 

subcontracts financed in whole or in part with federal funds provided under the Agreement. In that 

regard, all Contractors and subcontractors shall take all necessary and reasonable steps in accordance 

with 49 CFR Part 23 as amended, to ensure that minority business enterprises have the maximum 

opportunity to compete for and perform contracts. 

 

(c) Where the Contractor is found to have failed to exert sufficient reasonable and good faith efforts 

to involve DBE's in the work provided, (name of grantee) may declare the contractor non-compliant 

and in breach of contract. 

 

(d) The Contractor will keep records and documents for a reasonable time following performance of 

this contract to indicate compliance with (name of grantee) DBE program. These records and 

documents will be made available at reasonable times and places for inspection by any authorized 

representative of (name of grantee) and will be submitted to (name of grantee) upon request. 

 

(e) (Name of grantee) will provide affirmative assistance as may be reasonable and necessary to 

assist the prime contractor in implementing their programs for DBE participation. The assistance 

may include the following upon request: 

 

* Identification of qualified DBE 

* Available listing of Minority Assistance Agencies 

* Holding bid conferences to emphasize requirements 

 

2. DBE Program Definitions, as used in the contract: 

 

(a) Disadvantaged business "means a small business concern": 

 

i. Which is at least 51 percent owned by one or more socially and economically disadvantaged 

individuals, or, in the case of any publicly owned business, at least 51 percent of the stock of which 

is owned by one or more socially and economically disadvantaged individuals; and 

 

ii. Whose management and daily business operations are controlled by one or more 

of the socially and economically disadvantaged individuals who own it. 

or  

 

iii. Which is at least 51 percent owned by one or more women individuals, or 

in the case of any publicly owned business, at least 51% of the stock of 

which is owned by one or more women individuals; and 

 

iv. Whose management and daily business operations are controlled by 

one or more women individuals who own it. 
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(b) "Small business concern" means a small business as defined by Section 3 of the Small Business 

Act and Appendix B - (Section 106(c)) Determinations of Business Size. 

 

(c) "Socially and economically disadvantaged individuals" means those individuals who 

are citizens of the United States (or lawfully admitted permanent residents) and 

States (or lawfully admitted permanent residents) and who are black Americans, 

Hispanic Americans, Native Americans, Asian-Pacific Americans, Asian-Indian 

Americans, or women, and any other minorities or individuals found to be 

disadvantaged by the Small Business Administration pursuant to section 8(a) 

of the Small Business Act. 

 

i. "Black Americans", which includes persons having origins in any of 

the Black racial groups of Africa; 

 

ii. "Hispanic Americans", which includes persons of Mexican, Puerto Rican, 

Cuba, Central or South American, or other Spanish or Portuguese culture 

or origin, regardless of race; 

 

iii. "Native Americans', which includes persons who are American Indians, 

Eskimos, Aleuts, or Native Hawaiians; 

 

iv. "Asian-Pacific Americans", which includes persons whose origins are 

from Japan, China, Taiwan, Korea, Vietnam, Laos, Cambodia, the 

Philippines, Samoa, Guam, the U.S. Trust Territories of Pacific, and the 

Northern Marianas; 

 

v. "Asian-Indian Americans", which includes persons whose origins are from India, 

Pakistan, and Bangladesh. 
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29. STATE AND LOCAL LAW DISCLAIMER  

 

Applicability to Contracts This disclaimer applies to all contracts.  

 

Flow Down The Disclaimer has unlimited flow down.  

 

FTA has developed the following language which is adopted by the Town of Brattleboro.  

 

State and Local Law Disclaimer -  The use of many of the suggested clauses are not governed by 

Federal law, but are significantly affected by State law. The language of the suggested clauses may 

need to be modified depending on state law, and that before the suggested clauses are used in the 

grantees procurement documents, the grantees should consult with their local attorney.  
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30. INCORPORATION OF FEDERAL TRANSIT ADMINISTRATION (FTA) TERMS 

FTA Circular 4220.1D  

 

Applicability to Contracts The incorporation of FTA terms applies to all contracts.  

 

Flow Down The incorporation of FTA terms has unlimited flow down. 

 

FTA has developed the following incorporation of terms language which is adopted by the Town of 

Brattleboro: 

 

Incorporation of Federal Transit Administration (FTA) Terms  - The preceding provisions include, in 

part, certain Standard Terms and Conditions required by DOT, whether or not expressly set forth in 

the preceding contract provisions. All contractual provisions required by DOT, as set forth in FTA 

Circular 4220.1D, dated April 15, 1996 and as amended May 29, 2002, are hereby incorporated by 

reference. Anything to the contrary herein notwithstanding, all FTA mandated terms shall be deemed 

to control in the event of a conflict with other provisions contained in this Agreement. The 

Contractor shall not perform any act, fail to perform any act, or refuse to comply with any (name of 

grantee) requests that would cause (name of grantee) to be in violation of the FTA terms and 

conditions. 
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DISADVANTAGED BUSINESS 

ENTERPRISES REQUIREMENTS 
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DISADVANTAGED BUSINESS ENTERPRISES REQUIREMENTS 

 

It is the policy of the Town of Brattleboro that Disadvantaged Business Enterprises, as defined in 49 

CFR Part 23, and as amended in Section 106(c) of the Surface Transportation and Uniform 

Relocation Assistance Act of 1987, shall have the maximum opportunity to participate in the 

performance of Contract financed in whole or in part with federal funds under this Agreement. 

Consequently, the DBE requirements of 49 CFR Part 23 and Section 106(c) of the STURAA of 

1987, apply to this Contract. 

 

The Town of Brattleboro , its contractors and subcontractors agree to ensure that DBEs as defined in 

49 CFR Part 23 and Section 106(c) of the STURAA of 1987, have the maximum opportunity to 

participate in the whole or in part with federal funds provided under this Agreement. In this regard, 

the Town of Brattleboro, its contractor and subcontractors shall take all necessary and reasonable 

steps in accordance with the regulations to ensure that DBEs have the maximum opportunity to 

compete for and perform subcontracts. The Town of Brattleboro, its contractors and subcontractors 

shall not discriminate on the basis of race, color, national origin, religion, sex, age or physical 

handicap in the award and performance of subcontracts. It is further the policy of the Town of 

Brattleboro to promote the development and increase the participation of businesses owned and 

controlled by disadvantaged.  

  

Where the contractor or subcontractor is found to have failed to exert sufficient reasonable and good 

faith efforts to involve DBE's in the work provided, (name of grantee) may declare the contractor 

non-compliant and in breach of contract. 

 

The contractor or subcontractor will keep records and documents for a reasonable time following 

performance of this contract to indicate compliance with the Town of Brattleboro’s DBE program. 

These records and documents will be made available at reasonable times and places for inspection by 

any authorized representative of the Town of Brattleboro and will be submitted to the Town of 

Brattleboro upon request. 

 

The Town of Brattleboro will provide affirmative assistance as may be reasonable and necessary to 

assist the prime contractor in implementing their programs for DBE participation. The assistance 

may include the following upon request: 

* Identification of qualified DBE 

* Available listing of Minority Assistance Agencies 

* Holding bid conferences to emphasize requirements 

 

 DBE Program Definitions, as used in the contract: 

(a) Disadvantaged business "means a small business concern": 

i. Which is at least 51 percent owned by one or more socially and economically disadvantaged 

individuals, or, in the case of any publicly owned business, at least 51 percent of the stock of which 

is owned by one or more socially and economically disadvantaged individuals; and 

ii. Whose management and daily business operations are controlled by one or more 

of the socially and economically disadvantaged individuals who own it. 

or  
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iii. Which is at least 51 percent owned by one or more women individuals, or 

in the case of any publicly owned business, at least 51% of the stock of 

which is owned by one or more women individuals; and 

iv. Whose management and daily business operations are controlled by 

one or more women individuals who own it. 

(b) "Small business concern" means a small business as defined by Section 3 of the Small Business 

Act and Appendix B - (Section 106(c)) Determinations of Business Size. 

(c) "Socially and economically disadvantaged individuals" means those individuals who 

are citizens of the United States (or lawfully admitted permanent residents) and 

States (or lawfully admitted permanent residents) and who are black Americans, 

Hispanic Americans, Native Americans, Asian-Pacific Americans, Asian-Indian 

Americans, or women, and any other minorities or individuals found to be 

disadvantaged by the Small Business Administration pursuant to section 8(a) 

of the Small Business Act. 

i. "Black Americans", which includes persons having origins in any of 

the Black racial groups of Africa; 

ii. "Hispanic Americans", which includes persons of Mexican, Puerto Rican, 

Cuba, Central or South American, or other Spanish or Portuguese culture 

or origin, regardless of race; 

iii. "Native Americans', which includes persons who are American Indians, 

Eskimos, Aleuts, or Native Hawaiians; 

iv. "Asian-Pacific Americans", which includes persons whose origins are 

from Japan, China, Taiwan, Korea, Vietnam, Laos, Cambodia, the 

Philippines, Samoa, Guam, the U.S. Trust Territories of Pacific, and the 

Northern Marianas; 

v. "Asian-Indian Americans", which includes persons whose origins are from India, 

Pakistan, and Bangladesh. 

 

Any Town of Brattleboro Contractor or any subcontractor at any time shall not discriminate on the 

basis of race, color, national origin, or sex in the performance of this contract.  The requirements of 

49 CFR Part 23 and the Recipient's U.S. DOT-approved Disadvantaged Business Enterprise (DBE) 

Program are incorporated in any Town of Brattleboro contract by reference.  Failure by any 

Contractor or subcontractor at any time to carry out these requirements is a material breach of the 

contract, which may result in the termination of the Project or such other remedy as Town of 

Brattleboro deems appropriate. 

 

The Town of Brattleboro will insert in each of its subcontracts this Disadvantaged Business 

Enterprise Policy and also a clause requiring its subcontractors to include this same Policy in any 

lower tier subcontracts that they may enter into, together with a clause requiring the inclusion of this 

Policy in any further subcontract that may in turn be made. This Policy shall not be incorporated by 

reference.  

 

The Town of Brattleboro will periodically compare its list of vendors with that on the VAOT’s 

website listing of DBE’s to see if they are on the list. If the Town of Brattleboro knows of any 

vendors qualified to be on VAOT’s list, then we will refer them to the website.  
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PROPERTY MANAGEMENT & DISPOSAL PROCEDURES 

 

Town of Brattleboro equipment management procedures include the following minimum 

requirements: 

 

(1) Property records for items costing $500 or more are maintained by Town of Brattleboro.  

Records include a description, identification number, procurement source, acquisition date, cost, 

percentage of State participation in the cost if any, percentage of Federal participation in the cost, the 

grant project under which it was procured, location, use and condition, and any disposition data, 

including the date of disposal and sale price, or, where applicable, the method used to determine its 

fair market value.  Town of Brattleboro records also state who holds the title to the equipment. 

 

(2) A physical inventory of equipment is taken and the results reconciled with equipment records 

annually.  Any differences are investigated to determine the cause of the difference. 

 

(3) Any loss, damage, or theft is investigated and documented by Town of Brattleboro. 

 

(4) Adequate maintenance procedures have been implemented to keep the property in good 

condition.  These procedures are consistent with the maintenance plan required of grantees for 

equipment funded under 49 U.S.C. 5309 Capital Program and 5307 Formula Program of FTA and 

are documented and available for audit during Triennial Review. 

 

 (5) Equipment contracts include supplier standard warranties that provide for correction 

of unacceptable material or workmanship.  These specify coverage and duration, and meet accepted 

industry standards.  Town of Brattleboro is responsible for identifying and diligently enforcing 

warranty system for recording warranty claims. 

 

When equipment or supplies are acquired under a grant are no longer needed for FTA supported 

projects or programs, they may be retained by Town of Brattleboro or disposed of.  Disposition shall 

follow competitive sales procedures to ensure the highest possible return.  Service life of equipment 

is determined by acceptable industry standards for such equipment, and service life of rolling stock 

such as buses or rail cars is determined in FTA Circular 9030.1A or by contacting the regional FTA 

office. 

 

(1) Over $5,000 value:  After the useful life of equipment is reached, equipment with a current 

market value exceeding $5,000 per unit, or unused supplies with a total aggregate fair market value 

of more than $5,000, may be retained or sold, with reimbursement to FTA of an amount calculated 

by multiplying the total aggregate fair market value at the time of disposition, or the net sale 

proceeds, by the percentage of FTA's participation in the original grant.  Town of Brattleboro 's 

transmittal letter should state whether the equipment was retained or sold.  Sales proceeds must be 

handled as discussed in paragraph 16 of FTA Circular 5010.1B, page I-33. 

 

(2) Less than $5,000 value:  Equipment with a unit fair market value of $5,000 or less, or 

supplies with a total aggregate fair market value of $5,000 or less, may be retained, sold or otherwise 

disposed of with no obligation to reimburse FTA.  Records must be retained according to paragraph 
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18 of FTA Circular 5010.1B, page I-34. 

 

(3) Before end of service life:  Any disposition of equipment (including revenue rolling stock) 

before the end of its service life is subject to prior FTA concurrence in the method of disposition.  

The reimbursement amount for revenue rolling stock removed from service before the end of its 

useful life is the greater of the FTA share of the unamoritized value of the remaining service life per 

unit, based on straight line depreciation of the original purchase price or the Federal share of the 

sales price, even though the unamoritized value is $5,000 or less. 

 

(4) Unused Supplies:  Disposition of unused supplies before the end of the industry standard life 

expectancy is determined in total aggregate fair market value and if found to exceed  $5,000, Town 

of Brattleboro shall compensate the FTA for its share. 

 

(5) Like-Kind Exchange Option:  The "like-kind exchange" policy is a disposition initiative that 

adds the option of trading a vehicle or selling it and applying the proceeds to replacement vehicles.  

Town of Brattleboro may elect to use the trade-in value or the sales proceeds from a bus or rail 

transit vehicle to acquire a replacement vehicle of like kind.  If Town of Brattleboro chooses to re-

invest the proceeds, 100 percent (100%) of the net proceeds must be applied to acquisition of 

replacement vehicles.  (See 49 CFR, Part 18.32; and Federal Register pp. 39328/39329, dated August 

28, 1992.) 

 

(6) Involuntary Removal:  When equipment is involuntarily removed from revenue service, (e.g. 

loss through fire, accident, earthquake, etc.) prior to the expiration of its useful life, the substitution 

of capital assets purchased with local funds for those acquired with Federal funds is permissible 

when: 

 

(a) Substituted equipment is of equal or greater value. 

 

(b) Substituted equipment was procured in accordance with guidance contained in FTA Circular 

4220.1D, Third Party Contracting Guidelines. 

 

(c) Useful life criteria are adjusted to coincide with the original. 

 

(d) Equipment is to be used in the programs or projects that are consistent with the purpose for 

which the original equipment was procured, as prescribed in this circular. 

 

(e) Town of Brattleboro amends its property records to include the equipment, as appropriate. 

 

(7) Trade-in:  Equipment may be used as a trade-in or be sold and the proceeds used to offset the 

cost of replacement property, subject to FTA approval.  [49 CFR 18.32(c)(4)]  
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Sample of form available electronically
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                                                      TOWN OF BRATTLEBORO 

    TRAVEL REIMBURSEMENT FORM 

 

PRINT NAME:______________________         TRAVEL TO:_____________________ 

PURPOSE OF TRAVEL:___________________________________ 

DATES OF TRAVEL:_____________________________________ 

Expenses- list and attach documentation of expenses. NO REIMBURSEMENT WILL BE 

ALLOWED WITHOUT A PROPER RECEIPT FOR THE EXPENSE. 

 

MEALS:           DATE              AMOUNT            DATE           AMOUNT 

                        ________          _________            ________      ____________ 

             ________          _________            ________      ____________ 

                        ________          _________            ________      ____________ 

                        ________          _________            ________      ____________ 

 

LODGING:       DATE               AMOUNT            DATE           AMOUNT 

                          ________         _________            ________      ____________ 

    ________         _________            ________      ____________ 

                          ________         _________            ________      ____________ 

                          ________         _________            ________      ____________ 

 

TRANSPORTATION: 

             Mileage (attach a mileage reimbursement form with detail) 

                                                                                  AMOUNT:       ____________ 

OTHER THAN MILEAGE: 

                     DATE                     DESCRIPTION                              AMOUNT 

                    ________                 __________________________     _________ 

                    ________                 __________________________     _________ 

                    ________                 __________________________     _________ 

OTHER EXPENSES   (List & Describe) : 

                     DATE                      DESCRIPTION                              AMOUNT 

                   ________                  __________________________       __________ 

                   ________                  __________________________       __________ 

                   ________                  __________________________       __________                              

                        

                                                                                         TOTAL :        __________ 

 

    LESS  TRAVEL ADVANCE:      __________ 

      

                                 NET DUE :   ___________ 

NOTE:  If Advance exceeds total travel cost, attach check from traveler for the negative amount due. 

 

SIGNATURE:______________________________            DATE:_________________ 

 

DEPT HEAD APPROVAL:______________________________
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 NAME _________________________                 MILEAGE REIMBURSEMENT FORM 

                                                                  1/01/08 to 12/31/08 

VENDOR #_____________  TOWN OF BRATTLEBORO, VT 

 

DATE BEGINNING 

MILEAGE 

ENDING 

MILEAGE 

TOTAL 

MILES 

TRAVEL TO/ 

PURPOSE OF TRIP 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 

TOTAL MILES_________ X 50.5 Cents  PER MILE=__________         ACCOUNT 

CHARGED______-______-______-______-______ 

 

I VERIFY THE ABOVE STATEMENT OF MILEAGE TO BE A TRUE AND CORRECT 

RECORD OF THE MILES TRAVELED ON THE ABOVE DATES IN RELATION TO WORK 

FOR THE TOWN OF BRATTLEBORO. 

 

SIGNATURE_____________________________  

DEPARTMENT HEAD  _____________________________DATE_________ 
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                                                      TOWN OF BRATTLEBORO 

    TRAVEL ADVANCE REQUEST FORM 

 

PRINT NAME:______________________         TRAVEL TO:_____________________ 

PURPOSE OF TRAVEL:___________________________________ 

DATES OF TRAVEL:_____________________________________ 

Expenses- list  estimated expenses.     Please attach training brochure or advertisement if available. 

MEALS*:           DATE              AMOUNT            DATE           AMOUNT 

                        ________          _________            ________      ____________ 

             ________          _________            ________      ____________ 

                        ________          _________            ________      ____________ 

                        ________          _________            ________      ____________ 

*Itemized  receipts will be required for reimbursement 

LODGING*:       DATE               AMOUNT            DATE           AMOUNT 

                          ________         _________            ________      ____________ 

    ________         _________            ________      ____________ 

                          ________         _________            ________      ____________ 

                          ________         _________            ________      ____________ 

 

*PLEASE NOTE IF PAID DIRECTLY TO HOTEL BY CHECK OR TOWN CREDIT CARD 

MILEAGE:  ESTIMATED MILES @ _______CENTS PER MILE____________ 

 

 *TRANSPORTATION OTHER THAN MILEAGE: 

 

                     DATE                     DESCRIPTION                              AMOUNT 

                    ________                 __________________________     _________ 

                    ________                 __________________________     _________ 

                    ________                 __________________________     _________ 

 

*PLEASE NOTE IF  PAID DIRECTLY TO PUBLIC TRANSPORTATION CARRIER 

 

OTHER EXPENSES   (List & Describe) : 

                     DATE                      DESCRIPTION                              AMOUNT 

                   ________                  __________________________       __________ 

                   ________                  __________________________       __________ 

                   ________                  __________________________       __________                              

                        

     TOTAL ESTIMATED TRAVEL:      __________ 

      LESS PREPAID LODGING/TRANSPORTATION COSTS:    __________ 

                                                          NET TRAVEL ADVANCE:       ___________ 

               

 

 

SIGNATURE:______________________________            DATE:_________________ 

DEPT HEAD APPROVAL:______________________________ 
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