TowN OF COLCHESTER
CONFERENCES, MEETINGS, & TRAVEL

The Town will pay for eligible, pre-approved, conference, meeting, and travel
costs including transportation, lodging, registration fees, parking, and taxis within
the constraints of the individual's departmental budget. Items such as movies,
in-room snack bar, alcohol, etc. are not reimbursable.

Attendance at regularly scheduled professional association meetings, such as
monthly or quarterly meetings, does not require use of the form. However, the
First Selectman must be notified if you will be out of the office for the day.

For any overnight or out-of-state travel, a Conference, Meeting, and Travel Form
must be completed and approved in advance by first the Department Head, then
the First Selectman. A copy of the meeting announcement or registration form
providing details must be attached.

Receipts are required for all expenses to be reimbursed.

Use of personal vehicles, if approved, will be reimbursed by the rate allowed by
the Internal Revenue Service.

Employees may request a cash advance in order to cover transportation, lodging,
parking, or taxis relative to the conference. Receipts to substantiate the
expenditures and any remaining funds must be turned in to accounting within
fourteen days of travel end.

Registration fees may be prepaid by submitting a copy of the approved

“Conference, Meeting, and Travel Form” with a completed requisition form to
Finance.

Policy adopted 2002; form modified June 2008
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Chapter 92 - Town Clerks

The fees set forth in subsection (a) of this section received by town clerks for recording documents include
ierein payment for the return of each document which shall be made by the town clerk to the designated
addressee. ) “

(¢) Compensation for all services other than those enumerated in subsection (a) of this section which town clerks
are required by the general statutes to perform and for which compensation is not fixed by statute shall be fixed
and paid by the selectmen or other governing body of the town or city in which such services are performed.

(d) In addition to the fees for recording a document, under subsection (a) of this section, town clerks shall réceive
a fee of ten dollars for each document recorded in the land records of the municipality. Not later than the
fifteenth day of each month, town clerks shall remit two-fifths of the fees paid pursuant to this subsection during
the previous calendar month to the State Treasurer for deposit in the General Fund and two-fifths of the fees paid
bussuant to this subsection during the previous calendar month to the State Librarian for deposit in a bank ‘

§ account of the State Treasurer and crediting to the historic documents preservation account established under

ﬁj, section.Ll-8i-One:fifth of the amount paid for fees pursuant.to. this subsection shall be retained by town clerks
* and(used for the d management of historic documents.The provisions of this subsection shall not
\lﬂ apply 0 aiy doc fed"on the Tafid Tecords by an employee of the state or of a municipality in

C\ conjunction with the employee's official duties. As used in this section “municipality” includes each town,

consolidated town and city, city, consolidated town and bofough, borough, district, as defined in chapter 105 or
chapter 105a, and each municipal board, commission and taxing district not previously mentioned.

?’(/e) In addition to the fees for recording a document under subsection (a) of this section, town clerks shall receive

a fee of furty dollars for each decument recorded in the land records of the municipality. The town clerk shall
retain $ne dotlar of any fee paid putsuant to this subsection and three dollars of such fee shall)become part of the
_Eéneral rovenue of the. municipality.and be-used-to-pay.for local cap ital improvement projects, as defined in......
K\ section 7-536, Not later than the fifteenth day of cach month, town clerks shall remit thirty-six dollars of the fees
“paid pursuant to this subsection during the previous calendar month to the State Treasurer. Upon deposit in the
General Fund, such amount shall be credited to the community investment account established pursuant to
section 4-66aa. The provisions of this subsection shall not apply to any document recorded on the land records
by an employee of the state or of a municipality in conjunction with such employee's official duties. As used in
this subsection, “municipality” includes each town, consolidated town and city, city, consolidated town and
borough, borough, and district, as defined in chapter 105 or 1052, any municipal corporation or department
thereof created by a special act of the General Assembly, and each municipal board, commission and taxing

district not previously mentioned. :




records preservation and management. From the $6, town clerks retain $2 for records
preservation and management and remit $4 for deposit to the program’s account. In
addition, $4 is remitted for deposit to the state’s General Fund. Prior to December 1,
2017, municipalities collected a $3 land recording fee, retaining $1 for the town clerks
offices and remitting $2 for deposit to the program’s account.

Pursuant to CGS §7-34a(d), the state portion of the fees must be remitted by the
fifteenth day of the following month.

Pursuant to CGS §11-8{(d), seventy percent of the preservation account funds a
municipal grant program, administered by the Public Records Administrator.
Pursuant to CGS §11-8k(c), thirty percent of the account is used for the preservation
and management of historic documents maintained by the State Library and the
administration of the grant program. :

The* Lservatlon and management of historic documents" is specified in CGS
§11-8j as "activities that include, but are not limited to, the Tollowing:

(1) The restoration and conservation of land records, land record indexes, maps or
other records;

(2) the microfilming of land records, land record indexes, maps or other records;

(3) the use of information fechnology to facilitate the performance of duties integral
to the maintenance and tracking of historic documents;

{4) providing public access to an electronic indexing system that combines the
grantor index and the grantee index of a town’s land records;

(5) the assessment or upgrading of records retention facilities;
(6) disaster recovery; and

(7) the training of personnel to perform duties integral to the maintenance and
~ tracking of historic documents."

* Pursuant to CGS §11-8n(b), there is an Advisory Committee to advise the State

Librarian‘coficerning the program. This committee includes town clerks representing
small, medium and large towns from all geographic regions of the state.

7.2 Municipal Grants

The program funds targeted and disaster recovery grants:

o Targeted grants fund projects in specific (or "targeted”) categories, which are
announced-annually in the targeted grant guidelines. These grants are
available to every town submitting a complete application for an eligible project
by the application deadline. Targeted grant award amounts are set each year
for small, medium, and large towns, based on town population size.

» Disaster recovery grants help towns cover the costs of recovering essential,

permanent or archival records damaged during a disaster. These grants
reimburse uninsured expenses up to a predetermined sum for records in any

Chapter Six (rev. 1/2022) - Page 30
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I. INTRODUCTION

As we enter the twenty-third year of the Histeric Documents Preservation Program, the
program's benefits are evident to Connecticut’s citizens, historians, genealogists, title
searchers and attorneys working with municipal gevernment records throughout the state.
The program continues to support municipalities in making significant improvements to the
preservation and management of their most valuable records.

Grant award levels are set each year based on available funding. After evaluating the fund
balance and revenue projections for the remainder of this fiscal year, the State Librarian
and the agency’s fiscal manager determined that funding level per grant category can be
increased by $500.00 for the upcoming fiscal year. The FY 2024 grant award levels have
been set at $6,000, $8,000 and $11,000 for small, medium and large towns, respectively.

Since its inception, the grant program has awarded over $20 million in grants to
municipalities. These grants have supported a wide range of projects, allowing
municipalities to improve records preservation and management, increase efficiencies and
reduce costs. Funding to support these services has proven even more critical during the
COVID-19 pandemic. Many municipalities have reported that because of ongoing grants
from this program, they were well-prepared to provide electronic access to the land
records and maps when town halls were closed to the public. This ability te provide online
access helped ensure that towns could continue to maintain one of their essential services,
the legal recording of property transactions across the state.

Through scanning, microfilming, conservation, program development and other records
projects, municipalities are improving public access to local records while ensuring that
these records continue to remain available to future generations.

The grant staff and I look forward to working with you during FY 2024.

LeAnn R. Power, CRM
Public Records Administrator
February 1, 2023

TARGETED GRANTS FY 2024 Page 2



[I. PROGRAM SCOPE

Sections 11-8i through 11-8n of the Connecticut General Statutes authorize the creation of a
dedicated fund and a grant program utilizing that fund to enhance or improve the
preservation and management of historic documents.

The State Library oversees this account and administers the grant program for
Connecticut's municipalities.

As the program is funded through a fee on land recordings, the available funding for grants
varies with the volume of land recordings and cannot be predicted with certainty. The
grant award amounts are set each year based on the account balance and projected
revenues. Targeted Grants receive priority funding from the program. Disaster Recovery
Grants are offered subject to the availability of funds at the time of application.

Targeted Grants support records projects in one or more municipal departments. Every
municipality in good standing that submits a properly completed application for an eligible
project by the appropriate deadline is eligible to receive a Targeted Grant from the fund.

Disaster Recovery Grants are intended to help defray records recovery costs not covered
by insurance in the event of a natural or man-made disaster affecting essential, permanent,
or archival records in any municipal department. Additional information on Disaster
Recovery Grants is available on request from the Office of the Public Records Administrator.

Targeted Grant project categories are based on pre-established areas of greatest need as
determined by the Office of the Public Records Administrator. This booklet outlines the
policies and procedures that govern the Targeted Grant program and includes the
application and final report forms. These guidelines and forms are also available on the
State Library website at https://ctstatelibrary.org/publicrecords/hdpp.

The information contained in this booklet is current as of the date of issuance and is subject
to change.
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II. TIMETABLE

February 1, 2023 Grant application materials are made available to town officials.
April 30,2023 Postmark Deadline for submitting a Cycle 1 Application
July 31, 2023 Cycle 1 award notifications mailed to town officials by this date. After

receiving award notification, the municipality must promptly return the
signed Grant Contract for execution at the State Library.

September 30,2023 Postmark Deadline for submitting a Cycle 2 Application.

December 31,2023  Cycle 2 award notifications mailed to town officials by this date.

After receiving notification, the municipality must promptly
return the signed Grant Contract for execution at the State Library.

April 30,2024 Postmark Deadline for submitting an Amendment Request Form,

The municipality must obtain approval and an amended contract
before proceeding.

June 30, 2024 Completion Deadline. Grant projects must be completed and
funds expended by this date.

September 1, 2024 Receipt Deadline for the Project Evaluation/Expenditure Report.

Grantees are encouraged to submit this report immediately upon
completion of the grant, that is, June 30 or earlier. Reports
should be postmarked no later than August 11 to ensure receipt
and processing by the deadline.

Note: When a Postmark Deadline falls on a Sunday or State Holiday, the deadline is the
next following business day. When a Receipt Deadline falls on a Saturday, Sunday or State
Holiday, mail the form in time to be received at the State Library by the prier business day.
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[V. ELIGIBILITY REQUIREMENTS

Every municipality in good standing that submits a properly completed application for an
eligible project by the appropriate deadline is eligible to receive a Targeted Grant from the
fund. There is no requirement for the municipality to provide matching funds.

A municipality is eligible to apply for one Targeted Grant each year and may choose either
Cycle 1 or Cycle 2. A municipality that applies for a Disaster Recovery Grant remains
eligible to apply for a Targeted Grant in the same year.

A municipality is in good standing provided that:

» The municipality has submitted the required Monthly Document Recording
Reports (GP-005 rev) with the appropriate payments to the State Library.

» The municipality has met all requirements for any past grant it has received
from the program. Please Note: Itis common and allowable for a
municipality to apply for a grant for the upcoming fiscal year before
completing its grant for the current fiscal year. For example, a town may still
be in the process of completing its current year grant project by June 30th
while applying by April 30th for the upcoming grant year. The upcoming
grant will not begin until the following fiscal year and therefore there is no
overlap between the grant projects.

Any municipality that is more than two consecutive months behind in its monthly filings or
has outstanding obligations for any past grant is ineligible to apply for a grant until all
requirements have been met. In addition, the State Library will not release grant funds to a
municipality that fails to submit the required monthly filings after a grant has been
awarded.

V. FUNDING LEVELS

The Targeted Grant award amount is determined by a town’s population as of the latest
published Decennial U.S. Census figures at the time that the Application and Guidelines are
published on February 1, 2023. The reference figures for the FY 2024 grants are those in
the 2020 Decennial U.S. Census.

For this grant year, the following maximum amounts will be distributed:

¢ Small Municipality Population less than 20,000 $6,000.00
s Medium Municipality Population between 20,000 and 69,999 $8,000.00
s Large Municipality Population of 70,000 or over $11,000.00
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VI. FUNDING PRIORITIES

The following areas of need will receive priority funding:

* Assessment of current practices in the areas of preservation, records
management, disaster preparedness, environmental control, or facilities
design, with recommendations for improvements.

» [mproved organization and access to municipal records through physical
organization or indexing, scanning, updated records management software, or
other information technology.

¢ Improved records management or preservation practices within municipal
departments.

¢ Improved records storage, maintenance and security through the purchase of
appropriate equipment.

» Preservation of historic documents (original, non-published public records)
through methods such as microfilming, reformatting, or conservation.

VII. GRANT CATEGORIES AND PROJECTS

Five project categories have been set in accordance with the funding priorities. If the
selected grant project does not utilize the full grant funding, the municipality should include
two or more projects in the application to utilize full funding. Additional expenses, if any,
may be covered with local funds.

1. INVENTORY AND PLANNING

Inventory and planning projects allow towns to conduct a needs assessment to serve as a
framework for a municipal records management or preservation program. Towns may also
use a planning survey as a basis for planning and prioritizing future grant projects.

Planning surveys must be prepared by approved consultants. A list of approved consultants
is available on request from the grants staff.

Eligible projects include:

¢ Preservation survey to identify permanent and archival records and provide
recommendations for a plan for records care, preservation, and access,

¢ Records management survey to conduct a records inventory and provide
recommendations for a plan for active records management.

¢ Disaster preparedness survey to develop recommendations for a disaster
response and business recovery plan.
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+ Environmental control survey to monitor, evaluate and make
recommendations concerning environmental conditions in vaults/records
storage facilities.

» Facilities assessment survey to evaluate and make recommendations as
part of planning for renovation or construction of vaults /records storage
facilities.

2. ORGANIZATION AND INDEXING

Organization and indexing projects improve records management and access by utilizing
indexing, scanning, archival processing or records management software and hardware.

Eligible projects include:

¢ Records indexing project to improve access to a collection of historical or
active public records; for example, a reindexing project.

s Records conversion project to improve access to a collection of historical or
active public records; for example, a backfile conversion, scanning, redaction
or codification project.

« Records processing project to organize and create finding aids for a
collection of historical or active public records; for example, a project to
process a collection of archival records.

+ Purchase of computer software to manage and improve accesstoa
collection of historical or active public records; for example, the purchase of a
records management software module.

+ Purchase of information technolegy hardware to manage and improve
access to a collection of historical or active public records; for example, the
purchase of a scanner or a public access computer for land records or a large
format scanner/printer for maps and plans.

3. PROGRAM DEVELOPMENT

Program development projects advance the records management or preservation practices
within one or more departments. These may be projects recommended in an earlier
planning survey (see Inventory and Planning, above) or standalone projects, sometimes
carried out with the assistance of an approved consultant.

Eligible projects include:

¢ Development of a records management, preservation or disaster
recovery plan for one or more municipal departments; for example,
developing a municipal records management policy/procedures manual or a
records disaster recovery plan.
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e Implementation of a records management, preservation or disaster
recovery plan for one or more municipal departments; for example, a project
to establish/organize a records storage room or to rehouse archival records.

4. STORAGE AND FACILITIES

Storage and facilities projects improve the physical environment for public records by
improving records storage, security or environmental conditions.

Note that furnishings that are not used for records storage, such as tables and chairs, are
ineligible for grant funding (see Ineligible Expenses, below). Facility renovation or
construction expenses are ineligible for grant funding, with the exception of installation or
upgrade of HVAC systems for records vaults (see HVAC Projects, below).

Eligible projects include:

» Purchase of records storage equipment that meets current records
management/archival standards for the storage of public records; for
example, records shelving, map cabinets, or fire-resistive cabinets.

s Purchase of envirenmental monitoring equipment to manage or improve
records storage conditions; for example, thermohygrometers or dataloggers.

¢ Purchase of specialized cleaning equipment to maintain or improve
records storage conditions; for example, HEPA filter vacuumes.

s Purchase of security equipment for the protection of permanently retained
public records; for example, detection or surveillance systems for vaults.

s Installation or upgrade of a vault HVAC system to maintain or improve
records storage conditions (see HVAC Projects, below).

5. PRESERVATION/CONSERVATION

Preservation/conservation projects improve records longevity by producing microfilm
security copies; recreating original records; creating access copies to reduce handling of
original records; conserving original records with intrinsic value that are showing signs of
deterioration and damage; or purchasing archival supplies.

Eligible projects include:

» Microfilming project for permanently retained public records; for example,
to create off-site security copies.

» Reformatting project for permanently retained public records; for example,
to recreate volumes or to reduce handling by creating use copies.
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s Conservation project for permanently retained original public records that
have intrinsic value and are showing signs of deterioration or damage.
Note: These projects should include microfilming if the records have not
already been microfilmed (and may also include digital scanning if helpful for
access}. Alternatively, if the project does not include microfilming because
the town already has off-site microfilm for these records, this should be stated
in the Application Narrative Page when responding to Question 1.

¢ Purchase of archival supplies for the preservation of public records, such as
archival paper, records binders, records storage boxes, disaster recovery kits
or other preservation materials.

VII1. SPECIFIC PROJECT INFORMATION

For microfilming, scanning, vital records or HVAC projects, refer to the appropriate sections
below.

1. MICROFILMING PROJECTS

The municipality is responsible for ensuring that microfilming projects meet the
requirements set by the Office of the Public Records Administrator in its microfilming
policy; available online at https://ctstatelibrary.org/publicrecerds/municipal

2. DIGITAL IMAGING (SCANNING) PROJECTS

The municipality is responsible for ensuring that digital imaging projects meet the
requirements set by the Office of the Public Records Administrator in its electronic
records policy and electronic and digital imaging standards documents available
online at https://ctstatelibrary.org/publicrecords/municipal.

3. VITAL RECORDS PROJECTS

The Department of Public Health requires that registrars of vital statistics notify the
department prior to beginning any vital statistics records project (for example,
microfilming, scanning or conservation). This requirement applies to any project involving
vital statistics records, whether or not the projectis funded through a grant.

The registrar must contact Yvette Charice Gauthier, State Registrar of Vital Records, at
yvette.gauthier@ct.gov or (860) 509-7895, and provide the following information: the
record types and date range; the type of project; whether the work will be done by a
vendor or performed in-house; and the measures that will be in place to protect the
confidentiality and security of the vital statistics records.
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4. HVAC PROJECTS

A town may apply for a Targeted Grant to cover up to 50% of the cost to install or upgrade a
vault HVAC system, up to the town’s maximum Targeted Grant amount. The town must
meet the following prerequisites before subimitting the application:

1) The town must complete twelve months of temperature and humidity monitoring in
the vault, using one of these two options:

+ Useadigital min/max thermohygrometer or datalogger to collect daily
minimum and maximum readings for temperature and humidity. Readings
must be documented in written logs or printed reports.

» Obtain an environmental monitoring survey, which includes daily readings as
well as professional analysis and reporting. This option is recommended as it
will provide more complete and accurate data for use in determining system
requirements and improvements,

2} The town must hire a licensed engineer to assess the vault, review the full year of
monitoring data and any other relevant factors, and submit a report with
recommendations for improving the environment, which may or may not include an
upgraded or new HVAC system. If this assessment does not support installation of
an upgraded or new HVAC systemn, the project will not be eligible for grant funding.

3} The town must submit the plans for installation of an upgraded or new system to
the Public Records Administrator. The plans must meet the vault regulations and
must receive approval before the project is submitted as a grant application.

As stated above, a town must cover at least 50% of the cost of its HVAC project. It may
apply for grant funds to cover up to 50% of the cost, up to the town’s maximum Targeted
Grant amount. For example, a small town is eligible for a maximum Targeted Grant of
$6,000. If the proposed HVAC project cost $8,000, it would apply for $4,000 in grant funds
and pay $4,000 from local funds (and would request the remaining $2,000 in grant funds
for another project). If the project cost $15,000, it would apply for $6,000 in grant funds
and pay $9,000 from local funds.

The monitoring equipment, environmental survey and facility assessment described here as
prerequisites are eligible for funding under Targeted Grants.
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IX. ALLOWABLE EXPENSES

1. ELIGIBLE EXPENSES

Eligible expenses are outlined below.

Note that in many cases, municipalities may procure products or services available on State
Contract at discounted contract prices. The Department of Administrative Services

maintains a State Contracting Portal online at https://portal.ct.gov/DAS

Municipalities are also encouraged to utilize Connecticut-based small, women, minority and
disabled-owned businesses as certified through the State of Connecticut’s Supplier Diversity
Program. The Department of Administrative Services maintains a Small/Minority

(SBE/MBE) Company Directory online at https://biznet.ct.gov/SDSearch/SDSearch.aspx

A. Consultants/Vendors

For consulting services or records conservation services, the municipality may only use
vendors that have been approved for the grant program by the Public Records
Administrator. A list of approved consulting and conservation vendors is available from the
grants staff on request.

For all other vendor services, the municipality must select vendors that are appropriate and
qualified to perform the proposed services. The application must include sufficient
information regarding the vendor.

It is the responsibility of the municipality to oversee all vendor work and to ensure that any
problems are rectified. When using an approved consulting or conservation vendor, also
note that this initial review does not guarantee the professionalism of the vendors nor the
quality of their products or services.

Vendors may not reference the Historic Documents Preservation Program, Office of the Public
Records Administrator, and/or Connecticut State Library in any hardcopy, electronic, or web-
based marketing materials, advertisements, or other solicitations that they publish or
distribute nor include statements suggesting that the firm or its products or services have
been endorsed by the Historic Documents Preservation Program, Office of the Public Records
Administrator, andfor Connecticut State Library.

___%__Equipment

Routine office equipment and furniture is the responsibility of the municipality (see
Ineligible Expenses, below). Eligible equipment purchases include but are not limited to:

¢ Storage equipment such as shelving systems, cabinets, or other storage units
that meet current records management and archival standards.

¢ Computers and software to be used exclusively for records indexing and/or
retrieval.
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» Regular or large format printers, copiers or scanners to be used exclusively
for records purposes.

* Environmental monitoring equipment such as thermohygrometers or
dataloggers.

¢ HEPA (high efficiency particulate air) filter vacuum for cleaning records
storage areas.

¢ Microfilm reader to conduct quality control tests for preservation microfilm.

C. Supplies

Eligible supplies include but are not limited to: alkaline (acid-free) supplies; records storage
boxes; archival-quality pigment ink pens; REACT«PAKs™ or other similar disaster recovery
supplies; and appropriate reference books.

Refer to archival product catalogs/websites for additional examples of appropriate
supplies, including University Products, Hollinger Metal Edge, Light Impressions and others.

D. Town Personnel Costs

For temporary staff or for town employees working added hours specifically on a grant
project, base pay is an eligible expense. The municipality is responsible for any additional
expenses for overtime, employee benefits, or applicable payroll taxes. Grant funds may not
be used to supplant funding for regularly scheduled hours or job duties as indicated in the
employee's job description.

The applicant must include the following information in the Application Narrative Page
when responding to Question 2:

o List eqach position to be paid with grant funds, as follows: Specify the job title;
specify if temporary ot regular town personnel; and briefly describe the job
duties for the grant project.

e List the hours and pay for each position, as follows: Specify the total number of
hours to be worked, the hourly rate, and the total pay. If listing more than one
position, also show the grand total for hours and pay.

» [ndicate the expected timeframe for the project, as follows: Specify the number
of weeks required to complete the grant project and the number of hours to
be worked each week. Then multiply to show the total hours for the project.

e Forall personnel, include the following statement as confirmation: Grant funds
will be used for base pay only and any overtime, employee henefits or payroll
taxes will be covered using local funds.

s [or town employees, also include the following statement as confirmation:
These hours and duties are outside the regularly scheduled hours and duties

of the employee.
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2. INELIGIBLE EXPENSES

The following expenses are ineligible for funding through Targeted Grants, even if directly
related to the proposed project. Ineligible expenses include but are not limited to:

e Project expenses incurred prior to start of the contract period; that is, prior to
July 1,2023, AND the municipality’s receipt of its copy of the fully executed
contract.

e Project expenses incurred after the end of the contract period; that is, June 30,
2024.

o Vendors, equipment, or procedures not acceptable to the Public Records
Administrator.

e Construction or renovation of facilities, except for the installation or upgrade
of vault HVAC systems (see HVAC Projects, above).

e Purchase orleasing of land or facilities.

e Leasing costs for services, equipment, software or other items that are part of
the municipality’'s ongoing operating expenses. Note: Leasing costs are
permitted for projects with a fixed end date and for new installations of
electronic land recording systems, not to exceed the first year of system
expenses.

e Office furniture and equipment, such as workstations, conference tables,
chairs, or other items used for routine office activities.

o Office supplies, such as pens, pencils, printer toner, town seal stamps, or other
items used for routine office activities.

e Personnel costs for non-grant work.
o Hospitality expenses.

e Prizes or awards.
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X. APPLICATION AND CONTRACT PROCEDURES

1. SUBMIT THE APPLICATION

To apply for a grant, a municipality must submit the application form, a brief narrative page
and supporting documentation. The application requires the signature of the Municipal
Chief Executive Officer (MCEQ), and, if designated by the MCEO as the applicant, the
signature of the Town Clerk.

[t must be postmarked by April 30, 2023 for consideration under Cycle 1 or by
September 30, 2023 for consideration under Cycle 2.

The applicant is responsible for ensuring the town receives confirmation of receipt of the
hard copy application. When submitting the application, mark your calendar for 2 weeks
after your mailing date as a reminder to check that you have received an email confirming
receipt of your application. Follow up with the grants staff if you do not. These emails are
sent out weekly as batch confirmations. Using a service such as certified mail is not
required and does not confirm receipt at the grants office because mail is routed further
after reaching the central mailroom.

Municipalities are strongly encouraged to apply under Cycle 1 as this allows for a longer
time period for the town and vendor to complete the grant. A town may apply for one grant
each year, selecting either Cycle 1 or 2.

There is no requirement for a town to continue to apply under the same cycle each year.
For example, a town completing a Cycle 2 grant for the current year may apply under Cycle
1 for the upcoming year.

Note that it is common and allowable for a municipality to apply for a grant for the
upcoming fiscal year before completing its grant for the current fiscal year. For example, a
town may still be in the process of completing its current year grant project by June 30th
while applying by April 30th for the upcoming grant year. This upcoming grant project will
not begin until the following fiscal year and therefore there is no overlap between grant
projects.

Applications may include one or more projects. Applicants should request the full grant
amount for which the municipality is eligible. If the selected project does not utilize the full
grant funding, the applicant should include additional projects to reach the grant amount;
for example, purchasing eligible supplies or equipment. If project expenses exceed the full
grant amount, iocal funds may be added.

The municipality is responsible for submitting a complete application by the deadline and
for ensuring that all eligibility requirements have been met (see Eligibility Requirements,
above}.

Applicants are encouraged to contact the grants staff for assistance with any questions prior
to the application deadline.
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The applicant must promptly submit any additional information or changes requested by
the grants staff or the application may be deferred to the next grant cycle or grant year.

2. SUBMIT THE GRANT CONTRACT

The State Library will notify the applicant of its decision regarding the application on or
before July 30, 2023 for Cycle 1 awards and on or before December 31, 2023 or Cycle 2
awards.

The notification mailing will include the municipality’s Grant Contract, which must be
signed by the Municipal CEQ and then returned to the State Library for execution by the
State Librarian.

The applicant must return the signed contract promptly to the State Library. Ifit is not
returned by the municipality in a timely fashion, the municipality may forfeit its grant due
to insufficient time for contract processing and grant complietion.

3. GRANT START DATE

The grant is not awarded to the municipality until the Grant Contract has been executed by
the Municipal CEQ and State Librarian.

After the municipality’s Grant Contract is signed by the State Librarian, the applicant will be
notified and will receive a copy of the fully executed contract.

The municipality may begin grant work and expenditures only after receiving its
copy of the fully executed contract.

4. RECEIPT OF GRANT FUNDS

The State Library will make payment on grant awards according to the terms and
conditions stated in the Grant Contract.

Payment to the municipality should be processed within 45 days of approval of the
contract. Ifthe payment is not received within 45 days, contact the grants staff,

The municipality is not required to wait for receipt of the payment before beginning the
grant project.
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XI. GRANT ADMINISTRATION REQUIREMENTS

1. GENERAL REQUIREMENTS

Grantees must conduct projects in accordance with the work plan and budget specified in
the approved application and the provisions of the grant guidelines and contract. Each
project is expected to substantially meet the objectives stated in the application.

Grant prejects and expenditures must be completed within the contract period. The
contract period begins after the municipality receives its copy of the fully executed
contract and the start of the contract period, July 1, 2023, whichever is later, and ends June
30,2024.

2. GRANT AMENDMENTS

Changes to the project or budget may not be made without prior approval. Contact the
grants staff immediately to discuss any potential change to the vendor, work plan, or
budget line items,

Changes must be reviewed and approved in advance. Significant changes to the project’s
purpose, methodology or budget will require the submission of an Amendment Request
Form by April 30, 2024. Contact the grants staff by mid-April.

Note that budget reallocations of up to 10% of the grant award do not require prior
approval and may be made through June 30, 2024. These funds may be reallocated among
existing approved line items or transferred to the supplies or equipment lines for the
purchase of eligible supplies or equipment. The grantee is encouraged to contact the grants
staff to review the changes in advance.

For example, a municipality receiving a $6,000 grant would not require formal approval to
adjust up to $600 in funds as described through June 30, 2024. Reallocation of more than
$600 would require the submission of an Amendment Request Form by April 30, 2024,

An extension to the June 30 deadline will not be given except in the most extenuating
circumstances beyond the municipality’s control. Contact the grants staff immediately to
discuss any difficulty that may affect the municipality's ability to complete grant work and
expenditures by the June 30 deadline. Note that a request for an extension requires the
submission of an Amendment Request Form by April 30, 2024.

If an Amendment Request Form is submitted and approved, the municipality will receive a
Contract Amendment to be signed by the Municipal CEQ and returned to the State Library
no later than May 31, 2024. After it is executed by the State Librarian, the Town Clerk will
receive a copy of the fully executed contract and may then begin the amended project.

To discuss any potential changes or obtain an Amendment Request Form, please contact
the grants staff.
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3. GRANT COMPLETION DEADLINE

Grant projects must be completed and funds expended by the end of the contract
period, June 30, 2024,

Note that “expended” means that the funds have been spent or have been encumbered by
the submission of a valid purchase order by June 30, 2024.

Applicants must maintain good communication with their vendors and fiscal staff to ensure
that the June 30 deadline will be met.

4. RETURN OF UNEXPENDED FUNDS

If a project comes in under budget or other issues arise that could result in unexpended
grant funds, the applicant should contact the grants staff as soon as possible for assistance
with reallocation of the funds (see Grant Amendments, above}. Do not return unexpended
funds prior to June 30 without first contacting the grants staff.

Funds remaining unexpended after June 30, 2024, must be returned with the Project
Evaluation/Expenditure Report. Checks should be made payable to “Connecticut State
Library” and may be rounded to the nearest dollar.

5. FINAL REPORT

The Project Evaluation/Expenditure Report must be submitted for receipt at the State
Library by September 1, 2024. By statute this is a receipt deadline and not a postmark
deadline. Please note that the reports can be emailed to leann.power@ct.gov.

The form should be postmarked by August 11 at latest to ensure receipt and processing at
the State Library by September 1. However, grantees are encouraged to submit the form
immediately upon completion of their grant project and expenditures, that is, June 30 or
earlier.

This final report documents the completion of the project and expenditure of the grant
funds. Itincludes a brief narrative page and a Certification Statement signed by the MCEO
or, if designated as the applicant (on the Application), the Town Clerk.

Financial and other supporting documentation must be maintained by the municipality as
part of the grant file in accordance with the municipal records retention schedules.

New this grant year: Financial and other supporting documentation must be
included with the submission of the Project Evaluation/Expenditure Report. This
would include vendor inveices and for payroll records for any expenses involving
town personnel costs.

If a consultant’s report is produced as part of the project, such as a planning survey or a
records policy and procedures manual, a copy must be included.
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If the municipality has unexpended funds remaining after June 30, a check must be included
{see Return of Unexpended Funds, above).

Failure te submit the Project Evaluation/Expenditure Report for receipt by the
deadline may result in termination of the grant and the requirement that the town return
the full grant amount as well as loss of eligibility for the next grant cycle.

Grantees must contact the Office of the Public Records Administrator immediately if
difficulties arise that could affect the timely subinission of the Project
Evaluation/Expenditure Report, as there is no statutory provision for extension of the filing
deadline.

KII. CONTACT INFORMATION

For assistance, contact: LeAnn Power, Public Records Administrator
Office: (860) 757-6540 or cell: (860) 712-8899
LeAnn.Power@ct.gov

EMAIL grant forms to:  LeAnn.Power@ct.gov
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XIII. APPLICATION: INSTRUCTIONS AND FORM

This form is available on the State Library website: hitps://ctstatelibrary.org/publicrecords/hdpp

Save a copy to your computer by using “Save As.” Click on each highlighted field or use the
Tab button to page through the fields. To check a box, click on the box. Print the form for
signatures and submission.

Instructions:

”»

* Name of Municipality: Use the format “Townof ___"or “City of ___.” For

example, “Town of Andover.”

= Designated Applicant Checkbox: If the Municipal CEO chooses to
appoint the Town Clerk as the applicant for the grant (as indicated on the
second page of the application}, check this box.

* Grant Category: If there is more than one project, more than one
category may be selected. For a description of each category, see Grant
Categories and Projects in the Guidelines booklet.

= Budget Summary: List the total costs under each line item, indicating
grant funds and local funds (if any}. Total the lines across and down.

» Designation of Town Clerk as Applicant: The MCEO completes this
section only if designating the Town Clerk as the applicant. Ifnot, itis left
blank.

» (Certification of Application: The applicant signs this certification. [fthe
Town Clerk has been designated as the applicant, the Town Clerk signs. If
not, the MCEQ signs.

» Signatures: Signatures must be original; not stamped.

= Email the completed form, narrative page and supporting documents
to: LeAnn.Power@ct.gov.

For questions or assistance: Contact LeAnn Power at (860} 757-6540 or email
LeAnn.Power@ct.gov.
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APPLICATION
TARGETED GRANT FY 2024

Historic Documents Preservation Program

Connecticut Municipalities
GP-001 {rev. 1/2023)

STATE OF CONNECTICUT
Connecticut State Library

PUBLIC RECORDS ADMINISTRATOR
231 Capitol Ave., Hartford, CT 06106

This fornt may be completed and printed for submission at hitps://ctstatelibrary.org/publicrecords/hdpp

Name of Municipality:
Use full municipality name, ie

of

‘Town of Cor 'Cityof

Name of Municipal CEQ: Title:
Phone with Area Code:

Email:

Name of Town Clerk: Title:

Phone with Area Code:

Email;

Check if Designated Applicant: []

TC Mailing Address:

MCEO Address if Different:

Grant Application Deadline:

Grant Contract Period:

Maximum Grant Allowed:

Amount Requested:

Grant Category(ics):

[JCyele 1: April 30, 2023

[dCyele 2: September 36, 2023

The contract period begins after July 1, 2023 AND receipt of the fully executed
contract. Grant projects must be completed and funds expended by June 30, 2024,

Population less than 20,000
Papulation between 20,000 and 69,999

$6,000.00  Small Municipality
$8,000.00  Medium Municipality
$11,000.00 Large Municipality

$

[] Inventory and Planning

] Program Development

Population of 70,000 or greater

[] Organization and Indexing
[] Storage and Facilities

[] Preservation/Conservation

See Page 6 of the Guidelines for Category descriptions.

Budget Summary Grant Funds (A) Local Funds (B) Total Funds {A+B)

1. Consultants/Vendors S $ S
(Total cost for all consultants and vendors)

2. Equipment g § $
(Total cost for eligible ilems, i.e. shelving)

3. Supplies S $ $
(Total cost for eligible items, i.e. archival supplies)

4. Town Personnel Costs ig 2g $
(Toral cost for all town personncl)

5. Other S $ §
(Please speeily on a separate sheet; rarely used})

6. TOTAL S $ b

! Base pay only for personnel hired directly by the municipality for the grant project. Consultant/vendor costs should be listed on Line 1.
% Personnel taxes, benefits and any overtime must be paid by the municipality.




Narrative Page & Supporting Documents

Answer on an attached page. Number each question and answer. If applying for more than one project, questions |
through 3 must address each project separately and be numbered separately, i.c., la and 1b, 2a and 2b, 3a and 3b.

Answers should be provided in the applicant’s own words, not by referencing the vendor’s proposal.

1. Describe the project. State what will be done and why. In addition, for records projects, identify the specific
records, including dale ranges. For conservation projects, also address microfilming - see Guidelines booklet
for instructions under Preservation/Conservation on Page 9.

2. Provide vender/personnel info & timeframe. For vendors, identify the cornpany and the timeframe for
completing the work within the grant period. For town personnel — sce Guidelines booklet for instructions under
Town Personnel Costs on Page 12.

3. State what will be accomplished. Explain how the project will impact the records, the office and/or the
municipality.

4. Provide a detailed budget. If applying for only one project with one vendor — omit this question. If applying
for more than one project — show the detail for each line item listed on page 1 of the Application
(Consultants/Vendors, Equipment, Supplies, and Town Personnel Costs) and the split between grant and local
funds for cach line item (if any).

5. Attach supporting documents. For vendors: provide a copy of the proposal or quote. For direct purchases of
equipment or supplies: provide a copy of the product information/pricing from the website or catalog.

Designation of Town Clerk as Applicant

This section to be completed only if the MCEO wishes to designate the Town Clerk to make the application for the grant,

[ hereby designate, , the Town Clerk, as the agent for making
the above application.

Signature of MCEQ Date

Name and Title of MCEO

Certification of the Application

This section must be signed by the applicant.
If the Town Clerk is designated above, the Town Clerk must sign. If the Town Clerk is not designated, the MCEQ must sign.

I hercby certify that the statements contained in this application are true and that all eligibility requircments as outlined in
the Y 2024 Targeted Grant Guidelines have been met,

Signature of Applicant (MCEO or Town Clerk if Designated) Date (rust be same as or later than above date}

Name and Title of Applicant

For State Library Use Only
Grant Disposition: ~ [] Approved [ Denied

Grant Award: $ Grant Number: - -

Signature of Public Records Administrator Date




XIV. FINAL REPORT: INSTRUCTIONS AND FORM

This form is available on the State Library website: https: //ctstatelibrary.org/publicrecords /hd

Save a copy to your computer by using “Save As.” Click on each highlighted field or use the
Tab button to page through the fields. To check a box, click on the box. Print the form for
signatures and submission.

If the individual who served as the applicant at the start of the grant has since left office,
please note the change on the form and have the individual currently helding the office
sign the report.

instructions:

= Name of Municipality: Use the format “Townof ___"or “City of _." For
example, “Town of Andover.”

» Designated Applicant Checkbox: If the Municipal CEQ appointed the Town
Clerk as the applicant for the grant {as indicated on your Application), check
this hox.

» Grant Award Number; Grant Cycle: These numbers can be found on your
award notification letter or Grant Contract.

» Expenditures: Enter the total amounts spent for each budget line item. Itis
expected that these amounts will correspond closely with the amounts in the
approved Application and Grant Contract.

» Final Accounting: Enter funds received, funds expended and any funds
remaining unexpended. For example, if you received a $6,600 grant and
expended the full amount, you would enter “$6,000,” “$6.000” and “0.”

* Unexpended Funds: Grantees must return any funds not expended by June 30,
2024, to the Connecticut State Library with this report. The check should be
payable to "Connecticut State Library” and may he rounded to the nearest
dollar. Prior to June 30th, contact the grants staff before completing the
report if there are unexpended funds,

= {ertification: The grant applicant must sign and date the Certification. if the
Town Clerk was designated by the MCEO (as indicated on the second page of
your Application), the Town Clerk must sign. If the Town Clerk was not
designated, the MCEO must sign. Signatures must be original; not stamped.

* Please remember: Financial and other supporting decumentation must
be included with the submission of the Project Evaluation/Expenditure
Report. This would include vendor invoices and/or payroll records for any
expenses involving town personnel costs,

= EMail the completed form and narrative page to: LeAnn.Power@ct.gov.

For questions or assistance; Please contact LeAnn Power at (860) 757-6540, or email
LeAnn,Power@ct.gov.
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PROJECT EVALUATION/

EXPENDITURE REPORT

TARGETED GRANT FY 2024

Historic Documents Preservation Program
Connecticut Municipalities

GP-003 (rev. 1/2023)

STATE OF CONNECTICUT
Connecticut State Library

PUBLIC RECORDS ADMINISTRATOR
231 Capitol Ave., Hartford, CT 06106

This form may be completed and printed for submission at htips./icistatelibrary.orgipublicrecords/hdpp

Name of Municipality:
Use full municipality name, i.e. of
Townof " or Ciyof

Name of Municipal CEO: Title:
Phone with Area Code:

Email:

Name of Town Clerk: Title:
Phone with Area Code:

Email: Check if Designated Applicant: [ ]

TC Mailing Address:

MCEO Address if Different:

Grant Award Number:
Refer to the grant contract or award letter for this number.

Grant Cycle: ] Cycle 1 [} Cycle2

Grant Contract Period: The contract period begins after July 1, 2023 AND receipt of the fully executed
contract. Grant projects must be completed and funds expended by June 30, 2024

Expenditures g{mnt Funds Lacal Funds Total Funds
xpended (A) Expended (B) Expended (A+B)

1. Consultants/Vendors S $ $

2. Equipment S $ $

3. Supplies S $ $

4, Town Personnel Costs 3 $ $

5, Other (Please specify on a scparate sheet; rarely used) S $ $

6. TOTAL $ $ $

Final Accounting

1. Grant Funds Reccived: S

2. Grant Funds Expended: S

3. Grant Funds Remaining Unexpended (if none, enter “0™): | S




Narrative Page

Answer briefly on an attached page. Number each question and answer. If the grant funded more than one project,
address each project separately and number separately, i.e., 1a and 1b, 2a and 2b.

Completed Project: Briefty describe the completed project and indicate that it achieved the goals outlined in
the application.

Impact: Describe the impact of the project on the records, office or municipality.

Summary: Any additional comments such as an unexpected benefit or anything leamed from the project.

Submission of Financial Documentation

Financial and other supporting documentation must be included with the submission of the Project Evaluation/
Expenditure Report. This would include vendor invoices and/or payroll records for any expenses involving town
personnel costs.

Certification

This certification must be signed by the applicant. If the Town Clerk was designated by the MCEO, as indicated on the grant application,
the Town Clerk must sign. If the Town Clerk was not designated, the MCEO must sign.

I hereby certify that the information contained in this report is correct to the best of my knowledge.

Signature of Applicant (MCEQ or Town Clerk if I}esignated) Date

Name and Title of Applicant

Name and Title of Preparer (only if different from Applicant above) Date

Phone Number of Preparer

This final report should be postmarked by August 11, 2024 at latest to ensure receipt and processing at the State Library by
September 1, 2024, which is the receipt (not postmark) deadline pursuant to statute. However, grantees are encouraged to
submit the form immediately upon completion of their grants, that is, June 30, 2024 or earlier.

If the municipality does not expend the full grant funds by June 30, 2024, a check for the unexpended funds must be
submitted with the report. The check should be made payable to “Connecticut State Library™ and may be rounded to the
ncarcst dollar. Prior to June 30: Contact the grants staff regarding unexpended funds before completing this report.

EMail the signed form, narrative page, and financial information to:
LeAnn.Power@ct.gov.
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Report an accessibility issue,

Office of the Secretary of the State™"”
Secretary of the State

CT.govHome (/) Secretaryofthe State (/SOTS) Secretary of the State Mark Kohler Announces $1 Million in Grants to Support the 2022 General Election in November

Press Releases

SECRETARY OF THE STATE
CONNECTICUT

08/16/2022

K o+

Secretary of the State Mark Kohler Announces $1 Million in Grants to Support the 2022 General Election in.
November |

FEEDBAC

Absentee Ballot Support Grant to provide town clerks with resources needed for potentially
larger numbers of absentee ballots returned
HARTFORD - Secretary of the State Mark Kehler announced teday that more than $1 million will be sent directly to Connecticut's 169 towns to help assist with absentee

ballots in the 2022 general election in November.

The federally funded Absentee Ballot Support Grant will be given to towns so town clerks will have the resources needed to process, mail, and count what is expected to be a
high number of absentee ballots returned in 2022.

“The Absentee Ballot Support Grant will be available for every town to ensure every voter has access to participating in November's election,” Secretary Kohler
said. "However, with the unprecedented number of absentee ballots returned in 2020 and the recent expansion of the eligibility for absentee balloting, | don't
believe that towns have enough financial support going forward. State and federal officials should step it up and fully fund elections.”

The 2020 election was the firstin state history in which every voter was able to vote by absentee ballot if they wanted, and more than 665,000 Connecticut residents did due
to the COVID-19 pandemic. To ensure every voter was able to exercise their constituticnal right to vote, access to absentee ballots was made accessible to every voter in
2020 and 2021.

This past year, the Connecticut General Assembly passed legislation that expanded the valid reasons for absentee voting to include out-of-town commuters and caretakers
of those who are ill or have a disability, to be able to vote by absentee ballot as well.

“It is imperative we ensure that every eligible voter can cast their ballot in the method of their choosing,” Kohler said. “Our vote is our voice.”

The amount of aid the towns will receive is proportional to an average of the number of absentee ballots received in 2018 and 2020. No town will receive less than
$1,000.00.

“The Connecticut Town Clerks Association is grateful to Secretary of the State Mark Kohler for providing this grant to every municipality in the state,” said Kate
Wall, President of the Connecticut Town Clerks Association and Town Clerk of Berlin. “Providing these funds to cover a portion of the costs for absentee ballots
will ensure that town clerks throughout the state have the resources necessary to ensure voters have access to ahsentee ballots.”

Town-to-Town Data

HiEH#

Twitter: Secretary of State on Twitter (https://twitter.com/CTSOTS/ )
Facebook: Secretary of State on Facebook (https://www.facebook.com/CTSOTS/)
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i Town of Colchester & i Purchase Order
Colchester Public Schools Ig xemeE AND SALES Fiscal Year 2023 Page 10of 1
Colchester, CT 06415 gé%":gi o, PACKAGES AND SHIPPING PAPERS.
i 860-537-7266 FAX: B60-537-7231 S 00238138
Bill To Ship To
TOWN CLERK TOWN CLERK Purchase Order Date 1211412022
TOWN OF COLCHESTER TOWN OF COLCHESTER S—— P
127 NORWICH AVE., SUITE 101 127 NORWICH AVE., SUITE 101
COLCHESTER, CT 06415 COLCHESTER, CT 06415
MSDS MUST ACCOMPANY THIS PURCHASE WHEN
APPLICABLE
Vendor
SUBURBAN STATIONERS
693 HIGH STREET
MIDDLETOWN, CT 06457
VENDOR PHONE NUMBER VENDOR FAX NUMBER  VENDOR NUMBER REQUISITION NUMBER BUYER NAME DELIVERY REFERENCE

860-347-0299 EMAIL 1077 991 Gayle Furman

DESCRIPTION R QUANTITY UNITPRICE  EXTENDED PRICE'

$1,000.00

1 Office Supplies - ; . 1.0000 EACH ‘ $1,000.0000
GL #: 11501 - 42301 $1,000.00

2 Office Supplies 1.0000 EACH $200.0000 $200.00
GL #: 27016764 - 42301 $200.00

GL SUMMARY
11501 - 42301 $1,000.00
27016764 - 42301 $200.00

e __QC)_*&()@?

Gsol-4330l — 169,14 (LT

29016764 -0 2301 = 15¢ T S

ALL INVOICES IN DUPLICATE TO BE SENT TO:
ACCOUNTING DEPARTMENT
127 NORWICH AVE. SUITE 203
COLCHESTER CT 06415

Business Director Purchase Order Total $1,200.00

VENDOR COPY



SUBURBAN

we help business work

Phone: (860) 347-0299

693 High Street
Fax: (860) 347-5051

Middletown, CT 06457

INVOICE NUMBER |
INVOICE DATE |
PURCHASE ORDER|

INVOICE

4279164-0 |

12/14/22 |

|

BILLTO ADDRESS SHIPTO ADDRESS
COLCHESTER TOWN CLERK 6747 24 COLCHESTER TOWN CLERX
COLCHESTER ACCTNG & FINC :
127 NORWICH AVENUE 127 NORWICH AVENUE ‘
COLCHESTER CT 06415 COLCHESTER CT 06415 3
B60-537-7215 ATTN:
LONG PO “SALESPERSON ' TERMS ROUTE PAYCODE |ORDER TAKER
RAY BOURRET NET 30 *EAS CHARGE ECI2
Gayla Turman
ITEM NUMBER  |MFO!~ TEM DESCRIPTION um| ORD | BIO-| SHIP | sgLL pRICE |EXTEND PRICE
2000 ¥PX | PAPER,COPY,8.5X11,2CLB CcT 1 1 56.61 56.61j
49181 'WAU | PAFER, INDEX,EXACT ,LTR, 904 ,IVY PK ) 2 19.89 . 00
19192 LLR | BOARD,BLTN, CRK, 4X3,ALUM EA 1 1 112.53 112.53
Email: townclerkBcolchesterct.gov
i
;
|
1
|
i
e . Subtotal 169.14
ST gE3Y mu st o BRE TR VAR AVSINESS of receint of ordar. T
ax
Srardard return pol.cy :s 30 days. Product must oe raburned in origingl
packaging.
~*Baverages (inciuding Jsffsel, food/snacss, arnd furnlture is nCn-retirnabi.
Tnrerest charge of 1.3% per rmonth or 1%% per annum on a.. Total Due 169.14
irvoices over 45 days.
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INVOICE

i B #
Commercial Acoount [ Invoice #: 5732351
2 X
Please pay from lhis invoice.
Account 6035 3225 0123 7287
TOWN OF COLCHESTER :
157 NORWICH AVE Transaction Date 12/08/22
Total Invoice Due
by 01/31/23 $158.91
Balance Due if paid online
by 12/28/22 $155.73
Customer # Purchased By Authorized By Purchase Order/Job Name Customer Agresment #
00016 TOWN OF COLCHESTER TOWN OF COLCHESTER TOWNCLERK WE11314269
Store / Reglster #: 8119, HOMEDEPOT.COM, 1-800-430-3376
PRODUCT SKU # QUANTITY UNIT UNIT PRICE TOTAL PRICE
32 CU. FT. MINI 10040668000001300002 1.0000 EA $158.91 $168.91
REFRIGERATOR IN BLA
SUBTOTAL $158.91
TAX $0.00
SHIPPING $0.00
TOTAL $158.91
Early Pay Dlscount $3.18
Balance Due If paid online $166.73
by 12/28/22

Please pay from this involce.
The 2% early pay discount is applied to the purchase subtotal (excluding sales tax) on invoices pald onfine within 20 days of the transaction date.

Questions ACCTMGR HOME DEPOT CREDIT SERVICES PHONE  1-800-395-7363 g
About Your (TTY: 711) service professional online at
Account EMAIL WWW.HOMEDEPOT.COMMYCOMMERCIALACCOUNT ~ FAX  1-877-969-6751 fhometepolAuORLLE ATy

NOTICE: SEE REVERSE SIDE FOR IMPORTANT INFORMATION Page 10t 2 This Account is Issued by Citibank, N.A.

Please detach and return lower portion with your payment o ensure proper credlt, Retain upper portion for your records. &

MR A

Your Account Number is 6035 3225 0123 7287

1 Amount Due $158.91

P.O. Box 790420
St. Louis, MO 63179 ‘ For proper credit, please write Due Date January 31, 2023
s o e B A Invoice Number 5732351

Invoice Enclosed

LOB 203 MBP 59

! on your check and enclose
with this payment coupon.

: | Amount Enclosed: $

L= _ | "
Print address changes on the reverse side.
000001221 F4201462 DTF 00000122 Maka Gheaks Fayihis 16~
" bl mmimamainiruye HOME DEPOT CREDIT SERVICES
LTIt LY L LT T | B U U R R Sl
TOWN OF COLCHESTER PO BOX 70293
127 NORWICH AVE PHILADELPHIA, PA 19176-0293

COLCHESTER, CT 06415-1230 'Il“lll'”"”hl"lll”III"““IIIII“EI””!'llll“ll”I”III

03400 0C0ODOODO 0015891 OOOOODD OkLO35322501237287 04803



D2012047 9-2

45299583, 18

Toepee

EOLRGD2A SG38 50 20221210 PG | OF 1
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Other Account and Payment Information
WHEN YOUR PAYMENT WILL BE CREDITED: For payments by regular
mat, please allow 5-7 days for your payment to reach us. Payment must
ne received in proper ferm at aur processing facitity by 5 o.m. local
time there o be credited as of that day, All 2ayments received at the
processirg facility in proper torm after that hour wit: be credited as of
the folowing day. There may be a defay of up to 5 days in crediting a
payment sent by mail if it is not in the proper form or is addressed to a
'0Cation other tnan the address listed on the return enveiope or on the
frant of the payment coupon, or, for courier or express mait payments,
to the Express Mail address set forth inthe Exaress Mail section.
PROPER FORM for payments sent by mail or courier.
For a payment to be In proper form, you should:

ENCLOSE your check or money order. No cash, gitt cards,

ar toteign currency please,

INCLUDE tne fast {nur digits of your account number and name,

COPY FEE, We charge $5 for each copy of a biiling statement trat dates
back 3 months or more. We add the fee to a batance of our choosing. We
reserve the rignt to add this fee to balances subject to @ higher annual
percentage rate. We waive the fee if your request for the copy relates to
4 Ditling orrar or disputed purchase.

PAYMENT OTHER THAN BY MALL:

+ Online Payments. Go to the URL on Page 1ot your statement to
mdke a payment. For security réasons, you may not be able to pay
vour entire New Baiance the first time you make a payment online.

The saynent cutof? time for Qnline Bit Payments s 5 0.m. Eastern
time. Payments received atter 5 p.m. Fastern time will be cradited
15 of e naxt day

T10637 - HP - 1420 - OPFX-0000 - - - - - - - - P

* Phone, Call the orone number on Page 1 of your statement to make a
payment, We may process your payment efectronicaliy after we verify
your identity. There is no fee for this service, The payment cutoff time
for Phone Payments is 5 p.m. Fastern time. Payments received after 5
a.m. Eastern time will be credited as of the next day,

Express Payments, Send Javmenr by courier or express mai tq;
Attn: Prox Payment Dept, 6716 Grade Lane, Building 9, Suite 910,
Louisvifle, KV, 240213, Payment must be received in proper form,

at the proper address, by 5 p.m, Eastern time in order to he credited
as of that day. Al payments received in proper torm, at the proper
address, after 5 p.m Fasterntime will be credited as of the next day.
In-Store Payments, For your added convenience, payments can be
made at The Home Depot - stores, with no service fee, Any oayment in
proper form accepted in-store will be credited as of that day. However,
credit availability may be suhject to verification of funds.

If you send an eflgible check with this payment coupon you authoriza

us to complete your payment by electronic debit. If we do the checking

account will be debited in the amount on the check. We may do this as
soon as the day we receive the check. Also the check wlll be destroyed.

REPORT A LOST, STOLEN OR NEVER RECEIVED CARD
IMMEDIATELY: Customer Service is avaitable 24 hours a day,

7 days a week,

CUSTOMER SERVICE WRITTEN INQUIRY ADDRESS:

Home Depot Credit Services, PO Box 790340, St Louis, MO 63179

THD PROX EM JUN16

Page 2 of 2

Change of Address

Please print address changes in biue or black ink.

PLAN YOUR NEXT JOB
WITH THE PRO DESK

1000's of special-order products with
bulk pricing and job-site delivery.

GET THE MOST
OUT OF PRO XTRA

DOWNLOAD

Use it tn track spendiig and eam -
toward Pro Xira Perks.

THE HOME IIEPO'I'-APP
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First Selectman

From: reservations@watersedgeresortandspa.com
Sent: Wednesday, May 17, 2023 8:49 AM

To: Gayle Furman

Subject: Reservation Confirmation

— — RESORT & SPA

1525 Boston Post Road
Westbrook, Connecticut 06498

www.watersedgeresortandspa.com

(800)222-5901

Reservation Confirmation

Dear Gayle Furman,

Thank you for choosing Water's Edge Resort and Spa, we look forward to your visit.

Confirmation Number 561507

Guest Name Gayle Furman

Check In After 4pm Wednesday, September 20, 2023
Check out by 11am Friday, September 22, 2023

Rate Description: CT Town Clerks Association
Room Description: Standard King Room

Total Cost with Resort Fee & Tax: $402.50

Before You Arrive

Spa Reservations
If you are planning to visit our Spa during your stay we recommend that you book spa service prior to

your arrival by calling 860-577-3555

Dining Reservations
Seaview Bistro and Sunset Bar & Grill accommodate guests on a first come, first serve basis and do not



accept reservations. YWe recommend reservations for Dattilo Fine Italian and our Sunday Brunch.
Make Reservations Online or by calling 860-577-3511

Pet Policy
No pets are permitted, Service Animals are always welcome.

Cancellation Policy
48 hour change or cancellation policy. Guest canceling or changing a reservation within 48 hours of their
arrival will be charged 100% of the first nights room and tax.

Electric Vehicle Charging Stations

Water's Edge has three Blink electric vehicle charging stations that are available on a first come, first
serve basis. To pay to charge their vehicles guests can use the Blink App or by generating a onetime use
code they create at the charging station.

Resort Fee

The resort fee includes: resort parking, in-room refrigerator, in-room coffee and tea, property-wide high
speed internet access (public spaces and in-room), unlimited local calls, and use of our business center,
tennis courts, fitness center, indoor and outdoor pools, as well as access to our private beach.

COVID-19

We ask that before you arrive at the resort you review our policies regarding COVID-19 pandemic and
the Connecticut Reopening Guidelines. To view most current information please use this link to our
website.

Please let us know if we can make any arrangements to enhance your visit.

All the Best,
Guest Service Team

[ p® 2010 Water's Edge Resort and Spa

| CAUTION: This email originated from outside of the organization. Do not click links or open attachments unless you recognize the sender and know
| the content is safe.
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Connecticut Bxernpiion Pemit Number (5

t_'zz:f Non-ilch e.. Colchester, CT_ 06415 | 1

33 (40, or (13} determinasion lefier}

= Connael

axamption peimil

Check Appropriate Box(es)
I F1 Meals K1 Lodging

Date(s) of Event

| 155 Boston Post Road, Hestbrook, CT.06493 | b/20/2023-9/22/2033
. For example. maeting of board of trostess, of linchesn 0 bunor viumizers)

srchased: (See msiructions)
! Column €
i

provide the following information shout the 1 sals or indgiv

f st

Colunmza B

Column A

Number for Which Reimbursement, Full or

Partial, Will Be Received@

s C should eguai the nuather zatared in Columi 4.

the event? EI Yes

ity for the weals or lodging? Yes
72N

checking account
or officers)? Yes No

sber for Which

N
! i’aﬁial, Wili Bs Racerw
i

l p vy the retailer of the meats
5 own nams fand not in the

rofit nursing home, nonprefit rest home, ov nonprofit

rlvciced and chargad by the retailsr
t;:{e' with 2 \..l.tCl\ dlawn on LS e account of wHA & credit catd issusd o its own name; and
i i f the cost of the meals or lodging by those consuming the meals

3 IDE T

¢ zroup exginption letter {as the case may be}, and license issued
: cenceled or revoked, 1 decizre under penalty of law that [ have

and, to the b st of my knowledge and batief, it is true, \_omp'icte and coirect.
S is & fine of not more than $5,000, or imprisonment for not more than five
based oo &l information of which the preparer has any knowledge.

[ Town (lerk

C e

Titje
| 5-18-2023 ] leso-537-7215 |
Date Telephone Nuwtber
Notice to Retatlers: Do not aceept this certificate if DRS has not cum‘—i the following section and noted official approval

b

1hy DRS

BeguesiApprove

i

1)), (41, or {13) determination lztier, ard







