
 
PENDING 

Monday October 29 7pm Select Board Meeting Town House 
Monday November 5 7pm Select Board Meeting Town House 
Sunday November 11 All Day Veterans Day Town Offices Closed 
Monday November 12 All Day Veterans Day (observed) Town Offices Closed 
Monday November 19 7pm Select Board Meeting Town House 
Thursday November 22 All Day Thanksgiving Town Offices Closed 
Friday November 23 All Day Thanksgiving (observed) Town Offices Closed 

 
Supporting materials for agenda items are available online at www.concordma.gov/sbmtgdocs. Materials are uploaded on the 
Friday before a Select Board meeting 

TOWN OF CONCORD – SELECT BOARD 
AGENDA – OCTOBER 15, 2018 

7 P.M. – SELECT BOARD ROOM – TOWN HOUSE 
1.  Call to Order 
2.  Consent Agenda: 

• Town Accountant Warrants 
• Minutes  
• Proclamations 
⋅ Concord Milldames 50th Anniversary 
⋅ Small Business Saturday – November 24, 2018 

• One Day Special Licenses 
⋅ Thoreau School PTG   11/3 7pm-11pm 37 Lexington Road Wine & Malt 
⋅ First Parish    10/27 6pm-10pm 20 Lexington Road All Alcohol 
⋅ Development Strategy Consultants 10/27 5pm-11pm 200 Strawberry Hill Rd All Alcohol 

3.  Town Manager’s Report 
4.  Chair’s Report 
5.  7:05pm Continued Public Hearing: Alteration of Premises for Alcohol Service – Nashawtuc Country Club, 

Inc., 1861 Sudbury Road 
6.  7:10pm Public Hearing: Grant of Location – National Grid, Verizon, Comcast, and Concord Municipal Light 

Plant to open the ground to install and maintain Natural Gas (National Grid), telecommunication (Verizon & 
Comcast), and electric (CMLP), in Cambridge Turnpike from Lexington Road to Crosby’s Corner 

7.  Common Victualler License - Marben Rose, LLC d/b/a Reasons To Be Cheerful, 110 Commonwealth Ave. 
8.  Senior Tax Exemption and Impact on Tax Rate – Board of Assessors 
9.  FY18 Budget Transfers – Kerry Lafleur, Finance Director 
10.  OPEB Trust Fund – Kerry Lafleur, Finance Director 
11.  Request to Install Paddler Access Signs on Town Property – OARS 
12.  Review/Update APP #43 – Naming of Town Property 
13.  Request to Install Memorial Bench on Town Property – Mark & Kristie Ridick 
14.  Public Private Partnership Discussion 
15.  Discuss next steps for 2030 Long Range Plan 
16.  Follow-up on Special Town Meeting Actions 
17.  Discuss Town Manager Search & Consultant Selection Process 
18.  Review/Approve 2018-2019 Public Ceremonies and Celebrations Committee Calendar of Events 
19.  Public Comments 
20.  Committee Liaison Reports 
21.  Miscellaneous/Correspondence 
22.  Committee Nominations: Arthur Schwope of 281 Holden Wood Road and Jane Wells of 51 Chestnut Street 

to the Conservation Restriction Stewardship Committee 
23.  Confirm Town Manager Appointments: William Herring of 214 Peter Spring Road to the Board of Assessors 

(associate member) for a term to expire May 31, 2019 and Susan Livingston of 39 Wilson Road to the 
Board of Assessors (full member) for a term to expire May 31, 2021; Sharon Jones of 8 Eaton Road to the 
Comprehensive Sustainable Energy Committee for a term to expire May 31, 2021 

24.  Adjourn 

http://www.concordma.gov/sbmtgdocs


Weekly One Day License Log – October 15, 2018 

Applicant Name 
& License Number 

Phone 
Number 

Date Location Type of 
Alcohol 

Event  
Details 

18-159 Thoreau School PTG 617 851-9862 11/3 37 
Lexington 

Road 

Wine & Malt Event Coordinator: Jodi Loughlin 
Bartenders: Leo Lafarge 
Under 21: No 
First License in Concord: No 

18-160 First Parish Church 978 369-9602 10/27 20 
Lexington 

Road 

All Alcohol Event Coordinator: Richard Fortier 
Bartenders: Richard Fortier 
Under 21: No 
First License in Concord: No 

18-161 Development 
 Strategy Consultants 

617 733-6633 10/26 200 
Strawberry 
Hill Road 

All Alcohol Event Coordinator: Wendy Jacobs 
Bartenders: Brian Boruta, Lara Finn, 
Michael Lacey 
Under 21: Yes 
First License in Concord: No 

   



 
COMMONWEALTH OF MASSACHUSETTS 

TOWN OF CONCORD  
SELECT BOARD  

 

PROCLAMATION 
 

CONCORD MILLDAMES 
50TH ANNIVERSARY 

 
WHEREAS The Concord Milldames was formed fifty years ago for the twin purpose of 

providing service to the Town and promoting fellowship; and 
  
WHEREAS Many of the service organizations and departments of the Town of Concord were 

originally started by and continue to need the services of committed volunteers; and 
  
WHEREAS Milldames members have been and continue to be volunteers for many 

organizations including but not limited to, the Council on Aging, the Open Table, the 
Concord Free Public Library, and Emerson Hospital; and 

  
WHEREAS The Milldames enjoy wonderful book groups, museum trips, interesting speakers, 

and other pleasant social events; and 
  
WHEREAS The Milldames continue to offer two scholarships each year to graduating high 

school seniors who have received special education services and are college bound 
and;  

  
NOW THEREFORE We, the Select Board of the Town of Concord, Massachusetts, celebrates the 50th 

anniversary of the Concord Milldames, and do hereby recognize the Concord 
Milldames’ many contributions to the Town over the past fifty years. 

 
  

 

 

 

 

CONCORD SELECT BOARD  

 



 
COMMONWEALTH OF MASSACHUSETTS 

TOWN OF CONCORD  
SELECT BOARD  

 

PROCLAMATION 
 

SMALL BUSINESS SATURDAY 
NOVEMBER 24, 2018 

 
WHEREAS The government of Concord, MA, celebrates our local small businesses and the 

contributions they make to our local economy and community; according to the 
United States Small Business Administration, there are currently 30.2 million 
small businesses in the United States, they represent 99.7 percent of all businesses 
with employees in the United States, are responsible for 65.9 percent of net new 
jobs created from 2000 to 2017; and 

  
WHEREAS Small businesses employ 47.5 percent of the employees in the private sector in 

the United States; and 
  
WHEREAS 90% of consumers in the United States say Small Business Saturday has had a 

positive impact on their community; and 
  
WHEREAS 89% of consumers who are aware of Small Business Saturday said the day 

encourages them to Shop Small all year long; and 
  
WHEREAS 73% of consumers who reportedly Shopped Small at independently-owned 

retailers and restaurants on Small Business Saturday did so with friends or 
family; and 

  
WHEREAS The most reported reason for consumers aware of the day to shop and dine at 

small, independently-owned businesses was to support their community (64%); 
and 

  
WHEREAS Advocacy groups, as well as public and private organizations, across the country 

have endorsed the Saturday after Thanksgiving as Small Business Saturday. 
  
NOW THEREFORE  We, the Select Board of the Town of Concord, Massachusetts, do hereby proclaim, 

November 24, 2018, as: SMALL BUSINESS SATURDAY, and urge the residents of 
our community, and communities across the country, to support small businesses 
and merchants on Small Business Saturday and throughout the year. 
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Effective Date: December 27, 1990 
Revised:  June 1999 

September 2012 
  March 2013 
  July 2, 2018 

 
Town of Concord 

APP # 43 
Naming of Town Property 

 
It is the policy of the Select Board that the naming of publicly-owned property shall be 
done sparingly, for good cause shown. 
 
Requests for naming of any public property, such as buildings, rooms within buildings, 
playgrounds, recreational facilities, squares, parks and other public facilities shall be 
considered at an advertised public hearing before the Board or Committee responsible 
for operating the facility (when applicable). The Board or Committee shall then refer a 
suggestion, or suggestions, to the Select Board with a record of the hearing and a 
Committee recommendation for approval. If the facility is not under the jurisdiction of 
any other Board or Committee, the request shall be referred to the Select Board who 
shall hold said public hearing before making a decision. 
 
It is the policy of the Select Board that renaming of a property be done very sparingly, 
for compelling reasons. Renaming of a property already named for a person or family 
shall be undertaken only by Town Meeting. 
 
A property bearing a name other than that of a person or family shall be renamed in 
accordance with the procedure for Naming of Town Property. 
 
The Select Board may, at their discretion, authorize the placement and display of 
commemorative plaques or other memorial markers within Town buildings or upon 
Town-owned lands to recognize contributions to the Town by individuals or groups. The 
use of commemorative plaques or other memorial markers may include but is not limited 
to the recognition of material donations, financial donations or service to the Community. 
The function, design and placement of all commemorative plaques by groups must be 
approved by the Select Board and the costs associated with the production and 
maintenance of the plaques shall be the responsibility of the group requesting display 
space. The Select Board reserves the right to relocate any commemorative plaque or 
marker should it be needed for the functionality of the Town’s overall operation. The 
Town does not assume responsibility for the replacement of damaged or missing 
markers, nor does the Town agree to maintain said markers in perpetuity. 
 
It is the policy of the Select Board that the naming of property may not be linked to any 
terms, conditions, or transference or sales to the Town of Concord unless expressly 
agreed to by the Select Board prior to the acquisition. Naming rights linked to the 
procurement of a parcel, or parcels, shall only be undertaken by the Select Board if it is 
determined that certain monetary valuations may be afforded to the Town in exchange 
for Naming Rights granted to a seller(s). In each instance, extreme care will be taken to 
review the individual circumstances related to the deal; the Select Board shall take into 
account area market comparisons for public land naming rights. As appropriate, the 
Town may seek professional appraisal services to determine an accurate valuation for 
naming rights as well as the overall appropriateness of the transaction. 
 
Distribution: All Department Heads 
  All Committee and Board Chairpersons 
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Town of Concord 
Select Board Policies Regarding 

Public Private Partnerships 
 
For all new proposed partnerships: 
 

• All P3s involving the Town, Town property and/or other Town assets must originate with 
the Town Manager. 

 
• The Select Board will hold a public meeting for any new Public Private Partnership over 

$150,000 to help ensure that the public is aware of the proposed partnership. 
 

• The Town will develop and maintain a website where information about all public private 
partnerships within the jurisdiction of the Town will be made available to the public. 

 
• Before the Select Board or the Town Manager will take any action to approve a 

partnership the following must take place: 
 

o Material associated with the proposed partnership as well as a project description 
shall be posted on the Town’s website. 

 
o The Select Board will determine what other methods will be used to help ensure that 

the public is aware of the proposed partnership. 
 

o There will be a ten-day comment period associated with every proposed public 
private partnership. 
 

o A memorandum on understanding between the Town and the private organization to 
which it would partner shall be drafted.  It shall be kept as a draft throughout the 
process of deliberation about the partnership. A more detailed description of the 
content of said MOU is contained in Appendix A. 

 
o If the partnership is approved by the Select Board, the Town Manager or by Town 

Meeting, the signed MOU shall become a permanent part of the record. 
 

o In approving a partnership, the Select Board, Town Manager or Town Meeting shall 
also determine a specific timetable for the future review of the partnership. 

 
For existing partnerships: 
 

• The Town Manager or his designated representative shall develop a schedule to review 
all public private partnerships. 

 
• Partnerships deemed by the Town Manager to be have been significant – involving 

$150,000 or that have lasted for over a year – shall be reviewed by the Select Board 
according to the schedule developed by the Town Manager. 
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• A designated representative of the Town Manager shall review all other partnerships, 
according to the above-mentioned schedule. 

 
• On an annual basis the Town Manager will provide a summary of the review of all 

existing partnerships at a public meeting held by the Select Board. 
 
Partnerships within the Town but not under the jurisdiction of the Town Manager and 
Select Board 
 

• The Select Board and Town Manager will undertake to be aware of any proposed 
partnerships within the Town that may not be under their jurisdiction. 

 
• The Select Board and Town Manager will endeavor, when aware of such a proposed 

partnerships, to ensure that they are brought to the attention of the citizens through the 
Town’s website and by other means that may be useful. 

 
• The Select Board will work with other jurisdictions in Town to encourage the adoption of 

similar policies regarding public private partnerships within these jurisdictions. 
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Appendix A:  Select Board Policies Regarding 
Public Private Partnerships                                       

P3 Partnership MOU 
Proposed content 

 
P3 Partnership MOU and Contract should include the following subjects. 

• Cost to town 
o Both project costs and long term maintenance costs   
o Taxpayer vs private funds   

• Does it meet State, Local and Federal Statutes     
o Review zoning issues     

• Town Benefit      
o Does proposal align with town goals and needs? 
o Clearly defined revenue stream 
o Town character enhancement 
o Impact on other town activities 

• Town character affected and # of residents affected: before/during/after 
project   

o Long Range Plan – support or conflict? 
o e.g. Open land/Fitness center/Resource (library)/low income 

housing 
• Long term maintenance requirements and ownership 

o Should there be an endowment to cover future 
maintenance/operation costs? 

o Insurable interest? 
• Outline of project schedule and deliverables: 

o Timeframe 
o Milestones 
o Contingency if milestones not met 

• Funding sources 
o Schedule of fundraising 
o Consequence if funding objectives not met 

• Project review 
o Commit to quarterly meetings with the P3 committee 

 
 
 

Appendix A  
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Town of Concord 
TOWN MANAGER SEARCH COMMITTEE 

Committee Charge 
 
A. Purpose 
The purpose of the Town Manager Search Committee is to conduct recruitment for the 
position of Town Manager and to recommend a group of finalists for the Select Board 
to consider in selecting Concord’s next Town Manager. 
 
B. Membership 
The Committee shall be comprised of nine members appointed by the Select Board. 
The term of office shall be through May 31, 2019 unless extended by vote of the Select 
Board. Membership shall be as follows: 

⋅ Two members of the Select Board; 
⋅ Seven residents at-large with diverse experience and backgrounds, including 

service on a town committee, experience in hiring or human resources, or 
other indication of active involvement in town affairs. 

 
C. Duties and Responsibilities 

1. To engage the service of a professional executive search firm with 
experience in recruiting municipal managers in Massachusetts, and to 
recommend to the Select Board and Town Manager a selected firm. To 
develop in consultation with the Town’s Human Resources Department, a 
scope of services for the selected firm. 

2. To develop and finalize a timeline or schedule of milestone events relative to 
the search for a new Town Manager, subject to the approval of the Select 
Board. 

3. To schedule listening and discussion sessions to solicit input from town staff, 
committees, residents and other stakeholders to help inform the Select 
Board about the qualities, strengths and characteristics required for a 
successful Town Manager. 

4. To become familiar with the Town Charter as it relates to the Town 
Manager’s role in Town Government. To review the Town Manager’s job 
description and recommend any revision, if necessary, to the Select Board. 
To work with the recruitment consultant to develop marketing materials or 
other community information describing the work environment and 
performance expectations for potential candidates. To develop selection 
criteria for evaluation candidates. 

5. To review the application materials submitted by applicants who are 
recommended by the search consultant for interviews and to evaluate the 
materials and information based on the established selection criteria. To 
work with the consultant to develop interview questions for the committee 
interview process. To conduct interviews of the recommended candidates in 
executive session. 

6. To review background information and references as appropriate. 
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7. To recommend to the Select Board between 3 to 5 prospective candidates 
who best match the selection criteria for further consideration by the Select 
Board, unless a lesser number of candidates is agreed upon by the Board. 
The committee shall present its recommendations to the Select Board in a 
written report that will include a summary description of the recruitment 
process. 

8. Provide whatever additional information the Select Board may request. This 
committee charge may be amended at the Select Board’s determination. 

9. Staff support for the committee will be provided by the Human Resources 
Department. If additional resources are required, the committee chair will 
consult with the Select Board chair, who will discuss with the Town Manager 
how best to address the committee’s needs. 

 
D. Other Considerations 
The Town Manager Search Committee shall elect a chair and a committee clerk, who 
will be responsible for maintaining the record of the committee’s actions in a manner 
which is in compliance with all relevant State and local laws and regulations, including 
but not limited to, the Open Meeting Law, Public Records Law and Conflict of Interest 
Law. The Committee shall consult with the Town Manager concerning the allocation of 
town staff or financial resources toward this effort. 
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TOWN OF CONCORD 
TOWN MANAGER – JOB DESCRIPTION 

 
JOB DESCRIPTION 

1. The Town Manager (the “Manager”) is the Chief Executive Officer of the Town, 
responsible for its resources, its operations, and the general conduct of its affairs. The 
Manager has the powers and duties set forth in the Town Charter which include: the 
appointment of the members of various committee and all town employees; supervising 
and training town employees, serving as Chief Procurement Officer and contract-
awarding authority; preparing the annual town budget and annual town report; and 
proposing policies for consideration by the Select Board (the “Board”). The Manager is 
expected to comply with the requirements of the Town Charter, applicable laws of the 
Commonwealth, and the established policies and traditions of the Town. The Manager is 
appointed by and responsible to the Select Board (the “Board”). 
 

2. The Town is a complicated organization comprised of citizen boards and committees, 
town officers, and employees organized by departments. Many town committees and 
officials exercise authority granted under state law or local bylaw. The goals of town 
committees and departments can at times be in conflict, and it is the role of the Manager 
to encourage constructive dialogue and the respectful exchange of views. 
 

3. Within the above context, the Manager shall perform the roles of leader, manager and 
administrator. 
 
As Leader: 
(a) The Manager shall continually work with the Senior Management Team and other 

staff to hire, train, motivate, review, promote, discipline and dismiss employees. One 
of the Manager’s highest priorities shall be to develop an enthusiastic, motived and 
well-trained staff committed to serving the Town’s citizens and its policy-making 
boards and committees with respect and without personal bias or preference. The 
Manager shall be committed to the free exchange of information, ideas and opinions 
and will foster transparency in the decision-making and openness in helping 
employees and citizens understand how decisions are made. 
 

(b) The Manager shall be a planner, with long-term vision, continually seeking 
improvements the in organization and opportunities to improve Town government 
and its efficiency, effectiveness and responsiveness; the Manager shall encourage a 
philosophy of continuous improvement across all departments and anticipating the 
community’s needs. 

 
(c) The Manager shall formulate policies to assist the Board in identifying and 

addressing issues before they become critical and in developing policy options for 
the Board’s consideration. 

 
As Manager: 

The Manager shall, with appropriate staff, prepare annually a Town budget 
consistent with the guidelines of the Finance Committee and present it to the Board 
and the Town Meeting. The Manager shall consider the community’s financial well-
being to be of paramount importance. The Manager shall manage the Town’s 
activities within the budget as approved by Town Meeting. The Manager shall stay 
informed about both external and internal events and trends which could impact the 
Town’s fiscal situation in both the short term and longer term and shall keep the 
Board informed of such events. 
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As Administrator: 

The Manager shall work to ensure that the activities of the Town are smoothly 
administered and that administrative policies and procedures are clear, up-to-date, 
and revised as conditions change. The Manager shall coordinate actions among 
town department, and between boards and committees to provide a smooth, 
seamless Town government. 

4. The Manager should be an excellent communicator, with strong verbal and writing skills. 
 

5. The Manager will serve as a spokesperson for the Town with entities such as local, state 
and federal agencies, business and community groups and citizens. 
 

6. The Manager shall demonstrate the highest ethical standards and shall require ethical 
conduct for all Town employees. 
 

Qualifications: 

1) Personal Qualifications 
• Integrity. 
• Dedication the position and to the long-term welfare of the community. 
• Ability to respect and appreciate differing opinions and perspectives. 
• A collegial approach to solving complex problems and sharing information. 
• Physical health necessary to perform the duties of the job. 

 
2) Managerial Knowledge and Skills 

• Comprehensive knowledge of local government structures, services, financing 
and administration. 

• Ability to develop and implement long and short-term planning processes. 
• Innovative problem-solving ability. 
• Ability to empower and strengthen the skills of subordinates, to organize and to 

delegate effectively, to motivate subordinates and to foster teamwork. 
• Acceptance of responsibility for acts and decisions of subordinates. 
• Ability to develop, explain, and adhere to complex budgets. 
• Strong analytical and decision-making skills. 
• Ability to prepare well-written persuasive letters, memoranda and formal reports. 
• Ability to make effective oral presentations, both prepared and extemporaneous. 
• Competence in public relations techniques. 
• Effective negotiation skills. 
• Ability to develop consensus among a wide range of individuals with diverse 

backgrounds, interests and concerns. 
 

3) Training and Experience 
• Any combination of education and experience that provides the knowledge and 

abilities referred to above. Typical will be: a Master’s Degree in Public 
Administration and at least seven (7) years of experience in positions of broad 
responsibility in municipal administration. 

• Experience in budget analysis and preparation. 
• Experience with open town meeting form of government is desirable. 
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TOWN OF BEDFORD 

Selectmen 

10 Mudge Way, Bedford, MA 01730 

 

REQUEST FOR QUOTE 

BEDFORD TOWN MANAGER SEARCH  

 

OVERVIEW 

The Town of Bedford is seeking to recruit and appoint the next Town Manager.  The present Town 

Manager will be retiring in the late summer of 2018 after thirty (30) years of service to the Town.  The 

Town Manager is appointed by and reports to five (5) elected Selectmen who together are the Chief 

Executive Officers of the Town.  The Town Manager is assisted by an Assistant Town Manager, a Human 

Resources Manager and a dedicated team of department heads, managers and employees.  The Town also 

is served by other elected and appointed volunteer boards, commissions and committees that contribute to 

various aspects of Town governance.  Bedford, a community of 14,230 permanent residents with a 

daytime population approximately twice that size, has an Open Town Meeting form of government. 

The Scope of Work below outlines requirements for the Town Manager search.  Bedford’s current form 

of government was originally established in 1974 through adoption of a Home Rule Charter.  Since that 

time there have been amendments to the Town Charter that have progressively increased the scope and 

responsibilities of its Town Manager position.  See link to the Bedford Town’s Charter at 

https://www.bedfordma.gov/sites/bedfordma/files/uploads/charter_and_bylaws_updated_thru_stm_2017.

pdf  

SCHEDULE AND TIME LINE 

The Request for Quote (RFQ) will be available in the Bedford Town Manager’s Office, Bedford Town 

Hall, 10 Mudge Way, MA 01730, after Thursday, March 22, 2018 or via email by contacting current 

Town Manager Richard T. Reed in the Town Manager’s Office: rreed@bedfordma.gov .  Any questions 

related to this RFQ shall be submitted in writing and received no later than 4:00 p.m. EDST on March 29, 

2018 and must be in writing and submitted to Town Manager Reed via e-mail at the email address above. 

Responses to questions will be shared with all RFQ recipients. 

 

Quotes MUST include an original and six (6) copies and must be submitted in hard copy form (no 

emailed quotes will be accepted).  Quotes will be received until Noon Tuesday, April 3, 2018.  Quotes 

received after this time and date will be rejected.  It is the proposer’s sole responsibility to submit the 

quote by the deadline. 

 

Applicants must also execute, as required by law, and include in the sealed submission the Certificate of 

Tax Compliance and the Certificate of Corporate Authority, copies of which are attached.   

 

Quotes are to be sealed and properly identified on the outer envelope as Quote for Bedford Town 

Manager Search with the applicant’s name and address and delivered to: 

 

Richard T. Reed, Town Manager & Chief Procurement Officer 

Town of Bedford 

10 Mudge Way 

Bedford, MA 01730 

(781) 275-1111 

https://www.bedfordma.gov/sites/bedfordma/files/uploads/charter_and_bylaws_updated_thru_stm_2017.pdf
https://www.bedfordma.gov/sites/bedfordma/files/uploads/charter_and_bylaws_updated_thru_stm_2017.pdf
mailto:rreed@bedfordma.gov
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Interviews of RFQ finalist(s) may be held in early April 2018. Award of this contract, if any, will occur 

no later than April 10, 2018.   

 

SCOPE OF WORK 

 

The Town of Bedford seeks quotes from executive search consultants, with demonstrated successful 

experience in recruiting municipal executives in Massachusetts, to assist in recruiting highly qualified 

candidates for the position of Bedford Town Manager.  It is planned that the new Town Manager would 

begin his/her employment on or before but not later than September 18, 2018.  

 

The Consultant shall work with the Selectmen, senior staff of the Town and an appointed Screening 

Committee to actively source, recruit, evaluate suitability of, interview and recommend qualified 

candidates. 

 

The scope of work will include, but not be limited to, a process that includes the following: 

 

 Consultant shall establish a schedule with expected milestones for the recruitment process with 

the expectation that the appointment will be made by the Selectmen in mid-July with the newly 

appointed Town Manager beginning his or her service not later than September 18, 2018. 

 

 Consultant shall assist the Screening Committee in soliciting community input and feedback 

regarding the traits and management style desired in a new Town Manager. This item shall 

include assistance in developing the process for soliciting opinions, creating vehicles for eliciting 

stakeholder feedback and compiling results and presenting conclusions.  Consultant will present a 

written summary report to the Selectmen with findings and recommendation from stakeholder 

interviews and other information gathering efforts. 

 

 Consultant shall assist the Screening Committee by: 

 

o Finalizing the ideal candidate profile/qualifications for approval by the Selectmen. 

o Establishing selection criteria, as well as the process and related documents for 

evaluating Town Manager candidates. 

o Developing marketing documents for prospective candidates.  These shall include 

background statements and expectations regarding the Town Manager position for the 

prospective candidates as well as marketing information regarding the Town for 

distribution to prospective candidates. 

o Advertising the position regionally and nationally where likely qualified candidates will 

be searching for job opportunities (websites, publications, etc.).  The Town of Bedford 

will be responsible for posting the position and related marketing materials on its website.  

o Generating a diverse pool of no fewer than nine (9) highly qualified candidates who most 

closely match the ideal candidate profile/qualifications. Consultant shall identify potential 

candidates and secure their applications, ensure they meet the position 

profile/qualifications, and screen them for suitability with the Town of Bedford. 

o Presenting the Screening Committee with resumes of the nine (9) qualified applicants, 

scheduling interviews with the Screening Committee and, then, for the three (3) or four 

(4) finalists, with the Selectmen. 

o Providing training and guidance to the Screening Committee and the Selectmen in areas 

of human resources best practices and legal requirements and instructions applicable 

throughout the process.   

o Providing reference checking guidance and related questionnaire.   
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o Providing timely notification in writing to all candidates who applied but were not 

selected for initial interviews and, also for those interviewed but not offered the position. 

 

 Consultant shall act at all times in an attentive, ethical, and responsible manner and represent the 

Town of Bedford with the utmost concern for the Town’s interests, goals and image with 

candidates, other communities, and members of the general public.  

 

The Selectmen reserve the right to accept or reject candidates recommended by the consultant and  

Screening Committee. 

 

REQUEST FOR PROPOSAL MINIUMUM REQUIREMENTS 

 

 Table of Contents, showing where required information can be found by section and page. 

 Letter of Interest, including the firm’s history and the name of the lead consultant who will be 

assigned to work directly with the Town on this search.  The contract with the selected firm will 

require the same lead consultant for the duration of the search process.  

 An Organizational Chart, if the Proposer is a firm or a corporation, indicating the name and 

position of all consultants who will work with the Town on this search.  If the Proposer is not a 

firm or corporation, the Proposer should so state in this section making clear related background 

and experience. 

 Current Resume(s), including summaries of credentials and number of years of experience 

providing executive municipal search services for the lead consultant assigned to Bedford and 

any additional consultant(s) who will be assigned to work with the Town on this search. 

 Description of the Proposer’s Approach and Plan for performing services outlined in the Scope of 

Work (see above), including: 

o Description of how the Proposer will identify and target the needs of the Town in the 

search for a new Town Manager; 

o Description of the consultant’s approach to ensuring community involvement and input; 

o Description of proposed candidate recruitment strategies; 

o Description of the consultant’s proposed implementation plan; 

o Proposed timeline with specific milestones; 

o List of contracts, including name, address and telephone number, of all communities for 

which the firm has provide similar Town Manager or Town Administrator search services 

during the past three (3) years. A minimum of five (5) such searches in the past three (3) 

years are required. 

o References with current name and telephone/email contact information, for the minimum 

of five (5) comparable executive search projects completed in the past three (3) years; 

o Sample promotional/marketing materials used in similar Town Manager/Town 

Administrator searches; 

o Detailed budget of all expected costs including consulting fees, advertising costs, 

consultant travel expenses and other associated expenses. 

o Signed Required Certifications pertaining to Tax Compliance, Corporate Authority, Good 

Faith and Conflict of Interest (included as Attachment A to the RFQ). 

 Proposals must include a statement confirming that the consultant agrees to provide the insurance 

coverage specified below.  Award will be contingent upon consultant providing a Certificate of 

Insurance naming the Town of Bedford as an additional insured for the coverage types and 

amounts specified below. Failure to provide such evidence of coverage acceptable to the Town of 

Bedford shall result in cancelation of this contract award. 
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 Price Quotes shall remain in effect for a period of 60 (sixty) calendar days from the RFQ due date 

until a contract is executed, or this Request for Quote is canceled, whichever occurs first. 

 Price Quotes submitted without the required Certification form (Attachment A) or including other 

conditions of pricing will be disqualified. 

 The Town of Bedford Standard Purchase Order will be for the form of contract utilized (included 

as Attachment B to the RFQ).  

 

INSURANCE AND INDEMNIFICATION 

 

The selected firm shall obtain and maintain at its own expense, general liability and motor vehicle 

liability insurance policies protecting the Town of Bedford in connection with any operation included in 

the contract, and name the Town of Bedford as an additional insured on the policies.  General coverage 

shall be in the amount of $1,000,000 per occurrence and $2,000,000 aggregate for bodily injury and 

property damage liability.  Workers’ compensation insurance, consistent with the requirements of 

Massachusetts law, will also be required, if applicable.  The selected firm shall be required to submit a 

Certificate of Insurance in accordance with the requirements above prior to the commencement of work.  

Failure to submit said Certificate or maintain required coverage shall result in cancelation of the contract. 

 

Indemnification:  The successful applicant shall agree to indemnify and hold harmless the Town of 

Bedford and its officers, boards and employees, and the Bedford Selectmen, from and against all claims, 

causes of action, suites, damages and liability of any kind which arise out to the negligence or willful 

misconduct of the successful applicant or its officers employees, agents and representative regarding the 

project manager serves performed.   

 

Quotes must be signed as follows: 

1. If the proposer is an individual, by her/him personally. 

2. If the proposer is a partnership, by the name of the partnership, followed by the signature of each 

general partner. 

3. If the proposer is a corporation, by the authorized officer, whose signature must be attested to by 

the Clerk/Secretary of the corporation and corporate seal affixed.   

 

RULE FOR CONTRACT AWARD 

 

The contract will be awarded to that Proposer that meets all minimum requirements, offering the best 

(lowest) price, and deemed to be in the best interest of the Town of Bedford.  The Town reserves the right 

to accept any proposal in whole or in part, and to reject any and all proposals. The successful candidate 

will be required to sign an agreement acceptable in form to the Town.   

 

TERM OF THE CONTRACT 

 

It is anticipated that work under this contract shall begin approximately April 9, 2018 and shall be 

completed on or before September 18, 2018 when it is anticipated the new Town Manager will begin 

employment with the Town of Bedford.  If the selected candidate begins work in Bedford and for any 

reason leaves the position within the first 12 months of employment, the consultant shall conduct another 

search under the terms of this contract for an amount equal to position advertising costs, consultant travel 

expenses and other approved directly related expenses only.  
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ATTACHMENT A 

 

REQUIRED CERTIFICATIONS 

 

CERTIFICATE OF TAX COMPLIANCE 

Pursuant to M.G.L. c.62C, §49A, I certify under the penalties of perjury that, to the best of my knowledge 

and belief, the below named business is in compliance with all laws of the Commonwealth relating to 

taxes, reporting of employees and contractors, and withholding and remitting child support. 

 

CERTIFICATE OF CORPORATE AUTHORITY 

The principal, officer or person to sign below pledges under penalties of perjury, that he or she has been 

designated by the owner(s) or the Board of Directors of the below named firm as an authorized 

representative. 

 
CERTIFICATE OF GOOD FAITH  

Pursuant to M.G.L. c. 30B, § 10, I certify under penalties of perjury that, this bid or Quote has been made 

and submitted in good faith and without collusion or fraud with any other person. As used in this 

certification, the word "person" shall mean any natural person, business, partnership, corporation, union, 

committee, club, or other organization, entity, or group of individuals. 

 

CERTIFICATE OF CONFLICT OF INTEREST LAW COMPLIANCE 

The Bidder understands that the Massachusetts Conflict of Interest Law, Chapter 268A of the 

Massachusetts General Laws, applies to the Bidder with respect to the services required to be provided 

under this Contract.  The Bidder and its officers, employees, agents, subcontractors and affiliated agencies 

shall not participate in any activity which constitutes a violation of the Massachusetts Conflict of Interest 

Law or which creates an appearance of a violation of the Massachusetts Conflict of Interest Law. 

 

 

____________________________________________     ________________ 

Signature of individual submitting bid or proposal  Date 

 

____________________________________________ 

Name of person signing bid or proposal (printed or typed) 

 

 

___________________________________            

Name or title of business (printed or typed)   Attested by Clerk/Secretary  

        (for Corporation) 

 

___________________________________   SEAL: 

Business address 

 

 

___________________________________ 

Business phone number 

 

 

 

MUST BE RETURNED SIGNED WITH THE SEALED QUOTATION PACKET 



6 

 

 

ATTACHMENT B 

 

TOWN OF BEDFORD 

PURCHASE ORDER FORM 



 

 
TOWN OF HANOVER 

Board of Selectmen 
550 Hanover St 

Hanover MA 02339 
 

REQUEST FOR PROPOSALS 
 

SEARCH FIRM TO ASSIST WITH TOWN MANAGER RECRUITMENT 
 

OVERVIEW  
 
The Town of Hanover is seeking to recruit a Town Manager.  The Town enacted the Town Manager 
form of government in 2009.   The Town Manager reports to a 5 person Board of Selectmen and is 
assisted in his/her work by a dedicated team of department heads, senior managers and employees. 
The Town is also fortunate to be served by both elected and appointed volunteer Boards, 
Commissions and Committees who take an active role in the governance of the Town. Hanover, a 
community of 14,000 residents, has an open Town Meeting form of government.  
 
Following is the Scope of Services for the Town of Hanover to employ executive recruitment 
services for the recruitment of a Town Manager. It is important that the process includes public 
participation and input from a wide variety of stakeholders. The appointee to the Town Manager 
position will serve in accordance with the Special Act. The link to the Special Act is posted on 
Town’s website at:  http://www.hanover-ma.gov/town-manager/pages/town-manager-act 
 
SCHEDULE AND TIME LINE  
 
The Request for Proposals (RFP) will be available in the Hanover 02339, after 9:00 AM on Thursday 
November 16, 2017, 
 
The RFP is available via email by contacting Ann Lee in the Board of Selectmen’s office:  
ann.lee@hanover-ma.gov  
 
Inquiries involving procedural or technical matters related to the Request for Proposals shall be 
submitted in writing to Brian.barthelmes@hanover-ma.gov 
 
 Proposals will be received until 10:00 a.m. (Boston time) on Monday November 20, 2017. 
 
It is the proposer’s sole responsibility to submit the proposal before the deadline, and the Town is not 
responsible for delays in deliveries, deliveries attempted when Town offices are closed, mistakes in 
deliveries, or any other reason for a proposal that is not submitted prior to the deadline. 
 
 
The award of this contract, if any, will be no later than thirty (30) days after the deadline for the 
submission of proposals. In accordance with the provisions of M.G.L. c.30B, §9, the Town of 
Hanover reserves the right to waive any informality in any or all proposals, or to reject any or all 
proposals, if it is in the public’s best interest to do so.  
 

http://www.hanover-ma.gov/town-manager/pages/town-manager-act
mailto:ann.lee@hanover-ma.gov
mailto:Brian.barthelmes@hanover-ma.gov


 

SCOPE OF WORK  
 
The Town of Hanover (Town) seeks proposals from executive search consultants experienced in 
recruiting municipal executives in Massachusetts to assist the Town in recruiting highly qualified 
candidates for Hanover's next Town Manager.  
 
The Consultant shall work with the Board of Selectmen, Senior Staff of the Town and an appointed 
Screening Committee to actively source, recruit, evaluate suitability of, interview and refer qualified 
candidates to the Town of Hanover for the position of Town Manager.  
 
 
The scope of work will include, but not be limited to, a process which includes the following:  
 
 
• Consultant shall assist the Board of Selectmen, Senior Staff and designated Screening Committee 

in soliciting community input and feedback regarding the traits and management style desired in 
a new Town Manager. This item shall include facilitating at least one community forum, 
interviews with key staff and community stakeholders and compiling results and publishing 
conclusions. 

 
 Consultant will present a written report to the Board of Selectmen with findings and 
recommendations from stakeholder interviews and other information gathering efforts.  
 
•  Consultant shall work with the Board of Selectmen to develop descriptive documents for 
prospective candidates. The descriptive documents shall include: job description, ideal candidate 
profile, and community profile..  
 
• Consultant shall conduct networking and other search activities to generate a diverse pool of highly 
qualified prospective candidates who meet the Board of Selectmen’s selection criteria. These 
activities shall include, at a minimum, publishing the vacancy using regional and national means. 
Consultant shall focus on identifying potential candidates, screening them for suitability with the 
Town of Hanover, motivating them to interview for the position of Town Manager.  
 
• Consultant shall work with the Screening Committee to review resumes of qualified applicants, 
schedule interviews with the Screening Committee and, then, for finalists, with the Selectmen. 
Consultant shall provide training and guidance to the Screening Committee and Board of Selectmen 
in areas of human resources best practices and legal requirements and instructions applicable though 
the process.  
 
• Consultant shall facilitate / conduct two rounds of interviews; the first round involves on-site 

interviews with the screening committee.   The second round of interviews consists of individual 
interviews between the Board of Selectmen and the top two to four candidates emerging from the 
initial interviews.    
 

• Consultant will complete a comprehensive background investigation on the selected candidate 
which shall include, but not be limited to, previous employment, and criminal and motor vehicle 
records checks, finances, references, and interviews with previous employers. 



 

• Consultant will assist with development of terms and conditions of employment, 
compensation, preparation of a conditional offer of employment, and creating a draft of an 
employment agreement. 

 
 

  
PROPOSAL SUBMISSION REQUIREMENTS  
 
Failure to submit documents requested may result in the Town's determination that a proposal is 
nonresponsive unless the Town deems such a failure to be a minor informality.  
 
There are two components to the Proposal:  
 

A) Technical Proposal, including information about the proposer, references, and the services 
to be provided; and  

 
B) Price Proposal, including a fixed price fee for services to be rendered under the terms of 
the contract.  

 
A) TECHNICAL PROPOSAL  
 
The following documentation must be contained in the Technical Proposal to prove responsiveness to 
each required element. Technical Proposals received without the required documentation for each 
required element may be deemed unresponsive. Technical Proposals must be arranged in the order 
specified below, with responses and documentation separated by tabs or index dividers. Each page of 
the Technical Proposal must contain a footer with the page number.  
 
Required Elements of the Technical Proposal:  
  
• Letter of Interest, including the firm's history and the name of the principal or “lead consultant” 
who will be assigned to work directly with the Town on this search. Proposers are directed to note 
that the contract will require that the same principal or “lead consultant” be assigned to this contract 
for the duration of the search process, through and including the hiring of a Town Manager for the 
Town of Hanover.  
• An Organizational Chart, if the Proposer is a firm or corporation, indicating the name and position 
of all consultants who will work with the Town on this search. If the Proposer is not a firm or 
corporation, the Proposer should so state in this section.  
• Current Resume(s), including summaries of credentials and number of years of experience 
providing executive municipal search services for the lead consultant assigned to Hanover and any 
additional consultants who will be assigned to work with the Town on this search.  
• Description of the Proposer's Approach and Plan for performing services outlined in the Scope of 
Work (see above), including:  

o Description of how the Proposer will specifically identify and target the needs of the 
Town in the search for a new Town Manager;  
o Description of the consultant's approach to ensuring community involvement and input;  
o Description of proposed candidate recruitment strategies;  
o Description of the consultant's proposed implementation plan;  



 

o Proposed timeline with specific milestones;  
o List of Recent Contracts, including name, address and telephone number, of all 
communities for which the firm has provided similar Town Manager or Town Administrator 
search services during the past five (5) years and specific persons to contact;  
o References, for a minimum of three (3) comparable executive search projects completed in 
the past five (5) years;  
o Promotional Material, include advertisements, brochures and other recruitment materials 
used in Town Manager/Town Administrator searches or promotional literature about the 
firm;  
o Signed Certificate of Non-Collusion (Included as Attachment A to this RFP);  
o Signed Certificate of Payment of Taxes (Included as Attachment B to this RFP)  

 
 
B) PRICE PROPOSAL  
• The Price Proposal form, included as Attachment C, must be completed and included as the 
proposer's Price.  
• Price Proposals shall remain in effect for a period of 30 (thirty) calendar days from the date of 
proposal submittal or until it is formally withdrawn, a contract is executed, or this Request for 
Proposal is canceled, whichever occurs first.  
• Price Proposals submitted without the required form or including other conditions of pricing may 
be deemed unresponsive.  
 
 
  



 

PROPOSAL SUBMITTAL  
Technical and Price Proposals may submitted electronically or  in separate sealed envelopes and 
plainly marked as follows: “TECHNICAL PROPOSAL-Hanover Town Manager Search”, and 
“PRICE PROPOSAL-Hanover Town Manager Search” along with the name of the consultant, 
consulting firm or executive recruiter clearly marked on both envelopes. For electronic submittals, 
proposals must be submitted as individual attachments for Technical and Price proposals. 
 
• IF PRICES ARE INCLUDED WITHIN THE TECHNICAL PROPOSAL, THE PROPOSAL 

WILL BE DISQUALIFIED.  
 
• Both proposals must be submitted together in one envelope or email and received in the Board of 
Selectmen’s office no later than 10:00 a.m. (Boston time), Monday, November 20, 2017 to:  
 
Ann Lee 
Senior Administrative Assistant to the Town Manager  
Board of Selectmen’s Office  
550 Hanover St  
Hanover, MA 02339 
 
E-MAILED PROPOSALS CAN BE SUBMITTED 
TO: BRIAN.BARTHELMES@HANOVER.MA.COM 
 
ANY PROPOSALS DELIVERED AFTER THE SUBMITTAL DEADLINE WILL NOT BE 
COSIDERED.   
  
It is the proposer’s sole responsibility to submit the proposal before the deadline, and the Town is not 
responsible for delays in deliveries, deliveries attempted when Town offices are closed, mistakes in 
deliveries, or any other reason for a proposal that is not submitted prior to the deadline. There will be 
no public opening of proposals. The names and addresses of all parties submitting proposals will be 
recorded and the proposals will then be provided to the Board of Selectmen and/or their designees 
selected to evaluate the proposals.  
 
EXAMINATION OF DOCUMENTS  
 
Each Proposer shall be satisfied as to the requirements of the contemplated services to enable the 
intelligent preparation of this proposal. The Proposer shall be familiar with all submittal and RFP 
requirements before submitting the proposals in order that no misunderstanding shall exist in regard 
to the nature and character of the contemplated services to be performed. No allowance will be made 
for any claim that the proposal is based on incomplete information as to the nature and character of 
the area or contemplated service.  
 
  

mailto:BRIAN.BARTHELMES@HANOVER.MA.COM


 

EVALUATION OF PROPOSALS  
Technical Proposals will be opened and evaluated by the Board of Selectmen and/or its designees 
who will individually rate the proposals. Evaluation of Technical Proposals will be based on 
weighted, comparative criteria described in this section. The following scale will be used to evaluate 
each criterion, as well as to determine a composite rating for each proposal:  
 
Highly Advantageous  
Advantageous  
Not Advantageous  
Unacceptable  
 
Proposer's Networking Strategies  
 

Highly Advantageous: The Proposal provides more than three (3) examples of how the 
Proposer's established networks of professional municipal contacts will be used in the search 
process and recruitment process to attract a broad range of highly qualified candidates, 
including women and minorities.  
Advantageous: The Proposal provides three (3) examples of how the Proposer's established 
networks of professional municipal contacts will be used in the search process and 
recruitment process to attract a broad range of highly qualified candidates, including women 
and minorities.  
Not Advantageous: The Proposal provides fewer than three (3) examples of how the 
Proposer's established networks of professional municipal contacts will be used in the search 
process and recruitment process to attract a broad range of highly qualified candidates, 
including women and minorities.  
Unacceptable: The Proposal does not include specific examples of networks the Proposer 
will use in the search and recruitment process.  

 
Proposer's Experience/Key Personnel  
 

Highly Advantageous: The Proposer has five (5) or more years’ experience in conducting 
successful executive searches with municipalities and other government or non-profit 
organizations, and during that period has concluded at least three (3) successful searches for a 
Town Manager/Town Administrator in Massachusetts, one of which must have been for a 
municipality of similar size and demographics to Hanover. The Proposer's lead consultant has 
more than five (5) years’ experience conducting Town Manager/Town Administrator 
searches in Massachusetts.  
Advantageous: The Proposer has at least three (3) years’ experience in conducting 
successful executive searches with municipalities, government and other non-profit 
organizations, and during that period has concluded at least two (2) successful executive 
searches for a Town Manager/Town Administrator in Massachusetts. The Proposer's lead 
consultant has at least three (3) years’ experience conducting Town Manager/Town 
Administrator searches in Massachusetts. 
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Not Advantageous: The Proposer has fewer than three (3) years’ experience in successful 
executive searches with municipalities, government and other non-profit organizations, and 
during that period has concluded only one successful executive searches for a Town 
Manager/Town Administrator in Massachusetts. The Proposer's lead consultant has fewer 
than three (3) years’ experience conducting Town Manager/Town Administrator searches in 
Massachusetts.  
Unacceptable: The Proposer has fewer than three (3) years’ experience in executive search 
and hiring processes and has not concluded any successful executive searches for a Town 
Manager/Town Administrator. The Proposer's lead consultant has no experience conducting a 
Town Manager/Town Administrator search in Massachusetts.  
 

Proposer's Approach to Ensuring Community Involvement  
 

Highly Advantageous: The Proposal provides more than three (3) project examples where 
the proposed Lead Consultant for Hanover Town Manager/Town Administrator search has 
organized, trained, and facilitated working groups as part of an executive search process, with 
one (1) of these examples leading to the hiring of a Town Manager/Town Administrator.  
Advantageous: The Proposal provides three (3) project examples where the proposer Lead 
Consultant for Hanover Town Manager/Town Administrator search has organized, trained, 
and facilitated working groups as part of an executive search process, with one (l) of these 
examples leading to the hiring of a Town Manager/Town Administrator.  
Not Advantageous: The Proposal provides fewer than three (3) project examples where the 
proposer Lead Consultant for Hanover Town Manager search has organized, trained, and 
facilitated working groups as part of an executive search process, with one (1) of these 
examples leading to the hiring of a Town Manager.  
Unacceptable: The Proposal provides fewer than three (3) project examples where the 
proposed Lead Consultant has organized, trained and facilitated working groups as part of an 
executive search process, none of which has led to the hiring of a Town Manager.  

 
Proposer's Implementation Plan and Schedule  
 

Highly Advantageous: The Proposal includes a detailed description and examples of 
previously successful recruitment strategies and includes a clearly delineated timeline with 
specific milestones for Hanover's Town Manager search.  
Advantageous: The Proposal includes an outline of some candidate recruitment strategies 
and an implementation plan that includes some milestones for Hanover's Town Manager 
search.  
Not Advantageous: The Proposal lacks specific candidate recruitment strategies or specific 
milestones for Hanover's Town Manager search.  
Unacceptable: The Proposal does not include any information about a proposed 
implementation plan and schedule.  
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Proposer’s References  
 

Highly Advantageous: All five (5) references were satisfied with the Proposer's work and 
stated that all executive search tasks were completed within the time frame required.  
Advantageous: All five (5) references were satisfied with the Proposer's work and stated that 
all executive search tasks were completed but not within the time frame(s) required.  
Not Advantageous: Fewer than five (5) references were satisfied with the end results.  
Unacceptable: The preponderance of references were dissatisfied with the end results.  

 
 
Proposer's Recruitment Materials  
 

Highly Advantageous: The Proposer includes samples of advertisements, brochures and 
other forms of candidate outreach from at least five (5) different Town Manager searches 
with the proposal, at least one (1) of which involves a Town Manager search in 
Massachusetts.  
Advantageous: The Proposer includes samples of advertisements, brochures and other forms 
of candidate outreach from at least three (3) different executive searches with the proposal, at 
least one (1) of which involves a Town Manager/Town Administrator search in 
Massachusetts..  
Not Advantageous: The Proposer includes three (3) or fewer samples of advertisements, 
brochures, and other forms of candidate outreach with the proposal, none of which involve a 
Town Manager/Town Administrator search.  
Unacceptable: The Proposer does not include samples of advertisements, brochures or other 
forms of candidate outreach.  

 
 
All Technical Proposals will be given a cumulative ranking based on individual rankings of the 
following weighted elements, using a scoring sheet included as Attachment D: Proposer's 
Networking Strategies, Proposer's Experience/Key Personnel, Proposer's Approach to Ensuring 
Community Involvement, Proposer's Implementation Plan and Schedule, Proposer's Recruitment 
Materials, and Proposer’s References.  
 
The Town of Hanover Board of Selectmen and/or their designees may invite all Proposers to be 
interviewed who submitted the most advantageous Technical Proposals, taking into consideration all 
of the Technical Proposal criteria, and have most advantageous overall evaluation ratings. Interviews 
will be ranked as follows:  
 

Highly Advantageous: The Lead Consultant for this project was present, clearly stated a 
plan of action, demonstrated excellent communications skills, presented other personnel with 
experience and skills who will be assigned for the duration of this project, and successfully 
responded to all questions.  
 
   



 

Advantageous: The Lead Consultant for this project was present, outlined a plan of action, 
demonstrated excellent communication skills, presented other personnel with experience and 
skills who will be assigned for the duration of this project, and successfully responded to 
most of the questions.  
Not Advantageous: The Lead Consultant for this project was present but did not present a 
clear plan of action, or was unable to communicate effectively, or presented other personnel 
who did not have the experience and skills to work on this project and/or who would not be 
assigned for the duration of this project, or did not successfully respond to questions.  
Unacceptable: The Lead Consultant for this project was not present at the interview or was 
unable to communicate effectively and did not successfully respond to questions.  
 
At the conclusion of the interviews, a composite rating will be assigned to each Proposal. 
After review of the composite ranking of the Technical Proposal and interviews, the Price 
Proposals will be opened and evaluated by the Finance Director for the Town of Hanover.  

 
 
CONTRACT AWARD  
The contract will be awarded to that Proposer deemed by the Board of Selectmen and/or its designees 
to have submitted the most advantageous proposal taking into consideration all of the Technical 
Proposal criteria and Proposers' interviews in addition to the Price Proposals. In accordance with the 
provisions of G.L. c. 30B, sec. 9, the Town of Hanover reserves the right to waive any informality in 
any or all proposals, or to reject any or all proposals, if it be in the public’s best interest to do so.  
 
TERM OF THE CONTRACT  
It is anticipated that work under this contract shall begin approximately December 1, 2017 and shall 
be completed on or before April 15, 2018 when it is anticipated the new Town Manager will begin 
employment with the Town of Hanover. If the selected candidate begins work in Hanover, and for 
any reason leaves the position within the first 12 months of employment, the consultant will conduct 
another search under the terms of this contract for an amount equal to out-of-pocket expenses only.  
  



 

 
ATTACHMENT A 

(To be submitted with the TECHNICAL PROPOSAL) 
 
 

CERTIFICATE OF NON-COLLUSION 
 

The undersigned certifies under penalties of perjury that this bid or proposal has been made and 
submitted in good faith and without collusion or fraud with any other person. As used in this 
certification, the word “person” shall mean any natural person, business, partnership, corporation, 
union, committee, or other organization, entity, or group or individuals.  
 
 
Name of person signing bid or proposal ___________________________________________ 
 
 
Name of Business Entity (if any) _________________________________________________ 
 
  



 

ATTACHMENT B 
(To be submitted with the TECHNICAL PROPOSAL) 

 
CERTIFICATE OF TAX COMPLIANCE  
 
Pursuant to MG c. 62C, § 49A, the undersigned acting on behalf of the Contractor, certifies under the 
penalties of perjury that, to the best of the undersigned's knowledge and belief, the Contractor is in 
compliance with all laws of the Commonwealth relating to taxes, reporting of employees and 
contractors, and withholding and remitting child support.  
 
**Signature of Individual *** ____________________________________ 
 
 
Contractor's Social Security Number (Voluntary) or Corporate Contractor (Mandatory) or Federal 
Identification Number : ________________________________________ 
By: Date: _____________  
 
 
Corporate Officer (Mandatory, if applicable)  
** The provision in the Attestation relating to child support applies only when the Contractor is an 
individual.  
** Approval of a contract or other agreement will not be granted unless the applicant signs this 
certification clause.  
*** Your social security number will be furnished to the Massachusetts Department of Revenue to 
determine whether you have met tax filing or tax payment obligations. Providers who fail to correct 
their non-filing or delinquency will not have a contract or other agreement issued, renewed, or 
extended. This request is made under the authority of GL c. 62C, § 49A.  
 
 
 
 
 
 
 
 
 
 
  



 

 

ATTACHMENT C 
 

Price Proposal (To be submitted in a separate sealed envelope and/or attachment from the 
Technical Proposal)  
 
The price proposal (one original copy) must be submitted without “conditions or exceptions” and 
must be submitted under separate cover and in a sealed envelope.  
 
The price proposal set forth in this proposal shall constitute full and complete compensation for the 
services to be provided by the Consultant’s Firm. There shall be no reimbursement for out-of-pocket 
or other expenses incurred by the Consultant in connection with the performance of the services 
without the approval of Board of Selectmen. Any exceptions may result in the rejection of the 
proposal.  
 
Price Proposal for The Town of Hanover Town Manager search:  
 
$ ______ Total Fixed Fee Contract Price  
 
Total Fixed Fee Contract Price in words:____________________________  
 
Signature: __________________  
 
Date: Title: __________________  
 
Company: ________________________ Tel: ______________Fax:_______________  
 
Address: ______________________________________________________________  
 
City: __________State: ____Zip: _____ 
 
Email______________________________________  
 
  



 

ATTACHMENT D 
Technical Proposal Rating Sheet 

 
 

Each element of the Technical Proposal must be rated using the following scale:  
 
Highly Advantageous -3 Advantageous -2 Not Advantageous -1 Unacceptable -0  
 
 
Name of Proposer __________________________________________________  
 
  



 
 
 
 
 
 
 
 
 

       Public Ceremonies and Celebrations Committee 
 
                                 2018-2019 Calendar of Events 
 
Veteran’s Day Flag Retirement at Sleepy Hollow Cemetery   
Sunday, November 11, 2018 at 8:00 am 
 
Honored Citizen Ceremony at Harvey Wheeler Center 
Sunday, March 24, 2019 at 1:30 pm 
 
Meriam’s Corner  
Saturday, April 6, 2019 at 1:00 pm 
 
Patriot’s Day 
Monday, April 15, 2019 at 9:00 am 
 
Dawn Salute at Buttrick Hillside  
Friday, April 19, 2019 at 6:00 am 
 
Memorial Day 
Monday, May 27, 2019 at 
9:00 am – Rideout Field 
11:00 am – Monument Square 
 
 
John Arena III, Chair              Robert Norton                    Edward Murray 
Tom Valle                                Erin Logan                         Trish Ng  
Julissica Rona 
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