MPM Selection for Municipal Staff Member or Regional Planning Commission Member for
Scoping Projects

The Town of East Montpelier has entered into an agreement with the Vermont Agency of Transportation to
develop a project known as Pedestrian and Bicycle Sidewalk Scoping Study #CA0922 This project is funded
in part by the Federal Highway Administration and the Vermont Agency of Transportation. Accordingly, all
aspects of project development, from developing a purpose and need statement to constructing the project,
must conform to federal and state regulations.

The Town of East Montpelier is proposing that the following individual: Jennifer Devine will provide
municipal project management services.

The individual named above will be referred to as the Municipal Project Manager or MPM.
The MPM duties will be as outlined in the Town’s Grant Agreement and in the MAB Guidebook. Tools to

assist the MPM are found on the MAB sharepoint site
(https://outside.vermont.gov/agency/VTRANS/external/MAB-LP.)

The requirements and responsibilities of the MPM include:

Responsible for ensuring that ALL aspects of the project follow the “VTrans Project Development Process”
and adheres to the Municipal Assistance Bureau (MAB) “Guidebook for Municipally Managed Projects”.

Responsibility for coordinating all project activities and monitoring all aspects of project development on
behalf of the municipality. The MPM is responsible for ensuring adherence to federal and state rules and
regulations relative to developing and constructing a project.

Review and monitor project schedule to coordinate all activities necessary for completion of the project.
This responsibility includes providing regular progress reports to VTrans (biweekly or monthly depending on
scope of project.)

Solicit and coordinate Request for Proposals / Qualifications and Scope of Services for any and all consulting
needs subject to VTrans approval. Examples are available. Act as member of selection team and maintains
responsibility for documenting these processes.

Review and ensure that all provisions of all contracts are met or satisfied and submitted on time and within
cost limits. This includes ongoing tracking of expenditures compared to contract amounts and the overall
project budget.

Carefully review all project invoices to ensure billing matches work completed and provide invoices and
supporting documentation to VTrans along with a statement attesting to the accuracy, completeness and

reasonableness.

Arrange for, participate in and provide follow-up documentation of all project-related discussions, meetings
or hearings.

Review of project plans and documents for conformance with MAB standards prior to submitting to VTrans.
Assist the municipality in all right-of-way, utility and/or railroad issues and process.

Review the project for compliance with all federal, state and local laws, ordinances, regulations and permit
requirements, including environmental permitting.


https://outside.vermont.gov/agency/VTRANS/external/MAB-LP/

Assist the municipality in preparing a bid package for construction, in conformance with federal and state
regulations. Documents and answers all inquiries during project advertisement. Once bids are received and
opened, assist municipality in determining whether apparent low bidder is responsible.

Provide a Project Acceptance Memo to VTrans (A template can be provided.)

Keep a master project file, to become the possession of the Town once the project is completed. Should any
additional information be necessary to meet any reviews of the project, such as an audit, the MPM will be
responsible for providing or securing this.

Proposed MPM candidates should submit responses to the questions on the following page along
with a detailed RESUME that highlights their credentials and experience in relation to Project
Management. Along with the response to questions and the resume, the project sponsor must
submit a letter of appointment and support for the proposed MPM candidate on Municipal
Letterhead.



The following questions will be scored by a minimum of two members of the VTrans Municipal Assistance Bureau. The
resulting scores will be evaluated to ensure the proposed individual has satisfactory understanding, experience and time
available to serve as MPM on this project. Please provide specific examples that support your answers as applicable.

1. Please define: In an average workweek how many hours are you available to allocate to project specific MPM
duties for this project? 1-35 hours available each week. Note that this project is likely to take between two
and four years from beginning to completion of construction. Please describe your commitment to remain as
the MPM for the duration of the project. How would this commitment fit into your routine workload?

I work 35 hours per week for the town. | could balance this workload with other tasks during the week as
needed. | am committed to the success of the project and would work extra hours as the project requires
as well as | am a salary.

2. Please describe your experience and familiarity with the Vermont Agency of Transportation’s project
development process and experience with projects overseen by the VTrans Local Projects / Municipal
Assistance Bureau.

While my direct experience with the MAB—formerly the Local Transportation Facilities (LTF) program—is a
new frontier, | possess a comprehensive understanding of the federal and state oversight requirements
that govern public infrastructure. My 2 years experience in road construction has provided me with a
practical foundation in the complexities of site management, safety compliance, and the coordination of
multi-disciplinary teams, all of which are essential for navigating the MAB’s project delivery phases. | am
highly proficient in the rigorous documentation and reporting standards required for state-funded
municipal projects, and | am prepared to leverage my certification as a project manager to ensure that all
project milestones are met with precision, transparency, and adherence to VTrans guidelines.

3. Please describe your experience and/or general knowledge of civil engineering topics related to
transportation or stormwater management infrastructure.

As the Road Commissioner, | have developed a robust practical foundation in civil engineering, specifically
regarding the restoration and resilience of transportation and stormwater infrastructure by managing
FEMA projects as well as the ongoing management and troubleshotting of the town’s road issue tracker as
well. Since April 17, 2024, | have successfully executed multiple road reconstruction projects necessitated
by severe flood damage, which required immediate site assessment, hydraulic permitting, stabilization and
oversight, and the implementation of resilient drainage solutions. My experience involves managing the
lifecycle of these repairs, ensuring that the reconstructed assets meet modern standards for hydraulic
capacity and structural integrity. | also hired and was responsible for vendor management of engineers and
overall project management and management of processes and documentation within various grant
systems, etc.

4. Please give a brief overview of your understanding and experience related to the requirements of the right of
way process and acquisitions where Federal Highway is a funding source.

| am the Road Comissioner and | have overseen and led 3 large successful culvert construction projects for
FEMA and 2 years of town road projects, town garage build for $4.95M, that required me acquiring several
easements from property owners. | am prepared, if it is needed to follow a ROW process that involves
several critical phases: appraisal, review, negotiation, and acquisition. When federal funds are involved,
VTrans and the municipality must demonstrate that the acquisition process is transparent and that the
property owner received just compensation based on a certified appraisal. My experience in road project
management has taught me that easements and the ROW process is often the most significant factor in a
project’s critical path. Any deviation from the established federal procedures—such as failing to provide
required notices or neglecting to secure proper title—can jeopardize federal funding eligibility for the



entire project. Effective coordination in this area requires early identification of potential impacts on
private property. | recognize that the acquisition process must be completed prior to the advertisement of
a construction contract to ensure compliance with federal regulations. My approach involves maintaining
clear documentation of all communications with property owners.

Please give a brief overview of your understanding and experience related to securing and complying with
environmental permits & clearances.

I am the Road Comissioner and | have overseen and led 3 large culvert projects for FEMA and many other
of the town road & village planning projects as well, that required me to obtain all the necessary permits,
fema sign offs, managing site visits and clearance. Aslo as Town Administtrator | oversaw permits required
for the $4.95M new town garage build as well. | put together a project plan and managed those tasks
without issue.

Please define your project management experience, especially where federal funding was involved. This
should include your roles and responsibilities for overseeing contracts, solicitation and procurement of
services, advertising of bids, compliance monitoring, records management and retention, and project
financial oversight / invoicing.

I have managed $2.1 Million FEMA portfolio of projects for the town to closure. | am managing a $5.3Million
town project portfolio with many types of grants including federal and state.

Please describe your role coordinating with multiple internal and external stakeholders to accomplish a project.
Be sure to address your techniques for effective communication.

In my capacity as Town Administrator, Emergency Mangement Director and Road Commissioner, | have found
that successful project delivery relies on a structured communication framework that bridges the gap between
technical requirements and stakeholder expectations. My approach to coordinating internal teams—such as
our road crew and administrative staff—and external stakeholders—including VTrans representatives, regional
planning commissions, and private contractors—is rooted in transparency and proactive engagement.

To ensure alignment, | utilize a "Communication Matrix" that identifies each stakeholder’s information
needs, preferred frequency of updates, and their specific role in the project lifecycle. When managing
complex infrastructure projects, | prioritize early and frequent dialogue to mitigate risks before they escalate
into delays. For instance, when coordinating flood-recovery efforts, | established a briefing schedule to
ensure that all parties were informed of site conditions, resource availability, and regulatory compliance
status. This practice of "active listening" allows me to identify potential conflicts early, such as conflicting
priorities between environmental permitting and construction timelines, and resolve them through
collaborative problem-solving. Furthermore, | maintain a centralized project repository and frequently
updated project plan to ensure for communicating to stakeholders so there is a "single source of truth,"
which reduces miscommunication and ensures that everyone is working toward the same project objectives.
By maintaining this level of professional coordination, | ensure that the project remains on schedule and
within budget, while fostering trust among the community and oversight agencies.

List MAB (or former LTF) projects you have worked on as MPM and indicate VTrans staff person you worked
with. (This question not scored)

While this will be my first time managing a VTrans Municipal Assistance Bureau (MAB) project—formerly
known as the Local Transportation Facilities (LTF) process—I| bring extensive experience in project
management and leadership, including two years of direct oversight on road construction projects. As a
certified project manager, | possess the technical proficiency and organizational skills necessary to
successfully navigate the requirements of this program.
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