Town of Sterling
Joint Finance and Capital Committee

Meeting Minutes
September 12, 2023

Finance Committee Meeting called to order at 6:30pm by Joe King
Capital Committee Meeting called to order at 6:30pm by Lynne Sheppard

Finance Committee Attendees: Joe King (Vice-Chair), Lynne Sheppard, George Handy, Paul Austin
Capital Committee Attendees: Lynne Sheppard (Chair), Paul Austin, Joe King, Liz Pape

Absent: Christina Lashua,

Other Attendees: Valerie Handy, Recording Secretary; Mark Gauthier, Ezequiel Ayala and John Kilcoyne

Agenda Items:

Consideration of applicant Mark Gauthier for appointment to Finance Committee, Ezequiel Ayala for
appointment to Finance and Capital Committee and Consideration of John Kilcoyne for appointment
to Capital Committee: After discussion and questions to the three applicants, the following motions
were approved:

Approved Motion to Approve Ezequiel Ayala and Mark Gauthier to the Finance Committee: Motion by
Joe King, 2" George Handy. Unanimously approved.

Approved Motion to Approve Ezequiel Ayala and John Kilcoyne to the Capital Committee: Motion by
Lynne Sheppard, 2" Joe King. Unanimously approved.

Welcome and Congratulations to Mark, Ezequiel and John! The town moderator has given approval and
the next step will be Selectboard approval.

Open Meeting Law: Joe K. clarified acceptable committee discussions. Discussions between members
outside a formal meeting, whether in-person, by telephone or any other electronic mode are not in
violation of Open Meeting Law provided a quorum of members is not present. Joe further mentioned
that it is permissible to convey factual data via email to all, as long as opinions are not included in the
email.

FY25 ATM Calendar review/recommendations/approval: Joe presented a draft copy of the 2023-2024
Annual Town Meeting Calendar & Finance Committee FY25 Budget Schedule (Attachment 1)

Motion to Accept Calendar as Presented: Motion George Handy.; 2™ Liz Pape. Discussion ensued, no
votes taken.

Motion to Amend Calendar: Add the wording “within 30 days after the ATM, convene to elect officers
and publish agenda 48 business hours prior”. Motion by George Handy., 2" Joe King. Motion not
approved three to two.

Motion to Amend Calendar: Add the wording “for budget presentations” to the February 2024 Select
Board/Fin Com meeting. Motion by Liz Pape 2" Lynne Sheppard. Unanimously approved.

Motion to Accept Amended Calendar: Motion by George Handy, 2™ Liz Pepe. Unanimously approved.



Discuss and vote on meeting minutes approval method: Joe K. presented a proposal on a new approval
method (Attachment 2):

Proposed Written FinCom/CBC Meeting Minutes Approval Policy:

Sterling FinCom and CBC must create and approve minutes of all meetings, including executive sessions,
in a timely manner. A “timely manner” will generally be considered to be within the next three public
body meetings or within 30 days, whichever is later, unless FinCom/CBC can show good cause for
further delay.

When the next planned Sterling FinCom/CBC meeting falls within the 30-day approval requirement, the
minutes of such preceding meeting shall be approved at the next meeting by majority vote.

When the next planned Sterling FinCom/CBC meeting falls outside of the 30-day approval requirement
(such as at the end of a FY meeting sequence, heading into summer break), then the minutes of such
preceding meeting may be approved by the FinCom/CBC Chairs or Vice-Chairs alone OR by consent
(considered approved unless there is an objection)

Approved Motion: Proposed Written Approval Policy*. Motion by Liz Pepe, 2" Lynne Sheppard.
Approved three to two.

Discuss and vote on Capital reporting request and frequency:

Lynne S. led off the discussion suggesting the goal of establishing some standard reports and data that
are needed for FinCom and CBC to operate effectively. Some background: Bill Caldwell, Town
Administrator and Fred Aponte, Town Accountant, are key resources in obtaining town reports and
data. In 2016 the town purchased “Soft Write”, a software package used by the Treasurer, the
Assessors, and the Town Accountant as the Town’s Database and Reporting System. Data is only
available from 2016 forward (history was not loaded). Data is by account, so borrowing, ARPA and
Water Enterprise are separate from Free Cash or Capital dollars. There are canned reports which can be
generated in either pdf or Excel format. If we want new reports or changes to existing reports, the work
would need to be contracted out to the software vendor.

Some of the benefits of establishing or identifying existing standard reports were discussed:

® Avoid overloading Bill and Fred with multiple requests for the same or similar data.

e Take advantage of already existing canned reports if they satisfy the needs and establish a
distribution, frequency, and format to avoid extra work.

e Understand the data elements available, so that reports can be filtered and sorted to allow
analysis by Department and other key data attributes. (Note: It was mentioned that a report
giving Budget vs. Actual status is needed and would be appreciated by Depts as well as FinCom.
Such a report currently exists but may not have the data elements needed for analysis by Dept.
or spending category.)



Lynne suggested we form a sub-committee to investigate existing reports and data available and to
determine a set of standard reports / data that will help us effectively evaluate and recommend
annual budget and capital spending as well as monitoring our performance to the financial
objectives set by policy and at the Annual Town Meeting.

Approved Motion: To form sub-committee to work on Capital Reporting. Motion, Liz Pape, 2" George
Handy. Unanimously approved.

Action: LynneS,, Liz P, Paul A,, Ezequiel A., Mark G., and George H. volunteered to work on the sub-
committee.

Next Meeting: Tues, Sept 26 @6:30pm.
Finance and Capital Committee Adjourned: 8:00pm



Attachment 1
2023-24 Annual Town Meeting Calendar & Finance Committee FY25 Budget Schedule

DRAFT COPY

Adopted by Select Board: Date:
Maureen Cranson

Adopted by FinCom: Date:
Joseph King

Adopted by CBC: Date:
Lynne Sheppard

Adopted by TA: Date:

William Caldwell

Timeline Topic
October/November Develop budget forms and letters for sending to Department Heads

Discuss budget process

Develop initial revenue projections

Finalize FY24 calendar

FinCom Liaisons meet with Department Heads / Boards / Committees
FinCom recommends budget targets and capital request guidelines
Budget forms and letters sent to Department Heads / Boards /
Committees

November 2023 Town Administrator sends requests to all departments/committees
seeking FY24 budget input, both expense and capital items.

By November 18, 2023 Departments to submit capital requests to the Town Administrator

December 2023 Departments/Committees meet with CBC to review requests

Dec 2023 > Feb 2024 FinCom Liaisons meet with Department Heads / Boards / Committees

By Fri, Jan 5, 2024 Departments/Committees to return budget requests to TA

January 2024 Accountant, Treasurer, Town Admin, FinCom Chair review budgets for
accuracy / completeness. Each Department meets with Accountant,
Town Admin, and FinCom Chair for questions / revisions

Tue, Jan 17, 2024 ATM warrants open

Mon, Jan 26, 2024 Budgets distributed to FinCom and CBC

February 2024 FinGom chooses budget interview schedule and prepares questions



2023-24 Annual Town Meeting Calendar & Finance Committee FY25 Budget Schedule
DRAFT COPY

Deadline for STM & ATM money articles (wording only)
Determine dates for Departments to present to FC/CBC
FinCom and CBC meet to finalize capital recommendations

February 2024 Select Board / FinCom meeting (for budget presentation)
Wachusett School District budget presentation
Monty Tech budget presentation

February/Early March CBC and FC Make final recommendations on Capital and Budget
requests

Mar 13, 2024 Select Board:
Vote preliminary recommendations

Fri, Mar 15, 2024 ATM Warrant closes at 12:00pm (noon)

Wed, Mar 23, 2024 Select Board: Vote final recommendations. Send draft warrant to Town
Counsel for review

March/Early April Budget and Warrant presentation to Select Board. Select Board signs
warrant and prepares motions

Last day to send warrant to printer

Fri, Apr 12, 2024 Last day for Constables to post warrant(s). Warrant(s) posted on Town
Website
April 2024 Motions ready and sent to Moderator and Town Counsel for review

Motions back from Town Counsel
Select Board Meeting with Moderator to plan ATM / STM
Mon, May 6, 2024 ATM and STM (if needed) Chocksett MS Gym

Mon, May 13, 2024 Town Elections Houghton Elementary Gym



Attachment 2

Background Information:

29.11: Meeting Minutes

(1) A public body shall create and maintain accurate minutes of all meetings, including
executive sessions, setting forth the date, time and place, the members present or
absent, a summary of the discussions on each subject, a list of documents and other
exhibits used at the meeting, the decisions made and the actions taken at each
meeting, including the record of all votes, in accordance with M.G.L. c. 30A, § 22(a).

(2) Minutes of all open and executive sessions shall be created and approved in a
timely manner. A “timely manner” will generally be considered to be within the next
three public body meetings or within 30 days, whichever is later, unless the public body
can show good cause for further delay. The Attorney General encourages public bodies
to approve minutes at the next meeting whenever possible.

Open Session Meeting Records

The Open Meeting Law requires public bodies to create and approve minutes in a timely
manner. A “timely manner” is considered to be within the next three public body
meetings or 30 days from the date of the meeting, whichever is later, unless the public
body can show good cause for further delay. The Attorney General encourages minutes
to be approved at a public body’s next meeting whenever possible. The law requires
that existing minutes be made available to the public within ten days of a request,
whether they have been approved or remain in draft form. Materials or other exhibits
used by the public body in an open meeting must also be made available to the public
within ten days of a request.

What are the acceptable methods for approving meeting minutes?

Public bodies must create and approve minutes of all meetings, including executive
sessions, in a timely manner. A “timely manner” will generally be considered to be within
the next three public body meetings or within 30 days, whichever is later, unless the
public body can show good cause for further delay. The Attorney General encourages
public bodies to approve minutes at the next meeting whenever possible. The Open
Meeting Law does not govern the method for approving those minutes, however. Public
bodies may choose the method for approving their minutes, including approval by the
public body chair alone, by majority vote of the public body, or by consent of the body
(approved unless there is an objection). When a quorum of a public body approves
minutes, however, it must do so during a noticed meeting.



Proposed Written FinCom/CBC Meeting Minutes Approval Policy:

Sterling FinCom and CBC must create and approve minutes of all meetings, including
executive sessions, in a timely manner. A “timely manner” will generally be considered
to be within the next three public body meetings or within 30 days, whichever is later,
unless FinCom/CBC can show good cause for further delay.

When the next planned Sterling FinCom/CBC meeting falls within the 30-day approval
requirement, the minutes of such preceding meeting shall be approved at the next
meeting by majority vote.

When the next planned Sterling FinCom/CBC meeting falls outside of the 30-day
approval requirement (such as at the end of a FY meeting sequence, heading into
summer break), then the minutes of such preceding meeting may be approved by the
FinCom/CBC Chairs or Vice-Chairs alone OR by consent (considered approved unless
there is an objection)
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