Town of ______
Planning Board
address
Town, NH

phone
MEMORANDUM

To:

Department Heads or Board/Committee Chairs and School Board

From:

________, Planning Board and CIP Committee Chair



Date:  

September _____, 2005
Subject:

2006-2011 Capital Improvements Program Project Solicitation

As you may know, the Planning Board is undertaking an effort to develop a Capital Improvements Program (CIP) to help implement the Master Plan.  To carry out the development of the CIP, the Planning Board will appoint a CIP Subcommittee to oversee the process at its _______ regular meeting.

You were identified as a main contact for your Department, Board, or Committee.  The CIP will contain a listing of all capital projects and purchases that may be undertaken by the Town between 2006 and 2011. In order to obtain this information, the Planning Board is requesting that any major purchases that each Department intends to undertake over the next six (6) fiscal years be documented for inclusion into the Town’s CIP for consideration during the annual budget process.  

For your capital project(s) to be considered in the budgeting process, the submittal of this documentation is essential. Attached to this memorandum are several CIP Project/Purchase Request Applications which should be completed if your Department intends to undertake any capital projects during this six-year time period.  Free to make additional copies of the Applications if needed or visit the Town Office to pick up more.
If you need assistance completing your Applications or have questions, please contact __________ (phone). 
We may contact you to attend one of the early CIP Subcommittee meetings to explain your project(s).  The Planning Board, Board of Selectmen, and the CIP Subcommittee sincerely appreciate your assistance with this important community project.  

Please Return Applications by  _____, 2005
To ________

The back side of this memo contains general information about a CIP and the guidelines for CIP projects.

Information about the CIP

The CIP is a document designed to better-forecast long-range capital needs of all Town departments, boards, and commissions.  By creating such a program, it is hoped that sharp fluctuations in the tax rate due to unanticipated capital expenditures will be eliminated.  Also, by creating a CIP, the Town will acquire the ability to regulate growth and/or charge development impact fees.  New Hampshire RSA 674:7 requires, as part of the CIP process, that all municipal departments and related agencies submit a statement of all capital purchases and projects they intend to undertake during the term of the CIP upon request of the Planning Board.  The same statute also requires communication between the Planning Board and School Board.

The CIP is meant to supplement the current budget process.  By taking place prior to the regular budget process, the CIP will help guide decisions of the Selectmen, and will help those entities understand the long-term needs of each department so that the Town can make informed and pro-active fiscal decisions.  In order to make this project a success, your participation is required.  

Please note that the CIP is an advisory document only; the inclusion of any particular project/purchase on your list or its listing in the CIP does not commit the Town to that expenditure. After adoption, the final CIP will be distributed to the Board of Selectmen for consideration during the budget process. 

Information about the Eligible Projects
Using the attached Project Applications, please provide recommendations for specific capital projects or purchases your Department or Committee would like to undertake within the next six years (between 2006-2011) and provide costs estimates for each.  For the purposes of the CIP, a capital expenditure is defined as a project/purchase outside of the normal operations and maintenance, having the following characteristics:

A gross cost of at least $15,000; and,

· A useful life of at least two (2) years; and,

· Is non-recurring (i.e. not an annual budget item); or

· Any project requiring bond financing.

Common examples of CIP items include:

· Architectural / Engineering Studies and/or Feasibility Analyses or Plans

· Road and Bridge Reconstruction Projects.

· Installation of traffic signals.

· Construction of sidewalks and bicycle paths.

· Construction of recreational facilities.

· Construction / renovation / expansion of municipal buildings, including town hall, town offices, library, schools, fire / police station, highway department garage, etc.

· Acquisition of conservation land.

· Expansion of schools, school equipment, or school renovations.

· Acquisition of historic structures and sites.

· Installation / renovation / expansion of waterlines.

· Property revaluation.

· Creation of Master Plans.

· Lease and/or purchase of heavy equipment and vehicles such as police cruisers, fire equipment, and highway department equipment.

If the project or purchase is eligible for any federal or state grants, matching funds, or loans, please indicate on the Application for each project / purchase.  One Application should be completed for each capital request.  When necessary, please attach additional pages to each Application for further explanation of each project.  If you have detailed cost estimates as provided from contractors, architects, engineers, and/or sales representatives, they should be attached.
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