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Handbook for Vermont Municipal Clerks (2000)
An indispensable tool for the newly elected clerk as well 
as experienced officer.  Discusses the duties and respon-
sibilities of the position and includes chapters on licens-
ing, taxation, and recording procedures.
(M)$40.00 (NM)$50.00 Order Code #3023

Handbook for Vermont Municipal Treasurers (2002)
A comprehensive guide to the statutory duties of the mu-
nicipal treasurer.  Also addresses the treasurer’s relation-
ship with other local officials.
(M)$30.00 (NM)$40.00 Order Code #3026

Handbook for Vermont  
Selectboards (2011)
An extensive guide to 
the varied responsi-
bilities of local legislative 
bodies.
(M)$45.00 
(NM)$60.00  
Order Code #3014

Handbook for Vermont 
Town Officers (1999)
This handbook offers a 
concise description of each Vermont local government 
office. 
(M)$25.00 (NM)$40.00 Order Code #3015

Contracting for Municipal 
Projects (2001)
A reference guide for commu-
nities developing construction 
projects requiring professional 
consulting or construction 
services.   
Not for purchase. Available 
online at vlct.org.

Handbook for Collectors of 
Delinquent Taxes (2008)
An overview of the statutory and practical requirements 
of the position.  Chapters on different tax collection 
methods and special problems are followed by an exten-
sive appendix of sample forms, letters, and policies. 
(M)$30.00 (NM)$40.00 Order Code #3011

Handbook for Locally Elected Auditors (2008)
An easy-to-use guide to the statutory and practical re-
quirements of the position of town auditor.
(M)$20.00 (NM)$30.00 Order Code #3012

Handbook for Vermont Moderators 
(1998)
A quick reference guide for mod-
erating town meetings in Vermont.  
Outlines statutory requirements and 
guides moderators through provi-
sions of Robert’s Rules of Order. 
(M)$8.00 (NM)$10.00 Order Code 
#3013

VLCT offers a variety of publications designed to help our members and others understand 
the duties and responsibilities of Vermont local government positions.

Our handbooks cover specific offices (selectboard, treasurer, clerk, etc.) or specific functions 
(highway, personnel management, ordinance enforcement, etc.)  Our surveys and posters 
provide easy access to frequently requested information. You may also order additional sub-
scriptions to the print versions of VLCT’s monthly newsletter and weekly legislative bulletin.

To order from this Catalog, please use the Order Form on Page 4 or visit www.vlct.org’s 
Marketplace to place an on-line order.  Prices indicated are (M) for member and (NM) for 
nonmembers.  Please note that VLCT members may download our handbooks and other 
selected materials for free from www.vlct.org. (Find them in the Resource Library.)

For more information, please call VLCT at 1(800) 649-7915 or email us at info@vlct.org.
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A Comprehensive Guide for 
Vermont Selectboard Members

Contracting for Municipal Projects

A Manual for Vermont Municipalities

September 2001
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Posters 
Access to Public Records (2011)

Clearly summarizes key provisions of Vermont’s Access to 
Public Records Law.
(M)$2.00 (NM)$4.00 Order Code #5002

Municipal Calendar (annual)
July 1 to June 30 calendar lists important dates and statu-
tory deadlines relating to elections, property taxes, etc. 
(M)$5.00 (NM)$7.50 Order Code #5004

 

Municipal Clerk Fee    
    Schedule (2009)

Lists the fees municipal 
clerks can charge for various 
documents and services. 

  (M)$5.00 (NM)$7.50    
   Order Code #5006 

Municipal Dog and Wolf-   
   Hybrid Licenses and Fees .
   (2010)

Lists licensing requirements 
and the fees municipal 
clerks can charge for dog 
and wolf-hybrid licenses.
(M)$5.00 (NM)$7.50 
Order Code #5003

Open Meeting Law (2011)
 Summarizes key provisions of Vermont’s Open Meeting Law.
(M)$2.00 (NM)$4.00 Order Code #5005

Workplace Poster Packet (2011)
Includes all state and federally required workplace posters 
for placing in a prominent location in your municipality.  
Fifteen posters are included.
(M)$15.00 (NM)$40.00 Order Code #5007

Handbooks Continued 

Highway Handbook (2001)
Guide to laws governing the use and maintenance of Ver-
mont’s local roads.  Ideal for selectboards, road commis-
sioners, and municipal attorneys.
Not for purchase. Available online at vlct.org.

Local Official’s Guide to Developing Better  
Community Post  
Offices (2001)
A handbook for local officials and residents to help de-
velop and implement solutions to proposed post office 
expansion and relocation.  
(M)$15.00 (NM)$15.00 Order Code #3008

Model Financial Policies (2010)
	 Includes 11 financial 

policies that address is-
sues commonly faced 
by Vermont municipali-
ties, along with descrip-
tions and statutory au-
thorities for each policy. 
These policies were de-
veloped with the needs 
of small and mid-sized 
towns in mind and are 
easy to customize.

(M)$25.00 (NM)$35.00 
Order Code #3031

Municipal Employment Law Handbook (2007)
A comprehensive discussion of the laws and best prac-
tices of municipal human resource management. Topics 
covered include employee selection, key federal and state 
laws applicable to municipal employees, compensation, 
employee v. independent contractor, employee leave, and 
termination.
(M)$50.00 (NM)$75.00 Order Code #3016

Ordinance Enforcement in the Judicial Bureau (2001)
Designed to assist municipalities in understanding and 
implementing civil enforcement of municipal ordinanc-
es.  Provides information on drafting defensible ordi-
nances, issuing tickets, and prosecuting cases in the Judi-
cial Bureau.
(M)$45.00 (NM)$55.00 Order Code #3019

 

Vermont League of Cities and Towns Publications Catalog

Vermont League of Cities & Towns 2006-2007 Municipal Calendar
July 2011

 S M T W T F S

August 2011
 S M T W T F S

September 2011
 S M T W T F S

October 2011
 S M T W T F S

November 2011
 S M T W T F S

December 2011
 S M T W T F S

January 2012
 S M T W T F S

February 2012
 S M T W T F S

March 2012
 S M T W T F S

April 2012
 S M T W T F S

May 2012
 S M T W T F S

June 2012
 S M T W T F S

 

 

   1 2 3 4 5 

 6 7 8 9 10 11 12 

 13 14 15 16 17 18 19 

 20 21 22 23 24 25 26 

1 2 3 4 5 6 7 

 8 9 10 11 12 13 14 

 15 16 17 18 19 20 21 

 22 23 24 25 26 27 28 

 29 30 31
   1 2 3 4 5 

 6 7 8 9 10 11 12 

 13 14 15 16 17 18 19 

 20 21 22 23 24 25 26 

 27 28 29 30   31 

Vermont League of Cities & Towns 2006-2007 Municipal Calendar
July 2008

 S M T W T F S

August 2008
 S M T W T F S

September 2008
 S M T W T F S

October 2008
 S M T W T F S

November 2008
 S M T W T F S

December 2008
 S M T W T F S

January 2009
 S M T W T F S

February 2009
 S M T W T F S

March 2009
 S M T W T F S

April 2009
 S M T W T F S

May 2009
 S M T W T F S

June 2009
 S M T W T F S

       1 2 

 3 4 5 6 7 8 9 

 10 11 12 13 14 15 16 

 17 18 19 20 21 22 23 

 24 25 26 27 28 29 30

 

    1 2 3 4 

 5 6 7 8 9 10 11 

 12 13 14 15 16 17 18 

 19 20 21 22 23 24 25 

 26 27 28   29   30   

       1 2 

 3 4 5 6 7 8 9 

 10 11 12 13 14 15 16 

 17 18 19 20 21 22 23 

 24 25 26 27 28 29 30

31 

  1 2 3 4 5 6 

 7 8 9 10 11 12 13 

 14 15 16 17 18 19 20 

 21 22 23 24 25 26 27 

 28 29 30 

   1 2 3 4 5 

 6 7 8 9 10 11 12 

 13 14 15 16 17 18 19 

 20 21 22 23 24 25 26 

 27 28 29 30   31 

    1 2 3 4 

 5 6 7 8 9 10 11 

 12 13 14 15 16 17 18 

 19 20 21 22 23 24 25 

 26 27 28   29   30   31

  1 2 3 4 5 6 

 7 8 9 10 11 12 13 

 14 15 16 17 18 19 20 

 21 22 23 24 25 26 27 

 28 29 30 31

     1 2 3 

 4 5 6 7 8 9 10 

 11 12 13 14 15 16 17 

 18 19 20 21 22 23 24 

 25 26 27 28   29   30   31 

 1  2 3 4 5 6 7 

 8  9 10 11 12 13 14 

 15   16 17 18 19 20 21 

 22   23 24 25 26 27 28 

 

 1  2 3 4 5 6 7 

 8  9 10 11 12 13 14 

 15   16 17 18 19 20 21 

 22   23 24 25 26 27 28 

 29 30   31 

         30 

         1 

 2  3 4 5 6 7 8 

   9   10 11 12 13 14 15 

 16   17 18 19 20 21 22  

 23   24 25 26 27 28 29  

       1 2 

 3 4 5 6 7 8 9 

 10 11 12 13 14 15 16 

 17 18 19 20 21 22 23 

 24 25 26 27 28 29 30

31 

     1 2 3 

 4 5 6 7 8 9 10 

 11 12 13 14 15 16 17 

 18 19 20 21 22 23 24 

 25 26 27 28   29   30    

         30   31 

         1 

 2  3 4 5 6 7 8 

   9   10 11 12 13 14 15 

 16   17 18 19 20 21 22  

 23   24 25 26 27 28 29  

   1 2 3 4 5 

 6 7 8 9 10 11 12 

 13 14 15 16 17 18 19 

 20 21 22 23 24 25 26 

 27 28 29 30    

     1 2 3 

 4 5 6 7 8 9 10 

 11 12 13 14 15 16 17 

 18 19 20 21 22 23 24 

 25 26 27 28   29   30    

     1 2 3 

 4 5 6 7 8 9 10 

 11 12 13 14 15 16 17 

 18 19 20 21 22 23 24 

 25 26 27 28   29   30   31    

 1  2 3 4 5 6 7 

 8  9 10 11 12 13 14 

 15   16 17 18 19 20 21 

 22   23 24 25 26 27 28 

 29 30   31 

    1 2 3 4 

 5 6 7 8 9 10 11 

 12 13 14 15 16 17 18 

 19 20 21 22 23 24 25 

 26 27 28   29     

   1 2 3 4 5 

 6 7 8 9 10 11 12 

 13 14 15 16 17 18 19 

 20 21 22 23 24 25 26 

 27 28 29 30   31    

     1 2 3 

 4 5 6 7 8 9 10 

 11 12 13 14 15 16 17 

 18 19 20 21 22 23 24 

 25 26 27 28   29   30   31    

 1  2 3 4 5 6 7 

 8  9 10 11 12 13 14 

 15   16 17 18 19 20 21 

 22   23 24 25 26 27 28 

 29 30    

       1 2 

 3 4 5 6 7 8 9 

 10 11 12 13 14 15 16 

 17 18 19 20 21 22 23 

 24 25 26 27 28 29 30

 

  1 2 3 4 5 6 

 7 8 9 10 11 12 13 

 14 15 16 17 18 19 20 

 21 22 23 24 25 26 27 

 28 29 30   31 

31 

      1 2 

 3 4 5 6 7 8 9 

 10 11 12 13 14 15 16 

 17 18 19 20 21 22 23 

 24 25 26 27 28 29 30 

Vermont League of Cities & Towns 2011-2012 Municipal Calendar 

July 2011

1  Last day for Town Clerk to submit 
name of Town Treasurer to State 
Treasurer. 24:1166

2  Last day that Listers shall hear 
grievances in towns of fewer than 
5000 inhabitants. 32:4221, 4341

4  Independence Day. 1:371(a) 

15 Last day for School, Fire Dis-
trict and Village Clerks to deliv-
er to Town Clerk statement of tax-
es assessed during year ending June 
30th. 32:3461

22 Last day that Listers shall hear 
grievances in towns of 5000 or 
more inhabitants. 32:4221, 4341

25 State Withholding Tax Return is 
due (actual date by which return 
must be postmarked is shown on the 
printed form) if reporting less than 
$2500 per quarter. More than 
$2500 requires monthly report; 
more than $9000 requires semi-
weekly report. 32:5842

25 Last day for Listers to lodge the 
grand list with Town Clerk for pub-
lic inspection in towns of fewer 
than 5000 inhabitants. 32:4151, 
4341

30 Last day for Town Clerk in munic-
ipality with fiscal year ending June 
30 to publicly disclose fees kept as 
compensation for that fiscal year. 
24:1179

31 Last day to file Form 941 (Quarter-
ly Withholding Return) with Internal 
Revenue Service (IRS).

August 2011

14 Last day for Listers to lodge the 
grand list with Town Clerk for pub-
lic inspection for towns of 5000 or 
more inhabitants. 32:4151, 4341

15  Last day for Town Clerk to elec-
tronically transmit a copy of the 
grand list, tax rates, and assessed tax 
amount to the Director of Property 
Valuation and Review. 32:5404(b)

16 Bennington Battle Day. 1:371(a)

September 2011

5  Labor Day. 1:371 (a)

15 Last day for Town Clerk to remit 
to State Treasurer an accounting of 
dog and wolf-hybrid licenses sold 
and remit the license fee surcharge 
for an animal and rabies control 
program. 20:3581(f )

15  Last day for the Board of Civ-
il Authority to review most re-
cent checklist to determine wheth-
er those listed are still qualified to 
vote. 17:2150(c)

20 Last day for the Board of Civil Au-
thority to certify to Secretary of 
State purging of the checklist has 
been completed. 17:2150(d)(7)

October 2011

6 VLCT ANNUAL MEETING and 
TOWN FAIR

10 Columbus Day. 1:371(a)

25 State Withholding Tax Return is 
due (actual date by which return 
must be postmarked is shown on the 
printed form) if reporting less than 
$2500 per quarter. More than 
$2500 requires monthly report; 
more than $9000 requires semi-
weekly report. 32:5842

31 Last day to file Form 941 (Quar-
terly Withholding Return) with the 
IRS.

November 2011

11 Veterans’ Day. 1:371(a)

24 Thanksgiving Day. 1:371(a)

December 2011

1  Last day to pay property taxes in 
towns that voted to collect interest 
on overdue taxes. 32:5136(a)

14 Last day for Listers to notify per-
sons of omissions from inventory. 
32:4086

25 Christmas Day. 1:371(a), (b) 

27 (70 days before Town Meeting) First 
day to warn the first public hearing 
if a charter adoption, amendment 
or repeal is to be voted on at Town 
Meeting. 17:2641(a), 2645(a)(3)

30 Last day for Listers to correct real or 
personal estate omission or obvious 
error in grand list, with approval of 
Selectboard. 32:4261

31 Town fiscal year ends, unless voted 
otherwise. 24:1683(c)

January 2012

1  New Year’s Day. 1:371(a), (b)

4  (First Wednesday after the first Mon-
day of January, or a date determined by 
the 2011 Legislature) Legislature re-
convenes – second year of biennium. 
Vermont Constitution. Ch II, §7

6  (60 days before Town Meeting) Last 
day to warn the first public hearing 
if a charter adoption, amendment 
or repeal is to be voted at Town 
Meeting. 17:2641(a), 2645(a)(3)

15 Last day for Tax Collector to deliver 
unpaid real and personal property 
tax lists to Town Treasurer. 32:5162

15 Last day for Town Clerk to remit 
to State Treasurer an accounting of 
dog and wolf-hybrid licenses sold 
and remit the license fee surcharge 
for an animal and rabies control 
program. 20:3581(f )

17 Martin Luther King, Jr.’s Birthday. 
1:371(a)

21 (Not later than 45 days before the 
presidential primary election) Town 
Clerks receive presidential primary 
ballots from Secretary of State’s of-
fice. Clerks must store ballots, ex-
cept those used as early or absentee 
voter or sample ballots, in a secure 
place until the day of the election. 
17:2479.

25 State Withholding Tax Return is 
due (actual date by which return 
must be postmarked is shown on the 
printed form) if reporting less than 
$2500 per quarter. More than 
$2500 requires monthly report; 
more than $9000 requires semi-
weekly report. 32:5842

26 (Not less than 40 days before Town 
Meeting) Last day to file petitions 
signed by at least five percent of 
voters with Town Clerk for articles 
to be included in Town Meeting 
warning. 17:2642(a)

26 (40 days before Town Meeting) First 
day for the legislative body to warn 
the meeting by posting the warning 
and notice in two public places and 
in or near the Town Clerk’s office. 
17:2641(a), 2642

26 (40 days before Town Meeting) Last 
day for Board of Civil Authori-
ty to designate polling places and, 
if necessary, divide the checklist ac-
cording to geographic boundaries. 
17:2501

26 (10 days before first public hearing) 
Official copy of proposed charter 
amendments must be filed in Town 
Clerk’s office if vote is to be taken 
on Town Meeting Day. 17:2645(a)
(2)

30 (Sixth Monday before election) 5:00 
p.m. deadline for filing with the 
Town Clerk nominating petitions 
for town offices to be voted on by 
Australian ballot. 17:2681(a)

30 Last day for Town Clerk in munic-
ipality with fiscal year ending De-
cember 31 to publicly disclose fees 
kept as compensation for that fiscal 
year. 24:1179

31 Town Clerks receive at least five 
copies of the form for the warning 
and notice for each polling place in 
the town (at least five days before 
they must be posted). 17:2521(b)

31 Last day for Auditors to post 10 
days’ notice of their meeting to ex-
amine town accounts. 24:1681

31 (Within 24 hours of receipt) In Aus-
tralian ballot towns, Town Clerk 
must return nominating petitions 
found not to conform, stating in 
writing the reasons why they can-
not be accepted. 17:2681(e)

31 Last day to mail W-2 Withholding 
Forms to employees.

31 Last day to file Form 941 (Quar-
terly Withholding Return) with the 
IRS.

February 2012

1  (Wednesday after filing deadline) 
5:00 p.m. deadline for candidates 
to file written consent for the can-
didate’s name to be on the ballot. 
17:2681(a)

1  (Wednesday after filing deadline)  
5:00 p.m. deadline for a per-
son to withdraw after he or she 
has consented to be nominated. 
17:2681(d)

1  (Wednesday after filing deadline) 
5:00 p.m. deadline for candidates 
to file supplementary petitions if 
initial petition was not accepted. 
17:2681(e)

1  Deadline for Tax Collector to turn 
over moneys collected and settle ac-
count with Treasurer. 24:1532

1  Last day for Listers to file corrected 
grand list for preceding year in or-
der to render it valid. 32:4112

5  The most recent checklist of the 
town is posted in two or more pub-
lic places in the town in addition 
to the Town Clerk’s office; howev-
er, only one checklist in addition to 
the one posted in the Town Clerk’s 
office must be posted in a town 
with fewer than 5000 qualified vot-
ers, wherever the warning and no-
tice are posted. In towns that di-
vide their checklist, that portion 
of the checklist that applies to the 
district is posted. 17:2141, 2501, 
2521(a)

5  (Not less than 30 days before Town 
Meeting) Last day for municipality 
to post warning and notice of Presi-
dential Primary and Town Meeting. 
17:2521(a), 2641(a), 2642

5  Last day to hold first public hear-
ing on charter amendments if arti-
cle is to be voted at Town Meeting. 
17:2645(a)(3)

5  (No sooner than 30 days before polls 
open) A Town Clerk in a town with 
at least 300 registered voters may 
direct two election officials to open, 
sort, and check absentee ballots. 
17:2546(a)

10 (25 days before Town Meeting) Au-
ditors must meet by this date to ex-
amine and adjust town finances. 
24:1681 

10 (25 days before Town Meeting) Town 
officers must settle accounts with 
Auditors to be eligible for re-elec-
tion. 24:992 

10 Last day for any municipality that 
has enacted special weight limits, 
which are other than state legal lim-
its for highways and bridges, to file 
complete copy of the limitations 
with the Department of Motor Ve-
hicles. 23:1400b(a)

10 Last day for Selectboard to file with 
Town Clerk annual statement of 
description and measurement of all 
Class 1, 2, 3 and 4 town highways 
and trails then in existence, includ-
ing special designations. 19:305(b)

12 Lincoln’s Birthday. 1:371(a), (b)

15 VLCT LOCAL GOVERNMENT 
DAY IN THE LEGISLATURE

15 (In towns using Australian Ballot 20 
days before election) Under direction 
of the Town Clerk, ballots must be 
back from printer. 17:2681a(a)

15 (20 days before election) Last day for 
Town Clerk to post sample ballots 
for Presidential Primary election in 
the same places Clerk has previous-
ly posted copies of the warning, no-
tice and checklist. 17:2522(a)

20 Washington’s Birthday. 1:371(a)

21 (At least two weeks before Town 
Meeting) Town Clerk must have li-
quor ballots printed if liquor issue 
is on Town Meeting agenda and if 
town does not use Australian bal-
lot. 7:163

24 Last day for legislative body to post 
warning for public information-
al hearing on any public question 
to be voted by Australian ballot at 
Town Meeting. 17:2680(g)

25 (At least 10 days before Town Meet-
ing) Legislative body must mail or 
otherwise distribute Town Meeting 
warning in annual town report by 
this date to avoid publishing warn-
ing in newspaper. 17:2641(b)

25 (At least 10 days before Town Meet-
ing) Auditors’ Report, or the find-
ings of the public accountant 
employed in accordance with 
17:2651b, must be distributed. 
24:1682, 17:2651b

25 (At least 10 days before municipal 
election) Last day for Town Clerk 
to post sample ballots in the same 
places Clerk has previously posted 
copies of the warning, notice and 
checklist. 17:2522(a)

25 (At least 10 days before the election) 
Voting machines must be tested us-
ing official ballots that are clearly 
marked “test ballots.” 17:2493(b)

27 (10 days before the election) Candi-
dates for Town Meeting local elec-
tion who have made expenditures 
or accepted contributions of $500  
or more must file a campaign fi-
nance report with officer with 
whom nominating papers were 
filed. 17:2822, 17:2103(13)

27 (During the eight days immediate-
ly preceding election day and on elec-
tion day) In towns using Australian 
ballot, Town Clerk must give each 
pair of Justices the exact number of 
ballots, envelopes, and list of ill or 
physically disabled voters to be vis-
ited. 17:2538(b), (c)

29 Last day for Town Clerk to receive a 
request for an application for addi-
tion to the checklist simultaneously 
with a request for an early voter or 
absentee ballot. 17:2532(b), (c)

29 (Wednesday before the election) Town 
Clerk’s office must be open from 
3:00 p.m. or earlier until at least 
5:00 p.m. for the purpose of receiv-
ing applications for addition to the 
checklist. 17:2144(a)

29 Last day (up to 5:00 p.m) for peo-
ple who are not eligible to register 
to vote by this date, but who will 
be by election day, to file a written 
notice of intent to apply with the 
Town Clerk. 17:2144(b), (c)

March 2012

1  Town Meeting warning must be 
published in newspaper by this date 
if town report has not been distrib-
uted otherwise. 17:2641(b)

1  (Five days before Town Meeting) 
Treasurer must settle accounts with 
Auditors. 24:1578 

1  (Five days before Town Meeting) 
Town Clerk must give a list of ad-
ditions to the checklist to the Board 
of Civil Authority. 17:2144b(d)

3  (Not later than three days prior to 
election) By this date, Board of Civ-
il Authority must designate pairs of 
Justices assuring political balance in 
each pair to deliver ballots to ill and 
disabled voters in towns using Aus-
tralian ballot. 17:2538(a)

3-4-5 (On any of the three days imme-
diately preceding the first Tuesday in 
March) Towns that have voted to 
do so must hold the open meeting 
portion of their annual Town Meet-
ing (at a time set by the legislative 
body). 17:2640(b), (c)

4  (No sooner than 48 hours before polls 
open) The Town Clerk of a town 
with fewer than 300 registered vot-
ers may direct two election officials 
to open, sort, and check absentee 
ballots. 17:2546(a)  

5  In towns using Australian ballot, 
voters, family members, autho-
rized persons, or health care pro-
viders may request early or absen-
tee ballots until 5:00 p.m. or the 
closing of the Town Clerk’s office. 
17:2531(a), 2532(a)(1)

5  Board of Civil Authority must ap-
point a presiding officer if the Town 
Clerk or other regular presiding of-
ficer is unable to preside at the 
Australian ballot portion of Town 
Meeting or if more than one poll-
ing place is used. 17:2452

5  Prior to the day of the election, 
Board of Civil Authority must ap-
point assistant election officers for 
Town Meeting. 17:2454(a)

5  Town Clerk or other presiding offi-
cer must notify election officers of 
their hours and duties. 17:2455

5  Last day for legislative body to hold 
public informational hearing on 
any public question to be voted by 
Australian ballot at Town Meeting. 
17:2680(g)

6  PRESIDENTIAL PRIMARY 
and TOWN MEETING DAY 
(First Tuesday in March). 1:371, 
17:2640(a), 17:2701

6  (Before polls open) In towns using 
Australian ballot, Town Clerk must 
give election officials a list of those 
voters who have already cast early 
or absentee ballots. 17:2548(a)

6  (Before polls open) In towns using 
Australian ballot, presiding officer 
must post a copy of the warning, 
notice, and sample ballots. Signs 
should be placed on or near the bal-
lot boxes explaining procedures for 
depositing ballot. 17:2523

6  Towns using Australian ballot must 
open polls no earlier than 5:00 a.m. 
and no later than 10:00 a.m. (open-
ing hour set by Board of Civil Au-
thority). Polls remain open until 
7:00 p.m. 17:2561(a)

6  In towns using Australian ballot, a 
copy of the list of early or absentee 
voters must be made available up-
on request at the Town Clerk’s of-
fice and on election day at polling 
place(s). 17:2534

6  (During polling hours) Presiding 
officer must ensure that there is 
no campaigning of any kind and 
no campaign literature displayed, 
placed or distributed inside the 
polling place. On walks and drive-
ways leading to a polling place, 
no candidate or other person may 
physically interfere with the prog-
ress of a voter to and from the poll-
ing place. 17:2508

6  For those who became eligible to 
vote after the preceding Wednes-
day prior to Town Meeting and had 
notified the Town Clerk of intent 
to apply for addition to the check-
list, the Town Clerk, if authorized, 
or Board of Civil Authority may act 
on applications until the polls are 
closed. 17:2144(b), (c)

6  Moderator opens business meeting 
at the time established by legislative 
body (unless town voted otherwise 
at a preceding meeting). 17:2655, 
2657

6  In towns using Australian ballot, 
as soon as possible after the polls 
close, Town Clerk or other pre-
siding officer must examine en-
trance and exit checklists and pre-
pare a statement of discrepancies. 
17:2583(a)

6  In towns using Australian ballot, 
presiding officer directs election of-
ficials in counting ballots. 17:2581, 
2582

6  In towns using Australian ballot, 
presiding officer must seal all bal-
lots, entrance checklist(s) and tal-
ly sheets, and deliver to the Town 
Clerk. 17:2583(a), 2590(a), 2689

6  (Immediately after vote is counted) 
Under the direction of the legisla-
tive body, the Town Clerk shall an-
nounce and post the results of any 
charter amendments. 17:2645(b)

7 (No later than 24 hours after polls 
close) Presiding officer and one oth-
er election official shall transfer the 
totals from the summary sheets to 
the return, and both sign the return 
and deliver the original to the Town 
Clerk. 17:2588(c)

8  (No later than 48 hours after polls 
close) Town Clerk must deliver one 
certified copy of the return to the 
Secretary of State, Senatorial Dis-
trict Clerk, County Clerk, and 
the Representative County Clerk. 
17:2588(c)

11 (Within five days after Town Meet-
ing) Town Clerk must certify fi-
nancial actions of Town Meeting to 
Treasurer and to chair of the Select-
board. 24:1167

12 (Within six days after Town Meet-
ing) Town Clerk is to report to 
the director of Property Valuation 
and Review on method adopted at 
Town Meeting for collection of tax-
es. 32:5167

13 (Within seven days after election) 
Last day for legislative body or 
Town Clerk to warn a run-off elec-
tion if there was a tie vote for any 
Australian ballot race at Town 
Meeting, unless one of the candi-
dates withdraws. 17:2682(e)

16 (Within 10 days after election) Last 
day for a candidate requesting re-
count of an election voted by Aus-
tralian ballot to file a petition with 
the Town Clerk. 17:2683

16 (Within 10 days after the election) 
Deadline for a voter to file a request 
for a recount with the Town Clerk 
of any issue voted by Australian bal-
lot. 17:2688

16 (Within 10 days after Town Meet-
ing) Last day for Town Clerk to cer-
tify to Secretary of State facts of ori-
gin and procedure followed for each 
municipal charter amendment pro-
posal. Clerk shall also certify the re-
sult of any vote required before an 
act of the General Assembly takes 
effect. 17:2663, 2645(b)

16 (Within 10 days after Town Meet-
ing) Last day for candidates for 
Town Meeting local election who 
have made expenditures or accepted  
contributions of $500  or more  to 
file second campaign finance report 
with officer with whom nominating 
papers were filed. 17:2822

21 (Within 15 days after an elec-
tion) Last day a voter contesting 
any Australian ballot vote can file 
complaint with Superior Court. 
17:2603(c)

22 (15 days after the warning of the 
runoff election) First day a run-off 
election may be held. 17:2682(e)

April 2012

1 Last day for dog or wolf-hybrid li-
censing. 20:3581(a)

1  Base date for setting appraisal value 
and determining ownership of real 
and personal property. 32:3482

1  Last day for Town Clerk to fur-
nish Listers with transfer book 
for preceding 12-month period. 
32:3485(a)

4  (22 days after warning; warning 
within seven days after election) Last 
day a run-off election may be held. 
17:2682(e)

5  (Within 30 days of Town Meeting) 
Last day legislative body can ac-
cept petition signed by five percent 
of the registered voters requesting 
reconsideration or rescission of a 
Town Meeting article. 17:2661(b)

15 Last day for legislative body to no-
tify Commissioner of Department 
for Children and Families of ap-
pointment of Town Service Officer. 
33:2102(a)

20 Last day for return of person-
al property inventories to Listers. 
32:4004

25 State Withholding Tax Return is 
due (actual date by which return 
must be postmarked is shown on the 
printed form) if reporting less than 
$2500 per quarter. More than 
$2500 requires monthly report; 
more than $9000 requires semi-
weekly report. 32:5842

30 Last day for Listers to receive ap-
plications for tax exemption 
due to disabled veteran status. 
32:3802(11)

30 Last day to file Form 941 (Quar-
terly Withholding Return) with the 
IRS.

May 2012

15 Last day for Town Clerk to remit 
to State Treasurer an accounting of 
dog and wolf-hybrid licenses sold 
and remit the license fee surcharge 
for an animal and rabies control 
program. 20:3581(f )

28 Memorial Day. 1:371(a)

June 2012

1 Deadline for Listers to lodge per-
sonal property inventories with 
Town Clerk. 32:4007

4 (Within 60 days of petition) If a pe-
tition for reconsideration or rescis-
sion of a question considered or 
voted at Town Meeting has been 
filed, this is the last day on which a 
municipal vote may be held at a du-
ly warned meeting.17:2661(b)

4  Last day for Listers to lodge the ab-
stract with Town Clerk for pub-
lic inspection for towns of fewer 
than 5000 inhabitants. 32:4111(d), 
4341

5  (91st day after Town Meeting elec-
tion) In towns using Australian bal-
lot, Town Clerk may open and de-
stroy used Town Meeting ballots 
and tally sheets, except as otherwise 
provided by law. 17:2590(d)

24 Last day for Listers to lodge the ab-
stract with Town Clerk for pub-
lic inspection for towns of more 
than 5000 inhabitants. 32:4111(d), 
4341

30 End of fiscal year for all school dis-
tricts, charter provisions notwith-
standing, and for municipalities 
that have adopted July 1 through 
June 30 fiscal year calendar. 32:1, 
24:1683(b), (c)

30 Reminder for Town Clerk in mu-
nicipality with fiscal year ending 
June 30 to publicly disclose fees 
kept as compensation for that fis-
cal year within the next 30 days. 
24:1179

      Bank Deposits FDIC Insured  |  TD Bank, N.A.  |  TD Bank Group is a trade name for The Toronto-Dominion Bank. Used with permission. For detailed credit ratings for The Toronto-Dominion 
Bank and TD Bank, N.A. visit https://www.td.com/investor/credit.jsp. Credit Ratings are not recommendations to purchase, sell, or hold a financial obligation inasmuch as they do not comment on market 
price or suitability for a particular investor. Ratings are subject to revision or withdrawal at any time by the rating organization. Restrictions may apply for next-day availabiliy; check your deposit account 
for agreement details.

At TD Bank, our Government Banking Team knows how demanding it is to run 
local, state and county municipalities. We have an experienced and dedicated 
team that specializes in municipal, educational, public utilities and county 
finance management. We offer:

helping         you   
    help your           
     Community.

• A Variety of Banking Products and Services 
• Next-day Availability on Deposits 
• Qualifying Accounts Earn Interest 
• TD TreasuryDirect – Our Premier Online Banking Platform

TD Bank is focused on helping communities make the most of  
taxpayer dollars. For more information call 1-800-532-6654 to speak to a 

Government Banker in your area or visit www.tdbank.com.

put the poWer oF tD BAnK to WorK For you.

(802) 223-0519/(802) 786-4139

 FEE DESCRIPTION   CITATION     TOTAL     MUNICIPALITY
                   CHARGE        AND/OR CLERK RETAINS

Act 250 Disclosure 10 V.S.A. § 6007 (a); 32 V.S.A. § 1671 (a)(6) $10.00/page All
Alcoholic Beverages
  First class license 7 V.S.A. §§ 231 (4), 233 $200.00 $195.00/$5.00
  Second class license 7 V.S.A. §§ 231 (5), 233 $100.00 $95.00/$5.00
Attachment, Discharge of 12 V.S.A. § 3293 (d) $4.00 All
Big Game, Report 10 Appendix V.S.A. § 2 (b) $1.00 (paid by commissioner) All
Birth Certificate
  Copy 32 V.S.A. § 1712 (2); 18 V.S.A. § 5009 $1.00 (paid by town)1 All
  Certified copy 32 V.S.A. §§ 1712 (5), 1715 (a) $10.00 All
  Completed or corrected 32 V.S.A. § 1712 (3) $2.00 (paid by town)1 All
Burial Certificate 32 V.S.A. § 1714 $5.00 All
  To entomb or move body 32 V.S.A. § 1714 $1.00 All
Certificate of Fact to Health Commissioner 
(births, deaths, civil unions, and marriages)

32 V.S.A. § 1712 (4) $1.00 (paid by town)1 All

Checklists 32 V.S.A. § 1671 (a)(7) at actual cost2 All
Civil Union
  Copy 32 V.S.A. § 1712 (2); 18 V.S.A. § 5009 $1.00 (paid by town)1 All
  Certified copy 32 V.S.A. §§ 1712 (5), 1715 (a) $10.00 All
  Correction or completion 32 V.S.A. § 1712 (3) $2.00 (paid by town)1 All
Death Certificate
  Copy 32 V.S.A. § 1712 (2); 18 V.S.A. § 5009 $1.00 (paid by town)1 All
  Certified copy 32 V.S.A. §§ 1712 (5), 1715 (a) $10.00 All
  Corrected 32 V.S.A. § 1712 (3) $2.00 (paid by town)1 All
Dog/Wolf Hybrid License see VLCT Dog/Wolf Hybrid License Poster
Examination of Town Records
  By clerk 32 V.S.A. § 1671 (a)(3) $5.00/hour, $25/day maximum All
  By others 32 V.S.A. § 1671 (a)(4) $2.00/hour All
Grand List 32 V.S.A. § 1671 (a)(7) at actual cost All
Green Mountain Passport 31 V.S.A. § 1002 (b) $2.00 All
Hunting/Fishing/Big Game/Combination 
License

10 V.S.A. § 4254 (e)(9) see 10 V.S.A. § 4255 $1.50 each license, $5.00 
super sport

Hunting License, replacement 10 V.S.A. § 4261 $5.00 All
Lien, Property Tax 32 V.S.A. § 5078 $12.00 (paid by town)1 $6.00 clerk, $6.00 tax 

collector
Lien, recording 32 V.S.A. § 1671 (a)(6) $10.00/page All
Lumber 
  Lien, recording 9 V.S.A. § 2014 $5.00 All
  Certified Registration, recording 9 V.S.A. § 2013 $6.00 All
Marriage Certificate/License
  Copy 32 V.S.A. § 1712 (2) $1.00 (paid by town)1 All
  Certified copy 32 V.S.A. §§ 1712 (5), 1715 (a) $10.00 All
  Correction 32 V.S.A. § 1712 (3) $2.00 (paid by town)1 All
  Issuing/Recording 32 V.S.A. § 1712 (1) $45.00 $10.00
Military Discharge/Service, recording 24 V.S.A. § 1175 $0.50 (paid by town)1 All
Minutes 32 V.S.A. § 1671 (a)(7) at actual cost All
Mobile Home Uniform Bill of Sale,  
Record/File/Certified Copy

9 V.S.A. § 2602 (b); 32 V.S.A. § 1671 (a)(6) $10.00/page All

Mortgage
  Assignment/discharge of mortgage/ 
  judgment lien

24 V.S.A. § 1158; 32 V.S.A. § 1671 (a)(6) $10.00/page All

  Complaint to foreclose 32 V.S.A. § 1671 (a)(2); 12 V.S.A. § 4523 (b) $10.00/page All
  Discharge 27 V.S.A. § 461; 32 V.S.A. § 1671 (a)(6) $10.00/page All
  Trust mortgage deed 32 V.S.A. § 1671 (a)(1); 24 V.S.A. § 1155 $10.00/page All
Motor Vehicle, Snowmobile or Motorboat 
Registration

23 V.S.A. § 6 see specific vehicle type $3.00

Name, failure to provide legible 32 V.S.A. § 1405 $2.00 All
Name Change (regarding real estate) 27 V.S.A. § 350; 32 V.S.A. § 1671 (a)(6) $10.00/page All
Notice of Sale, nonjudicial foreclosure 12 V.S.A. § 4532 (d); 32 V.S.A. § 1671 (a)(6) $10.00/page All
Posted Land, recording 10 V.S.A. § 5201 (c) $5.00 All
Property Transfer Return/Tax Payment 32 V.S.A. §§ 9606 (d), 1671(a)(6) $10.00 All
Public Document/Record, certified copy 32 V.S.A. § 1671 (a)(6) $10.00/page All
Record/File any Public Record 32 V.S.A. § 1671 (a)(6) $10.00/page All
Restoration Reserve Fund
  Recording fee 32 V.S.A. § 1671 (c) $0.50/page, min., up to $1.00/page, max. All
Survey Plats
  11x17 inch 32 V.S.A. § 1671 (a)(8) $15.00/sheet All
  18x24 inch 32 V.S.A. § 1671 (a)(8) $15.00/sheet All
  24x36 inch 32 V.S.A. § 1671 (a)(8) $15.00/sheet All
Tobacco License 7 V.S.A. § 1002 (d) $10.00 $5.00/$5.00
U.C.C. (certain collateral defined in 9A 
V.S.A. § 9-401)

see 9A V.S.A. § 9-525 see statute All

Uncertified Copies of Recorded and Filed 
Documents

32 V.S.A. § 1671 (a)(7) $1.00/page ($2.00 minimum) All

Veterans, Records for VA Benefits 
Determination

14 V.S.A. § 3116 no charge

Waterfowl Stamp 10 V.S.A. § 4277 (d) $7.50 $1.00

MUNICIPAL CLERK FEE SCHEDULE
Vermont League of Cities & Towns, 89 Main Street, Suite 4

Montpelier, VT 05602-2948
(802)229-9111, info@vlct.org, www.vlct.org

1 “Paid by town” does not apply where clerk receives salary in lieu of fees.
2  Upon request, one copy of checklist free to the chair of each political party in town.  17 V.S.A. § 2141.

• A schedule of all fees shall be posted in the town clerk’s office.  32 V.S.A. § 1671 (b).
• Municipal clerks may require fees for all filing, recording, and copying to be paid in advance.  32 V.S.A. § 1671 (a)(5).

These fees are subject to review by the General Assembly, so clerks should check current statutes to determine if the fees have been changed.  See referenced statutes for 
further information.  If you have questions concerning a fee, call the Vermont League of Cities and Towns’ Municipal Assistance Center at (800) 649-7915.

© September 2009 Vermont League of Cities & Towns

Vermont League of Cities and towns

Serving and Strengthening Vermont Local Governments

Model Financial  
Policies Handbook 

A Resource Guide for Drafting  
Financial Policies in your Municipality
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Other Continued 

Robert’s Rules of Order, Newly Revised, 10th Edition 
(Da Capo Press, 2000)
An important resource on parliamentary procedure, used 
by many Vermont municipalities to run smooth, orderly, 
and fairly conducted meetings.  Also available is the “In 
Brief” edition (2004).

	 Complete Robert’s (M) $9.00 (NM) $18.00 Order 
Code #7002;  Robert’s In Brief (M) $4.00 (NM) 
$7.00 Order Code #7003 

New for 2011 – Two Separate Reports

2011 Vermont Municipal Compensation Report (annual)
2011 Vermont Municipal Benefits Report (annual)

Each year, VLCT surveys its members to collect informa-
tion on salaries, fringe benefits, and working conditions 
for employees and officers in more than 225  Vermont 
cities, towns, and villages. In 2011, we used electronic 
surveys to produce two separate reports. Each survey re-
spondent receives one free report. Each report includes a 
CD with Excel data files.

Workshops

Workshop Packet (Information packets from VLCT workshops.) 
    (M)$30 (NM)$30

Subscriptions

VLCT News — One-year  
   subscription.

An invaluable resource 
for local officials.  This 
monthly newsletter 
includes articles on legal 
issues facing Vermont 
municipalities, insur-
ance loss prevention 
tips, state and fed-
eral actions affecting 
municipalities, League 
activities, a calendar of 
events, and more.
(M)$25.00 (NM)$60.00 Order Code #4001

Weekly Legislative  
   Report — One-year  
   subscription (legislative  
   session only).

Published from Janu-
ary through May, this 
weekly bulletin updates 
readers on legislative 
activities important to 
municipalities.  In-
cludes an extensive 
Wrap Up at the end 
of each year’s session 
that summarizes new 
legislation of concern to municipalities. 
(M)$40.00 (NM)$60.00 Order Code #4002

Other

Brief Overview of Selected Vermont Town Offices (2004)
A brief description of the duties of selected Vermont 
town offices.
(M)Free (NM)$1.00 Order Code #6001

 MAC Technical Paper Packet (2007-2011)
Six Technical Papers issued to date by the VLCT Mu-
nicipal Assistance Center. Topics are: Writing Zoning 
Decisions; Riparian Buffer Ordinances; Creating a DRB; 
On the Record Review; Low Impact Development (LID) 
Stormwater Management Bylaw; and Protecting Ver-
mont’s Lakes through Shoreland District Zoning.

   (M)$20.00 (NM)$30.00 Order Code #3030 
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InsIde ThIs Issue

2011 CompensaTIon and BenefITs 
RepoRTs – now TheRe aRe Two

This year, we are publishing indi-
vidual reports of summarizing mu-
nicipal compensation and benefits in-
formation. Each report also includes 
a disk with the data in electronic for-
mat. We hope you find these docu-
ments to be helpful and user-friendly. 
Thank you again for helping us collect 

the data electronically this 
year. The municipalities 
that completed the surveys 
receive a copy of the re-
port free of charge. Copies 
of each report are available 
for $25 for members and 
$50 for non-members. To 
order online, go to www.
vlct.org/marketplace/
bookstore. Call 800-649-
7915 or email info@vlct.
org with any questions.

(continued on page 9)

paCIf 2012 wILL CoVeR VoLunTeeRs
On November 4, PACIF’s Board of Directors approved adding supplemental accident 

insurance for people injured while volunteering for PACIF members in 2012. This was 
inspired partly by recent events that brought to light significant gaps in the benefits pro-
vided to firefighters by typical workers’ comp coverage, and partly by the important roles 
performed by municipal volunteers.

There are two main categories of covered people – firefighters and general volunteers – 
and coverage details are specific to each category. “Firefighters” means all types of volun-
teers in a firefighting organization, including ambulance and rescue personnel, junior fire-
fighters, auxiliary members, and bystanders deputized to assist in a single event. “Gener-
al volunteers” means a wide range of people, from selectboard members to people helping 
to clear debris from a flood-damaged municipal property. This new coverage is for when 
workers’ comp does not apply, and is supplemental in nature: it will pay reasonable ex-
penses (to a limit) after all other insurances have paid.

Volunteer firefighters and ambulance, first aid, and rescue squads freely risk life and 
limb to save neighbors’ lives and property. Although Vermont’s workers’ comp laws 

Attention Health  
Trust Members:

Please Pay Any  
CIGNA Balance ASAP

When you receive your final state-
ment of account in early December, 
please:

1. verify its accuracy and report any 
changes or corrections to Kelley 
Avery at VLCT immediately, and

2. plan to mail payment of your en-
tire balance in plenty of time for it 
to reach P.O. Box 39 in Montpelier 
so it can be reconciled by the last 
week in December.

All of the Trust’s 2011 CIGNA accounts 
will be closed on December 31, 2011 .
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The Weekly Legislative Report, a 
publication of the Vermont League 
of Cities & Towns, is published each 
Friday during Vermont’s legislative 
session. 
 
VLCT 
89 Main Street, Suite 4 
Montpelier, VT 05602-2948 

Tel. ................................. 802-229-9111 
Fax ................................. 802-229-2211 
Email ............................ info@vlct.org 
Website .......................... www.vlct.org 

Follow VLCT Advocacy on 

          
Steven E. Jeffrey 
Executive Director 
Karen B. Horn 
Director, Public Policy & Advocacy 
Cory Gustafson 
Senior Associate, Advocacy & Infor-
mation 

David Gunn, Editor 
 
To contact your legislator, call the Ser-
geant-at-Arms at 800-322-5616, fax 
802-828-2424, or access the legislative 
website at www.leg.state.vt.us for leg-
islators’ email addresses. 

Legislation Speeds Up 
as Legislative Session Winds Down 

We mentioned before that the last few weeks of the legislative session tend to be 
frenzied. That’s the case now, as legislators try to get all their priorities through 
both the House and Senate before adjournment, which this year, according to the 
Speaker of the House and President Pro Tem of the Senate, will be May 7. The real 
signal of a session drawing to a close is the Senate’s passing of the appropriations 
bill (H.441 this year), so that it can go to conference committee. Once there, it is 
very hard to keep track of progress of agreement in any kind of timely fashion. And 
many bills will be sent to conference committee. This year, with the House, Senate, 
and Governorship all controlled by one political party, there should be fewer points 
of disagreement than there have been in years past. 

So, welcome to the last (regularly scheduled) Weekly Legislative Report for the 2011 
session! Reflecting the faster pace in the State House, our format this week is more 
streamlined. This Report features brief updates on bills that affect local government 
that we expect to pass this session, or at least be in the fray until the very end. And 
at this point in the session, any future Report we issued would probably be old news 
by the time it hit your desk. Each bill has a chance to pass, but may or may not do 
so depending upon who contacts their legislators over the next two weeks. Local 
officials interested in the outcome of these bills should be contacting their senators 
and representatives early and often. Catch them this weekend at home or contact 
them at the State House (see contact information below). 

Do, however, be on the lookout for our Legislative Action Alerts. When an issue 
suddenly arises that would affect local governments, we will email those municipal 
officials for whom we have electronic addresses and ask that you contact your 
representatives and senators on the hot button topic of the day (or hour). If you 
haven’t shared your electronic address with us yet, please do so by sending an email 
to wlr@vlct.org so that we can keep you informed of critical last-minute 
developments. Find your legislators’ email addresses at www.leg.state.vt.us/legdir/ 
legdir2.htm or call the State House at 800-322-5616 to leave a message with the 
Sergeant at Arms. And thank you for all your help contacting your legislators this 
session! 

Once we have secured final copies of legislation that passed, we will write our 
annual Legislative Wrap-Up, which summarizes all the new laws that affect local 
governments. That always takes a few weeks to assemble, so please be patient! In 
the meantime, feel free to contact your Advocacy staff: Steve Jeffrey 
(sjeffrey@vlct.org), property tax and education fund issues; Karen Horn 
(khorn@vlct.org), environmental, land use, dog and miscellaneous issues; Cory 
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Price
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  Price
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