


Appendix A – Committee Resolution Template
(One-page model to be customized by the Selectboard)

TOWN OF __________________________________________
CHARGE FOR THE ___________________________________________________________
(Committee name, hereafter, “the Committee”)
Adopted by the Selectboard on: ______________________

1. NAME AND TYPE
This document establishes the _____________________________________________ as a:
☐ Standing Committee  ☐ Ad hoc committee
2. AUTHORITY AND ROLE
The Committee is created by the Selectboard and serves at its pleasure. At any time, the Selectboard may remove any member or dissolve the committee.
The Committee is advisory to the Selectboard and is an advisory public body. It has no independent authority to bind the Town by contract, grant, or other obligation, unless otherwise specifically delegated by the Selectboard. Final decisions remain with the Selectboard unless otherwise provided by law.
3. PURPOSE AND SCOPE OF WORK
The purpose of the Committee is to:
· 
· 
· 
Scope of work (what the Committee should do):
· 
· 


Topics or actions outside the Committee’s scope (if any):
· 
· 
· 
4. DELIVERABLES
The Committee should provide the Selectboard with:
· 
· 
(e.g., written report; recommendations; draft policy/language; public outreach plan)
5. DURATION / TIMELINE [PICK ONE]
☐ Standing Committee (Ongoing):
This is an ongoing committee. The Selectboard should review this creation Resolution every _____ years.
☐ Ad hoc (Time-Limited):
The Committee should complete its work and present its final product to the Selectboard by:
Target completion date: ____________________________
Unless extended by Selectboard vote, the Committee shall dissolve [e.g., 30 days] after submitting its final report/recommendation.
Dissolution date: ____________________________
6. MEMBERSHIP
· Number of voting members: _________ (recommend an odd number, e.g., 5 or 7))
· Members are appointed by the Selectboard.
· Term(s): 
. ☐ One-year terms, renewable by Selectboard
. ☐ Serve until completion of task (for ad hoc)
. ☐ Other: ____________________________________________
At its first meeting and annually thereafter (for standing committees), the Committee shall elect from among its members:
· Chair – organizes meetings, prepares agendas (with input), primary contact
· Clerk/Secretary – takes minutes and ensures they are filed with the Town
· (Optional) Vice-Chair
The Selectboard may remove and replace members as needed.
7. MEETINGS AND RECORDS
The Committee is a public body subject to Vermont’s Open Meeting Law (1 V.S.A. §§ 310–314). It shall:
· Hold duly-warned public meetings as needed to fulfill its charge
· Post agendas and keep minutes in accordance with law
· File minutes with the Town Clerk or designated office within required timeframes
Meeting frequency (general expectation):___________________________________________
8. GRANTS, BUDGET & EXPENDITURES
The Committee:
· May research funding and grant opportunities and recommend them to the Selectboard
· May not independently obligate Town funds, staff time, or Town-owned property
Grant Applications:
All grant applications on behalf of the Town, or that would commit Town funds, staff time, or Town-owned property, must be reviewed and approved by the Selectboard at a duly-warned regular Selectboard meeting before submission. The Committee shall plan its work so that any proposed grant application is ready in time for Selectboard consideration prior to the grant deadline.
Budget or spending authority (if any, as approved by Selectboard):_____________________



9. LIAISON AND REPORTING
Selectboard or Staff Liaison (if any): ______________________________
The Committee shall:
· Provide brief updates to the Selectboard as requested, and
· Submit a final report or annual report (for standing committees) summarizing activities, findings, and recommendations.
10. ADOPTION
Adopted (Date): _____________________	 
Signatures: 


_________________________________
Chair, Selectboard
 
 _________________________________
Selectboard Member

_________________________________
Selectboard Member


 _________________________________
Selectboard Member


_________________________________
Selectboard Member
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