General Capital Improvement Planning – Intake Form
Introduction: 
Our town is planning ahead for major capital expenses over the next five or more years (FY2027–FY2031 and beyond).
This form is to collect information about big, one‑time or occasional projects and purchases that are paid for by the General Fund, such as:
· Major building projects (renovations or new buildings)
· New facilities or major facility expansions
· Large infrastructure projects (roads, sidewalks, parking, parks, stormwater)
· Major systems inside buildings (roof, heating system, generator, etc.)
· Other big projects that cost roughly $10,000 or more
Do not include:
· Routine operating costs (salaries, fuel, utilities, supplies)
· Small tools or normal maintenance
· Equipment replacement that is being handled on a separate form
Please:
1. Think about the major projects and large costs your department will likely need in the next 1–5 years, and anything we know is coming later.
2. For each major project, give your best guess at:
2. What the project is
2. Which department it belongs to
2. When it should happen (year)
2. Roughly how much it will cost
2. Why it is needed
3. Fill out one line for each project.
If you are not sure of an exact year or cost, give your best estimate and note that it is a guess.
When you are done, please return this form to: ___________________________ (name/office)
If you have questions while filling it out, please ask: ___________________________

General Fund Capital Improvement Planning – Intake Form
Your Name: ___________________________________________
Date: ________________________________________________
Department: (circle or write one)
· Administration / Town Office
· Highway
· Fire
· Police
· Rescue / EMS
· Parks & Recreation
· Library
· Planning / Zoning
· Facilities / Buildings & Grounds
· Other: _______________________________________

A. Types of Capital Projects to Consider
Use this checklist to help you think of projects:
1. Buildings & Facilities (all departments)
a. Town office building (new construction, addition, major renovation)
b. Fire station, police station, rescue building
c. Library building
d. Town garage, highway barn, salt/sand shed
e. Town hall / community center
f. Roof replacement, window replacement, siding
g. Heating system / boiler / furnace replacement
h. Generator purchase or replacement
i. Major energy efficiency upgrades (insulation, solar on town building, heat pumps)
2. Roads, Sidewalks & Other Infrastructure (General Fund portion)
a. Downtown or village center road/streetscape projects
b. Sidewalk construction or major repair
c. Parking lots (construction, paving, major repairs)
d. Stormwater projects (drainage, treatment, detention, etc.)
e. Public lighting (streetlights in village areas, parking lot lighting)
3. Parks, Recreation & Public Spaces
a. New or expanded parks or playgrounds
b. Major playground replacements (equipment, surfacing, fencing)
c. Recreation trails (new trails, bridges, major resurfacing)
d. Athletic fields (construction, lighting, major rehab)
e. Park buildings and restrooms (new or major repairs)
f. Docks, boat launches, or waterfront improvements
4. Public Safety & Other Major Projects
a. Fire or police facility upgrades or expansions
b. Radio systems, communication towers, or major technology systems
c. Emergency shelters or emergency power systems for public buildings
d. Significant technology infrastructure (e.g., town‑wide server replacement, major software/IT system if treated as a capital item)
5. Other Large Capital Items
Any other large, one‑time project (usually $10,000 or more) that affects town facilities, infrastructure, or services and is paid from, or supported by, the General Fund.

B. Project Details Table
Fill out one line for each major project you think we will need in the next five years (and any clearly known projects beyond that).
Definitions to help you:
· Department: Which department is primarily responsible or benefits most (Highway, Fire, Police, Admin, Library, Parks & Rec, etc.).
· Project Description: Short description in plain language (e.g., “Renovate fire station – add two bays,” “Replace town office roof,” “Construct sidewalk on Main Street from school to village center,” “New town salt shed”).
· Type: Building/Facility, Road/Sidewalk/Stormwater, Park/Recreation, Technology, Other.
· Most Likely Year to Do the Work: Write the calendar year you think the project should happen (e.g., 2028, 2029, 2030). We will convert this to a fiscal year (FY2028–FY2032) later.
· Rough Cost Estimate (today’s dollars): Your best guess, or a range (e.g., $75,000–$100,000). Note if a more exact estimate is needed (engineer/contractor).
· Reason / Notes: Why this is needed (safety, code, capacity, deterioration, new service, etc.) and any helpful background.





C. General Capital Projects / Purchases
	#
	Dept.
	Project Description        (what is it?)
	Type (Building/Facility, Road/Sidewalk/Stormwater, Park/Recreation, Technology, Other)
	Most Likely Year to Do the Work
	Rough Cost Estimate (today’s dollars)
	Reason / Notes (why needed)
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(Use the back of this page or extra sheets for more projects.)



D. Department Priorities
From your point of view, which three projects are the highest priority for your department in the next five years?
1. Project: _________________________________________________
Why is this high priority?  Please indicate if the project has any flood resiliency, hazard mitigation and/or energy efficiency components.


2. Project: _________________________________________________
Why is this high priority? Please indicate if the project has any flood resiliency, hazard mitigation and/or energy efficiency components.


3. Project: _________________________________________________
Why is this high priority? Please indicate if the project has any flood resiliency, hazard mitigation and/or energy efficiency components.



E. Longer‑Term Needs (Beyond Five Years)
Are there any big projects you know are coming but probably won’t happen in the next five years (for example, a full building replacement, major addition, or major infrastructure project 10+ years away)?
Please list them here with a very rough idea of timing and cost, if you can.




For Office Use (Mapping to the Five‑Year Capital Plan)
· Department → “Dept” column in the Summary General Fund Capital Improvement Plan.
· Project Description → “Description” column.
· Most Likely Year to Do the Work → Assign to FY2027–FY2032 column as Actual/Proposed/Projected, as appropriate.
· Rough Cost Estimate → Enter in the matching FY column as the capital expense.
· Use the FY2028–FY2032 entries to calculate the “Five Year Total (FY28–FY32).”
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