CIP Development Checklist
April to November 2026

Goal: Adopt a five‑year Capital Improvement Plan (CIP) in November 2026 to guide the FY2028 budget and appear in the 2026 Town Report (for Town Meeting 2027).
You can use the □ boxes to track completion.

APRIL 2026 – Kickoff and Scope
Selectboard and Staff
· □ Place “Capital Improvement Plan – Kickoff” on an April Selectboard agenda.
· □ Confirm 5‑year window for CIP (e.g., FY2028–FY2032).
· □ Clarify that the CIP is a planning document, not a spending authorization.
· □ Appoint a CIP working team (e.g., 1–2 selectboard members, treasurer/clerk, road foreman, fire rep; optional planning/conservation/building committee reps).
· □ Decide whether to request support from regional planning commission (RPC) or other technical assistance.
· □ Approve a basic work schedule (monthly CIP agenda item April–November).
Deliverables
· □ Written CIP scope and process summary
· □ List of departments and boards expected to submit capital needs

MAY 2026 – Data Gathering and Asset Inventory
Staff / Working Team
· □ Compile existing documents:
. □ Road & culvert inventories; VTrans bridge ratings
. □ Lists of town vehicles/equipment with age and condition
. □ Prior capital plans (if any)
. □ Any building assessments, energy audits, facility reports
. □ Known commitments (grants awarded, mandated upgrades, etc.)
· □ Draft and send a “Capital Needs Request” memo to:
. □ Road Dept
. □ Fire/Rescue
. □ Town Office/Clerk/Treasurer
. □ Library
. □ Recreation/Conservation
. □ Any Building/Facilities or Energy Committee
· □ In the memo, request for each item:
. □ Project/equipment name and brief description
. □ Rough cost range (e.g., <$50k, $50–200k, >$200k)
. □ Desired year(s) and urgency
· □ Set a response deadline: end of June 2026.
Deliverables
· □ Draft inventory of major town assets
· □ Capital Needs Request memo with clear deadline

JUNE 2026 – Department Input and Preliminary Project List
Departments / Committees
· □ Submit capital needs to working team by deadline:
. □ Road Dept: paving, major culverts/bridges, equipment
. □ Fire/Rescue: apparatus and major gear
. □ Clerk/Office/Library: building/IT/records projects
. □ Recreation/Conservation: trails, parks, access, facility needs
Staff / Working Team
· □ Compile responses into a single spreadsheet with columns:
. □ Project name
. □ Department/lead
. □ Description
. □ Est. cost range
. □ Preferred year(s)
. □ Notes (safety, legal, grant potential, etc.)
Selectboard
· □ Review preliminary list at a late‑June meeting.
· □ Identify obvious “must‑do” vs. “nice‑to‑have” projects.
Deliverables
· □ Consolidated Preliminary Capital Project List (no schedule yet)

JULY 2026 – Cost Refinement and Prioritization Criteria
Staff / Working Team
· □ Request refined estimates on the most important items (quotes, recent bid comparables, VTrans advice, etc.).
· □ Consult RPC/engineers for big projects (bridges, major culverts, buildings) as needed.
Selectboard
· □ Adopt prioritization criteria (4–6 items), such as:
. □ Safety / legal compliance
. □ Risk reduction / climate resilience
. □ Grant leverage and outside funding
. □ Cost avoidance (avoiding higher future costs)
. □ Service impact / community benefit
· □ Direct the working team to assign priority levels (High/Medium/Low).
Staff / Working Team
· □ Add priority levels to the project spreadsheet.
Deliverables
· □ Updated project list with improved cost ranges
· □ Written, approved prioritization criteria
· □ Priority level for each project

AUGUST 2026 – Draft 5‑Year Schedule and Funding Concepts
Staff / Working Team
· □ Draft a 5‑year schedule (e.g., FY2028–FY2032):
. □ Place high‑priority projects in earlier years where feasible.
. □ Sequence planning/design before construction.
. □ Spread out large costs to avoid spikes.
· □ Identify likely funding sources for each project:
. □ Local: general fund, capital reserves, possible bonds
. □ Outside: state highway aids, Class 2 paving, structures grants, Better Roads, FEMA, clean water, VHCB, etc.
. □ Mark projects that depend on grant success.
· □ For each year, estimate:
. □ Total project costs
. □ Estimated grant/outside funds
. □ Local share required
Selectboard
· □ Hold a work session to review:
. □ Year‑by‑year schedule
. □ Annual local share totals
. □ Obvious affordability issues
Deliverables
· □ First Draft 5‑Year CIP Schedule with funding notes and annual totals

SEPTEMBER 2026 – Public Input and Second Draft
Staff / Working Team
· □ Finalize the First Draft CIP in a readable format (narrative + table).
· □ Distribute draft to:
. □ Road Dept, Fire/Rescue, Library, Rec, Planning, Conservation
. □ Post online and provide copies at Town Office
Selectboard
· □ Schedule a public discussion (at a regular meeting or special session).
· □ Present:
. □ Summary of major projects and timing
. □ Estimated role of grants vs. local dollars
. □ How the CIP helps avoid surprises
· □ Take resident and department feedback.
Staff / Working Team
· □ Adjust:
. □ Project timing (phasing, deferrals)
. □ Funding assumptions (where unrealistic)
. □ Add/remove/refine projects as warranted
Deliverables
· □ Second Draft CIP reflecting public and internal feedback
· □ Brief summary of key comments and changes

OCTOBER 2026 – Budget Alignment and Final Revisions
Staff / Treasurer / Clerk
· □ Review capital reserve balances and projections.
· □ Review any outstanding debt and annual payments.
· □ Estimate what annual capital/reserve contributions are affordable for FY2028.
Working Team
· □ “Stress‑test” each CIP year:
. □ Confirm the local share is realistic.
. □ Adjust phasing or scopes where years are too heavy.
. □ Flag “only if grant is awarded” projects.
· □ Prepare a near‑final CIP draft with:
. □ Clear descriptions and cost ranges
. □ Funding sources and assumptions
. □ Rationale for timing and priorities
Selectboard
· □ Review near‑final draft; suggest last edits.
Deliverables
· □ Near‑final CIP draft aligned with FY2028 budget assumptions
· □ Internal note on key financial assumptions and risks

NOVEMBER 2026 – Adoption and Integration
Selectboard
· □ Place CIP adoption on early‑/mid‑November agenda.
· □ Make any final minor changes.
· □ Adopt the CIP by motion, clearly stating:
. □ It is a planning tool, not an appropriation
. □ It will be updated annually
Staff / Treasurer / Clerk
· □ Use the adopted CIP to:
. □ Inform capital reserve contributions for the proposed FY2028 budget.
. □ Decide which projects are formally proposed in FY2028.
. □ Identify 2027 grant applications needed to implement the CIP.
· □ Prepare a CIP Summary (1–2 pages) for the 2026 Town Report (for Town Meeting 2027).
Deliverables
· □ Adopted 5‑Year CIP (e.g., FY2028–FY2032)
· □ CIP summary text and charts/tables for Town Report
· □ Linkage between CIP and proposed FY2028 budget

DECEMBER 2026 – Brief Follow‑Through
· □ Make any minor adjustments based on late‑year information (e.g., storms, new grants).
· □ Confirm what from Year 1 of the CIP is actually in the proposed FY2028 budget.
· □ Plan to update the CIP each fall going forward.
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