
APPOINTMENTS - 5:30 APPROPRIATION FOR FUNDS







FORM l\ll,1BE:R G-1 (version 11/2021) 

GRANT AGREEML:NT 

The State of Ne\\- Hampshire and the Grantee hcreb) 
Mutual!} agree as follov.s: 
GENERAL PROVISIONS 

I. Identification and Definition�.

1.1. State Agenc} Name
Department of Natural and Cultural 
Resource_s/Division of Historical Resources 

1.3. Grantt.-e Naml' Town of Milford 

1.5 Grantee Phone# 
603-973-1739

1.6. Account Number 
#34050000 

1.2. State Agenc� Address 
172 Pembroke Rd., Concord, NH 03301 

1.4. Grantt.>c Addn•�-.J..:Union Sq., Milford, NH 

1.7. Completion Date 
September 30, 2025 

1.8. Grant Limitation 
$20,000 

1.9. Grant Officer for State Agency Amy Dll<On I 1.10. State Agenq Telephone Number 603 m-3485 

If Grantee 1s a municipal it) or village <li,tri1.t· "B} signing this form "e certif) that "'e ha,e complied 1''ilh any 
ubhc meetine re,1uirement for arceJ,tance of this 2rant, includine if applicable R�A 31 :95-b." 

1.11. Gmntee Sig�ture I 
_.A� l .__ � '- ..._.J.. \ 

Grantee Signature 3 

1/3/2024 

1.12. Name & Title of Grantee Signor 1 
L 

( � 

1.14. Name & Title of State Agency Signor(s) 
Sarah L. Stewart, Commissioner 

S. Appr0\0al by Attorney General (Form. Substance and Eucution) (if G & C appro, al required)

By: :sM.,u,· jJ� 

By: 

Assistant Attorne) General, On: 1 /11 / 2024

ouncil (if applicable) 

On: I I 

2. SCOPE OF WORK: In exchange for grant fund, provided by the State of New Hampshire. acting
through the Agency identified in bl<lck 1.1 (hereinafter referred to a:, '1he State''). the Grantee identified
in bloc'-. 1.3 (hereinafter referred to as "the C1rantee"), �hall pcrfonn that \\urk identified and more
particular!) described in the scope of \\Or� attached hereto a:, £.XHlBll B (the scope of \\Ork being
hereinafter referred to 3') ··the Projccf ).

Page I 











Primex=

NH Public Risk Management Exchange CERTIFICATE OF COVERAGE 

The New Hampshire Public Risk Management Exchange (Primex') is organized under the New Hampshire Revised Statutes Annotated, Chapter 5-8. 
Pooled Risk Management Programs. In accordance with those statutes, its Trust Agreement and bylaws, Primex3 is authorized to provide pooled risk 
management programs established for the benefit of political subdivisions in the State of New Hampshire. 

Each member of Primex3 is entitled to the categories of coverage set forth below. In addition, Primex3 may extend the same coverage to non-members. 
However. any coverage extended to a non-member is subject to all of the terms, conditions, exclusions, amendments, rules, policies and procedures 
that are applicable to the members of Primex3, including but not limited to the final and binding resolution of all claims and coverage disputes before the 
Primex3 Board of Trustees. The Additional Covered Party's per occurrence limit shall be deemed included in the Member's per occurrence limit. and 
therefore shall reduce the Member's limit of liability as set forth by the Coverage Documents and Declarations. The limit shown may have been reduced 
by claims paid on behalf of the member. General Liability coverage is limited to Coverage A (Personal Injury Liability) and Coverage B (Property 
Damage Liability) only, Coverage's C (Public Officials Errors and Omissions), D (Unfair Employment Practices), E (Employee Benefit Liability) and F 
(Educator's Legal Liability Claims-Made Coverage) are excluded from this provision of coverage. 

The below named entity is a member in good standing of the New Hampshire Public Risk Management Exchange. The coverage provided may, 
however. be revised at any time by the actions of Primex'. As of the date this certificate is Issued, the information set out below accurately reflects the 
categories of coverage established for the current coverage year. 

This Certificate is issued as a matter of information only and confers no rights upon the certificate holder. This certificate does not amend, extend, or 
alter the coverage afforded by the coverage categories listed below. 

Participating Member: Member Number: Company Affording Coverage: 

Town of Milford 239 NH Public Risk Management Exchange - Primex3 

1 Union Square PO Box 23 
Milford, NH 03055 Hooksett, NH 03106-9716 

Type of Coverage Effective Date Expiration Date 
Limit5 - NH Statutory Limits May Apply, If Not:

fmmlddf1111vi,I fmmlddfvvvvl =:j General Liability (Occurrence Form) 1/1/2024 1/1/2025 Each Occurrence $2,000,000 
Professional Liability (describe) General Aggregate $ 10,000,000 

□
Claims

□ Occurrence Fire Damage (Any one 
Made fire) 

Med Exp (Any one person) 

L!_J Automobile Liability 1/1/2024 1/1/2025 Combined Single Limit �ductible Comp and Coll: $1,000 
(Each Accident) 

$2,000,000 

Any auto Aggregate $10,000,000 

X Workers' Compensation & Employers' Liability 1/1/2024 ,.-- 1/1/2025 X I Statutory 
Each Accident $2,000,000 

Disease - Each Employee $2,000,000 

Disease - Policy L,m,t 

X I Property (Special Risk includes Fire and Theft) 1/1/2024 1/1/2025 Blanket Ltmtl, Replacement 
Cost (unless otherwise stated) Deductible: 

$1,000 

Description: Proof of Primex Member coverage only. 

CERTIFICATE HOLDER: I I Additional Covered Party I I Loss Payee Primex3 
- NH Public Risk Management Exchange

By: ?!ta., ?],d -Pwr«Lt 

NH Department of Natural and Cultural Resources Date: 12/14/2023 mpurcell@nhprimex.orQ 
172 Pembroke Road Please direct inquires to: 
Concord, NH 03301 Primex• Claims/Coverage Services 

603-225-2841 phone
603-228-3833 fax 



APPOINTMENTS - 5:45 VETERANS TAX CREDITS



APPOINTMENTS - 6:00 HAZARD MITIGATION PLAN











4.A.1 CONSENT - REAPPOINT JANET LANGDELL FOR  NRPC



CONSENT 4.A.2 - REAPPOINT JOAN DARGIE AND MICHAEL THORNTON FOR ZBA



CONSENT 4.A.3 - PROPERTY TAX INTEREST WAIVER REQUEST







5 TOWN STATUS REPORT





5 TOWN STATUS - AUTOMATIC FINGERPRINT ID SYSTEM POLICE CHIEF MIKE VIOLA























By signing this signature block below, Milford Police Department agrees to the terms and 
pricing stated in this price quote for the equipment as referenced above. My signature 
below constitutes the acceptance of this offer and authorizes IDEMIA to ship and provide 
this equipment. 

Signature Authorization for Order: 

Signature 

Name 

Date 

Total Purchase Price (including any Options): $ ________ _ 

PLEASE ENTER TOTAL ORDER AMOUNT ON THE LINE ABOVE 

PLEASE PROVIDE A COPY OF CURRENT TAX EXEMPTION CERTIFICATE (if applicable). 

Please provide Billing Address: 

Billing Contact name 

Telephone number ( 

Email 

Check if Billing Address is same as Shipping Address: D 

Please provide Shipping Address (if different from Billing Address): 

Technical Contact name 

Telephone number ( 

Email 

Reference: IDNH-L022224-04 Page 3 of 6 

ldemia Identity & Security USA LLC • 11951 Freedom Drive, Suite 1800, Reston, Virginia 20190 • www.na.idemia.com 



ldemia Identity & Security USA LLC Short Form Sales 
Agreement 
1. Scope. ldemia Identity & Security USA LLC, ("IDEMIA" or 
"Seller") having a place of business at 11951 Freedom Drive, Suite 
1800. Reston, Virginia 20190 and ____________ _ 
--------� ("Customer"), having a place of business at 

____ , enter into this Sales Agreement ("Agreement''), pursuant 
to which IDEMIA will sell to Customer and Customer will purchase from 
Seller the equipment, parts, software, or services related to the 
equipment (e.g., installation) described in Seller's Proposal or Letter 
Quote dated ________ These terms and conditions, 
together with the Proposal or Quote, comprise the "Agreement." 
Customer may indicate its acceptance of this Agreement by signing 
below or by issuing a purchase order that refers to either the 
Proposal/Quote or to a Customer solicitation to which the 
Proposal/Quote responds. Only these terms and conditions apply to 
the transaction, notwithstanding any inconsistent or additional terms 
and conditions contained in the purchase order or Customer 
solicitation. 

2. Price Payment and Sales Terms. The Contract Price is U.S. 
$, ________ , excluding applicable sales, use, or similar 
taxes. Seller will submit invoices to Customer for products when they 
are shipped and, if applicable, for services when they are performed. 
Customer will make payments to Seller within twenty (20) days after 
the invoice date. Unless otherwise stipulated with the Seller when an 
Order is accepted, the Equipment will be delivered by Seller "FCA" 
(Free Carrier), with named place being the Seller's premises where the 
Goods are being dispatched, (lncoterms 2010). Tifie to the Equipment 
will pass to Customer upon payment in full of the Contract Price as 
outlined above, except that title to Software will not pass to Customer 
at any time. Risk of loss will pass to Customer upon delivery of the 
Equipment to the Customer at the agreed named place of delivery in 
accordance with the lncoterm in the contract. Seller will pack and ship 
all Equipment in accordance with good commercial practices. 

3. Software. If this transaction involves software, any software 
owned by Seller ("IDEMIA Software") is licensed to Customer solely in 
accordance with Seller's Software License Agreement ("SLA"), which 
is attached as Exhibit A and incorporated herein by this reference. Any 
software owned by a third party ("Non-lDEMIA Software") is licensed 
to Customer in accordance with the standard license, terms, and 
restrictions of the copyright owner unless the owner has granted to 
Seller the right to sublicense its software pursuant to the SLA, in which 
case the SLA applies and the owner will have all rights and protections 
under the SLA as the Licensor. Seller makes no representations or 
warranties of any kind regarding Non-lDEMIA Software. 

4. Express Limited Warranty and Warranty Disclaimer. IDEMIA 
Software is warranted in accordance with the SLA. 

5. Delays and Disputes. Neither party will be liable for its non­
performance or delayed performance if caused by an event, 
circumstance, or act of a third party that is beyond a party's reasonable 
control (a "Force Majeure"). Each party will notify the other if it 
becomes aware of a Force Majeure that will significantly delay 
performance. The parties will try to settle any dispute arising from this 
Agreement ( except for a claim relating to intellectual property or breach 
of confidentiality) through good faith negotiations. If necessary, the 
parties will escalate the dispute to their appropriate higher-level 
managers. If negotiations fail, the parties will jointly select a mediator 
to mediate the dispute and will share equally the mediation costs. 
Neither party will assert a breach of this Agreement without first giving 
the other party written notice and a thirty (30) day period to cure the 
alleged breach. 

6. LIMITATION OF LIABILITY. Except for personal injury or 
death, Seller's total liability, whether for breach of contract, 
warranty, negligence, strict liability in tort, or otherwise, will be 
limited to the direct damages recoverable under law, but not to 
exceed the purchase price of the products or services for which 
losses or damages are claimed. SELLER WILL NOT BE LIABLE 
FOR ANY COMMERCIAL LOSS; INCONVENIENCE; LOSS OF USE, 
TIME, DATA, GOOD WILL, REVENUES, PROFITS OR SAVINGS; 
OR OTHER SPECIAL, INCIDENTAL, INDIRECT, OR 
CONSEQUENTIAL DAMAGES IN ANY WAY RELATED TO OR 
ARISING FROM THIS AGREEMENT, THE SALE OR USE OF THE 
PRODUCTS, OR THE PERFORMANCE OF SERVICES BY SELLER 
PURSUANT TO THIS AGREEMENT. No action for contract breach 
or otherwise relating to the transactions contemplated by this 
Agreement may be brought more than one year after the accrual 

of the cause of action. This limitation of liability survives the 
expiration or termination of this Agreement. 

7. Confidential Information and Preservation of Proprietary Rights. 
The SLA governs software confidentiality. As to any other information 
marked "Confidential" and provided by one party to the other, the 
receiving party will maintain the confidentiality of the information and 
not disclose it to any third party; take necessary and appropriate 
precautions to protect the information; and use the information only to 
further the performance of this Agreement. Confidential information is 
and will remain the property of the disclosing party, and no grant of 
proprietary rights in the confidential information is given or intended. 
Seller, any copyright owner of Non-lDEMIA Software, and any third 
party manufacturer own and retain all of their proprietary rights in the 
equipment, parts and software, and nothing herein is intended to 
restrict their proprietary rights,. Except as explicitly provided in the 
SLA, this Agreement does not grant any right, title or interest in Seller's 
proprietary rights, or a license under any Seller patent or patent 
application. 

8. Miscellaneous: Each party will comply with all applicable laws, 
regulations and rules concerning the performance of this Agreement 
or use of the products to the extent they do not conflict with the laws of
the United States. This Agreement and the rights and duties of the
parties will be governed by and interpreted in accordance with the laws 
of the State in which the products are installed to the extent they do 
not conflict with the laws of the United States. This Agreement 
constitutes the entire agreement of the parties regarding this 
transaction, supersedes all previous agreements and proposals 
relating to this subject matter, and may be amended only by a written 
instrument executed by both parties. Seller is not making, and 
Customer is not relying upon, any representation or warranty except 
those expressed herein. There are no certifications or commitments 
binding Seller applicable to this transaction unless they are in writing 
and signed by an authorized signatory of Seller. 

ldemia Identity & Security USA LLC ("SELLER"): 

Signed. _________________ _ 

Name _________________ _ 

Title __________________ _ 

Date __________________ _ 

NAME ("CUSTOMER") 

Signed __________________ _ 

Name __________________ _ 

Title. ___________________ _ 

Date ___________________ _ 

Reference: IDNH-L022224-04 Page 4 of 6 

ldemia Identity & Security USA LLC • 11951 Freedom Drive, Suite 1800, Reston, Virginia 20190 • www.na.idemia.com 







5 TOWN STATUS - FOSTER ROAD CLASS VI SECTION





5 TOWN STATUS - CONTRADANCE EVENTS AT TOWN HALL





























--· 
-- --·-·· ·· ----,----�---,----------

Town of Milford 

TERMS AND CONDITIONS FOR USE OF 

TOWN HALL AUDITORIUM, BANQUET HALL & KITCHEN 

If there are any changes to the above please contact the Town's Executive Assistant at least one week 

prior to the event. The number is 603-249-0603. 

The granting of this application by the Town of Milford for the use of the requested space for the purpose / 

organization stated above indicates neither endorsement nor support by the municipality and its Board of 

Selectmen of the views or activities of the applicant or applicants. 

The undersigned has read the Town of Milford Terms and Conditions for Use of Town Hall Auditorium, Ban­

quet Hall & Kitchen and agrees to the terms and conditions outlined therein. 

\la�0kv & J't� 
"'nt Stgii'ature of Applibl 

J)z_c, Id o2Ua3 
Date 

--ADMINISTRATION DEPARTMENT USE ONLY BELOW THIS LINE ---

Custodial fees are billed following the event) ___ 
_,___ ___ Hours at $30 (weekda 

' ==-- ' 

Custodial fees are billed following the eve ., 
__,.....,.:;;..__-'-------, 

ate 

.,_ ___ Hours at $50 (,';'._ee•r,.,....._...--, = $ ate ______ _ 

·6�ADDITIONAL Fees: f-e,e_ 0)(1"\ • · . 
Space Rental Fee: $ f!)oof7 �od in Aud. ($75) ____ Steinway Rental ($50) __ _ 
Other Fees: $ ____ Explanation: _________________ _ 

Certificate of Insurance Required? ✓ Certificate of Insurance Received? �
Custodian Confirmed: 

--------

Application Approved: 
Signature Date 

APPROVED MAY 29, 2018 Page 3 











5 TOWN STATUS - HOUSE BILL 1479 - RELATIVE TO PROHIBITING THE USE OF FEDERAL, STATE, 
OR LOCAL FUNDS FOR LOBBYING ACTIVITIES









POLICY NO. TITLE
2023
   2023-01 Right to Know Policy
   2023-02 Budget Transfer Policy
2022 There were no polices enacted by the Board of Selectmen in 2022
2021 There were no polices enacted by the Board of Selectmen in 2021
2020 There were no polices enacted by the Board of Selectmen in 2020
2019 There were no polices enacted by the Board of Selectmen in 2019
2018 There were no polices enacted by the Board of Selectmen in 2018
   2018-01 Rule - Municipal Oval Flag Rule
2017
   2017-01 Rule - Target shooting prohibited on town community lands
2016 There were no polices enacted by the Board of Selectmen in 2016
2015
  2015-01 Personnel Use of Town Vehicles (revised 10/23/23)
2014 There were no polices enacted by the Board of Selectmen in 2014
2013
  2013-01 Administration of Commissions, Committees and Special Boards
2012
  2012-01 Credit Card Purchasing Policy (May 14, 2012)
2011 There were no polices enacted by the Board of Selectmen in 2011
2010 There were no polices enacted by the Board of Selectmen in 2010
2009 There were no polices enacted by the Board of Selectmen in 2009
2008 There were no polices enacted by the Board of Selectmen in 2008
2007
  2007-01 Policy Regarding Purchasing and Procurement (revised 9-23-19)
2006
  2006-01 Policy Regarding E-mail (May 22, 2006)
  2006-02 Policy Regarding Hiring Process/Criminal Record Check (revised 02/26/24)
  2006-03 Policy Regarding Deductions From Salaries for Employees Exempt

from Overtime Pay Requirements (Safe Harbor Policy)
  2006-04 Ethics Policy
2005 There were no polices enacted by the Board of Selectmen in 2005
2004
  2004-01 Policy Regarding Matters Before NH House of Representatives or Senate
  2004-02 Policy on Exit Interviews (revised 02/12/24)
2003
  2003-01 Procedure to be Followed in the Establishment of New Positions (revised 2/26/24)
  2003-02 Policy Regarding Employee Identification Badges (revised 02/12/24)
2002 There were no polices enacted by the Board of Selectmen in 2002
2001

INDEX

TOWN OF MILFORD BOARD OF SELECTMEN POLICIES FOR ALL YEARS

Last updated 2/28/24



  2001-01 Limiting Legal Advice Requests (revised 10/9/23)
  2001-02 Employee Performance Reviews (revised 10/23/23) (revised 02/12/23)
  2001-03 Admendment to Policy 2000-11 / Wages for Hiring/Promotions (repealed 10/9/23)
2000
  2000-01 Over-Expenditure Procedure (superseded by Policy 2023-02)
  2000-02 Program / Budget Revisions (superseded by Policy 2023-02)
  2000-03 Emergency Expenditures (repealed on 9/11/23)
  2000-04 Citizen's Complaint/Dispute Resolution Procedure (amended)
  2000-05 Water & Wastewater Depreciation Accounts (repealed on 9/11/23)
  2000-06 Cashing out of Sick Leave due to Worker's Comp Injury
  2000-07 Reimbursement for Personal Credit Card Expenses (amended)
  2000-08 Grant Application Procedure  (repealed on 11/27/23)
  2000-09 Seat Belt Policy
  2000-10 Request for Trust Funds (repealed on 9/11/23)
  2000-11 Policy Re Wages for Hiring/Promotions (revised 10/9/23)



 

TOWN OF MILFORD BOARD OF SELECTMEN POLICY NO.  2000-06 

 

TO      : ALL DEPARTMENT HEADS, BOARDS, COMMISSIONS, COMMITTEES 

FROM: LEE F. MAYHEW, TOWN ADMINISTRATOR  

SUBJ  : CASHING OUT OF SICK LEAVE DUE TO WORKER’S COMPENSATION INJURY – 
POLICY NO. 2000-06 

DATE: APRIL 26, 2000 

             

At their meeting on Monday, 24 April 2000, the Milford Board of Selectmen adopted the 
following Policy concerning the annual cashing out of sick leave balance due to worker’s 
compensation injury as follows: 
 
POLICY: 
 
If, in the course of employment, an employee is injured and, as a result of this 
injury, has to be absent from work and out on Worker’s Compensation, the Town 
will charge that employee’s sick leave hours in order to make that employee 
“whole” during the course of this absence so that there is no loss of income to the 
employee.  Any sick leave hours charged as a result of this worker’s 
compensation absence will reduce the number of sick leave hours remaining to 
the employee for the remainder of the year, however, this absence will be 
considered as “non-chargeable” sick leave hours towards the sick leave incentive 
cash out at the end of the year.  If and when the employee is compensated for 
the absence by Compensation Funds of New Hampshire as a result of the injury, 
that income shall be conveyed to the Town of Milford and applied towards the 
reinstatement of the charged sick leave hours, thereby increasing the number of 
sick leave hours available to that employee for the remainder of the year.  
 
EFFECTIVE DATE:  Retroactive to 1 January 1999 for Non-Union Personnel 

No suggested changes by Human Resources 



 

TOWN OF MILFORD BOARD OF SELECTMEN POLICY NO.  2003-01   

TO      : ALL DEPARTMENT HEADS, BOARDS, COMMISSIONS, COMMITTEES 

FROM: KATHERINE E.L. CHAMBERS, TOWN ADMINISTRATOR  

SUBJ  : PROCEDURE TO BE FOLLOWED IN THE ESTABLISHMENT OF NEW POSITION(S)  

DATE: FEBRUARY 25, 2003 (REVISED APRIL 28, 2003) (REVISED 2/26/24) 

             
At the April 28, 2003 Board of Selectmen’s meeting an amendment to Policy No. 2003-1 was approved 
removing procedure number 5 which stated “Presentation to Personnel Committee for concurrence of job 
classification and placement on the Town’s Wage and Salary Plan.” The policy now reads as follows: 
 

1. Initial consultation with the Town Administrator to explain unmet staffing needs; concept of the duties to 
be performed by the position; and structure and placement of this position in the overall departmental 
organization. 

2. Preliminary discussion by the Department Head and the Town Administrator with the Board of 
Selectmen to determine if the members will entertain new position(s) in the budget process. 

3. Preparation of a draft job description to include minimum knowledge, skills, and ability requirements; 
and whether these are exact or if any combination of education and experience is appropriate for this 
position.  Identification of ADA characteristics. 

4. Review by the Town Administrator and Human Resources Director of the draft job description to 
determine Fair Labor Standards Act (FLSA) characteristics, placement on the Wage and Salary Plan, 
and review of the job description to ensure clarity of position description. 

5. Presentation Department Head presents to the Board of Selectmen for approval/consideration of the 
requested new position. 

The foregoing is intended to outline a standard process for department heads to follow when requesting new 
positions. 
 
EFFECTIVE DATE:  1 March 2003 
 

Revised on 02/26/2024  Approved on ______________ 

_____________________________   ______________________________ 
Chairman      Vice Chairman 

 
 

_____________________________   ______________________________ 
Selectman      Selectman 

 
 

_____________________________   ______________________________ 
Selectman      Selectman 
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EFFECTIVE DATE:  30 May 2000 

 

 



 

TOWN OF MILFORD BOARD OF SELECTMEN POLICY NO.  2004-01 

 

TO      : ALL DEPARTMENT HEADS, BOARDS, COMMISSIONS, COMMITTEES 

FROM: KATHERINE E.L. CHAMBERS, TOWN ADMINISTRATOR  

SUBJ  : POLICY REGARDING MATTERS BEFORE THE NH HOUSE OF 
REPRESENTATIVES OR SENATE 

DATE: JULY  20, 2004 

             

At a meeting of the Milford Board of Selectmen held on Monday, July 12, 2004, the 
Board of Selectmen voted to adopt the following policy regarding Town of Milford 
employees taking positions on matters before the State of New Hampshire House of 
Representative or the Senate: 
 
1. No Town of Milford employee shall, without the prior approval of the Board of 

Selectmen or the Town Administrator, make statements or release for publication 
any written materials or photographs concerning the operations or administration of 
the Town to any body of the State Legislature while holding themselves out as 
representing the Town or the Department in such matters. 

2. When an individual is acting as a representative or employee of the Town, the use of 
discretion regarding public statements on governmental policy shall at all times be 
consistent with the philosophy, Mission Statement, goals, and objectives of the Town 
of Milford. 

3. Any employee who is found to be in violation of this policy shall be subject to 
disciplinary procedures as outlined in the current Town of Milford Employee 
Handbook of Personnel Rules. 

There is nothing in the foregoing policy to preclude an employee from taking a personal 
position on matters before any body of the State Legislature, so long as the employee 
does so solely as a private citizen and does not hold him/herself out as representing the 
philosophy, Mission Statement, goals or objectives of the Town of Milford or his/her 
department. 
 

 

EFFECTIVE DATE:  July 20, 2004  
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TOWN OF MILFORD BOARD OF SELECTMEN POLICY NO.  2004-02  

TO      : ALL DEPARTMENT HEADS, BOARDS, COMMISSIONS, COMMITTEES 

FROM: KATHERINE E.L. CHAMBERS, TOWN ADMINISTRATOR  

SUBJ  : POLICY ON EXIT INTERVIEWS 

DATE: OCTOBER 28, 2004 (REVISED FEBRUARY 12, 2024) 

              

At a meeting of the Milford Board of Selectmen held on Monday, October 25, 2004, the 
Board of Selectmen voted to adopt the following Policy regarding Exit Interviews: 
 
Purpose: 

To ensure that exiting employees are informed of their benefits and rights and to 
maintain accurate records on reasons for employee terminations. 
 
Policy: 

It is the policy of the Town of Milford to ensure thatprovide the opportunity for any 
employee whose employment is being terminated (voluntarily or involuntarily) receives 
an exit interview.  The exit interview shall be held at the time of the employee’s 
discharge.  The interview will be conducted by the Human Resources Director or 
designee.  The objectives of the exit interview are as follows: 
 
1. To determine the actual reason for an employee’s resignation; 

2. To discover any grievances the employee may have about the department in 
order that corrective action(s) may be undertaken; 

3. To discover any misunderstandings the employee may have had about his/her 
job, or with his/her supervisor(s) in order that corrective action(s) may be 
undertaken; 

4. To retain the goodwill of the employee toward the Town; 

5. To review administrative details with the employee such as benefits continuation 
rights and conversion privileges, if any, final pay, re-employment policy, and 
employment compensation; and 

6. To arrange for the return of any Town of Milford property which has not already 
been returned to the department supervisor. 
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Procedure: 

1. When an employee announces his/her intention to resign, the supervisor/department
head should schedule an exit interview for the employee with the Human Resources
Director or designee as soon as possible.

2. When a decision has been made to terminate an employee, the employee should
meet with the Human Resources Director or designee for an exit interview as soon
as possible, as appropriate.

3. During the exit interview, the Human Resources Director or designee will seek to
meet all objectives listed in this Exit Interview Policy statement.

4. The departing employee will be asked to complete the Exit Interview Form (sample
attached) as thoroughly as possible noting that this is a voluntary process..

5. Any information obtained during the exit interview shall be disclosed to (and/or
discussed with) the supervisor, the Department Head, the Town Administrator and
the Board of Selectmen in order to investigate any allegation(s) made and/or to be
made aware of emerging problem(s).  The Department Head, the Town
Administrator and/or the Human Resources Director may make recommendations to
the Board of Selectmen for corrective action based on the information contained in
the exit interview.

EFFECTIVE DATE: October 28, 2004 

Amended on 02/12/24 Approved on ______________ 

_____________________________  
 ______________________________ 
Chairman Vice Chairman 

_____________________________  
 ______________________________ 
Selectman Selectman 

_____________________________  
 ______________________________ 
Selectman Selectman 



1 

TOWN OF MILFORD BOARD OF SELECTMEN POLICY NO.  2006-01 

TO      : ALL DEPARTMENT HEADS, BOARDS, COMMISSIONS, COMMITTEES 

FROM: KATHERINE E.L. CHAMBERS, TOWN ADMINISTRATOR  

SUBJ  : POLICY ON EMAIL 

date: June 05, 2006 

At a meeting of the Milford Board of Selectmen held on Monday, May 22, 2006, the Board of 
Selectmen voted to adopt the following Policy regarding email correspondence: 

Definitions: 

Administrative matters – the one-way dissemination of information to Town Board members, 
where no further related email correspondence is exchanged between Town Board members on 
the subject matter of the information being disseminated.  

Conduct business - make decisions or discuss substantive matters or affairs related to the 
town or the Town Board when such activity takes place among a quorum of Town Board 
members. 

Meeting – two-way communication among a quorum of Town Board members. 

Scheduling – the activity specifically associated with determining a date and time at which 
Town Board members would be available to meet in public session or non-public session. 

Application: 

This Email Policy applies to email initiated by the Board of Selectmen and all other town boards, 
committees, subcommittees and commissions whose members are appointed by the Board of 
Selectmen. This Email Policy shall also apply to email initiated by all other boards and 
commissions whose members adopt the provisions of this policy. Each such organization is 
referred to herein as a “Town Board”. 

Accepted Use: 

This Email Policy is not meant to limit or restrict emails sent between individual members of a 
Town Board as long as the number of members involved in the email exchange does not 
constitute a quorum.  

Members of a Town Board may use emails for scheduling or other administrative matters and to 
send information and updates to one another, subject to the “Restrictions” section below.  

Restrictions: 
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EFFECTIVE DATE:  May 23, 2006 

Email exchanges shall be considered public information and subject to disclosure under the 
Right to Know law if they: 

 ·pertain to the business or affairs of a Town Board; and
 ·are initiated by a Town Board member; and
 ·involve a quorum of a Town Board.

Example: If three members of a Town Board constitute a quorum, then an email regarding the 
business of the Board that is sent by one member to two or more other members is public 
information.   
A Town Board will not use email to hold a meeting or conduct business. 

Record Keeping: 

Each Town Board shall designate a person (who may be a member of the board or a town 
employee) who shall maintain a hard copy of public emails. 

A member of a Town Board who sends an email regarding the business or affairs of such Town 
Board to other members of the same Town Board, such that a quorum is involved, shall make 
the email public by forwarding a copy of the email to the person so designated for record 
keeping.  

Those individuals designated by Town Boards to maintain a hard copy of public emails shall 
make the email available as follows: 

 Hard copies of public emails shall, upon request, be made available to members of
the public for inspection.

 Public emails shall, upon request, be copied for members of the public upon
payment of reasonable copying charges.

 Hard copies of public emails shall be kept no less than one year, after which they
may be destroyed.



TOWN OF MILFORD BOARD OF SELECTMEN POLICY NO.  2006-02 

TO      : ALL DEPARTMENT HEADS, BOARDS, COMMISSIONS, COMMITTEES 

FROM: GUY SCAIFE, TOWN ADMINISTRATOR 

SUBJ  : POLICY ON HIRING PROCESS/CRIMINAL RECORD CHECK 

DATE: OCTOBER 9, 2006 (REVISED 02/26/24) 

At a meeting of the Milford Board of Selectmen held on Monday, August 14, 2006, the Board of 
Selectmen voted to adopt the following Policy regarding Hiring Process/Criminal Record Check: 

Purpose: 

It is the intent of this Policy to establish a written guideline in order to ensure that all potential 
employees/volunteers meet or exceed the hiring standards of the Town of Milford. 

Policy: 

The Town of Milford shall maintain a standardized hiring policy inclusive of conducting or 
requiring criminal record checks on potential employees/volunteers in certain job categories. In 
order to maintain a professional work force within the Town of Milford, the following procedures 
shall be used by Department Heads during the hiring process: 

1) Following a conditional offer of employment being tendered, potential employees/volunteers
in the following work force categories shall be required to undergo criminal records checks:

a) Employees/volunteers working directly in contact with children (e.g., Recreation
Department personnel).

b) Employees/volunteers working around children (e.g., Library personnel)

c) Employees/volunteers working with/handling money (e.g., Town Clerk’s Office; Tax Col-
lector’s Office, Finance Department, etc.)

d) Employees/volunteers having to enter residences (e.g., Building Inspector’s Office;
Assessor’s Office, Welfare Office; etc.)

e) Employees/volunteers working with sensitive/potentially hazardous equipment/chemicals
(e.g., WWTF personnel)

f) Employees/volunteers for the Police Department, the Fire Department and the Ambu-
lance Service.

2) Following acceptance of the conditional offer of employment being tendered, the applicant
will be required to complete an FBI Identification Record Request and a State of NH
Criminal Record Release Authorization Form authorizing the release of this information to
the Human Resources Director.  Fees to cover the costs of these record checks will be paid
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out of the Human Resources budget for employees.  Fees to cover costs of record checks 
for Volunteers will be paid by the appropriate department/office. 

3) If the results of the criminal records check are negative, the Human Resources Director shall
inform the Department Head that he/she may proceed with the hiring process.  The negative
criminal record check shall be destroyed immediately as required by law.

4) If the criminal records check reveals any court records, the Human Resources Director shall
inform the Department Head who shall review same as follows:

a) The Department Head shall make a determination as to whether the applicant is
suitable for the position applied for.

b) The Department Head may solicit the opinion of the Chief of Police or designee
relative to the criminal record check document.

c) The Department Head shall be responsible for making the final decision as to the
suit-ability of the candidate – taking the totality of the circumstances into
consideration.

d) Regardless of the decision of the Department Head as to whether or not to hire the
candidate, the criminal record check will be destroyed within thirty (30) days as
required by law.

5) Failure to comply with the foregoing process will result in the termination of the
application process.

EFFECTIVE: OCTOBER 9, 2026 

Revised on 02/26/24 Approved on _____________ 

_____________________________ ______________________________ 
Chairman Vice Chairman 

_____________________________ ______________________________ 
Selectman Selectman 

_____________________________ ______________________________ 
Selectman Selectman 

Need further review by Human Resources 
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EFFECTIVE DATE:  August 14, 2006 Safe Harbor Policy/rab/2006

TOWN OF MILFORD BOARD OF SELECTMEN POLICY NO.  2006-03 

TO      : ALL DEPARTMENT HEADS, BOARDS, COMMISSIONS, COMMITTEES 

FROM: GUY SCAIFE, TOWN ADMINISTRATOR  

SUBJ  : POLICY ON DEDUCTIONS FROM SALARIES FOR EMPLOYEES 

EXEMPT FROM OVERTIME PAY REQUIREMENTS (SAFE HARBOR POLICY) 

DATE: OCTOBER 9, 2006 

At a meeting of the Milford Board of Selectmen held on Monday, August 14, 2006, the Board of 
Selectmen voted to adopt the following Policy regarding Deductions From Salaries For Employees 
Exempt From Overtime Pay Requirements (Safe Harbor Policy): 

Introduction: 

The US Department of Labor regulations regarding payment of overtime require – as a preliminary 
threshold for exemption from overtime pay requirements – that an employee be paid on a salary 
basis. 

The Regulations review the types of deductions which may be made from an employee’s salary 
during any pay period and their effect on the employee’s status as exempt or non-exempt from 
overtime pay requirements  

The Department of Labor has provided some examples of permissible deductions in Fact Sheet 17G 
– a copy of which is attached to this Policy and made a part hereof.   As with any sampling, caution
must be exercised by noting that the specific requirements in any given case will be governed by
application of the laws and rules in question.  Here is how the US Department of Labor describes
exemptions from salary:

Deductions from pay are permissible when an exempt employee: is absent from work for 
one or more full days for personal reasons other than sickness or disability; for absences of 
one or more full days due to sickness or disability if the deduction is made in accordance 
with a bona fide plan, policy or practice of providing compensation for salary lost due to 
illness; to offset amounts employees receive as jury or witness fees, or for military pay; for 
penalties imposed in good faith for infractions of safety rules of major significance; or for 
unpaid disciplinary suspensions of one or more full days imposed in good faith for 
workplace conduct rule infractions.  Also, an employer is not required to pay the full salary 
in the initial or terminal week of employment, or for weeks in which an exempt employee 
takes unpaid leave under the Family and Medical Leave Act. 
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Policy: 

The Town of Milford is committed to avoiding improper deductions and will act promptly to 
remedy any situation in which such a deduction may have been made by reimbursing the employee 
for any such improper deduction not later than the first pay day upon which the reimbursement 
reasonably may be made following a timely final determination that the deduction was improper. 

Any employee who believes that a deduction from salary is improper should discuss the matter with 
his/her supervisor who will promptly (normally within twenty-four (24) hours) make an initial 
determination as to whether the deduction is proper, including a written explanation if it is found 
that the deduction was proper.  The employee should ordinarily initiate this inquiry within forty-
eight (48) hours after being paid or being notified of the deduction unless special circumstances 
justify later action.  If the employee is not satisfied with the decision of the Supervisor, the employee 
may file a written appeal within forty-eight (48) hours to the Board of Selectmen which states the 
basis for disagreeing with the decision.  The appeal shall be considered within seventy-two (72) 
hours with a final decision issued within ninety-six (96) hours whenever possible.  Any final decision 
of the Board of Selectmen may be appealed in accordance with State or Federal requirements as 
applicable. 

If any deduction was found to have been made improperly, the Town of Milford shall make a 
sincere and good faith effort to avoid any such improper deductions in the future for the employee 
and any similarly situated employees. 

Need further review by Human Resources 
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TOWN OF MILFORD BOARD OF SELECTMEN POLICY NO.  2006-04.08 

TO: ALL DEPARTMENT HEADS, BOARDS, COMMISSIONS, AND COMMITTEES 

FROM: GUY SCAIFE, TOWN ADMINISTRATOR 

SUBJ: POLICY AND PROCEDURE ON TOWN OFFICIALS AND TOWN EMPLOYEE 
ETHICS 

DATE: ENACTED TUESDAY, DECEMBER 26, 2006 (AMENDED JUNE 25, 2012, MAY 23, 
2011, NOVEMBER 2009, JULY 14, 2008, JUNE 23, 2008, MAY 27, 2008 &AUGUST 27, 
2007) 

At a meeting of the Milford Board of Selectmen held on Tuesday, December 26, 2006, the Board of 
Selectmen voted to adopt the following Policy regarding Town Officials and Town Employee Ethics 
(this Policy amended by the Board of Selectmen on June 25, 2012, May 23, 2011, November 2009, 
July 14, 2008, June 23, 2008, May 27, 2008 & August 27, 2007): 

2006.04.010 Definitions 

In this policy: 

A. "Town official" means any elected Town official or individual appointed by the Board of
Selectmen to serve on a Town board, committee, subcommittee or commission.

B. "Town employee" means any individual employed by the Town of Milford.

C. "Gift" or "Contribution" means any money, discount, or thing of value received in excess of
$50 from any single source during any calendar year. “Gift” shall not include contributions
as defined in RSA 664; a commercially reasonable loan made in the ordinary course of
business; meals and beverages consumed in the course of official business; ceremonial gifts
or awards which have insignificant monetary value; unsolicited gifts of nominal value or
trivial items of informational value; reasonable expenses for food, travel, and lodging for a
meeting at which a Town official or Town employee participates in a panel or a speaking
engagement; gifts of tickets or free admission extended to a Town official to attend
charitable or political events, if the purpose of such gift or admission is a courtesy
customarily extended to the office; gifts that are purely private and personal in nature; or
gifts from relatives by blood or marriage, or a member of the same household.
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2006.04.020 Principles of Public Service 

The following section describes a set of values that should be aspired to by all Town officials and 
Town employees. These items in and of themselves do not form the basis for an ethics complaint. 

A. Public Service as a Public Trust -

Town officials and Town employees should treat their positions as a public trust, only
using the powers and resources of their positions to advance public interests, and not to
attain personal benefits or pursue any other private interest incompatible with the public
good.

B. Principle of Independent Objective Judgment -

Town officials and Town employees should employ independent objective judgment in
performing their duties, deciding all matters on the merits free from conflicts of interest
and both real and apparent improper influences.

C. Principle of Accountability -

Town officials and Town employees should assure that government is conducted openly,
equitably and honorably in a manner that permits the citizenry to make informed
judgments and hold Town officials and Town employees accountable.

2006.04.030 Grounds for an Ethics Complaint 

The following sections describe the items upon which an ethics complaint may be based. Any ethics 
complaint must specify the section or sections of this paragraph upon which the complaint is based.  

A. Impression of Influence

Town officials and Town employees shall conduct their official and personal affairs in
such a manner that they cannot be improperly influenced, and so as to avoid any
appearance of improper influence, in the performance of their official duties.

B. Conflict of Interest

Town officials and Town employees shall avoid conflicts of interest. "Conflict of
interest" means a situation, circumstance, or financial interest, which has the potential to
cause a private interest to interfere with the proper exercise of a public duty. Town
officials and Town employees shall not participate in any matter in which they, or their
spouse or children, have a private interest which may directly or indirectly affect or
influence the performance of their duties. In any instance where there is a conflict of
interest or there could be the appearance of a conflict of interest, the Town official or
Town employee shall disclose the circumstances prior to the time the matter arises for
official consideration or decision.  Such disclosures by Town officials shall be made to
the board, committee, subcommittee or commission on which the official serves, and
disclosures by Town employees shall be made to the Town Administrator.
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C. Misuse of Position

No Town official or Town employee shall disclose or use confidential or privileged
information for personal benefit or for financial gain. Town officials and Town
employees shall not use their governmental positions to secure privileges or advantages
for themselves, which are not generally available to Town officials or Town employees,
or to improperly secure governmental privileges or advantages for others.

D. Acceptance and Giving of Gifts

Any Town official and any Town official’s spouse or dependent, and any Town
employee and any Town employee’s spouse or dependent, who gives, solicits, accepts, or
agrees to accept a gift from a person or entity who is subject to any matter or action
pending before or contemplated by the Town official, Town employee, or by the
governmental body with which that individual is affiliated shall disclose the gift prior to
the time the matter or action arises for official consideration or decision. Disclosure by
Town officials shall be made to the board, committee, subcommittee or commission on
which the official serves, and disclosure by Town employees shall be made to the Town
Administrator. Disclosure made by Town officials or Town employees shall be recorded
in the official minutes of all meetings at which the matter or action is discussed or
considered. Nothing in this section shall be construed to prohibit gifts made to the
Town of Milford and accepted in accordance with the law.

2006.04.040 Supplemental Policies 

In addition to this Ethics Policy, each Town board, committee, subcommittee and commission, 
and each Town department, may promulgate a supplemental ethics policy to address issues 
specific to that organization.  In the event of a conflict, the provisions of this Ethics Policy shall 
supersede any such supplemental policy; provided however, that for those Town of Milford 
departments or agencies who have established Codes of Conduct or Codes of Ethics with 
provisions that are more stringent than those contained herein, then those more stringent 
provisions shall apply. 

2006.04.050 Milford Board of Selectmen Procedure for Implementing the Ethics Policy 

A. Filing the Complaint

1. Any individual having information that any town official or town employee is or has
been engaged in activities, or is or has been subject to a condition that constitutes a
violation of the Ethics Policy, may present a complaint to the Ethics Committee.
The conduct that is the basis for the complaint must have occurred within one year
prior to the date the complaint is filed.

2. The complaint form can be obtained from the Town’s Web site or in person from
the Board of Selectman’s office at Town Hall during normal business hours.
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3. A complaint shall be presented in writing and shall be signed under oath before a
notary public. The complaint shall allege the specific facts constituting the alleged
violation of the Ethics Policy, shall name a specific person or persons who are
alleged to have violated the Ethics Policy, and shall specifically state the particular
provisions of section 2006.04.030 of this document that are alleged to have been
violated.

4. The complaint shall be submitted to the Board of Selectmen’s office at Town Hall
during regular business hours in a sealed envelope addressed to the Ethics
Committee

B. Requests for advice relating to compliance with the Ethics Policy can be submitted in
writing or by email directed to the Ethics Committee. A request for advice must identify
the person requesting the advice.

C. The Ethics Committee

In the event of an alleged ethics violation, the complaint will be addressed according to
one of the following three scenarios:

1. If the individual being accused is a town employee (excluding the Town
Administrator), the complaint will be turned over to the Town Administrator to be
addressed according to established town procedures.

2. If the individual being accused is a member of the Board of Selectmen, a town
official who has been appointed by the Board of Selectmen, or if the person being
accused is the Town Administrator, the complaint will be heard by the Ethics
Committee.

3. If the individual being accused is a member of the Ethics Committee itself, the
complaint shall be heard by the Board of Selectmen, according to the procedures
described herein.

In any of the above scenarios, if a member of the Ethics Committee, Board of 
Selectmen, or the Town Administrator feels that he or she would not be able to 
impartially conduct the business of the Committee/Board, he or she shall bring it to the 
attention of the Committee/Board chair person for replacement or recusal. 

D. Formation of the Ethics Committee

1. The Ethics Committee shall consist of five (5) voting members and two (2)
alternates. Members and Alternates shall be private citizens who are residents of the
Town of Milford and who do not hold any town official position in the Town.

2. The first Ethics Committee shall be appointed by the Board of Selectmen with
preferential consideration being given to members of the ad hoc Ethics Committee
that was appointed by the Board of Selectmen in March of 2008.  At the
Committee’s first meeting the appointed members shall determine by lot:

a. which member will serve for a one-year term

b. which two members will serve for a two-year term



Board of  Selectmen Policy 2006-04.08 Ethics – Page 5 
EFFECTIVE DATE:  December 26, 2006 (Amended by Board of  Selectmen, June 25, 2012, May 23, 2011, November 
2009, July 14, 2008, June 23, 2008, May 27, 2008 & August 27, 2007) 

c. which two members will serve for a three-year term

3. The two Alternate members shall be appointed by the Board of Selectmen to serve
terms of three (3) years.

4. The Board of Selectmen will appoint members to the Ethics Committee after these
initial terms are completed. All newly appointed and reappointed members shall
serve terms of three (3) years.

5. Should a vacancy on the Committee arise, the remaining members of the Ethics
Committee will nominate to the Board of Selectman a town resident to serve out the
remainder of the term.

E. Purpose and Charge

The purpose of the Ethics Committee is to:

1. Educate Town Officials regarding the provisions of the Town of Milford Ethics
Policy.

2. Provide advice and counsel to Town Officials regarding ethical issues with which
they are confronted.

3. Hear and resolve ethics complaints which are filed against Town Officials.

F. Confidentiality

1. All regular business of the Ethics Committee, including training, working on policies,
and deliberations on requests for advice shall be conducted in public sessions, in
accordance with RSA 91-A.

2. All reviews of complaints, preliminary hearings, hearings, and deliberations on
complaints or hearings shall be conducted in non-public session, in accordance with
RSA 91-A:3(c).

3. Any complaint received by the Ethics Committee is a confidential document and is
not disclosable under RSA 91-A.

4. If the person against whom the complaint is made requests that the proceedings be
conducted in public session, that request will be honored only if permissible by law.

G. Preliminary Review

1. Within two weeks of receiving a complaint, the Ethics Committee shall consider the
complaint at a meeting and determine if the complaint has sufficient merit to warrant
a hearing or further investigation. The Ethics Committee shall dismiss the complaint
if any of the following applies:

a. The complaint does not meet the requirements of section 2006.04.050
(A) of this document.  If the complaint is dismissed on this basis, the
committee shall invite the complainant to resubmit the complaint in
proper form.
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b. The complaint alleges facts that, if true, would not constitute a violation
of the Ethics Policy or alleges facts that constitute constitutionally
protected or legally protected conduct.

c. The complaint is frivolous, scurrilous, or retaliatory in nature.

d. The complaint alleges facts that may constitute a violation of criminal
law.  In this case, the Ethics Committee may consult with the Town’s
Chief of Police, in accordance with all confidentiality provisions of RSA
91-A, and, if necessary, shall refer the complaint to the applicable law
enforcement authorities and shall take no further action on the complaint
until notified of the conclusion of any criminal investigation or criminal
proceeding.

e. If the complaint is being investigated by law enforcement, the Ethics
Committee shall notify the complainant that the matter has been
transferred to law enforcement.

f. If the complaint is investigated by law enforcement and there is a
determination that no criminal activity occurred, the complaint shall be
returned to the Ethics Committee and it shall follow its standard process
for reviewing a complaint.

2. Regardless of whether the Ethics Committee dismisses the complaint or finds the
complaint to have sufficient merit to warrant a hearing or further investigation, the
Committee shall promptly notify the complainant and the person against whom the
complaint is made.  The notification shall be in writing and shall include a copy of
the Committee‘s written finding.

3. If the complainant fails to move forward to proceed with the complaint, the Ethics
Committee may, at its discretion, continue to review the complaint and make a
determination if a violation of the Ethics Policy has occurred.

H. The Hearing

1. The hearing shall be held within four weeks of the date the complaint is received by
the Ethics Committee.

2. The Ethics Committee shall request that the complainant and the person against
whom the complaint is made attend the hearing.

3. The hearing shall provide the opportunity for all parties to be heard and to present
evidence.  Witnesses shall testify under oath.

4. The Ethics Committee shall determine all cases by a preponderance of the evidence
in deciding whether or not there has been a violation of the Ethics Policy.

5. The Ethics Committee shall have all powers at the hearing available under applicable
law, including subpoena authority.
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6. The Ethics Committee may dismiss the complaint at any stage of the proceedings if
the Ethics Committee determines that one or more of the reasons for dismissal, as
stated in section 2006.04.050 (F:1) of this document, are applicable.

I. The Findings

1. Within one week of the conclusion of the hearing, the Ethics Committee shall make
a determination, in writing, of whether the person against whom the complaint is
made has violated the Ethics Policy.

2. The Ethics Committee shall notify the complainant, the person against whom the
complaint is made, and the Selectmen, in writing, of the determination of the
complaint and the applicable recommendation.

3. Any determination by the Ethics Committee shall become public upon being
forwarded to the Board of Selectmen. If it is determined by the Ethics Committee
that a violation has occurred, the Ethics Committee shall recommend such sanctions,
if any, that it deems appropriate. Such sanctions may include, but are not limited to,
any one or more of the following:

a. In the case where the person who violated the Ethics Policy is a
Selectman or the town administrator, the Ethics Committee may:

I. Vote to recommend the removal of the person from office (to
the extent authorized by law);

II. Vote to recommend that the person resign from his or her office;
III. Vote to recommend a public censure of the person;
IV. Vote to recommend a private censure of the person;
V. Vote to recommend that a letter of counseling be issued to the

person regarding the determination.

4. The factual findings and determination of the Ethics Committee shall be final and
are not to be overruled or modified by the Board of Selectmen, it being further
understood that the Board of Selectmen is not obligated to take action on any
recommendations forwarded to it by the Ethics Committee.

5. The Board of Selectmen shall notify the complainant and the person against whom a
complaint is made, in writing, of the disposition of the complaint.

J. Other Issues

1. To the extent that these procedures may conflict with the terms of any collective
bargaining agreement that is binding on the Town of Milford, the terms of the
collective bargaining shall apply.
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Severability: 
If any provision of this Policy or the application thereof to any person or circumstance is held 
invalid, the invalidity does not affect the other provisions or applications of this Policy which can be 
given effect without the invalid provision or application, and to this end the provisions of this Policy 
are severable. 

Effective Date: 
This Policy shall become effective upon adoption by the Milford Board of Selectmen and upon its 
distribution to Town Departments and any other relevant governing bodies/organizations (if 
applicable). 

Gary L. Daniels, Chairman Tim Finan, Vice Chairman 

Katherine Bauer, Member Mike Putnam, Member 

Mark Fougere, Member 

Need further review by Human Resources 
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TOWN OF MILFORD FINANCE DEPARTMENT 

Policy 2012-01 

TO: ALL DEPARTMENT HEADS, BOARDS, COMMISSIONS, COMMITTEES 

FROM: JACK SHEEHY, DIRECTOR OF FINANCIAL OPERATIONS 

SUBJECT: CREDIT CARD PURCHASING POLICY 

DATE: 6/7/2012 

A credit card purchasing policy was adopted by the Board of Selectmen at their May 14, 2012 meeting.  Please 
read the attached policy.  Also attached for your information is the Town’s Purchasing and Procurement Policy 
which is referenced by the credit card policy. 

The Credit Card Purchasing Policy is in effect immediately and requires a signed agreement to accept town credit 
card form for those employees with a Town credit card. This form is attached.  Please complete, sign and return to 
the Finance Department. 

If you have any questions, please feel free to call me or stop by to see me. 

Please remember that all credit card transactions shall be processed immediately upon use by submitting a 
completed and signed Accounts Payable Distribution slip along with the credit card receipt to the Finance 
Department. Do not wait for the credit card statement, as this will result in delays in processing payments and 
could result in unnecessary finance charges.   

Need further review by Finance Department 



Town of Milford 2012-01 
Credit Card Purchasing Policy 

Town of Milford 
Town Hall 

1 Union Square 
Milford NH 03055 

Credit Card Purchasing Policy

1. Authority

This policy is adopted by the Board of Selectmen in accordance with NH RSA 31:39 as it relates to it’s
management of the Town’s prudential affairs and its authority over expenditures.

2. Purpose

To establish the policy for the use of Town credit cards by Town employees for Town purchases and
intended to accomplish the following:

a. To ensure that the procurement with credit cards is accomplished pursuant to the policy
established by the Board of Selectmen.

b. To enhance productivity, significantly reduce paperwork, improve controls, and reduce the overall
cost associated with approved purchases.

c. To ensure appropriate internal controls are established so that credit cards are used for
authorized purposes only.

d. To ensure that the Town bears no legal liability from inappropriate use of credit cards.

3. Scope

The Finance Director along with the Town Administrator will make all decisions regarding the issuing of
individual cards and the establishment of any and all additional controls for their use.

4. Policy

a. A Town Credit card shall only be issued to a Department Manager, or the Department Manager’s
designee with approval of the Town Administrator.

b. The credit limit of each card shall be $2,000 with the exception of the Recreation Departments
Director’s credit card, which shall be $5,000.

c. All requirements of the Town’s Purchasing Policy shall apply to the use of credit cards.
d. All purchases of goods or services made with the Town credit card shall be budgeted and

allowable.
e. Town issued credit cards SHALL NOT be used:

• To purchase alcohol or entertainment.
• For cash advances (ATM’s, traveler’s checks, money orders, etc.)
• To pay invoices or statements of any kind.
• For personal purchases of any kind, even with the intention of reimbursing the town.
• For any purchase not for the benefit of the Town of Milford.



f. All purchases made with credit cards shall be paid for within the grace periods so that no interest
charges or penalties will accrue.
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Town of Milford Board of Selectmen Policy No.  2013-001 

Administration of 
Commissions, Committees, 

and Special Boards 

Policy applies to: All Department Heads, Staff, Boards, Commissions, 
Committees, and Volunteers 

Approved: September 9, 2013 
Amended: NA 

Sections: 
1. Authority and Purpose
2. Definitions
3. Group Basics
4. Setting Up Meetings
5. Conducting a Meeting
6. Meeting Minutes
7. Communication within Groups, with the Public and with Other Groups
8. Appendixes

1. Authority and Purpose
The Board of Selectmen adopted this policy to facilitate efficient and consistent administration of the 
various commissions, committees, and special boards created by the Board of Selectmen and/or town 
vote.  

2. Definitions
a. “Chair” – nominated or appointed administrative leader of a group who serves as the head

administrative officer. In most instances, the chair is appointed/elected/chosen annually by the
other members of the group.  Typically, the chair runs meetings, maintains meeting flow and
order, and oversees the overall purpose of the group.

b. “Group” – an officially sanctioned (elected, appointed, nominated, etc.) group of volunteers
and/or staff members tasked to accomplish, study, support, or steward a particular project, goal,
or overall vision/mission

c. “Meeting” –The convening of a quorum (majority) of any public body to discuss or act on any of
that body’s business.

d. “Member” – volunteers and/or staff members (elected or appointed) to fill an open position within
a group

e. “Quorum” – a simple majority of the membership of a group
f. “Subcommittee” – any members of a group that have been directed to accomplish a specific

task.
g. “Secretary” - nominated or appointed officer of a group who fills the roll of maintaining the

group’s documents, and taking or ensuring that meeting minutes are taken, maintained, posted or
submitted for posting. In most instances, the other members of the group appoint/elect/choose
the secretary annually.

h. “Session” –This word shall have the same meaning as “meeting”
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i. “Term” – the length of time that a member is appointed, reappointed, or elected to serve on a
group.  Typically the term length is 3 years and expires on March 31st of the final year of their
term.

j. “Vice-Chair” - nominated or appointed alternate administrative leader of a group who serves as
the secondary administrative officer. In most instances, the other members of the group
appoint/elect/choose the vice-chair annually.  The vice-chair is typically tasked with running
meetings, maintaining meeting flow and order, and overseeing the overall purpose of the group in
the absence of the chair.

3. Group Basics
a. Creation of Groups

Groups can be created by a town-vote-approved warrant article that details the purpose and
construction of a group, or they can be created by a majority vote of a different group that has the
authority to create subordinate groups.

b. Membership
Members are approved, appointed, or elected to participate by a group, town voters, or other
sanctioned official that has the authority to appoint members to a subordinate group.  As
example, the Board of Selectmen appoint members to the Conservation Commission, the
Planning Board appoints members to the Capital Improvements Plan Advisory Committee, and
the Town Moderator appoints members to the Budget Advisory Committee (see Appendix A for
details on specific groups and by whose authority members are appointed).

c. Appointment and Reappointment of Members
I. Budget Advisory Committee

Appointments or reappointments to the Budget Advisory Committee are made by the
Town Moderator.

II. Trustees
Appointments or reappointments to the Cemetery Trustees and Library Trustees are
made via election by the voters.

III. Land Use Boards - Planning Board and Zoning Board of Adjustment candidates desiring
appointment are required to have a face-to-face interview with the Board of Selectmen.
No face-to-face interview is required for candidates desiring reappointment. Prior to the
appointment or reappointment of a candidate, the Chair of the respective board may
submit a memo of recommendation to the Board of Selectmen that includes:

• The name of each candidate;
• If they are being appointed as a full or alternate member;
• The length of the term they are being reappointed to;
• Their address;
• A brief statement of endorsement for their appointment or reappointment.

Appointments or reappointments to subcommittees created by the Planning Board and 
Zoning Board of Adjustment are made by the respective boards. 

IV. All Other Groups
Appointments or reappointments to all other groups are made by the Board of Selectmen.

a. New Appointments
Face-to-face interviews are necessary for new appointments.
The Board of Selectmen requests that new candidate appointments also have a
memo from the chair of each group forwarded for the Board’s review prior to the
appointment.  The memo shall include:

• The name of each appointment candidate;
• If they are being appointed as a full or alternate member;
• The length of the term for which they are being appointed;
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• Their address;
• A brief statement of endorsement for their appointment;
• A brief bio (two or three sentences) stating their interest for joining and

what skills, experience, or focus they have stated that they would like to
bring to the group.

b. Reappointments
Face-to-face interviews are not necessary for reappointment. 
In lieu of face-to-face interviews, the Board of Selectmen requests that candidate 
reappointments be forwarded to the Board of Selectmen in the form of a memo from the 
chair of each group.  The memo shall include: 

• The name of each reappointment candidate;
• If they are being reappointed as a full or alternate member;
• The length of the term for which they are being reappointed;
• Their address;
• A brief statement of endorsement for their reappointment.

d. Subcommittees
A subcommittee shall only consist of members previously appointed to the group forming the
subcommittee.

4. Setting Up Meetings
a. Posting Meeting Notices

Except in an emergency, notice of the time and place meetings (including subcommittee
meetings and nonpublic sessions), shall be posted in two appropriate places, one of which may
be the town’s web site, or in a newspaper of general circulation, at least 24 hours in advance
(excluding Sundays and legal holidays). An emergency shall only mean a situation where
immediate action is deemed to be imperative by the chair or presiding officer of the group. In the
case of an emergency notice, the time and place of such meeting shall be posted as soon as
practicable, and beyond the postings all reasonable efforts shall be made to inform the public that
a meeting is to be held.

b. Meeting Cancelations/Weather Postponements
In the event of inclement weather, groups have the authority to cancel their meetings at their
discretion.  If a meeting is going to be canceled, all members shall be contacted to apprise them
of the cancelation, every effort shall be made to notify the public of the cancelation, and the staff
at the meeting location shall be notified to best accommodate facility arrangements.

c. Access To The Public
All meetings shall be open and accessible to the public.  Consideration should be given for the
size of the room reserved for the meeting in relation to the expected turn out for the meeting.
Parking space for the meeting should also be assessed, and if it’s anticipated that available
parking spaces will be an issue, every effort should be made to resolve the situation well in
advance of the meeting.

d. Meeting Space Coordination
As it is required that all meetings be held in locations that are open and accessible to the public,
most of the time meetings will take place in one of several town facilities.  When arranging for
meeting space the staff responsible for coordinating space within that building must be contacted
in advance of the meeting to reserve the space.

e. Meeting Safety/Security
It is hoped that every meeting is conducted smoothly and without undue interruption or
unreasonable discourse.  However, topics and situations can arise that are disruptive or that put
the safety of the participants or members at risk.  Prior to any meeting security protocol should be
reviewed/discussed amongst the members of each group and the meeting space should be
assessed for emergency response, should it ever be needed. When considering these matters,
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the chair of each group should consult with the Chief of Police, or with the Police Captains for 
their guidance and input. 

5. Conducting A Meeting (please see Appendix E – ‘Is it A Meeting?’ Flowchart)
a. Public Sessions

I. A public session is the convening of a quorum (majority) of any public body to discuss or
act on any of that body’s business, including work sessions.

II. All public sessions shall be open to any members of the public, not just Milford residents.
In a public session it is up to the discretion of the chair if testimony, comments, or input,
will be accepted.

III. Any member of the public, not just Milford residents, may attend, take notes, record or
photograph any part of a public session. However, except for certain people at public
hearings, the public is not guaranteed the right to speak.

b. Non-Public Sessions (NPS)
On occasion, groups may have a need to conduct a non-public session to discuss matters that
are not appropriate for public participation.  For further details, including the statutory
requirements and procedures for conducting non-public sessions, please see Appendix C – Non-
Public Session.

c. Public Hearings
All public hearings shall be open to any members of the public, not just Milford residents.  In a
public hearing it is required that all testimony, comments, or input, will be accepted.

d. Non-Meetings
Consultation with legal counsel; chance or social meetings neither planned nor intended to
discuss official matters and at which no decisions are made; and strategy or negotiations
regarding collective bargaining are considered non-meetings and do not required that notification
of the event be posted.

e. Unacceptable Meetings
The convening of less than a quorum (majority) of any public body shall be deemed an
unacceptable meeting. The members in attendance may discuss issues, but may not make any
decisions nor take any minutes regarding the discussions. In cases where the lack of a quorum
prevents a public meeting from taking place, minutes should be presented for positing on the
Web site simply stating that a quorum was not present and therefore the meeting was postponed.
This will inform the public that the meeting was postponed, versus leaving the public wondering if
the meeting had taken place, but that the minutes had not been posted.

6. Meeting Minutes
a. Minimum Content of Minutes

The minimum content of meeting minutes includes: (1) names of members present; (2) other
people participating (it is not necessary to list everyone present, however); (3) a brief summary of
subject matter discussed; and (4) any final decisions reached or action taken.

b. Draft Minutes Availability
Minutes must be kept of all public meetings and must be available to the public not more than five
business days after the public meeting. A business day means the hours of 8 a.m. to 5 p.m. on
Monday through Friday, excluding holidays. Though there is no legal requirement to accept or
approve the minutes, groups are strongly encouraged to review, amend if needed, and approve
minutes at their next meeting. Even if minutes have not yet been approved, they still must be
made available not more than five business days after the meeting. When the five business day
deadline is reached before the minutes are approved, they can be made available to the public
with a notation that they are a draft version.
Groups are encouraged to distribute draft minutes to its members and Board of Selectmen’s
assigned representative prior to the next meeting of the group.

c. Approval of Final Minutes
While there is no legal requirement for groups to approve their minutes, groups are encouraged
to approve minutes of meetings prior to having the minutes posted on the Web site, thus ensuring
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an accurate depiction of the proceedings of the respective meeting. However, all groups shall 
review their draft minutes, and if they wish to amend them for additions, deletions and 
corrections, they may do so, but the discussion and vote must take place at a posted public 
meeting of a quorum of the group. The actual discussion to amend and approve the minutes must 
be documented in the minutes of that subsequent meeting as an item of business the group 
considered. 

d. Archive of Electronic Minutes
Groups are required to forward electronic versions of their minutes to the department that they
are most closely connected so that they may be archived on the town network.

e. Hard Copies
Minutes must be retained forever in hard copy format (RSA 33-A:5-a), and cannot be kept solely
as electronic records. Each group shall determine who shall be tasked with printing and archiving
hard copy minutes, and designate the location that they shall be retained in.

f. Posting Minutes on the Web
It is required that all groups have their approved minutes posted on the town’s web site in a timely
manner.  Each group is required to establish who and how the groups minutes will be processed
to have the posted on the web (see Appendix A – Description of Various Groups for specifics on
each group). It is incumbent of the chair of each group to ensure that minutes are being handled
properly to facilitate their posting on the web in a timely manner. Draft minutes should not be
posted on the web site.
Dependent on the skill level and administrative accessibility to the web site groups have a variety
of opportunity to post meeting minutes on the web:

I. Town Staff Group Member Posts Minutes Option - If a group has a town staff member
that participates in the group, and that staff member has the necessary skillset to post
meeting minutes on the web, they can be designated to accomplish that task.

II. Town Staff Member of Connected Department Posts Minutes Option - A group forwards
electronic minutes to a staff member of a designated department (that has a connection
to the group) who has the necessary skillset to post meeting minutes on the web.

III. Community Media Department Posts Minutes Option – If a group does not have a
reasonably connected town staff member that can post minutes they can be forwarded to
the Community Media Department for posting.

7. Communication Within Groups, With the Public and With Other Groups
a. Selectmen Representatives

Please see Appendix F to determine the Selectman Representative(s) to your group.
b. Responding to Interested Volunteers

Residents interested in volunteering to serve on a particular group should submit written
correspondence expressing their interest to the Executive Assistant in the Town Administrator’s
Office, who then shall forward this correspondence to the individual or group with appointment
authorization as detailed in Section 3(c) of this document. The chair of the group with
appointment authorization shall be responsible for contacting the individual interested in
volunteering and scheduling an appointment.

c. Responding to the Public
If an inquiry is made by a resident to an individual or group, the subject matter and the legality of
the response shall be considered before determining whether the response comes the Board of
Selectmen, the Town Administrator, or the chair of the group.

d. Meeting with Selectmen
If your group wishes to meet with the Board of Selectmen, please schedule an appointment
through the Executive Assistant in the Town Administrator’s Office.

e. Meetings Broadcast on PEG Access
Please contact to Community Media Director to arrange to have your meeting broadcast on the
local cable access channel.
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8. Appendixes
a. Appendix A – Description of all sanctioned groups [to include mission statements if available]
b. Appendix B – Form for Starting a Group
c. Appendix C – Non-Public Session Procedures
d. Appendix D – Non-Public Session (NPS) Minutes Checklist
e. Appendix E – ‘Is it a Meeting?’ Flowchart
f. Appendix F – Selectmen Representatives
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Appendix A - Description of all sanctioned groups 

GROUP NAME 
Information Updated on: #//#/#### 
Group Roster as of #//#/####: 
Name Address Phone Email 

Group created by: GROUP (on x/x/xxxx) 

Membership:  X number full members 
X number alternate members 

Terms: 3-year staggered terms 

Associated Town Department: NAME 

Minutes Archived on Network: N:\DRIVE\FOLDER\FILE 

Meeting Minutes Posted on Web by: NAME 

Charge: 
Text 

Excerpts of Board of Selectmen’s meeting minutes regarding GROUP: 
Text 
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Appendix B - Form for Starting a Group 

Information Updated on: 
Group Roster as of   : 
Name Address Phone Email 

Group created by: GROUP (on x/x/xxxx) 

Membership:   number full members 
 number alternate members 

Terms: -year staggered terms

Associated Town Department:   

Minutes Archived on Network:  

Meeting Minutes Posted on Web by: 

Charge: 

Excerpts of Board of Selectmen’s meeting minutes regarding GROUP: 
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Appendix C – Non-Public Session (NPS) Procedures 

There are extremely specific State Statute requirements regarding what few types of discussions 
are allowed to take place in non-public session. It is mandatory that non-public sessions are 
ONLY undertaken for one or more of the following reasons (definitions shorted, please see cited 
Statute for full details):  

• Non-Public Session (RSA 91-A:3, II(a)) – Personnel.  Discussion of
dismissing, promoting, or compensating a public employee (used for
performance reviews).

• Non-Public Session (RSA 91-A:3, II(b)) – Personnel.  Discussion of hiring a
public employee.

• Non-Public Session (RSA 91-A:3, II(c)) – Reputation.  Discussion of anything
that could damage the reputation of someone, except that the Board of
Selectmen cannot enter NPS to discuss the reputation of one of its members. If a
discussion needs to take place that could potentially damage a member of the
group, or the group itself it needs to take place out in public session.  If you think
there is the potential that you need to go this route, please contact the
Administration Department for guidance sooner rather than later.

• Non-Public Session (RSA 91-A:3, II(d)) – Land Acquisition.  Discussion of
buying or selling of land by the town or a group.

• Non-Public Session (RSA 91-A:3, II(e)) – Legal.  Discussion of pending
lawsuits or claims that have been filed, or threatened to file, in writing against the
group or any member of the group in direct relation to their being a member of
the group, until it is fully and finally settled. Having a discussion with Town
Counsel or other lawyer regarding anything other than a filed or threatened suit
CANNOT be discussed in non-public session, no exceptions.  If a discussion
needs to take place with Town Counsel or any other lawyer it needs to take place
in a non-meeting, which is something completely different.  If you think there is
the potential that you need to go this route, please contact the Administration
Department for guidance sooner rather than later.

• Non-Public Session (RSA 91-A:3, II(f - h)) – not applicable to Milford groups.
• Non-Public Session (RSA 91-A:3, II(i)) – Emergency Preparedness.

Discussions of preparing for a situation where people or properties are in peril.

I. Entering Non-Public Session
• Mandatory - A motion shall be made to go into non-public session and the motion

shall state which of the above sections the NPS pertains to (i.e., “I make a motion
to enter into non-public session to discuss a land acquisition matter per NH  RSA
91-A:3, II(d)”).

• Mandatory - Each member casts their vote on the motion and if the majority is in
favor, the group goes into NPS.

• Mandatory - If members of the public are present at the meeting when a motion
is made to enter non-public session, the members of the public need to leave the
meeting space once the motion to enter NPS has been approved. Aside from
voting members of the group, the only people allowed to remain are those
deemed necessary for the discussion by the group.  If a group utilizes a meeting
transcriptionist consideration should be given if that person should be excused
from the NPS (in which case a member of the group would take the necessary
minutes in their absence).

• Mandatory – The minutes shall reflect who made the motion to enter NPS and
who seconded the motion, and either state that the vote was unanimous, or list
who was and was not in favor.

• Optional, but strongly encouraged – If the group is aware that a NPS will take
place at an upcoming meeting, the NPS session should be announced as a
notice for the upcoming meeting, and it should cite the  specific reason as listed
above.
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• Optional, but strongly encouraged – If members of the public are generally
present a group’s meeting, and if a NPS is anticipated at an upcoming meeting,
consideration should be given to having the NPS either at the very beginning or
the very end of the meeting so that the public is inconvenienced as little as
possible.

• Optional, but strongly encouraged – If there is public present and the group will
be going back into public session once they have exited NPS, the chair should
give members of the public a general idea of how long the discussion is
anticipated to take.

• Optional, but strongly encouraged - The minutes should state what time the
motions to enter and leave NPS were made.

II. Once in Non-Public Session:
• Mandatory – While in NPS, if decisions are made or actions are approved, those

decisions or actions must be tracked and noted during the NPS. Once NPS is
exited, it is required that the decisions or actions be specifically stated and
included in the meeting minutes. (Care must be taken not to divulge confidential
information that formed the basis for entering NPS.)

• Mandatory – Once the NPS discussion concludes a motion shall be made and
seconded to exit the NPS.

• Optional, but strongly encouraged – Every effort should be made to ensure that
NPS discussion is not inadvertently overheard by anyone other than those
participating in the non-public discussion.

• Optional, but strongly encouraged – Candid discussion is productive and
encouraged, however care should be taken to maintain civil discourse that is
respective of all group members.  Many of the reasons that necessitate non-
public session inadvertently lend themselves to lively debate and once the public
is not present, it can unintentionally increase the intensity of the discussion.  If it
is anticipated that the discussion could get heated once in non-public session the
chair should remind the members present that mutual respect is imperative to a
productive outcome. The Chair also needs to maintain control of the discussion
to ensure that the discussion stays focused on non-public information and that
public session information is not discussed in non-public session.

• Optional, but strongly encouraged – Once the discussion of the main topic is
finished, the group should discuss how they would like the minutes of the non-
public session handled (see minutes options below).

III. Exiting non-public session:
• Mandatory – Once the group has left non-public session the chair should

announce that a discussion regarding the specific statutorily-cited reason took
place. Any decisions that were made should be noted, and any associated
announcements shall be made (i.e., “While the group was in non-public session
to discuss a land acquisition matter per NH  RSA 91-A:3, II(d), the group voted to
accept the offered price on the property, and we are announcing that the group
will be purchasing Map X/Lot Y – otherwise known as the NAME property”).

• Optional, though encouraged –  If there were public participants at the meeting
prior to the group going into NPS, once the group has exited NPS an effort
should be made to notify the public participants in the immediate area outside the
meeting space that the NPS is concluded and the group will be going back into
public session.

IV. Minutes of Non-Public Session (please also see Appendix D – NPS Minutes Checklist):
• Mandatory – Minutes of NPS must include the referenced Statutory citation that

the NPS was for (see list above), who motioned to go into NPS, who seconded,
whether or not all were in favor, a tally of votes to enter NPS, who motioned to
come out of NPS, who seconded, what decisions were made, if any, and what
announcements were made, if any, (please see below example):

“Member X motioned to enter into non-public session at 0:00 p.m. 
[optional to include time] in accordance with RSA 91:A3(d) to discuss a 



Administration of Commissions, Committees, and Special Boards Policy: Approved September 9, 2013  Page 11 of 17  

matter regarding land acquisition.  Member Y seconded.  All were in 
favor.  Motion passed #/#.   

Upon exiting from non-public session Member X announced that while in 
non-public session the group discussed a land acquisition matter per NH 
RSA 91-A:3, II(d), the group voted to accept the offered price on the 
property, and the group would like to announce that the group will be 
purchasing Map X/Lot Y – otherwise known as the NAME property.  No 
other decisions were made.  No other votes were taken.  Member X 
motioned to seal the minutes of this non-public session.  Member Y 
seconded.  All were in favor.  Motion passed #/# [optional to seal the 
minutes]. 

• Mandatory – NPS minutes (if unsealed, as above), must be available for public
inspection within 72 hours of the meeting.  It is acceptable that the minutes be
released in draft form to the public, and no statutorily set timeline is needed to
have them approved.

• Optional, though encouraged – If the time was noted when the group entered into
NPS the minutes should reflect it.

• Optional – If the group desires to have longer minutes kept than the above, but
do not wish to have them viewable by the public, the group has the option to seal
the minutes (see above for what the minutes need to contain if the group wishes
to go this route).  Sealing the minutes would be done in circumstances where
greater detail is needed for future reference, but those greater details would have
the potential to be detrimental if released to the public in the present day.

Using the context of the fictional situation mentioned above, let us say that the
group while in that NPS has discussed several offers on several different
properties all of which had potential to meet the need.  They discussed each
parcel in addition to the price they were willing to pay for each property.  At the
conclusion of the discussion, it was decided that the NAME property was the best
overall fit.  If at some point in the near future the deal on the NAME property fell
through, there would be benefit to have detailed minutes of the discussion that
included, what the group’s second choice was, and the applicable price they
were willing to pay, etc.  If that detail on the second choice were to be made
public and the NAME property deal had fallen through, it would give the owner of
the second choice an unfair advantage during negations.

If the minutes are sealed the transcriptionist types them up as is the usual
course, but seals the hard copies of the drafts to only be reviewed by the group
at the meeting where the minutes are considered for approval.  At that meeting
the group would go into NPS to review the NPS minutes of the previous meeting
(see below for minute’s language – those paragraphs would go directly below the
ones exampled above if the group had reviewed NPS minutes from a previous
meeting while in that NPS). The group reads the drafts in NPS and amends or
approves the minutes.  Once approved the minutes are literally sealed in an
envelope with the date, who was present in the NPS, and the applicable
references state statute.  That sealed envelope is then stored in the same place
that non-sealed minutes of the group are stored. Example of sealed minutes
contents:

Member X motioned to approve the non-public minutes of DATE (land 
acquisition) as presented.  Member Y seconded.  All were in favor. 
Motion passed #/#. 

Member X motioned moved to seal the non-public minutes of DATE 
(land acquisition).  Member Y seconded.  All were in favor.  Motion 
passed #/#. 
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Those minutes will then remain sealed forever, literally, or until such time that the 
group votes to unseal them, or they are opened by Town Counsel (the only 
person who can unseal minutes without the group needing to approve their 
unsealing). 
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Appendix D – Non-Public Session (NPS) Minutes Checklist 

Nonpublic Session Minutes 
[INSERT NAME OF TOWN AND BOARD] 

Date: _______________________ 

Members Present: [board member name]  ___ 
[board member name]  ___ 
[board member name]  ___ 
[board member name]  ___ 
[board member name]  ___ 

Motion to enter Nonpublic Session made by _______________ seconded by 
______________ 

Specific Statutory Reason cited as foundation for the nonpublic session: 

____  RSA 91-A:3, II (a)  The dismissal, promotion, or compensation of any public 
employee or the disciplining of such employee, or the investigation of any charges 
against him or her, unless the employee affected (1) has a right to a public 
meeting, and (2) requests that the meeting be open, in which case the request 
shall be granted. 

____  RSA 91-A:3, II(b)  The hiring of any person as a public employee. 

____  RSA 91-A:3, II(c)  Matters which, if discussed in public, would likely affect 
adversely the reputation of any person, other than a member of this board, 
unless such person requests an open meeting.  This exemption shall extend to 
include any application for assistance or tax abatement or waiver of a fee, fine or 
other levy, if based on inability to pay or poverty of the applicant. 

____  RSA 91-A:3, II(d)  Consideration of the acquisition, sale or lease of real or 
personal property which, if discussed in public, would likely benefit a party or 
parties whose interests are adverse to those of the general community. 

____  RSA 91-A:3, II(e)  Consideration or negotiation of pending claims or litigation 
which has been threatened in writing or filed against this board or any subdivision 
thereof, or against any member thereof because of his or her membership therein, 
until the claim or litigation has been fully adjudicated or otherwise settled 

____  RSA 91-A:3, II(i)  Consideration of matters relating to the preparation for and the 
carrying out of emergency functions, including training to carry out such functions, 
developed by local or state safety officials that are directly intended to thwart a 
deliberate act that is intended to result in widespread or severe damage to property 
or widespread injury or loss of life. 
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Roll Call vote to enter nonpublic session: 
[name] Y N 
[name] Y N 
[name] Y N 
[name] Y N 
[name] Y N 

Remove public meeting tape (if applicable). 

Entered nonpublic session at ________a.m./p.m. 

Other persons present during nonpublic
session:_______________________________________ 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
________________________ 

Description of matters discussed and final decisions made: 
______________________________ 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
________________________________________________________________ 
Note:  Under RSA 91-A:3, III. Minutes of proceedings in nonpublic sessions shall be 
kept and the record of all actions shall be promptly made available for public inspection, 
except as provided in this section.  Minutes and decisions reached in nonpublic session 
shall be publicly disclosed within 72 hours of the meeting, unless, by recorded vote of 
2/3 of the members present, it is determined that divulgence of the information likely 
would affect adversely the reputation of any person other than a member of this 
board, or render the proposed action of the board ineffective, or pertain to terrorism.  In 
the event of such circumstances, information may be withheld until, in the opinion of a 
majority of members, the aforesaid circumstances no longer apply. 

Motion made to seal these minutes?  If so, motion made by _________________, 
seconded by ________________, because it is determined that divulgence of this 
information likely would… 

____  Affect adversely the reputation of any person other than a member of this 
board 

____  Render a proposed action ineffective 
____  Pertains to preparation or carrying out of actions regarding terrorism 
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Roll Call Vote to seal minutes: [name] Y N 
[name] Y N 
[name] Y N 
[name] Y N 
[name] Y N 

Motion:  PASSED  /  DID NOT PASS  (circle one) 

Motion to leave nonpublic session and return to public session by 
____________________, seconded by _______________________. 

Motion:  PASSED  /  DID NOT PASS  (circle one) 

Nonpublic meeting tape removed, public meeting tape replaced (if applicable). 

Public session reconvened at ___________ a.m./p.m. 

These minutes recorded by: __________________________________________ 
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Appendix E – ‘Is it a Meeting?’ Flowchart 
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Appendix F – Selectmen Representatives 

BOS Representatives on 2018 - 2019 Committees, Commissions, Boards, & 
Organizations 

• Conservation Commission (2nd Thursday, 7:00 p.m., Town Hall, BOS Room) - Selectman
Dudziak 

• Economic Development Advisory Committee (Varied) – Selectman Dargie

• Granite Town Media (Formerly PEG Access) Advisory Committee (3rd Thursday, 6:00 p.m.,
Library) - Selectman Federico 

• Heritage Commission  (2nd Wednesday, 7:00 p.m., Library) – Selectman Daniels

• Joint Loss Management Committee (quarterly, 2nd Tuesday (March, June, September, and
December),  9:00 a.m., Police Facility, Community Room) - Selectman Putnam

• Library Trustees (3rd Tuesday, 7:00 p.m., Library) – Selectman Dudziak

• NHMA (Varied) – Administrator Bender

• MACC Base (2nd Wednesday, 6:00 p.m., Town Hall, MACC Base Offices) - Selectman
Putnam 

• Planning Board (1st & 4th Tuesdays, 6:30 p.m., Town Hall, BOS Room) - Selectman
Federico, Selectman Dargie (Alternate)

• Recreation Commission (2nd Wednesday, 7:00 p.m., Town Hall, BOS Room) – Selectman
Dargie 

• Recycling/Solid Waste Committee (3rd. Tuesday, 6:30 p.m. – Selectman Daniels

• Tax Increment Finance District (Varied) - Selectman Dargie

• Traffic Safety Committee    (Varied as items are sent for consideration, Police Facility, 
Community Room, 19 Garden Street) - Selectman Daniels 

• Zoning Board of Appeals (1st & 3rd Thursdays, 7:00 p.m., Town Hall, BOS Room) –
Selectman Dudziak 

• Manifest Sign Off (available Thursdays after 4:30 pm through Mondays before 7:00 am) –
Selectmen Dargie  & Selectmen Putnam (Alternate)

• Payroll Sign Off  (available every other week Wednesdays after 3:00 pm through Thursdays
before 9:00 am) – Selectmen Putnam & Selectman Federico (Alternate)
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Town of Milford Board of Selectmen Policy No.  2015-001 

Personnel Use of Town 
Vehicles 

Policy applies to: All Department Heads, Staff, Boards 
Approved: August 24, 2015  
Amended: (Revised 10/23/23) 

1. Authority and Purpose
The Board of Selectmen adopted this policy to facilitate efficient and consistent administration of the 
personnel use of Town Vehicles.  

2. Policy.
Town vehicles may be taken home by the Police Chief, Fire Chief, Ambulance Director and DPW 
Director, if those personnel live in town and are on call.  Town vehicles may be taken home by other town 
employees if there is a compelling business reason and this reason has been pre-approved by the Town 
Administrator or their designee.  The use under this section is expected to be infrequent. 

Town vehicles shall not be used for personal use. 

The Town Administrator shall be responsible for ensuring that all personnel who take town vehicles home 
are aware of the tenets of this policy. 

Amended on 10/23/23 Approved on ______________ 

_____________________________ ______________________________ 
Chairman Vice Chairman 

_____________________________ ______________________________ 
Selectman Selectman 

_____________________________ ______________________________ 
Selectman Selectman  



TOWN OF MILFORD BOARD OF SELECTMEN POLICY NO.  2024-01 

TO      : ALL DEPARTMENT HEADS, BOARDS, COMMISSIONS, COMMITTEES 

FROM: LINCOLN DALEY, TOWN ADMINISTRATOR  

SUBJ  : GRANT APPLICATION PROCEDURE - POLICY NO. 2020-0014-01 

DATE: MARCH 11, 2024  

At their meeting on Monday, (Day), (Month), the Milford Board of Selectmen adopted the following 

Policy concerning the procedure to be followed for the application of a Federal, State or other Grants 

as follows: 

POLICY: 

1. Any entity under the jurisdiction of the Board of Selectmen can not apply for any grant

involving (1) financial match/commitment, (2) creation of new position and/or addition of an

employee, and (3) requiring Board recommendation/letter of support, unless a submittal

request is made in advance to the Board of Selectmen for authorization to apply for said grant.

This submittal should outline all of the cost issues relating to the grant such as current match

required during the period of the grant and all future obligations that the Town could incur as a

result of said grant.  The Board of Selectmen will then review this information and vote on

whether or not they desire to have the grant applied for.

2. After the grant is applied for, the administrative and financial aspects of the grant will be

“managed” by the Town Administrator and the Finance Director and will be coordinated with

the lead person from each respective department.

repealed Repealed on 11/27/2023 Approved on ______________ 

_____________________________ ______________________________ 
Chairman Vice Chairman 
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_____________________________ ______________________________ 
Selectman Selectman 

_____________________________ ______________________________ 
Selectman Selectman 

EFFECTIVE DATE:  __________ 
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