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MEMORANDUM 
 

 TO: Matthew Sturgis, Town Manager 
  Debra Lane, Acting Town Manager 
 FROM: Maureen O’Meara, Town Planner 
 DATE: May 10, 2022 
 SUBJECT: Town Council referral to the Ordinance Committee 
  Housing Diversity Study Committee Consultant RFP 
 
Introduction 
 
The Town Council has approved the Housing Diversity Study Committee charge with the Town 
Manager assigned responsibility to assign staff to the committee. Assuming the committee 
member appointments are completed by end of summer, now is the time to begin the process 
to select the consultant to support the committee. 
 
Board and Committee Ordinance requirements 
 
Chapter 4, Boards and Committees, most recently updated by the Town Council in 2021, 
establishes requirements for committees. Points to note: 
 
•Sec. 4-1-1. “The Town Manager shall assign staff support to boards and commissions as 
appropriate.” 
 
•Sec. 4-1-5.C (3). “Minutes of all board and committee meetings shall be prepared by staff and 
posted to the town website.” 
 
•Sec. 4-1-8. Ad Hoc Committees. Committees formed by the Town Council to complete defined 
tasks and then be disbanded are ad hoc committees. The Town Council may create an ad hoc 
committee as needed. When creating an ad hoc committee, the Town Council shall adopt a 
committee charge that includes the name, composition, and purpose of the committee, tasks 
to be completed, a deadline for completion of committee work (which may be extended by the 
Town Council), and direction to the Town Manager to assign staff support as needed. Ad hoc 
committees shall perform their duties in compliance with Sec. 4-1-5, Operation of Boards and 
Committees.  
 
Chapter 4 also requires full compliance with Right to Know law rules, which makes staff support 
essential prior to the first meeting. 
 
Scheduling 
 
The Town’s purchasing rules require some lead time to get a third party consultant in place. If 
the request for proposals process is initiated now, there is time to get staffing in place for the 
first committee meeting. The following is a suggested schedule. 
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May 16th Town Council meeting when development of HDS Consultant RFP is referred to 
the Ordinance Committee. 

 
May 30th Ordinance Committee completes RFP and recommends it to the Town Council. 
 
June 13th Town Council meeting when Town Council reviews, revises, and approves RFP. 

The Town Council may also want to authorize the Ordinance Committee to 
review submitted proposals and make a selection recommendation to the Town 
Council. 

 
June 14th RFP issued. 
 
June 30th RFP submissions due. 
 
July 30th During the month of July, the Ordinance Committee reviews proposals, conducts 

interviews as appropriate, and makes a recommendation to the Town Council. 
 
August 8th Town Council meeting when Ordinance Committee recommendation is reviewed 

and consultant chosen. 
 
August 15th Consultant contract signed and preparation for first HDS Committee meeting 

begins. 
 
Referral to Ordinance Committee 
 
Given its successful development of an RFP for the Wima study, the Town Council may want to 
refer development of a Housing Diversity Study Committee consultant Request for Proposals to 
the Ordinance Committee.  


