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BUILDING BLOCKS TO COMPLETION OF A PROJECT
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Ideiitification of the iieed for a buildtag project'reaovati.oa.

RespoiLsibleDepaitm.en.t prepares preliminary needs and cost assessaients

Needs assessment mclude's background, projects, ADA, other special
modification.s and benefi.ts to th.e Towa
Cost assessuients - laidal cost estimates for project
Fuadiag sources ideurified (grants, bondmg, capital accounts, LOCIP)

Department refers project to Mayor and requests tiie Establlsbzient of a Building
Committee. Board of Education Projects are forwarded directly to the Tovm. Council.

To-wn. Cottacil appoiirts a Bufldiiig Comrruttee for project givm.g fh.e following
autliorizatious:

• Aitfhorization to complete tiLe project
Auth.orizado]! ofstait-up fu&diag to hire arclutects. Clerk of Works etc
Axitltonzatiou ofliold orgamzational aad regular meetin.gs as aecessaiy
ATidiorization. to draft a resolutioa requ.estmg approval of the project.

BiuldirLg Committee Kolds orgamzational xaeetiiig, and regular meetmgs as establish.edia
tiie fo'undm.g resolution, Obtanis more defiiied cost estimates and tune scliedule.

Bmlding Committee liolds Public Heaua.gs & Iiifoimational Hearm.gs reggrdiiig Ae project
to receive input fi'om residents.

Biuldmg Committee directs drafiing ofth.e resolution regarding th.e project. Requests fh.e
Msyoi forward a reqiiest to the Town Couicil for Eumg of Bond CounseL

The foflowuig meetmgs/pu'blic hearhgs must be held prior to the Town Meetia.g.

Pi-eseiitadou. to the Plamuiig CQuumssion. Approval ofcomrmssioa must be inajorify vote.
CSS 8-24, 8-22 aud To^vu Charter Chapter IV, Section 3.

EreseiLtaticEn- to the WPCA if the project inyolves sauitaiy sewers. WPCA must hold a
Piibllc HeariiLg as well on tLis project.

Plans and diwvings are preseiiteci to flie Zouiiig Official, Fire Marslial, Buildin.g OfB.cial
for review and commeut.
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Town. Council appro^'es the project and Eiiith-oiizes die M'ayor to liire Bond Cpunsel
Towu Council approves resolution appropriatiug funds, boucliug an.d sale/purcliaee oflan.d
if appropriate. To\\'u CoiuiciT recommeiids passage of resolution to a To'na. Meeting.
Mayor must approve appropiiatiou. Town. CIiarter CIiapter VH Sectious 7, 12,
Ciiapter m Sections 1,2,3,4,12.

Note: If appropriation is > I % of tax Ie\'y; approval at Towa JVleeti&g sufficieat.
Ifappropriatioa is > 5% of tax levy, approval at Towu. Meeting adjounied to
referendum is necessaiy.

Notice ofTo^vii Meetin.g and Refereu.dum. Town Meetmg miist be posted fsye (5) days
prior to fhe Towa meeting. Referendum must be held 30 days after posting ofaotice ifl
newspaper. Experience has proveu Ae tiui&fi-ame from approval at Town. Couti.oil.m.eeting
.to referen.dum.is at. a mnmnitm of 45 days.

Upon approval of the project at a To-waMeetnig/RefereadumfIie Building Coinnutte&
meets widithe Mayor, Director of Finance, Town Treasarer to discuss paycaent
procedures, grants etc. Furtlier meetuig wtli Bond Counsel to discuss sale of bonds etc.

NOTE: School Projects = B card of Education, Buildm.g Committee aad State
Board of Education must approve site and plans. State Board of
Edacation must approve grant coramitm.e.n.t before constnictiolibids are
sou^it. CGS 10-291 -



GENEK?^L GUIDELINES FOR BUILDING COMMITTEES

Members of municipal building committees in most cases are
appointed because of their interest in the project, political
considerations, past experience in construction, or that,
they are just available. THERE IS NO QUALIFICATION
EXAMINATION AND NO TRAINING. The results of cormittees formed
under these ground rules are not always predictable.

In an effort to provide some general guidance and
pass on past experience this document has been
as sembled.

1. FINANCIAL CONTROL

a. The dollars provided in the bonding package have been
divided into a water project and a sewer project
Keep separate book on the two projects. The Chairman
of the Building Committee must meet with the Town's
Director of Finance to set 1.11) a chart of accounts,
learn the proper use of the purchase order forms^ and
review bookkeeping in general.
REMEMBER 'THESE ACCOUNTS WILL BE AUDITED BY THE STATE
APPROVED AUDIT TEAM.

b. Guard your spending very carefully in the front end
of the project so you will have at the end of the
project.
The tendency is to approve all recommendations by the
Engineering Consultant in the early part of a project when
you are flush. Unknown costs can creep in fast and startup
problems always take more money than forecast.

c. Hold back 10-15% of all contract to assure satisfactory
performance. You have to have leverage when things
don't work out as planned.

d. The Engineering Consultant must certify all bills
submitted to the committee for approval. You are
responsible to pay for all material delivered to the site
as well as labor since the last billing date. MATERIALS
DELIVERED TO THE SITE, EVEN SITTING IN THE CRATES, ARE
YOURS. (THE OWNER.)

I

e. Make sure you have lean wavers on all siA-contractor work
performed for each billing period. The sub-contractor has
the right to place a lean against the property if he is
not paid. A supplier of materials or equipment that is
delivered to the site has the same right.



f. Resolve all disputes over money issues immediately. The
longer it takes to reach agreement on a dispute the less
people remember. IF YOU, PUT OFF DISPUTES TO THE END OF THE
PROJECT.

YOU ARE ALMOST ALWAYS GUARANTEED A LEGAL BATTLE WITH THEIR
ATTENDING COSTS.

g. Change orders to any contract are costly. The best way to
prevent change orders is to have outstanding Plans and
Specifications. Spend lots of time reviewing your Plans
and Specs, and have as many people as possible conduct
independent reviews.

WHEN THE BUILDING COMMITTEE SIGNS OFF ON THE PLANS AND
SPECIFICATIONS YOU OWN ALL MISTAKES, ALL ERRORS, ALL
MISUNDERSTANDING, AND ALL THE COSTS TO CORRECT THE
PROBLEMS.

i The Building Committee must provide a person by name to
make decisions in the field. YOU AEE RESPONSIBLE FOR
TIMELY DECISIONS AND WZLL BE CHARGED IF YOU HOLD-UP THE
PROJECT.

2. DRAWINGS AND SPECIFICATIONS

a. Drawings and specifications generated by the consulting
engineering firm are the property of that fimn unless the
contract states differently. The Town of Ledyard has the
right to use them and reproduce them as long as they are
used on this project.

THEY CANNOT BE SOLD OR GIVEN TO ANOTHER FOR USE ON
DIFFERENT PROJECT.

b. If a dispute exists between the drawings and
specifications, than the data the drawing takes
president.

c. Errors on the Drawings or Specifications which are very
costly to correct will not be paid for by the consulting
engineer unless you could prove it is an engineering error
violating codes or good engineering practice.

d. All drawings allow be generated en AutoCad-10 or 11. This
will allow you to store the drawings in the Town's
computer and the Town engineer can update them in the
future.

e. A set of as-built drawings should be generated as the
project progresses.



f. Maintainability of the new plant starts with the Drawings
and Specifications. Think, access to equipment, corrosion
control, long term availability of parts, simplicity of
operation, and etc. as you develop the documents.

3. PROJECT CONTROL

a. During construction all on-site changes should first be
approved by the consulting engineer. Only one member of
the building coinmittee should have authority to coordinate
these changes.
WARNING; IF A MEMBER OF THE BUILDING COMMITTEE VISITS THE
SITE AND COMMENTS ON SOME ASPECT OF CONSTRUCTION, IT COITLD
BE TAKEN AS APPROVAL/CHANGE FOR SOMETHING DIFFERENT THAN
IS ON THE DRAWING.

If you see something on the site you don't like get the
appointed building committee representative and the
consulting engineer involved.

b. The Waste Water Treatment Plant upgrade will require a lot
of coordination because the existing plant has to continue
to operate. The wording in the contract must provide for
some reasonable delays, and extra work when making inter-
connections with old pipes or equipment.

c.

d.

OLD PIPES AND EQUIPMENT ARE GOING TO BE DIFFICULT TO TAEGE
APART AND DIFFICUT TO JOIN TO NEW CONSTRUCTION

Early in the project, establish an elevation datum in
concrete and refer' all elevations on the drawing to the
one reference point.

WHEN YOU TRY TO MAKE WATER RUN UPHILL IT IS USUALLY AN
EKROR IN ELEVATION ON THE DRAWINGS

Collect the manufacturer''s data sheet, equipment
instructions, material specs. Supplied with shipments and
any other paperwork you can get your hands-on throughout
the project.

DO NOT WAIT UNTIL THE END OF THE PROiJECT.

4. CONSTRUCTION CONSIDERATIONS

a. The ground water table on the existing waste water
treatment plant site is high. When the elevation of the
bottom of the Sequential Batch Reactor, (SBR) is being
determined it may be wise to keep it well above Ground
water. The cost of de-water holes in the ground can get



expensive and cause delays. Earth berms against the side
of the SBR can be used to reduce heat loss if it has to be
kept well above ground level.

b. The SBR will use large blowers to force air through the
liquid. Centrifugal compressors or two-impeller positive
displacement blowers create very high noise levels and our
plant is on the edge of a residential area.

THE NEW AES CO-GENERATION PLANT IN MONTVILLE HAS SPENT
LARGE SUMS OF MONEY TO CORRECT NOISE PROBLEMS. LET-S NOT
MAKE THE SAME MISTAKE. Check State Statutes starting at
22a-B7

c. OSHA rules for construction sites must be enforced. Our
own WPCA employees, and visitors to the site will be
subject to these rules, and fines can be iiaposed.

I

d. Most of the project's equipment will be installed in
areas classified as "wet areas", and the National
Electric Code has extensive detailed directions an the
electrical wiring of this equipment. Some of the code
applies to the wiring by the manufacturer^ and some
for the installer. You have to be sure this is detailed
in the Drawings and Specifications, but the most
difficult part is making sure you get what you pay for in
the field.

•K' Jff:. iiyv.
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TOWN OF LEDYARD
CONNECTICUT

PLANNING COMMISSION

Ledyard, Connecticut

MUNICIPAL IMPROVEMENT CHECK LIST

Post Office Box 38

Ledyard, Conn. 06339,

t

This check list is intended to guide Town building committees
through the process of designing, building and completing municipal
improvements. Please note that this list may not ~be all-inclusive,
and that all items listed bel'ow may not be required for-all
municipal building projects. The necessity to consider a particular
item is determined in consultation with the Town's development staff,
including the Planner, Zoning and Wetlands Official, Building
Official, Public Works Director, and Fire Marshal.

I. Site Plan Details:

a)

b)
c)

d)
e)
f)

g)
h)

i)

J)
k)

1)
m)

n)

0)
p)
q)
r)

.Compliance of lot with height, area, width, coverage,
yard and setback requirements of Zoiiing Regulations;
Establish datum, benchmark & coutour map of site;
A-2 boundary survey & boundary monumentation;
Determine presence/absence'of wetlands and ledge;
Percolation tests & deep olservation pits for septic;
Provision of water supply;

State Building Code & State Fire Code compliance;
Design of stormvater maiiagement system, compliance with
local Stormwater Maiiagem.ent Ordinance;

Evaluation of traffic impacts, compliance with local
Road Ordinance;

Off-street parking & loading requireaents;

Landscaping;

Signage;

Sediment & Erosion Control Plan;

Flood protection (only if in Special Flood Hazard Zone);
Impacts to historic resources & cemeteries;

Energy effxciency & use of solar design;
LCDD building design criteria;

Notification of abutting property owners & easement holders.

II. Coastal Area Management review (see Zoning & Wetlands Officer). '
III. Inland Wetlands Commission review (see Zoning'& Wetlands Officer).
IV. Compliance with Plan of Development and other municipal

V.

planning documenbs (see Town Planner).
Report on fiscal impact to local taxpayers.
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\ POLICY:#2022-03-23-01

POLICY AND GUIDELINES .
FOR REMOTE MEETING PAIITICIPATION

Today's te&hnology has provided Ae ability to" provide traiisparency ra. •tfie op&ration. of local
g'ovemment wQi the use of elsctromc devic-es and t&cbiology such as vidso tel&confereQcs
platforms.

.Under provisions contain&d in CGS Section 1-200 which, sta-tes memb&rs tan a-tteDd. a. me.etuig
''whether m. psrsoa or by means of Eil&ctronic equipmen.f"; fhe Town Council aAopts liie followiD.g
'ToLicy and Gu.ideliaes for Remote Meetmg Participatioa":

It is the Policy of && To'wn. of Ledyard. fhat •the Ledyard Town Council and •Ae Tovm's appom.'fc&(l
CommJttees/CommisBions/Boards ma.y coDduct all of •&eir in-pe.rsoii meetiiLgs m. a Hybrid Form.at

' eaa.bUng both ui-persoii. and remote partici.pafioii, prQvidin.g- 1:he appropriate t&chnology and .
&c[aipment is £V"aiIal)le at •fee ph.ysical me.etm.g locarion. However, &LS does not precliid.e meetuigs
fi-om bcm-g held rcmot&ly when appropriate.

la aDCDrdaiice-wifh. the Freedom, of Iri&niiation Act •the foUo'wmg Protocols are reqrdred. to
cDEid.-uict reraote or hybrid m.6ethigs;

1. Reniote Meetm-es:
The public and cnrmmttee m.eaii-becs have •tih.e ability to pardcipa-ts, view or listen to eac'h.

•t m&etiag 01 proc;e:&dm.g either by c.onferen.c.e caU, vid.soconfereaice 01 olher teclmQlogy •
in. real times.

2. Hybrid M&etis^s:
Hybrid M&esting provides both. m.-pesrsoii and. rem.ote participafiorL, for fhe public,
coimmtt&&/c.ommisslQD/bDard. member and m.vited guests to be iuvolYsd in "Ehs m&etiag.

3. Ac&epta.ble Means for Remote Participa.ti.on
Committsei/CommlBsioii/BoaTd Members, bo'tii &lected and apporiite-d, caii attsad a. msetin.g
remofsly and may use fhe fonowiiig acoepta-ble m&dmmR' te.Ieph.orLe, mtEmet, audio or vide>o •
conferencm.g, or my o&ei t&chiology me-ans that ena-bles tie remote pariici.paiit and all fh.ose
present st tiie meetm.g to ba clearly andiblc to one another. R.emote pardci.pation. shDuld
com.e fi'ora a BDftware plaULuji and. devic.e fhat can. pro'viiie c.onsisteiDt and. persistenl
si.gn a] stcengtiL

. Th.e TO'WIL sbaIL designate a •wiiisly aYailable sofiware platFomi &i
Committees/Cormmssions/Boards to c.oiiduct reraote meetiog-s.

}

Protocols far Rem-ote M.e-e&isPartidpaG.Dn
Pay I of 4
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4. Postrae; of Notice:
The required notice and. a.genda for each m.eetm.g or proceedm.g sliall be posted on. the
Tovm's Website - Msetuig Portal, ajid shall mduiie bfonna-tion. aboirt how th& meetrag
will be conducted and how fhe public can access it

If a piiblic agency uitends to conduct a regular meetuig either in part or entirely fhrough.
remote means, the agency must notify its Merabers er&er m. writm.g or through electronic
m&ans oftha-t fact not less fhan forty-eigh-t (48) hours prior to "the meetuig. The remote
meetm-g invite would- be suf5cient notifica.ti.on.

In accordance with CGS 1-225 tiie Agenda shall be posted no later l-'hFiu 24 liours prior to
•Qxe meetiiig as foUows:

(1) Atitsregular office or place of business;
(2) In the of&c.e of tihe clerk: or distdct of the political gubdi-yisioD. in which. the

agency is located, and

(3) On fh.e a.gency' s w&'bsite if it has one.
The notice must also include instra-cti.ons for Ae p-ablic on how to attend and provide
cormxteiLt or oliierwise participate ia liie meetuig, either m. person or by electTonic means,
as pennitfced.

5. MeetiiLE Materials: .
Materials relevast to niatters on l:h.e agenda, includ.m.g but not Umited to materi-als rela-tsd
to speci&c applications, if applicable, shaU. be submitted, to fhe agency a. TnmTmTirri. of
twenty four (24) hours prior and posted to 1:hs a.gency's wsbsite for public mspection.
prior to, d-uriiig, and afber the meetmg, and any exhibits to be gubraitte:d by members of
•the public shall, to tih.e exteat f&^sible, also be STibmitted to the agency a mTnTmTim of
twen-ty-fbur (24) hours prior to the meetirLg and posted to the agency's websits for public -
mspeotioa prior to, d-uriD.g, and after fhe m&efm.g.

6. ConductijiEofMeetm.g

(a) All sp&aliers tslnng part m. any such m.eetm.g or prooesdiag shaU cleady state fheir
name and. trtle, if appUca-ble, before speakm.g on eaclL occasion 'fhst fh.ey speak.

(b) Tbs meetm-g host (laoderator) should imris and rmmute people as needed.. '
(c) The meeting host (moderator) shaU ask people who are caUiug m. to id.erdify

thems&lves. As an example, Ae m.oclera.tor wo'ald say "w^o is calling jrom 860-464-
JQ537".

(d) Once callers and video pardcipsaits are identified, fh.e hogt (m.od.erator) m-ay ask any
participants who have a. commeiit, to please use fhe "raise your hand" featare mflie
application for caU in-

•Protocols for Remote Me.eting Farticipation
Pag-e2-qf4
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(&) Participants may 'briefly provide commen-ts at the start of e.a.ch m&etirLg, as specified.
by the meetuig agenda.

(f) Disrupti.on. by Public Participa-tm-g Elec.'troiu.c.ally - Li •tti.e event a person, or group ofperson attends a. pubUc meetuig el&cfroriically aiid. uiterrupts th-e proceediags or areotherwise preventuig the orderly cond-uc.t of busm-ess, tiie a.gea.cy may teniiiaa-te such.person's or parsons' e.lec.tromc access uatil such tmie ELS order is restoreoL Not& tiiat if
tfais occurs, no business which. is not on.-Qie ageiida m-ay be cond.uc.ted.

7. R&mote or Hybrid Participation. . .
(a) Fully Remote MeetinE::The Chairman -will serve as Ae Host (moderator) of fhe Mleeting, uiiless l:he Chairman

'designates anotiier to serve ELS Ae Meetmg Host (moderator).
(b) Hybrid Me.etiag':

The Chairman shall be physic-ally at fhe posted m&etin-g lo&a-tion. In tiie event &ey paimotbe physically be at fhe meeting location, •fhey shall designate anofher member to serva a.s
the Qiairm.an-pro-tem (meetuig facilitator).
The To'wn. Couacil and Town Committees/Comimssions/Boards plan. to have aquorum present at fhe physical location, the meetiiLg. • ' •
It shall be fhe responsibUify of the Cha-irmaia to ensure the proper num.ber of comm.itteemembers wiU b& physically present at the meetin.g loca-tion. Ho-wever, iffoi some reason.a quorum, caitaot physically be at •flie meethig location, &.e followm.g mmTmTBTinuniber of voting members shall be physically present at the meetm-g locariou for tiie
meetiBLgto coii±m.us:

i."*-=*'.n,.
t-.jn5£^T»'-at's.'£±

p^--;*-/*^ ^a>
.-^--..Ult:;.^,

^

s

6 or less
2

7-9
'3

More than 9 One-ftiird ofvotmgMem-bership

J

KJD/rm

(c) Changiag a Hybrid Meetm-g to a FuUy Resaiots Meetm.^:There raay be cu-cumstanc.es m. which a sch&d.uled hybrid. meetm.g may need to-bechangsd to a folly remote meetmg, su.c.h. as rfc was not safe to meet m.-person. at -tihe
designated physical locatioiL

The Hybrid Meetuig could be chan.ged to a folly Remote Meeting as foUo-ws:
CaQcel •fee "Iii-Person." porti.oii of •fc.e meetijig ra &e same raaiin.er as any ofher
meetm-g woiild. be canc&Ued..

•^ Post a CanceUation in •f:h& To-wn Cleifc's Of&ce, on. •fiie d.oor of •flie m&etmglocation, and •upiiate fh.e on.-Iio.e Agenda to sta-te •Qia foUo'wiag:
Protocols for Remote M'e-eting Partic-Tpafion
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8.

9.

10.

!)
11.

"The In-Person Portion of the meeting has been Cancelhd. The m.e.eting
•will be held totally Electronic.ally/Remote.ty ", and tben. a-gaia list the link md other
remote mform-a-tion. on. •&.e notice,

Meetuie Record.:
The meeting or proceediog shaU be recorcled. or traiiscri.bed, and. such rec.ordiag or
transcript sliall be posted on the a-gency's website •wi'fiiin seven (7) days of&e m.e.etin.g or
proc&eduig and. made available witTn'n a reason-able tmie m. the agency's ofSce.
Duorum.
Remote pariicipants.will be a-ble to ex&rcise all their duties for &e fransac.tion of business, as
set forfli m the Town Charter; all remote partidpation -will count toward a quorum. It shall be
fhe responsibility offhe Chairman to ensuTe all votin-g members are properly engaged fliTOu.gh
bo& audio aad vid&o •du-orLghout the meetm.g.

Execrriive Sessions
Remote participation st an executive session, will be pemutted in. accordance v?ith. the
guidelines of this policy. The remote pardciparit must state for fhe rec-ord fiiat Aey are a-Ione
and can not be overheard cluring fhe executive session.

Effective Date
The "Policy.and Guidelines for S.e.mote .Mee.ting Participation Policy" shall become &Sective
upon adoption and supers&des other policies pertaiam.g ia fills subject.

Adopted by the L&dyard To-wn Council OIL: M:arch 23, 2022

E^bvin J. Dombro-wsld, Cha.iim.an

I

}

Revision: "Town Council Guidelines - Remote Participation" Adopted May 9, 2012;
"Protocols for Re-mote Meeting Participation" Adopted April 8,2020.

History
2022: Updated to delete language regardmg fhe G-ovemors Execurive Order No.7A,
dated March 13, 2020 " Suspending In-Person Open Meeting Requiremsnts" fhatwas in
response the COVTD-19 Pandemic; and. add-ed inti-oductiorL laD.gu3.ga reg2a-dmg Hybird
Meetm.g.
la addition, added laiigua.ge •fcroug^out •Qie d.ocument periafni.ng to: (1) SectLon. 4 -
Noticmg of Remote/Hybdd Meetin.gs; (2) Section. 6 paragraph, (f) To address public
disruption by public attendirLg meefcm.g elec.tromcaUy; (3) Section 7 paragraph (b) Hybrid
M&etm-gs.

Protocols for Ranote Meeting Farticipation
Pa.ge. 4 of 4
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POLICY#2022-03-23~02

TOWNOPLEDYARD
POLICY GUIDELINES

ELECTRONIC COMMUNICATION
FOR ELECTED TOWN OFFICIALS AND APPOmTED VOLUNTEERS

This Policy provides guidance to elected ofBcials and appointed volunteer members of the
Towa of Ledyard's Committees, Commi.ssions and Board concemmg eleotromc
communication and for mana.ging and re.tairmig elec.tTonic messages, mcludmg e-mail, e-fax,
instant messaguig and text messa-gmg imder CGS 11-8; 11-8a and 7-109 related to town
business and meetings.

1. DEFINmONS
For the purposes oftMs Policy, -fiie follo'wm.g shall mean;

')

Meetm.esIn accordance with CGS Chapter 14, Section l-200 "Meeting" means any bearing or ofher
proceeding of a public ag-ency, any coDvemng or assembly of a quorum of a multimember
public a-gency, and any coEDinuiuca-tion by or to a quorum of a multimember public agency,
whether m person or by means of eleotromc equipment, to discuss or act' upon a matter over
which the public a-geDcy has supervision, control, jiirisdiclion or advisory power.
A conference call, video conference, or o&er c.ommumcation by means of elec.tromc
equipmeat may con.stitriB a meeting.

\

EIecfronic Commumca.tion/Messa.Ees
Electronic messa.ges mclude e-mail, s-fax, instant messa-gmg (EM), text messaging (SMS) and
-web-based messaging services.
Electromc c.ommuoicati.on/messages may be transmitted by a variety of mediums, mcludiag
but not limited to computers and mobile computin.g devices (e.g. laptops, net books,
notebooks, tablets and cellular phones).

Electronic messages are public records and under Ae Cbnnec.ticut Unifomi EIectromc
Transactions Act (CUETA) an eilectromc record is "a record created, ge.ne.rate.d, sent,
communicated, received or stored by electronic means, including, bict not limited to
facsimiles, electronic mail, telex and internet messaging'\CGS 1-26T).
Electronic Thread
"Electronic Th-ead" is any strmg of electronic messages.

Town ofLedyard Policy Guidslines for Elect-oiuc Commuiucations for Electsd Of5cia.ls and Appoiiited Vohm.teea-s
Page 1 of 4
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Public Record

Pursuant to CGS. 1-200 public records or files" means any recorded data or informa-tion
relating to the coDduct of the public busmess prepared, owned, used, received or reta.ine.d by a
public agency, whether such data or information may be handwritten, typed, tape-recorded,
printed, Photostatted,, photographed or recorded by any other melfaod". .

2.

-)

3.

Record Custodian

The "TLecord Custodian" shall be the Adimnistrative Assistant/Support Staff for fhe Town
Council and its Sub Committees; and Ae Clerical Assistant/Fiscal Assistant^Support Staff for
fhe Committees/CommLSsions/Boards offhe Town ofLedyard.

USE OF ELECTRONIC MESSAGES/COMMUMCATION TOOL

The'foUowmg guidelmes are provided for Elected. Officials and Appomted VoluiLteer
Members of Town Committees/Commissions/Board. in usrag electronic means of
c.omm.umcation: ' ..

a) Use e-mail to dissemina-te mform.a.tion m an effective and. timely manner. •

b) Do not engage or (ieHbera-te oa. content c.ontained ui electi-omc comm.uiu.cati.ons.

c) Use of EM; Text messaging and o&er forms of Direct Messaging for public agency
busiaess is prohibited.. • •

RETENTION OF ELECTRONIC MESSAGES

Retention of electromc messages is based on. the content of •fbe message. Generally, most
electi-onic m&ssages have limited value and can be deleted immediately upon receipt

However, electronic messages Aat document agency function md provide evidence of
agency business must -be retamed accordmg to the rec.ords retention. schedules issued by State
of Connecticut 0£5ce of Public R&cords Administi-ator under CGS 7-109 and CGS 11-8.

Electronic messa-ges are similar to t-aditional postal mail. The message must be evaluatsd for
action and subsequent retention. Maintam electromc messages for fhe required retentioii
period under the eqmvalent records series.

i-

..) •

Town ofLedyard Policy Gmdelmes for ElectTonic ComEaumcations for Elected Of5cia.Ls and Appoiated Voluitteers
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Steps to determine the retention period ofel&ctronic messa-ges:
a. De.term.me whether the e.l&cto-onic messa-ge is a public record- or non-record a-s outlmed m .

records series issued by State of Connecticut Of&ce of Public Records Adrainistrator.

b. If messa.ge [s a record, determ.in.e which re&ords series the message belon-gs to; for example:
» Transitory Correspondence, delete at will

Routine. Correspondence, retain for two (2) years
All Otiher Correspondenc.e, reta.m for tiie e.quiva.lent records series issued by State of
Coimsc.ticut Office of Public Records AdministTator.

c. If the messa-ge is a non-record, destroy at will (e.g. pubUta-tion.s, notices, a.rmounc.emen.ts,
employee activities, spa-m., and unsoUcited advertisements; etc.)

')

4. MANAGEMENT OF ELECTRONIC MESSAGES

For consistency m fbe mana-gement of electi-onic messa-ges/records the "Record Custodian"
must be included m all public record electronic communications.
The Record Custodian shall be responsible for retairung tiie record copy m ac-Gordaiice •with.
ihs records retention scheduled issued by the OfSce of Public Records Administrator under

After an electa-omc •fhrea.d is completed, tiie rec.ord custodian may retam only tfae last message
(as long as it includes the prior messages) as the of&cia-l record copy.

5.' FREEDOM OF INFORMATtON ACT DI8CLO SURE

Ba^ed on the above-mentioDed statutes, el&ctronic m&ssages sent or received m the conduct
of public business are pubUc records. All electromc accounts mcludin-g public acc-ounts used
to conduct public busmess are'subje.c;tto disclosure und.er POIA, a court aotion, or an audit
and should be tr&ated in the same marmer a-s any oilier recorded mform.arion.

Elected Public of5cia.ls are encouraged not to use private e-mail ac&ounts and to obtain
public acc.ounts when possible.
Appointed Volunteers Members of Town Comrmttees/CoTnrm ssions/Board. are strorLgly
enco-uraged to set-up a separate e-mail accouiit from theii personal e-mail accouiLt to
receive town bnsiaess mfomiation such as agend-a-s, rmnutes aid related iDfoimatiorL

Town ofLedyard Policy Guidelines for Electromc Coinmumca.tions for Elected Of&cials and Appomted Voluateers
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