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Project Managers 
 
 Purpose: The committee is an all-volunteer group that works on various projects simultaneously. As 

such, the committee felt a need for a more structured approach to tracking the progress of the 
committee's projects.  

 
 Responsibilities: A project manager will be the "point person" for a particular project. They will act as 

the primary liaison between the committee and the project's team. A project manager will stay current 
on a project's status, will take note of pertinent developments, and will report these to the committee. A 
project manager will help the project progress toward its goal. 

 
 Selection: A committee member will volunteer to be a project manager for a specific project. The 

committee will then vote to confirm. The project manager will serve in their role for the duration of the 
project to which they have been confirmed. 

 
Outreach Coordinator 
 
 Purpose: The committee's work is rooted in benefitting the entire Middlebury community. As such, the 

committee felt a commitment to undertaking broad-based, effective outreach. 
 
 Responsibilities: The outreach coordinator will develop and implement the committee's public outreach 

efforts. This includes educational and informational materials development, as well as event planning. 
They will develop and present the committee's annual Town Meeting report. The outreach coordinator 
will ensure that the committee's outreach efforts engage the entire Middlebury community. 

 
 Selection: A committee member will volunteer to be the outreach coordinator. The committee will then 

vote to confirm. The outreach coordinator will serve in their role for a one-year term, with no limit on 
the number of terms served. 

 
Liaisons to/from Town Departments 
 
 Purpose: As a Town committee whose work is integrally connected to other areas of Town government, 

it is crucial that we maintain healthy communication with other Town committees and staff.  
 
 Responsibilities: Liaisons will facilitate communication between the energy committee and the specified 

Town committee or staff. The liaison will monitor and track developments that may be pertinent to the 
energy committee's work, and reciprocally, the liaison will communicate with their designated Town 
committee or staff regarding developments originating from the energy committee. 

 
 Selection: Liaisons will take one of two forms: 1) an energy committee member volunteering to be the 

liaison with a particular Town committee or department; or 2) a Town committee or department 
designating a liaison to the energy committee. The committee will vote to confirm all liaisons. The 
liaison will serve in their role for a one-year term, with no limit on the number of terms served. 

 
Committee Budgeting / Treasurer 
 
 Purpose: Currently, the committee is appropriated no dollars from the Town, and in the past, the 

committee has received only small grant funds totaling a few hundred dollars. The committee has 
never generated a budget nor does the committee have in place a financial accounting system. The 



committee understands the need to develop sound financial practices, especially as we look to secure 
more funding for our projects. 

 
 Responsibilities: The committee budgeting person will explore creating a budget for the committee. The 

treasurer will develop a financial accounting system for the committee's revenue and expenses. 
Perhaps these two roles are best merged into one role. 

 
 Selection: A committee member will volunteer to be the committee budgeting person and/or treasurer. 

The committee will then vote to confirm. The committee budgeting person and/or treasurer will serve 
in their role for a one-year term, with no limit on the number of terms served. 

 
Grants Team 
 
 Purpose: The committee is aware that grants are available as potential funding sources for our current 

and future projects. We are also aware that securing these funds requires a focused approach to grant 
research and writing. 

 
 Responsibilities: The grants team will continually research available and pertinent grants. The grants 

team will present appropriate grant opportunities to the committee, and upon committee approval, the 
grants team will be responsible for undertaking the grant application process and all fulfillment 
obligations. 

 
 Selection: Committee members will volunteer to be on the grants team. The committee will then vote to 

confirm. Members of the grants team will serve in their role for a one-year term, with no limit on the 
number of terms served. 

 
Chairperson 
 
 Purpose: The purpose of the committee chairperson is to handle top-level administrative tasks.  

 
 Responsibilities: The chairperson is the liaison between the committee and the Town selectboard. As 

such, the chairperson will report to the selectboard monthly, and convey the committee's policy 
recommendations and budget requests. The chairperson is responsible for scheduling the committee's 
monthly meeting, ensuring an agenda is created, and confirming the meeting's facilitator.  

 
 Selection: According to a copy of draft bylaws dated October 4, 2013, "The Committee is chaired by the 

Town Energy Coordinator, or in his/her absence, by the Town Planner. The Town Energy Coordinator 
is appointed by the Select Board annually." *** Note: Currently, Middlebury does not have a Town 
Planner. And, according to the Town of Middlebury's 2015 Boards and Commissions Appointment List, 
there is no listed Town Energy Coordinator appointment.*** 

 
 
Notetaker 
 
 Purpose: The committee's work, by its nature, is ongoing. With the importance of maintaining an 

organizational memory and with the legal requirements set forth in Vermont's Open Meeting Law, the 
notetaker will keep a record of the committee's meetings. 

 
 Responsibilities: The notetaker will scribe the minutes of the committee's meetings, produce a draft 

document of those minutes, and ensure that document is circulated according to state law. The 
notetaker will edit the draft document, as necessary and by approval of the committee, into a final 
document of those minutes, and ensure that final document is circulated according to state law. The 
notetaker will also keep a record of committee members' meeting attendance. 

 
 Selection: A committee member will volunteer to be the notetaker. The committee will then vote to 



confirm. The notetaker will serve in their role for a one-year term, with no limit on the number of terms 
served. 

 
Website Administrator 
 
 Purpose: The online presence of the committee is an important component of outreach and fulfilling 

state law.  
 
 Responsibilities: The website administrator is responsible for uploading and posting draft meeting 

minutes, final meeting minutes, and meeting agendas. The website administrator is responsible for 
maintaining and updating the content of the website as necessary. 

 
 Selection: A committee member will volunteer to be the website administrator. The committee will then 

vote to confirm. The website administrator will serve in their role for a one-year term, with no limit on 


