1 BALDWIN STREET, B PHONE: (802) 828-2295

MONTPELIER, VT 05633-5701 FAX: (802) 828-2483
) y
STATE OF VERMONT
JOINT FISCAL OFFICE
MEMORANDUM
To: James Reardon, Commissioner of Finance & Management
From: Nathan Lavery, Fiscal Analyst
Date: January 19, 2010
Subject: JFO #2423

No Joint Fiscal Committee member has requested that the following item be held for
review:

JFO #2423 — Request to establish three (3) limited service positions in the
Department of Public Service. These positions are intended to provide administrative,
financial, and technical support associated with increased workload generated by
American Recovery and Reinvestment Act (ARRA) grants. Funding for these positions
is provided by $717,606.20 from the Energy Efficiency and Conservation Block Grants
awarded under the American Recovery and Reinvestment Act, and approved in Sec.
B.235 of Act 1 of the 2009 Special Session.

[JFO received 12/16/09]

The Governor’s approval may now be considered final. We ask that you inform the
Secretary of Administration and your staff of this action.

cc: Davis O’Brien, Commissioner

VT LEG 252773.1



1 BALDWIN STREET ' a3 PHONE: (802) 828-2295
MONTPELIER, VT 05633-5701 e _ FAX: (802) 828-2483

STATE OF VERMONT
JOINT FISCAL OFFICE

MEMORANDUM
To: Representative Tony Klein
From: Nathan Lavery, Fiscal Analyst
Date: December 22, 2009

Subject: JFO #2423

Representative Michael Obuchowski asked that I forward to you
a copy of the enclosed grant materials and cover memo. He requests your
observations regarding the enclosed item.

cc: Rep. Michael Obuchowski
Stephen Klein

VT LEG 251487.1



PHONE: (802) 828-2295
FAX: (802) 828-2483

1 BALDWIN STREET,
MONTPELIER, VT 05633-5701

STATE OF VERMONT
JOINT FISCAL OFFICE
MEMORANDUM
To: Joint Fiscal Committee Members
From: Nathan Lavery, Fiscal Analyst
Date: December 22, 2009
Subject: Grant Requests

Enclosed please find two (2) requests that the Joint Fiscal Office has received from the administration.
If approved, these requests would result in the establishment of 3 new limited service positions and
create 12 new temporary positions, while maintaining 2 other temporary positions.

JFO #2423 — Request to establish three (3) limited service positions in the Department of
Public Service. These positions are intended to provide administrative, financial, and technical support
associated with increased workload generated by American Recovery and Reinvestment Act (ARRA)
grants. Funding for these positions is provided by $717,606.20 from the Energy Efficiency and
Conservation Block Grants awarded under the American Recovery and Reinvestment Act, and approved
in Sec. B.235 of Act 1 of the 2009 Special Session.
[JFO received 12/16/09]

JFO #2424 — $497,000 grant from the U.S. Department of Agriculture Forest Service to the
Vermont Department of Forests, Parks & Recreation. These funds will be used to maintain or create
jobs through the conducting of forest health management activities on federal forest lands and
recreational sites on National Forest Service lands. The establishment of twelve (12) temporary
positions is associated with this request, as is the retention of two existing positions. This grant is
awarded under the American Recovery and Reinvestment Act and expedited review of this item has
been requested. Joint Fiscal Committee members will be contacted within two weeks with a request to
waive the statutory review period and accept this item.

[JFO received 12/21/09]

In accordance with the procedures for processing such requests, we ask you to review the enclosed and
notify the Joint Fiscal Office (Nathan Lavery at (802) 828-1488; nlavery@]leg.state.vt.us) if you have
questions or would like an item held for legislative review. Unless we hear from you to the contrary by
January 6 we will assume that you agree to consider as final the Governor’s acceptance of these
requests.

cc: James Reardon, Commissioner
Davis O’Brien, Commissioner
Jason Gibbs, Commissioner

VT LEG 251453.1
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) . o - STATE OF VERMONT
‘ Joint Fiscal Committee Review .
Limited Service - Grant Funded

-Position Request Form

This form is to be used by agencies and departments when additional grant funded positions are being requested. Review
and approval by the Department of Human Resources must be obtained prior to review by the Department of Finance and
Management. The Department of Finance will forward requests to the Joint Fiscal Office for JFC review. A Request for
Classification Review Form (RFR) and an updated organizational chart showing to whom the new position(s) would report
must be attached to this form. Please attach additional pages as necessary to provide enough detail.

Agency/Department: Department of Public Service Date: 11/02/09

Name end Phone (of'the person completing this request): Sheri Rockcastle — 828-4084

Request is for: ‘
: IZIPositions funded and attached to a new grant. _
[JPositions fundéd and attached to an existing grant approved by JFO #

1. Name of Granting Agency, Title of Grént, Grant Funding Detail (attach grant documents):

US Dept of Energy
Energy Efficiency and Conservation Block Grants under The American Recovery & Reinvestment Act

(ARRA—EECBG)

_ 2. List below titles, number of positions in each title, progfam area, and limited service end date (information should be
based on grant award and should match mformatlon provtded on the RFR) pos:tlon(s) will be established only after JFC

fmal approval:

Title* of Posntlon(s) Requested # of Posxtlons Division/Program Grant Fundlng Penod/Antucngated End Date
" Financial Specialist Il - 1 " ARRA EECBG 12/01/09 to 11/31/12

Grants Specialist o 2 ARRAEECBG . 12/01/09 to 11/31/12

*Final determination of title and pay grade to be made by the Department of Human Resources CIassnf cation Division upon submission and review of
‘Request for Classification Review.

(Will use existing classified job specifications for the this position, types of work performed match the Financial Special lll job specifications)

Positions requested: '
Financial Specialist lll — Job Code 08940 — Page Grade 21

3. Justification for this request as an essentlal grant program need:
The PSD will be responsible for performing the administrative processing, Federal reporting, financial monitoring, and
reporting duties.associated with the ARRA EECBG Grant totaling $9.6 million. The. ARRA funds wili be disbursed fhrough
grants and loans for renewable energy and energy efficiency projects. These grants and the associated invoices will be

. processed through the PSD; the expected volume of activity is 10 times the normal volume. These positions are essential
for the PSD to effectively handle the increased workload associated with the ARRA funds and meet the requirements of

ARRA for rapid deployment of funds.
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STATE OF VERMONT

Joint Fiscal Committee Review

Limited Service - Grant Funded
Position Request Form ’

/[ 2D.
Date .
i H&L»( | thk X,/—-\ ”/'%0(0(\
VAQE@LeBIDemeh by Department of Human Resources Date
Wmemed by FmanWaQement _ Date
padi \
| [ L/ 4/24
Date’

Approved/Demed by Secretary of Administration

Comments:

EURY L

R

DHR - 11/7/05
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ARRA ACTIVITY ACCEPTANLn REQUEST . ARRA Competltlve (,rant
: Lo N o (Alternate Form AA-l) R

» e

Form ESR—2

. Other ARRA Act1v1ty
(Not subject to AA-1 Process)

Revnsno'n Date'

Revxsxon" E] Yes L

form must be compleu d in its entlrety... . .
nce of all ARRA Dleretwnary Grants, and

1. Agency (ARRA-F): , | 2. Department (ARRA-F): Publlc Serv1ce 02240
3. ARRA Activity (ARRA 1-01): EECBG- Program Administration [ 3a. ARRA Code (ARRA 2- 1) 813312
4. Legal Title of Grant: | Energy Efficiency and Conservation Block Grants

4a. Federal Agency Award # (ARRA-B): DE-EE0000859 ' 4b. CFDA # (ARRA-E): 81.128

5. Federal (or VT) Funding Agency (ARRA-A): | U.S. Department of Energy Sa. Award Date:?
6. Award Amount or Best Estlmate $717,606.20 | 6a. Check if this amount is an estlmate =K
7. Grant Period (aRRAH) 9/21/09 “Tot 9/20/12

From: '
7a. Date by which ARRA funds must be:  [X] Obligated by-Date: Within 18 months of date of award and/or

Spent by Date: 36 months of date of award

8. Purpese of Grant/ARRA Narrative (ARRA 2-02): A

This program area will allow for fundmg of positions necessaty to accomplish admmlstratlve financial, technical and
program-related tasks. . :

9. Impact on existing program if grant is not Accepted: .
There would be 51gn1ﬁcant delays in the release of ARRA funds due to staffing shortages

ARRA Activity Acceptance_ Form ESR'Zfd°t—V1"3 (Pr“qm YO 6@ |

State Fiscal Year- €-----Federal Fiscal Year-
. | ] 5
- ‘ SFY2011 | - = [ A
Fiscal Year SFY 2009 SFY 2010 & Beyond : FFY 2009 FFY 2010 Comments
$263,474.10
Expenditures: . o balance to be used
Personnel Costs $0 $263,474.10 | $263 ,4_74. 10 $0 $263,474.10 | for FFY 2011
' ' $62,500
' N R , . ‘ ; balance to be used
3" Party Contracts $0 $62,500.| - '$62:500 $0 $62,500 | in FFY 2011
Opétgtiﬁg"ExpéﬁSgs ' $0 «$32,829%, . $32,829 f~ ¢ - $0 $32,829 | $32,829
v e B . . *}. . R i . $
S . ,-.."«,' - ) KR _“,'_s,'_ " ) :\ $
R N T I S A | CONGO Rt
~Grants/Sub-Awards ™ ~ " | $0. ~ P
$358,803.10
A . ) . . balance to be used
Total $0 $358,803.10 $358,803.10 $0 $358,803.10 | in FFY 2011
Revenues: : .
State Funds: $0 $ $ $ $
. Cash $0 $ $ $ $
In-Kind $0 $ $ $ $
ARRA Federal Funds: $0 3 $ $ $: .
. : ' R $358,803.10
‘ SR . balance to be used
(Direct Costs) $0 $358,803.10 | $358,803.10 $0 | $358,803.10 | in FFY 2011 -
Page 1 nf 3
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. <y b Assivned ESR
For ESR Use Only: . . Slahe
- . - Director’s Signature:

Check One Box: (Secretary’s signature or designee) ’ Date:

[] | Accepted
Date:
[ | Rejected

Check One Box (qucmor’s signature or designec) ‘ Date:
[] Request to JFO ’
‘ Date:
7 | Rejected

D Sent to JFO

greement R
[ Dept. project approval (if applicable) [ Govemor’s Certification (if applicable) [ Request for E ion (if applicabl
7 Notice of Award [ Notice of Donation (if any) . | I Form AA-1PN attached (if applicable)

ARRA Activity Acceptance _ Form ESR-2.dot v1.3 : _ ' Page 3 of 3



Request for Classification Action
_ Position Description Form C
Page 1

* ——

| Request for Classification Action

New or Vacant Positions
EXISTING Job Class/Title ONLY
Position Description Form C/Notice of Action
For Department of Personnel Use Only

. Date Received (Stamp)

Notice of Action #
Action Taken:
New Job Title ‘
Current Class Code- - NewClass Code
Current Pay Grade - New Pay Grade
Current Mgt Level B/U OT Cat. ___ EEOCat. FLSA
New Mgt Level B/U__ OTCat. __ EEOCat.___FLSA |
Classification Analyst e Date ___ Effective Date:
Comments: : e o . _ -
: Date Processed:
Willis Rating/Components: -Knowledge & Skills: __ Mental Demanids: | .Accoontability:
Working Conditions: Total: _

Position Information:

Incumbent. Vacant or ‘New Position

Position Number :] Current Job/Class Title: |Grants Spec:ahsﬂ
Agency/Department/Unit: [Department of Public Servicg GUC: '[B6005

Pay Group: [36A] Work Station: [112 State Street Montpelier] Zip Code:

Position Type: [] Permanent_ [X] Limited Service (end date ) 11311201

Funding Source X Core [ Sponsored [1 Partnership. For Partnership positions provide. the fundmg
breakdown {% General Fund, % Federal, etc.) (100% Federal

Supetrvisor's Name, Title and Phone Number: Ehen Rock CaSﬂe 848-40871]

Check the type of request (new or vacant position) and complete the appropriate section. |

" New Position(s):

a. REQUIRED: Allocation requested Existing Class Code 521800 EX!Stlng Job/Class Title:
|Grants Spemahsﬂ

b. Position authorized by:




N

Request for Classification Actior:.

(] Joint Fiscal Office — JFO #[:] Approval Date: [ ]
' D Legislature — Provide statutory citation (e.g. Act XX, Section XXX(x), XXXX session) {:]

J Other (explain) - Provide statutory citation if appropriate. [The ARRA funds appropriated td

the PSD will be transferred to the Clean Energy Development Fund and 10 V.S.A 6523 allows|

~ {the PSD up to 5% of funds appropriated to be used for administration, in addition legislation|

assed in Bill S.1 allows the Clean Energy Development Fund Board to use up to 10% of ARRA]
funds for admlnlstratlve purposes.|

[0 wvacant Position:
' a PositionNumber: [ __]
Date position became vacant: [ ,
Current Job/Class Code: L____—_l Current Job/Class Title: [ |
REQUIRED: Requested (eXIStmg) Job/Class Code: [:] Requested {existing} JobJClass Title:

oo T

e. Are there any other changes to this p_osltion; for exam-ple: change of supervisor, GUC, work
station? Yes [] No [ If Yes, please provide detailed information: [i—)

For All Requests:

1. List the anticipated job duties and expectations; include all major job duties: Manages and oversees state]
and federal grants, monitors and approves program budget and ensures compliance with federal and state]
regulations. Drafts proposals for acquisition of grant funds from the federal government and other sources |
Reviews and advises on programmatic requirements for grant applications and assists in the development off
programs which meet eligibility requirements. Works with granting sources to refine and revise submissions ag
~ Ineeded. Provides technical and advisory assistance to ensure compliance for program funds. Monitors grant

" lexpenditures to ensure consistency with grant requirements with applicable laws and regulations and to -
maximize use of available funds. Prepares written reports of findings, defines of recommends correctivel
action. Ensures that reporting requirements on grants are fulfilled. Participates in public hearings, meetings,|
and committees. May develop and implement systems to project income and-to monitor expenditure of ftlhidlgl
May provide training to staff on requirements of grant funding. Performs related duties as required.

‘2. Provide a brief justification/explanation of this request: [The PSD will be responsible for performing thel
administrative processing, federal reporting, financial monitoring, and reporting duties associated with th
_IARRA EECBG Grant fotaling $9.6 million. The ARRA funds will be disbursed through grants and loans foi]
renewable energy and energy efficiency projects. These grants and the associated financial duties required to]
process payments and monitor financial activity will be handled by the PSD; the expected volume of activity is]
10 times the normal volume. This position is essential for the PSD to effectively handle the increased workload -
associated with the ARRA funds and meet the requirements of ARRA for rapid deployment of funds|

3. If the position will be supervisory, please list the names and fitles of all classified employees reporting to this
position (this information should be identified on the organizational chart as well).

#%
Y

- Position Description Form C
Page2: -



Request for Classification Action '
Position Description Form C
Page 3

Personnel Administrator’s Section: _

4. If the requested class title is part of a jOb series or career Iadder will the pos:tron be recruited at drfferent
levels? Yes [] NolX]

5. The name and title of the person who completed this form Bhen Rockcastle, Admmlstratuve Servrcﬂ

|

6. Who should be contacted if there are questlons about this position (provide name and phone number)
[Sheri Rockcastle - 828-4084] : : ,

7 How many other positions are allocated to the requested c!ass title in the department: l

8. Wil this change (new position added/change to vacant position) affect other positions within the
organization? (For example, will this have an impact on the supervisor's management level designation; will
duties be shifted within the unit requiring review of other posrtlons or are there other issues relevant to the

classmcatlon process.)

Attachments
X Orgamzatronal charts are required and must mdlcate where the position reports.

Xl Class specification (optional).

X For new posrtlons include coples of the language authorizing the position, or any other mformatron
that would help us better understand the program, the need for the position, etc. o

] Other supporting documentation such as memos regarding department reorganlzatlon or further
explanation regarding the need to reallocate a vacancy (if appropriate).

Personnel Administrator’s Signature (required)* \ | Date

Supervisor's Signature (required)* L Date

42029

Appoiriting Auth,ority or Authorized Representative Signature (required)* ' Date

* Note: Attach additional information or comments if appropriate.
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Request for Classification Act;o.
Pos:t:on Description Form G

. - _ Page 1
Request for Classification Action |
New or Vacant Positions
EXISTING Job Class/Title ONLY
Position Description Form C/Notice of Action
For Department of Personnel Use Only ' .
' : Date Received (Stamp)
Notice of Action # :
Action Taken: _
New Job Title 1
Current Class Code New Class Code
" |Current Pay Grade : ~ New Pay Grade
Current Mgt Level. B/U OT Cat. _____EEO Cat. FLSA
New Mgtlevel ____ BAJ___OT Cat. EEO Cat. FLSA . S
Classification Anaryst A _ _ Date _ . Effective Date:
~{Comments: . o
' Date Processed:
Wilﬁs Rat_ing/Components: Knowledge & Skills: Mental Demands: Accounfability:
Working Conditions: ~__Tetal: o

‘Position Information:

Incumbent: Vacant or New Position

Position Number: [ |Current JobiClass Title: [Financial Specialist H]
Agency/Department/Unit: [Department of Public Service GUC: [36005]

Pay Group: [B6A] Work Station: [112 State Strest Montpelie] Zip Code: [05620-2601
Position Type: [_] Permanent Limited Service (end date ) [11/31/2012

Funding Source: [X] Core [] Sponsored [ ] Partnership. For Partnetship positions provide the funding -
' breakdown (% General Fund, % Federal, etc.) [100% Federa

Supervnsor’s Name, Title and Phone Number: [Sheri Rockcastle - 828—40844{’

Check the type of request (new or vacant position) and complete the appropriate section.
- New Position(s):

a. REQUIRED: Allocation requested Existing Class Code 08904 Existing Job/Class Title:
[Financial Specialist 11lf

b. ‘Position authorized by:



) ’ . ) Request for C/assiﬁcation Action
‘ Position Description Form C
Page 2

] Joint Fiscal Office — JFO #[ | Approval Date: [
[1 Legislature — Provide statutory citation (e.g. Act XX, Section XXX(x), XXXX session) |: '

IX] Other (explain) -- Provide statutory citation if appropriate. [The ARRA funds appropriated to]
the PSD will be transferred to the Clean Energy Development Fund and 10 V.S.A 6523 allows|
the PSD up to 5% of funds appropriated to be used for administration, in addition legislation|
assed in Bill S.1 allows the Clean Energy Development Fund Board to use up to 10% of ARRA|
funds for admlnlstratlve purposeﬂ :

[1  Vacant Position:
a. Posmon Number: [ |
Date position became vacant: [::I
Current Job/Class Code: [____| Current Job/Class Title: [ |
REQUIRED: Requested (existing) Job/Class Code: 1] Requested (existing) Job/Class Title:

[

e. Are there any other changes to this position; for example: chénge of supervisor, GUC, work
station? Yes [] No [] If Yes, please provide detailed information: -

a o ©

For All Requests:

1= List the anticipated job duties and expectations; include all major job duties: [Performs technical accounting|
duties such as making cost allocations to various cost centers and auditing financial documents for federal
programs, special projects, grants, and loans for compliance with specifications. Compiles financial data for]
the preparation of financial reports. Assists in preparing budgets for programs. Prepares financial schedules.|
Posts, balances and reconciles accounting records. Processes financial transactions, invoices, disbursements)|
receipts either manually or by data processing methods. Processes financial transactions, disbursements)
receipts, expenditures and fund transfer requests. Makes corrections in accounting records. Performs and
edits financial and statistical analysis for review. Prepares payroll. Maintains time and attendance records|
Maintains inventory records. Calculates accounting adjustments. Performs related duties as assigned.|

2. Provide a bnef Justlflcatlon/explanatlon of this request: [The PSD will be responsible for performlng thel
administrative processing, federal reporting, financial monitoring, and reporting duties associated with thel
ARRA EECBG Grant totaling $9.6 million. The ARRA funds will be disbursed through grants.and loans for]
renewable energy and energy efficiency projects. These grants and the associated financial duties required to]
rocess payments and monitor financial activity will be handled by the PSD; the expected volume of activity is|
10 times the normal volume. This position is essential for the PSD to effectively handle the increased workload|
associated with the ARRA funds and meet the requirements of ARRA for rapid deployment of funcE

3. If the position will be supervisory; please list the hames and fitles of all cIass:fled employees reportlng fo this
position (this information should be identified on the orgamzatlonal chart as well)

Personnel Administrator’s Section:



) | | ) ' ~

Request for Classification Actio,

Position Description Form C ™.

' Page 3
4. If the requested class title is part of a job series or career ladder, will the position be recruited at dltferent
levels? Yes [ ] NolX .

5. The name and title of the person who completed this form: @heri Rockecastle, Administrative Serviceﬁ
6.. Who should be contacted if there are questlons about this position (prowde name and phone number)
[Sheri Rockcastle - 828-4084)

7. How many other positions are allocated to the requested class title in the department l

8. Will this change (new position added/change to vacant position) affect other positions within the
organization? (For example, will this have an impact on the supervisor's management level designation; will
duties be shifted within the unit requiring review of other posmons or are there other issues relevant to the

classification process:) [N

Attachments: | A '
Organizational charts are required and must indicate where the position reports.
. Class specrﬁcatron (optional). '

Xl For new positions, include copies of the Ianguage authorizing the position, or any other information
that would help us better understand the program, the need for the position, etc.

[ Other supporting documentation such as memos regarding department reorgamzatron or further -
explanation regarding the need to reallocate a-vacancy. (if appropriate).

- Personnel Administrator’s Signature (required)” - _' Date

i
\

Supervisor's Signature (required)* - _ Date

| /2. 2457 '

Appomtmg Authonty or Authonzed Representatrve Srgnature (requnred)* - Date

* Note: Attach ad.ditional information or comments if appropriate.
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- | . " STATE OF VERMONT -’

Joint Fiscal Committee Review
Limited Service - Grant Funded
Position Request Form

This form is to be used by agenc:es and departments when additional grant funded positions are being requested. Review
and approval by the Department of Human Resources must be obtained prior to review by the Department of Finance and
Management. The Department of Finance will forward requests to the Joint Fiscal Office for JFC review. A Request for
Classification Review Form (RFR) and an updated organizational chart showing to whom the new position(s) would report
must be attached to this form. Please attach additional pages as necessary to provide enough detail.

Agency/Department:_ Department of Public Service D,atet 11/02/09
Name and Phone (of‘the person completing this request): Sheri Rockcastle ~ 828-4084

Request is for:
DPositions funded and attached to a new grant.
DPosﬁnons funded and attached toan emstmg grant approved by JFO #_

1. Name of Granting Agency, Title of Grant, Grant Funding Detail (attach grant documents):

US Dept of Energy :
Energy Efficiency and Conservation Block Grants under The American Recovery & Reinvestment Act

(ARRA—EECBG)

_ 2. List below titles, number of positions in each title, program area, and limited 'service end date (information should be
based on grant award and should match mformatlon prowded on the RFR) posmon(s) will be established only after JFC

fmal approval:

Title* of Posntlon(s) Requested # of Positions Division/Program  Grant Funding Period/Anticipated End Date
* Financial Specialist lll - 1- "ARRA EECBG 12/01/09 to 11/31/12

Grants Specialist o 2 ARRAEECBG - 12/01/09 to 11/31/12

*Final determination of title and pay grade to be made by the Department of Human Resources CIass:f‘ cation Divisioh upon submission and review of
‘Request for Classification Review.

(Will use existing classified job specifications for the this position, types of work perfqrmed, match the Financial Special Il job specifications)

Positions requested: ’
Financial Specialist Il — Job Code 08940 — Page Grade 21

3. Justification for this request as an essentnal grant program need:
The PSD will be responsible for performing the administrative processing, Federal reporting, financial monitoring, and ‘
reporting duties. associated with the ARRA EECBG Grant totaling $9.6 million. The. ARRA funds will be disbursed through
grants and loans for renewable energy and energy efficiency projects. These grants and the associated invoices will be

. processed through the PSD; the expected volume of activity is 10 times the normal volume. These positions are essential
for the PSD to effectively handle the increased workload associated with the ARRA funds and meet the requirements of

ARRA for rapid deployment of funds.

S ~  ©  DHR-11/7/05
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C ! STATE OF VERMONT
' Joint Fiscal Committee Review
Limited Service - Grant Funded
Position Request Form

ht this information is correct and that necessary funding, space and equipment for the above position(s) are

ec.5(b). : '
Mé—- v S 7 £ 22 A

O ceﬁify t
availabl

(reqpiked b 32 )

gj

‘AQp_/eH/Demeh by Department of Human Resources Date
= W - ANATAY
Mhﬁenied by Financ{:zz@flagement , ' : Date
| _ _ . l)// @/dq
Approved/Demed by Secretary of Admmlstratlon . Date’
Comments: '
. DHR ~ 11/7/05
o,

B A
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| ARRAACTIV ITY-ACCE_I?TANL:_;:REQUEST; __ I:] ARRA Competmve Grant
R sl : e (Alternate Form AA-l)

1. Agency (ARRA-F): ‘ [ 2. Department (ARRA-F): Public Service:02240

3. ARRA Activity (ARRA 1-01): EECBG- Program Administration | 3a. ARRA Code (ARRA 2- 1) 813312

4. Legal Title of Grant: | Energy Efficiency and Conservation Block Grants

4a. Federal Agency Award # (ARRA-B): DE-EE0000859 o 4b. CFDA # (ARRA-E):  81.128

5. Federal (or VT) Funding Agency (ARRA-A): | US. Department of Energy | 5a. Award Date:?
6. Award Amount or Best Estlmate $717 606.20 I 6a. Check if this amount is an estlmate M -
7. Grant Period (ARRAH) | 95199 - |'Te} - | snom2

From:

N

7a. Date by which ARRA funds must be: [X] Obligated by-Date: Within 18 months of date of award and/or [X]
Spent by Date: 36 months of date of award ' : :

8. Purpose of Grant/ARRA Narrative (ARRA 2-02):
This program area will allow for fundmg of positions necessary to accomplish admmlstratlve financial, technical and

program-related tasks.

9. Impact on existing program if grantis not Accepted: .
There would be significant delays in the release of ARRA funds due to staffing shortages

< ----State Fiscal Year- -— €--—Federal Fiscal Year--
. | _ iy
T _ SFYz2011 | A _
Fiscal Year . SFY 2009 SFY 2010 & Beyond FFY 2009 FFY 2010 Comments
: $263,474.10
Expenditures: o _ i balance to be used
Personnel Costs $0 $263,474.10 | $263,474.10 $0 $263,474.10 | for FFY 2011
: ' 1o $62,500 ,
‘ N R _ . , - balance to be used
3" Party Contracts $0 $62,500.| - '$62:500 $0 $62,500 | in FFY 2011
Operating Expenises %0 - $32.820°,  $32820 0 T %0 $32,829 | $32,829
| | ‘W?‘tﬁ $ .. v ._- :“'-'-* ‘a‘ *t"'- '-" ..
. L Mo $
. b I k. e ; - \ : $
E : $358,803.10
, N : : balance to be used
Total - $0 $358,803.10 $358,803.10 $0 $358,803:10 ]| in FFY 2011
| Revenues: 1 -
State Funds: : $0 $ $ $ $
- Cash . $0 $ $ $ $
In-Kind : $0 $ $ $- $
ARRA Federal Funds: $0 $ $ $ $ :
: o : : $358,803.10
_ : S _ balance to be used
(Direct Costs) $0 $358,803.10 | $358,803.10 $0 ] $358,803.10 Fin FFY 2011

ARRA Activity Acceptance_ Form ESR-2.dot v13 < ‘ > ~ m ‘b ’l G—g : - . Pagelof3
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f'or ESR Uise Only:

Director’s Signature:

Assigned ESR

Fq_l_';p_ ESR .

15.SECRE

10

-------- Check One Box: | (Secretary’s signature or designee) Date:
[ 1 ] Accepted -
Date:

[ | Rejected

1ON

Check One Box:
Request to JEO

(Governor’s signature or designee)

Date:

Ll
[1 | Rejected
Ll

Sent to JFO

Date:

Date:

O Request Memo
O Dept. project approval (if applicable)
3 Notice of Award

[J Grant Agreement .
[ Governor’s Certification (if applicable)
£3 Notice of Donation (if any)

7 Grant (Project) Timeline (if applicable)
O Regquest for Extension (if applicable)
EJ Form AA-1PN attached (if applicable)

ARRA Activity Acceptance_ Form ESR-2.dot_v1.3

Page 3 of 3




Request for Classification Action
~ Position Description Form C
Page 1

. .

| Request for Classification Action

New or Vacant Positions
EXISTING Job Cléss/_Titl.e ONLY
Position Description Form C/Notice of Action
For Department of Personnel Use Only

. Date Received (Stamp)

Notice of Action #

Action Taken:

New Job Title '

Current Class Code- -+ NewClass Code

Current Pay Grade - New Pay Grade

Current Mgt Level B/U OT Cat. __. EEOCat. FLSA

New Mgt Level BU___OTCat. __ EEOCat.__ FLSA

Classification Analyst S ' Date ___ Effective Date: )

Comments: : - S o _ o :
: Date Processed:

Willis Rating/Components: ‘Knowledge & Skills: __ Mental Demands | Accountability:

Working Conditions: Total ,

Position Inforrhétio’n:

Incumbent: Vacant or New Position

Position Number: [ ]current Job/Class Title: [Grants Specnallsﬂ
Agency/Department/Unlt' [Department of Public Servicel GUC: 36008

Pay Group: [36A] Work Station: [112 State Street Montpeheﬂ Zip Code:

Position Type: [ ] Permanent [X] Limited Service (end date ) 1/31/201

Funding Source: [X] Core [J Sponsored 1 artnersh: For Partnership positions provide:the funding
breakdown {% General Fund, % Federal, &tc.) [100% Federal

Supervisor's Name, Title and Phone Number: [Sheri Rockcastle - 8;8—4084! ‘

Check the type of request (new or vacant position) and complete the appropriate section. |

" New Position(s):

a. REQUIRED: Allocation requested Existing Class Code 521800 Exnstmg Job/Class Title:
\Grants Specaahsﬂ

b. Position authorized by:




) _ Yo Request for Classification Actioh\ AN
' : - Position Description Form C
Page 2
(] Joint Fiscal Office — JFO #[:::I Approval Date: [ ]
' [:I Legislature — Provide statutory citation (e.g. Act XX, Section XXX(x), XXXX session) [:]

J Other (explain) -- Provide statutory citation if appropriate. [The ARRA funds appropriated ta[

_ &he PSD will be transferred to the Clean Energy Development Fund and 10 V.S.A 6523 allows|
lthe PSD up to 5% of funds appropriated to be used for administration, in addition legislation|

passed in Bill S.1 aliows the Clean Energy Development Fund Board to use up to 10% of ARRA]

funds for admlmstratlve purposes.|

[T  Vacant Position:
" & PositionNumber: [__|
Date position became vacant: [___| ,
Current Job/Class Code: [ | Current Job/Class Title: [ |
REQUIRED: Requested (existing) Job/Class Code: L__:l Requested (existing) Job/Class Title:

Qa0 v

e. Are there any other changes to this position; for example: change of supervisor, GUC, work
station? Yes [] No [ I Yes, please provide detailed information: [il

For All Requests:

1. List the anticipated job duties and expectations; include all major job duties: Manages and oversees state]
and federal grants, monitors and approves program budget and ensures compliance with federal and state]
regulations. Drafts proposals for acquisition of grant funds from the federal government and other sources |
Reviews and advises on programmatic requirements for grant applications and assists in the development of
programs which meet eligibility requirements. Works with granting sources to refine and revise submissions as]
. Iheeded. Provides technical and advisory assistance to ensure compliance for program funds. Monitors grant]

" lexpenditures to ensure consistency with grant requirements with applicable laws and regulations and to -
Imaximize use of available funds. Prepares writien reports of findings, defines of recommends correctivel
action. Ensures that reporting requirements on grants are fulfilled. Participates in public hearings, meetings |
and committees. May develop and implement systems fo project income and to monitor expenditure of funds)
May provide training to staff on requirements of grant funding. Performs related duties as required.]

‘2. Provide a brief justification/explanation of this request: [The PSD will be responsible for performing the]
administrative processing, federal reporting, financial monitoring, and reporting duties associated with the|

JARRA EECBG Grant totaling $9.6 million. The ARRA funds will be disbursed through grants and loans for]

renewable energy and energy efficiency projects. These grants and the associated financial duties required to]

process payments and monitor financial activity will be handied by the PSD; the expected volume of activity is|

10 times the normal volume. This position is essential for the PSD to effectively handle the increased workload -

associated with the ARRA funds and meet the requirements of ARRA for rapid deployment of funds)

3. If the position will be supervisory, please list the names and titles of all classified employees reporting to this
posmon (this information should be identified on the organizational chart as well).

L)

Feup
X,
o



Request for Classification Action
Position Description Form C
Page 3

PersonneI‘Admmlstrator s Section: _

4. If the requested class title is part of a JOb series or career Iadder will the posrtlon be recruited at dlfferent
levels? Yes [ ] NolX]

5. The name and title of the person who completed this fonn @herl Rockcastle, Admmlstratlve Serwcgl

|

6. Who should be contacted if there are questrons about this position (provide name and phone number)
[Sheri Rockcastle - 828-4084 : : _

7 How many other positions are aliocated to the requested class title in the department:

8. Will this change (new position added/change to vacant position) affect other positions within the
organization? (For example, will this have an impact on the supervisor's management level designation; will
duties be shifted within the unit requrnng review of other posrtlons or are there other issues relevant to the

classmcatlon process.)

Attachments:
Organizational charts are required and must indicate where the position reports.

X Class specification (optional).

X For new posrtrons include coples of the language autharizing the position, or any other mformatlon
that would help us better understand the program, the need for the position, etc. o

[] Other supporting documentation such as memos regarding department reorganrzahon or further
explanation regarding the need to reallocate a vacancy (if appropriate).

‘Personnel Administrator’s Signature (required)* ‘ | Date
Supervisor's Signature (required)*, ' s Date
%&W - p2007
&~ MR N . ] .
Appoirting Authority or Authorized Representative Signature (required)* Date

* Note: Attach additional information or comments if appropriate.



\

o : Request for Classification Actlc\)r.\

Pos:tron Description Form C .

- ' . Page 1
Request for Classification Action
New or Vacant Positions
- EXISTING Job Class/Title ONLY
Position Description Form C/Notice of Action
For Department of Personnel Use Only | ,
: Date Received (Stamp)
Notice of Action # :
Action Taken:
New Job Title
Current Class Code New Class Code
" |Current Pay Grade v ~ New Pay Grade
Current Mgt Level. B/U____OTCat. ___ EEOCat. FLSA
NewMgtLevel ____ BJ__.OTCat __ EEOCat __ FLSA____ .
Classification Analyst A . A Date _' . s Effective Date:
|Comments: _ _
A Date Processed:
Wil»l-is Rating/Components: Knowledge & Skills: Mental Demands: Accounfability:

Working Conditions: "~ Total:

: 'vPosition Information:

Incumbent: Vacant or New Position

Position Number: [ | Current Job/Class Title: [Financial Specialist 1]
Agency/Department/Unit: [Department of Public Servicel GUC: [36005

Pay Group: 36A] Work Station: [112 State Street Montpehed Zip Code:

Position Type: [1 Permanent [X] Limited Service (end date ) |11/31/2012

Funding Source: [X] Core [ ] Spoensored [] artnersht For Partnership positions provide the funding
' breakdown (% General Fund, % Federal, etc.) [100% Federal

Supervisor's Name, Title and Phone Number: [Sheri Rockcastle - 828-4084

Check the type of request {(new or vacant position) and complete the appropriate section.
-  New Position(s):

a. REQUIRED: Allocation requested Existing Class Code (089040 08904 Existing Job/Class Title:
[Financial Specialist ]

b. ‘Position authorized by:




) ) ' - ) Request for C/assiﬁcation Action '
) Position Description Form C
Page 2

] Joint Fiscal Office — JFO #[ ] Approval Date: [ ]
[] Legislature — Provide statutory citation (e.g. Act XX, Section XXX(x), XXXX session) |:] '

Other (explain) -- Provide statutory citation if appropriate. [The ARRA funds appropriated to
the PSD will be transferred to the Clean Energy Development Fund and 10 V.S.A 6523 allows|
the PSD up to 5% of funds appropriated to be used for administration, in addition legislation|
passed in Bill S.1 allows the Clean Energy Development Fund Board to use up to 10% of ARRA]
funds for admlmstratwe purpose S| :

B Vacént Position:
a. Posmon Number: [ ]
Date position became vacant: Ej
Current Job/Class Code: [:f Current Job/Class Title: (:] :
REQUIRED: Requested (existing) Job/Class Code: [ | Requested (existing) Job/Class Title:

[ ]

e. Are there any other changes to this position; for example: changé of supervisor, GUC, work
station? Yes [ ] No [] If Yes, please provide detailed information: -

2 o T

For All Requests:

1z List the anticipated job duties and expectations; include all major job duties: Performs technical accounting|
duties such as making cost allocations to various cost centers and auditing financial documents for federal
programs, special projects, grants, and loans for compliance with specifications. Compiles financial data for]
the preparation of financial reports. Assists in preparing budgets for programs. Prepares financial schedules.|
Posts, balances and reconciles accounting records. Processes financial transactions, invoices, disbursements|
receipts either manually or by data.processing methods. Processes financial transactions, disbursements,
receipts, expenditures and fund transfer requests. Makes correctionis in accounting records. Performs and
edits financial and statistical analysis for review. Prepares payroll. Maintains time and attendance records,
Maintains inventory records. Calculates accounting adjustments. Performs related duties as assigned |

2. Provide a brief justification/explanation of this request: [The PSD will be responsible for performing the]
ladministrative processing, federal reporting, financial monitoring, and reperting duties associated with the]
ARRA EECBG Grant totaling $9.6 million. The ARRA funds will be disbursed through grants.and loans for]
renewable energy and energy efficiency projects. These grants and the associated financial duties required to)
process payments and monitor financial activity will be handled by the PSD; the expected volume of activity is]
10 times the normal volume. This position is essential for the PSD to effectively handle the increased workload
associated with the ARRA funds and meet the requirements of ARRA for rapid deployment of funds |

3. If the position will be supervisory; please list the names and titles of all classified employees reporting to this
position (this information should be identified on the organizational chart as well).

Personnei Administrator’s Section:



\

Request for Classification Action-.

Position Description Form C

' Page 3

4. If the requested class title is part of a job series or career ladder, will the position be recruited at dlfferent

- levels? Yes [ ] NolX
5. The name and tttle of the person who .completed this form: |§heri Rockcastle, Administrative Service§|

|
6. Who should be contacted if there are quest;ons about this position (provxde name and phone number)
[Sheri Rockcastle - 828-4084]

7. How many other positions are allocated to the requested class title in the department I

8. Will this change (new position addedlchange to vacant position) affect other positions within the
organization? (For example, will this have an impact on the supervisor's management level designation; will
duties be shifted within the unit requiring review of other posmons or are there other issues relevant to the
classn‘” cation process:) [N

Attachments:
X Orgamzatronal charts are required and must mdlcate where the posmon reports
X Class specn‘lcatxon (optional).

X1 For new positions, include copies of the Ianguage authorizing the position, or any ether information
that would help us better understand the program, the need for the position, etc.

[] Other supporting documentation such as memos regarding department reorganlzatlon or further -
explanation regarding the need to reallocate a-vacancy. (if appropriate).

- Personnel Administrator's Signature (required)* - _' Date

¢

Supervisor’'s Signature (required)* . _ Date

_ //zﬂ-zdé7 |

Appomtmg Authonty or Authorized Representatlve Signature (requlred)* : Date

* Note: Attach additional information or camments if appropriate.
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B BN . - 3FO ZML3
T o - STATE OF VERMONT -°
‘ Joint Fiscal Committee Review .
Limited Service - Grant Funded

_Position Request Form

This form is to be used by agenc:es and departments when additional grant funded positions are being requested. Review
and approval by the Department of Human Resources must be obtained prior to review by the Department of Finance and
Management. The Department of Finance will forward requests to the Joint Fiscal Office for JFC review. A Request for
Classification Review Form (RFR) and an updated organizational chart showing to whom the new position(s) would report
must be attached to this form. Please attach additional pages as necessary to provide enough detail.

Agency/Department: Department of Public Service Date: 11/02/09 '
Name end Phone (of the person completing this request): Sheri Rockcastle — 828-4084

Request is for:
XPositions funded and attached to a new grant.
I:IPosmons funded and attached toan exnstmg grant approved by JFO #

1. Name of Granting Agency, Title of Grént, Grant Funding Detail (attach grant documents):

US Dept of Energy .
Energy Efficiency and Conservation Block Grants under The American Recovery & Reinvestment Act

(ARRA—EECBG)

_ 2. List below titles, number of positions in each title, progtam area, and limited service end date (information should be
based on grant award and should match mformatlon prowded on the RFR) posmon(s) will be established only after JFC

fmal approval:

Title* of Posmon(s) Regueste # of Posxtlons Division/Program Grant Fundlng Perlod/Antncmated End Date
Financial Specialist /| 1- "ARRA EECBG 12/01/09 to 11/31/12

Grants Specialist o 2 ARRAEECBG 12/01/09 to 11/31/12

*Final determination of fitle and pay grade to be made by the Department of Human Resources Class:f cation Division upon submission and review of
‘Request for Classification Review.

(Will use existing classified job specifications for the this position, types of work perfopned, match the Financial Special Il job specifications)

Positions requested: '
Financial Specialist lll - Job Code 08940 — Page Grade 21

3. Justification for this request as an essentlal grant program need:
The PSD will be responsible for performing the administrative processing, Federal reporting, financial monitoring, and
reporting duties.associated with the ARRA EECBG Grant totaling $9.6 million. The. ARRA funds will be disbursed through
grants and loans for renewable energy and energy efficiency projects. These grants and the associated invoices will be

. processed through the PSD; the expected volume of activity is 10 times the normal volume. These positions are essential
for the PSD to effectively handle the increased workload associated with the ARRA funds and meet the requirements of

ARRA for rapid deployment of funds.

....,.,,‘_
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STATE OF VERMONT
Joint Fiscal Committee Review
Limited Service - Grant Funded

Position Request Form

[P 07
. , Date ,

Hohu( Pl y— | 5 _ zpfeq

\Agg_/eH/Deme&i by Department of Human Resources Date
' . ¥
.««/"‘\\K\ v : RalATANN
Wﬂiemed by Fmanm.agemem ' Date
/__‘ . .
(/- _ 4 S | L/ 4/&4

Approved/Denled by Secretary of Administration . Date’
Comments: ‘

DHR - 11/7/05



. N Wm""ﬁ) ©3 ™ ___FormESR2

~ARRA A"€'_I‘IVITY ACCEBTANLn.REQUE_ST: : D ARRA Competltlve (:rant . Other ARRA Act1v1ty
T Lo e (Alternate Form AA—I) ‘ ' (Not subject to-AA-1'Pro

1) aeceptance of all | Discretibnary Grants, and
2) PRIOR to recelpt of alL ARRA Formnla/Block Gr:

1. Agency (ARRA-F): | 2. Department (ARRA-F): Public Service:02240
3. ARRA Activity (ARRA 1-01): EECBG- Program Admmlstratlon | 3a. ARRA Code (ARRA 2- 1) 813312
4. Legal Title of Grant: | Energy Efficiency and Conservation Block Grants

4a. Federal Agency Award # (ARRA-B): DE-EE0000859 o 4b. CFDA # (ARRA-E): 81.128

5. Federal (or VT) Funding Agency (ARRA-A): | U.S. Department of Energy | 5a. Award Date:? 1

6. Award Amount or Best Estlmate $717,606.20 | 6a. Check if this amount is an estlmate ’
7. Grant Period (ARRA-H) : 9/21/09 e . 9/20/12 .

From:

7a. Date by which ARRA funds must be: Obligated by Date: Within 18 months of date of award and/or
Spent by Date: 36 months of date of award : o
8. Purpose of Grant/ARRA Narrative (ARRA 2-02): :

This program area will allow for fundmg of positions necessary to accomplish admmlstratlve financial, technical and
program-related tasks. :

9. Impact on existing program if grant is not Accepted: .
There would be significant delays in the release of ARRA funds due to staffing shortages

< State Fiscal Year- -— &-----Federal Fiscal Year-
- _ SFY 2011 | - - T '
Fiscal Year . SFY 2009 SFY 2010 & Beyond FFY _2009 FFY 2010 Comments
: $263,474.10
Expenditures: 1 - o balance to be used
Personnel Costs $0 $263,474.10 | $263,474.10 $0 $263,474.10 | for FFY 2011
} i ‘ : $62,500
. o ‘ _ _ J balance to be used
3" Party Contracts $0 $62,500.| - "$62:500 $0 $62,500 | in FFY 2011
Operating Experises ' $0 «$32,8294}, $32 829- ]~ .~ $0 $32,829 | $32,829
. . : 4&’:‘;{ V' $ .. - ’: "",r ] ij\ "-'.\:’.‘l £
e - B 5 $
Ce ;N' ’-__"4.5 . R we "5\ Sx ) ;‘" - _'\ . $
Y : $358,803.10
_ N 4 . . balance to be used
Total . $0 $358,803.10 $358,803. 10 $0 $358,803.10 } in FFY 2011
| Revenues: 1 _
State Funds: : $0 $ $ $ $
- Cash : $0 $ $ $ $
In-Kind. : $0 5 $ 3 $
ARRA Federal Funds: $0 $ $ $ - $ :
! i ) : e $358,803.10
| L 5 balance to be used
(Direct Costs) $0 $358,803.10 | $358,803.10 $0 $358,803.10 { in FFY 2011 -

ARRA Activity Acceptance_ Form ESR-2.dot v13 < l > ~ q_cim \D ’l gq - , Page 1 of 3
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\\

Assigned ESR
Director’s Signature:

Cheéi( One Box: | (Secretary’s signature or designee) Date:
] | Accepted '
Date:
1 I Rejected

Check One Box:

{Governor’s signature or designee)

Date:

Rejected

] Request to JFO
L

[1 | Sent to JFO

Date:

Date:

[ Request Memo

3 Notice of Award

[J Dept. project approval (if applicable)

L1 Grant Agreement

[T Governor’s Certification (if applicable)

O Notice of Donation (if any)

| [J Grant (Project) Timeline (if applicable)
] Request for E: ion (if applicabl
3 Form AA-1PN attached (if applicable)

ARRA Activity Acceptance_ Form ESR-2.dot_v1.3

Page 3 of 3



) ' _. _ S ) Request for Classification Action
' ~ Position Description Form C
: . Page 1
Request for Classification Action |
New or Vacant Positions |
EXISTING Job Class/Title ONLY
Position Description Form C/Notice of Action

For Department of Personnel Use Only

, | . Date Received (Stamp)
Notice of Action #
Action Taken:
New Job Title _
Current Class Code- -+ NewClass Code
Current Pay Grade - New Pay Grade
Current Mgt Level B/U OT Cat. __. EEOCat. FLSA
New Mgt Level B/U___OTCat. ___EEOCat.___ FLSA
Classification Analyst S ' Date ___ Effective Date: )
Comments: : - S o _ o o
: Date Processed:
Willis Rating/Components: .Knowledge & Skills: __ Mental Demands: | Accodntability:
Working Co_nditions: Total: )

Position Inforrﬁetidn:

incumbent: Vacant or ‘New Position

Position Number :’ Current Job/Class Title: [Grants Specrahsﬂ
Agency/Department/Umt Department of Public Servicg GUC: ‘Be00S

Pay Group: [86A] Work Station: [112 State Street Montpelier] Zip Code:

Position Type: [_] Permanent  [X] Limited Service (end date ) 1/31/201

" Funding Source: [X] Core [ Sponsored [ Partnership. For Partnership positions provide the fundmg
breakdown (% General Fund, % Federal, etc.) [100% Federal

Supervra_or’s Name, Title and Phone Number: [Sheri Rockcastle - 828-4084] -

Check the type of request (new or vacant position) and complete the appropriate section. |

" New Position(s):

a. REQUIRED: Allocation requested Existing Class Code 521800 Exrstmg Job/Class Title:
[Grants Specrallsj

b. Position authorlzed by:




\) . _ ) : Request for Classification Actior;\‘ :
' : - Position Description Form C
Page 2:
[ Joint Fiscal Office — JFO # [:] Approval Date: [
‘ I:l Legislature — Provide statutory citation (e.g. Act XX, Section XXX(x), XXXX session) {:

J Other (explain) -- Provide statutory citation if appropriate. [The ARRA funds appropriated to

the PSD will be transferred to the Clean Energy Development Fund and 10 V.S.A 6523 allows|

~ {the PSD up to 5% of funds appropriated to be used for administration, in addition legislation| v

passed in Bill S.1 allows the Clean Energy Development Fund Board to use up to 10% of ARRA]
funds for admlnlstratlve purposes.|

[1  Vacant Position:
B a. Position Number: [::]
Date posmon became vacant: [____—:]
Current Job/Class Code: E:l Current Job/Class Title: [::I A
REQUIRED Requested (eXIstmg) Job/Class Code: :j Requested (existing) Job/Class Title:

a o o

€. Are there any other changes to this p_osltion; for example: change of supervisor, GUC, work
station? Yes [[] No [] If Yes, please provide detailed information: i{

For All Requests:

1. List the anticipated job duties and expectations; include all major job duties: IManages and oversees state]
and federal grants, monitors and approves program budget and ensures compliance with federal and state]
regulations. Drafts proposals for acquisition of grant funds from the federal government and other sources.
Reviews and advises on programmatic requirements for grant applications and assists in the development of|
programs which meet eligibility requirements. Works with granting sources to refine and revise submissions as]
 needed. Provides technical and advisory assistance to ensure compliance for program funds. Monitors grant]

" lexpenditures to ensure. consistency with grant requirements with applicable laws and regulations and to -
maximize use of available funds. Prepares written reports of findings, defines of recommends correctivel
action. Ensures that reporting requirements on grants are fulfilled. Participates in public hearings, meetings,|
and committees. May develop and implement systems to project income and-to monitor expenditure of fu%ls_l
May provide training to staff on requirements of grant funding. Performs related duties as required.|

‘2. Provide a brief justification/explanation of this request: [The PSD will be responsible for performing the
administrative processing, federal reporting, financial monitoring, and reporting duities associated with th
./ARRA EECBG Grant totaling $9.6 million. The ARRA funds will be disbursed through grants and loans for]
renewable energy and energy efficiency projects. These grants and the associated financial duties required to]
process payments and monitor financial activity will be handled by the PSD; the expected volume of activity i
10 times the normal volume. This position is essential for the PSD to effectively handle the increased workloaﬁl .
associated with the ARRA funds and meet the requirements of ARRA for rapid deployment of funds |

3. If the position will be supervisory, please list the names and titles of all classified employees reporting to this
posntlon (this information should be identified on the organizational chart as well).

2
b2



Request for Classification Action
Position Description Form C
Page 3

PersonneI'Admlmstrator s Section: . _

4. If the requested class title is part of a jOb series or career Iadder will the posrtlon be recruited at drfferent
levels? Yes [] NolX]

5. The name and title of the person who completed this fom Bhen Rockcastle, Admmlstratlve Servrce—]

6. Who should be contacted if there are questlons about this position (provide name and phone number)
[Sheri Rockcastle - 828-4084)] : ,

7 How many other positions are allocated to the requested class title in the department: l

8. Will this change (new position added/change to vacant position) affect other positions within the
organization? (For example, will this have an impact on the supervisor's management level designation; will
duties be shifted within the unit requmng review of other posmons or are there other issues relevant to the

classmcatlon process.)

Attachments: _
Organizational charts are required and must indicate where the position reports.

X J Class specification (optional).

Xl For new posmons include coples of the language authorizing the position, or any other mformatlon
that would help us better understand the program, the need for the position, etc. T

1 Other supporting documentation such as memos regarding department reorganlzatlon or further
explanation.regarding the need to reallocate a vacancy (if appropriate).

*

s
I

‘Personnel Administrator’s Signature (required)* « | Date
Supervisor's Signature (requir‘ed)*A ‘ S Date
MMK—— » - M2
y -4 v < . R - ’
Appoiriting Authority or Authorized Representative Signature (required)* Date

* Note: Attach additional informatioh or comments if appropriate.

Hapn
s
»k



i ' Request for Classification ACtIO;7

Pos:t/on Description FormC -

oo ' ) Page 1
Request for Classification Action
New or Vacant Positions
. EXISTING Job Class/Title ONLY
Position Description Form C/Notice of Action -
For Department of Personnel Use Only ' | _
: Date Received (Stamp)
Notice of Action # : _
Action Taken: v
New Job Title
Current Class Code New Class Code
" |Current Pay Grade ~ New Pay Grade
Current Mgt Level_ B/U OT Cat. _ _EEOCat FLSA
New Mgtlevel ____ BJ___.OTCat. __ EEOCat__ FLSA____ C
Classification Anatyst ' _ Date _ _ . Effective Date:
|Comments: . o
' Date Processed:
Wilhliis Rating/Components: - Knowledge & Skills: Mental Demands: Accountability:

Working Conditions: __ Total:

‘Position Information:

Incumbent: Vacant or New Position

Position Number: I::] Current JoblC!ass Title: [Financial Spectahst il
Agency/Department/Unit. [Department of Public Servicel GUC: [36005

Pay Group: [36A Work Station: [112 State Street Montpelief]  Zip Code:
Position Type: [] Permanent Lirﬁi_ted Service (end date ) [11/31/2012]

Funding Source: Core []Spensored [ ] Partnership. For Partnership positions provide the funding
" breakdown (% General Fund, % Federal, etc.) (100% Federa

SQpervisor"s Name, Title and Phone Number: |Sheri Rockcastle - 828-4084)

Check the type of request (new or vacant position) and complete the appropriate section.
<]  New Peosition(s):

a. REQUIRED: Allocation requested Existing Class Code 08904 Existing Job/Class Title:
[Financial Specialist llf

b. Position authorized by:



) ' - . : ) Request for Ciassiﬂcation Action '
: Position Description Form C
Page 2

[] Joint Fiscal Office — JFO #[__] Approval Date: [__|
[ Legislature — Provide statutory citation (e.g. Act XX, Section XXX(x), XXXX session) l:l '

Other (explain) -- Provide statutory citation if appropriate. [The ARRA funds appropriated td
he PSD will be transferred to the Clean Energy Development Fund and 10 V.S.A 6523 allows|
the PSD up to 5% of funds appropriated to be used for administration, in addition legislation]

passed in Bill S.1 allows the Clean Energy Development Fund Board to use up to 10% of ARRA]
funds for admmlstratwe purposes] :

] Vai:ént Position:
a. Posmon Number: [ |
Date position became vacant: [:]
Current Job/Class Code: [___| Current Job/Class Title: [ | ,
REQUIRED: Requested (existing) Job/Class Code: [ | Requested (existing) Job/Class Title:

o0 o

e. Are fhere ‘any other changes to this position; for example: ch‘angé of supervisor, GUC, work
station? Yes [] No [] If Yes, please provide detailed information: -

For All Requests:

12 List the anticipated job duties and expectations; include all major job duties: [Performs technical accounting]
duties such as making cost allocations to various cost centers and auditing financial documents for federal|
rograms, special projects, grants, and loans for compliance with specifications. Compiles financial data foi]
the preparation of financial reports. Assists in preparing budgets for- programs. Prepares financial schedules |
Posts, balances and reconciles accp_unting records. Procesges financial transactions, invoices, disbursements|
receipts either manually or by data. processing methods. Processes financial transactions, disbursements,
receipts, expenditures and fund transfer requests. Makes corrections in accounting records. Performs and
edits financial and statistical analysis for review. Prepares payroll. Maintains time and attendance records]
Maintains inventory records. Calculates accounting adjustments. Performs related duties as assigned.|

2. Provide a brief justification/explanation of this request: [The PSD will be responsible for performing the
administrative processing, federal reporting, financial monitoring, and reporting duties associated with th
'ARRA EECBG Grant totaling $9.6 million. The ARRA funds will be disbursed through grants.and loans fo
renewable energy and energy efficiency projects. These grants and the associated financial duties required to]
process payments and monitor ﬁnancial activity will be handled by the PSD; the expected volume of activity is|
10 times the normal volume. This position is essential for the PSD to effectively handle the increased workioad|
associated with the ARRA funds and meet the requirements of ARRA for rapid deployment of funds |

3. If the position will be supervisory; please list the names and titles of all classified employees reporting to this
position (this information should be identified on the organizational chart as well).

Personnel Administrator’s Section;



Request for Classification Action

Position Description Form C
' Page 3
4. If the requested class title is part of a job series or career ladder, will the position be recruited at different

- levels? Yes[] NolX |

5. The name and title of the person who.compieted-this form: @heri Rockcastle, Administrative Services|
6.. Who should be contacted if there are questlons about this position (prowde name and phone number)
[Sheri Rockcastle - 828-4084)

7. How many other positions are allocated to the requested class title in the department l

8. Will this change (new position added/change to vacant position) affect other positions within the
organization? (For example, will this have an impact on the supervisor's management level designation; will
duties be shifted within the unit requiring review of other posmons or are there other issues relevant to the
claSS|f|cat|on process.) [N

Attachments:
X Orgamzatronal charts are required and must mcﬂcate where the posmon reports
"X Class spemﬁcatlon (optional). '

XI For new positions, include copies of the language authorizing the position, or any other information
that would help us better understand the program, the need for the position, etc.

[] Other supporting documentation such as memos regarding department reorgamzatlon or further -
explanation regarding the need to reallocate a-vacancy. (if appropriate).

- Personnel Administrator's Signature (required)* - " Date

i
5

Supervisor's Signature (required)* o _ Date

_ , /20 2007
Appomtmg Authonty or Authonzed Representatlve Signature (requnred)* : Date |

* Note: Attach ad.ditional information or comments if appropriate.
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- STATE OF VERMONT -°

Joint Fiscal Committee Review .

Limited Service - Grant Funded

-Position Request Form

This form is to be used by agencies and departmernits when additional grant funded positions are being requested. Review
and approval by the Department of Human Resources must be obtained prior to review by the Department of Finance and
Management. The Department of Finance will forward requests to the Joint Fiscal Office for JFC review. A Request for -
Classification Review Form (RFR) and an updated organizational chart showing to whom the new position(s) would report
must be attached to this form. Please attach additional pages as necessary fo provrde enough detail.

Agency/Department: Department of Public Service Date: 11/02/09
Name and Phone (of the person completing this request): Sheri Rockcastle — 828-4084

Request is for:
XPositions funded and attached to a new grant.
[:IPosmons fundéd and attached to an exnstmg grant approved by JFO #__

1. Name of Granting Agency, Title of Grant, Grant Funding Detail (attach grant documents):

US Dept of Energy
Energy Efficiency and Conservatlon Block Grants under The American Recovery & Reinvestment Act

(ARRA—EECBG)

_ 2. List pelow titles, number of positions in each title, program area, and limited service end date (information should be
based on grant award and should match mformatlon provnded on the RFR) posntlon(s) will be established only after JFC.

fmal approval:

Title* of Posntlon(s) Requested # of Posmons Division/Program Grant Fundlng PernodlAntncngated End Date
Financial Specialist Il 1 “ARRA EECBG 12/01/09 to 11/31/12

Grants Specialist o 2 ARRAEECBG . 12/01/09 to 11/31/12

*Final determination of title and pay grade to be made by the Department of Human Resources Classnf‘ cation Division upon submission and review of
‘Request for Classification Review.

(Will use existing classified job specifications for the this position, types of work perfon’ned match the Financial Special Il job speciﬁcations)

Positions requested: '
Financial Specialist lll - Job Code 08940 — Page Grade 21

3. Justification for this request as an essential grant program need:
The PSD will be responsible for performing the administrative processing, Federal reporting, financial monitoring, and ‘
reporting duties. associated with the ARRA EECBG Grant totaling $9.6 million. The. ARRA funds will be disbursed through
grants and loans for renewable energy and energy efficiency projects. These grants and the associated invoices will be

. processed through the PSD; the expected volume of activity is 10 times the normal volume. These positions are essential
for the PSD to effectively handle the increased workload associated with the ARRA funds and meet the requirements of

ARRA for rapid deployment of funds.
R ECEIVED |
DEC 1

"mvesemm?e IcE |

DHR ~ 11/7/05
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o STATE OF VERMONT
' ' Joint Fiscal Committee Review
Limited Service - Grant Funded
Position Request Form '

| cerﬁfy thpt thls mformatlon is correct and that necessary fundlng, space and equipment for the above position(s) are

availabl ec. 5(b). )
1y /) , ye20.07
Department Head = Date .

Mam' (R - 5  Uzploq
\AQE_/eH/DemeH by Department of Human Resources Date
N v : AT
Wﬁemed by Flnanmagement ‘ Date

/—" . B
v | . _ 1 2// ﬁ/é S
Approved/Denied by Secretary of Administration . Date

Comments:

DHR - 11/7/05

e et
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. ARRA Competmve (xrant . —
o (Alternate Form AA—I) S

& - '\

ARRA ACTIVITY ACCEPTANLn REQUEST

_ Form ESR—2

1 Aincy (ARRA-F): |2 Department (ARRA-F): Public Serv1ce 02240
3. ARRA Activity (ArrA 1-01): EECBG- Program Administration [ 3a. ARRA Code (ARRA 2-1) 813312
4. Legal Title of Grant: | Energy Efficiency and Conservation Block Grants

4a. Federal Agency Award # (ARRA-B): DE-EE0000859 4b. CFDA # (ARRA-E): 81.128
5. Federal (or VT) Funding Agency (ARRA-A): | US. Department of Energy .| S5a. Award Date:?
6. Award Amount or Best Estlmate $717 606.20 | 6a. Check if this amount is an estlmate ’
7. Grant Period (RrA-) 9/21/09 ‘To! 9/20/12 |
N/

From: ‘
7a. Date by which ARRA funds must be: Obligated by Date: Within 18 months of date of award and/or [X]

Spent by Date: 36 months of date of award

program-related tasks.

8. Purpose of Grant/ARRA Narrative (ARRA 2-02):
This program area will allow for fundmg of positions necessary to accomplish admmlstratlve financial, technical and

9. Impact on existing program if grant is not Accepted: :
There would be significant delays in the release of ARRA funds due to staffing shortages

ARRA Activity Acceptance_ Form ESR-2.dot_v1.3 .
o Aceepanc.. 3 Prggom. YO §G

< State Fiscal Year- €------Federal Fiscal Year
. , SFY2011 | - [ ,
Fiscal Year SFY 2009 SFY 2010 & Beyond : FFY 2009 FFY 2010 Comments
$263,474.10
Expenditures: o balance to be used
Personnel Costs $0 $263,474.10 | $263,474.10 $0 $263,474.10 | for FFY 2011
' i $62,500 _
_ Ll ‘ _ N balance to be used
3" Party Contracts $0 $62,500.| - '$62:500 $0 $62,500 | in FFY 2011
Opérating Expentes $0 ~$32,826], — $32820 ]~ . $0 $32,829 | $32,829
i ‘.»,..;i-;’:\.-, ':&‘K -‘ $1 » : ‘:‘* N “‘:; X .
.y Ty N $
e s ’-‘_"!-_. . - . 1 ; - - \ $
e P AT TR IR A
$358,803.10
_ . _ . . balance to be used
Total $0 $358,803.10 $358,803.10 $0 $358,803.10 } in FFY 2011
Revenues: : o _
State Funds: $0 $ $ $ $
. Cash $0 $ $ $ $
In-Kind . $0 $ $ $. $
ARRA Federal Funds: $0 | $ '$ $ - $- :
, i : C $358,803.10
. S _ balance to be used
(Direct Costs) $0 $358.803.10 | $358,803.10 $0 |  $358,803.10 } in FFY 2011 -
Page 1 ef 3
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" N . - “'

Assigned ESR
Director’s Signatore:

For ESR tse Oniy:

Check One Box: (Secretary’s signature or designee) ‘ Date:
[1 | Accepted ' ’
Date:
[ | Rejected

Check One Box: “(Governor s signature or designee) i Date:
D Request to JFO )
[

. Date:
Rejected

Date:

[ | Sent to JFO

[ Request Memo [ Grant Agreement . [ Grant (Project) Timeline (if applicable)
[ Dept. project approval (if applicable) [ue r's Certification (if applicable) [0 Reguest for E ion (if applicable)
O Notice of Award [J Notice of Donation (if any) . £ Form AA-1PN attached (if applicable)

ARRA Activity Acceptance_ Form ESR-2.dot_v1.3 ) _ . ’ Page 3 of 3



} ' _A S ) Request for..C/assiﬁcation Action
‘ ~ Position Description Form C
: ) Page 1
Request for Classification Action |
New or Vacant Positions
EXISTING Job Class/Title ONLY
Position Description Form C/Notice of Action

For Department of Personnel Use Only

4 . Date Received (Stamp)
Notice of Action #
Action Taken:
New Job Title »
Current Class Code- -+ NewClass Code
Current Pay Grade - New Pay Grade
Current Mgt Level B/U OT Cat. ____EEO Cat. FLSA
New Mgt Level BlU___ _OTCat. ___EEOCat.___ FLSA, _
Classification Analyst S Date __ Effective Date:
Comments: - ; R . : -
: Date Processed:
Willis Rating/Components: ‘Knowledge & Skills: __ Mental Demands: | _Accod.ntability:
Working anditions: Total: )

Position Infornjétidn:

Incumbent: Vacant or ‘New Position

Position Number [_—_—] Current Job/Class Title: |Grants Spec:ahsﬂ
Agency/Department/Unit: [Department of Public Servicd GUC: 'B6005|

Pay Group: - Work Station: [112 State Street. Montpehed Zip Code:

Position Type: [[] Permanent. [X] Limited Service (end date ) 1/31/201 2)

Funding Source: X] Core []1Sponsored [ Partnership. For Partnership positions provide the fundmg
breakdown (% General Fund, % Federal, etc.) |100% Federal

Supervisor's Name, Title and Phone Number: ISheri Rockcastle - 828-4084]

Check the type of request (new or vacant position) and complete the appropriate section. |

" New Position(s):

a. REQUIRED: Allocation requested Existing Class Code 521800 Emstmg Job/CIass Title:
IGrants Specrallsj

b. Position authorlzed by:




N
N
N
\‘

Request for Classification Acti;h
- Position Description Form C -
Page 2: -
[] Joint Fiscal Office — JFO #l::l Approval Date: ]
' I:l Legislature — Provide statutory citation (e.g. Act XX, Section XXXy, X0 sess;on)l:)

{ Other (explain) -- Provide statutory citation if appropriate. [The ARRA funds appropriated to|

the PSD will be transferred to the Clean Energy Development Fund and 10 V.S.A 6523 allows|

~ Jthe PSD up to 5% of funds appropriated to be used for administration, in addition legisiation]

assed in Bill 8.1 allows the Clean Energy Development Fund Board to use up to 10% of ARRA]
funds for admmlstratlve purposes)

[ Vvacant Position:
" a. Position-Number: l::l
Date posmon became vacant [::[ ,
Current Job/Class Code: E:l Current Job/Class Title: l::l ,
REQUIRED Requested (eXIstmg) Job/Class Code: ]:] Requested (existing) Job/Class Title:

Ao o

e. Are there any other changes to this p_osltion; for exam-ple: change of supervisor, GUC, work
station? Yes [ ] No [[] K Yes, please provide detailed information:

For All Requests:

1. List the anticipated job duties and expectations; include all major job duties: Manages and oversees state]
and federal grants, monitors and approves program budget and ensures compliance with federal and state]
regulations. Drafts proposals for acquisition of grant funds from the federal government and other sources)
Reviews and advises on programmatic requirements for grant applications and assists in the development off

rograms which meet eligibility requirements. Works with granting sources to refine and revise submissions as|
 Ineeded. Provides technical and advisory assistance to ensure compliance for program funds. Monitors grant

" lexpenditures to ensure. consistency with grant requirements with applicable laws and regulations and to -
maximize use of available funds. Prepares written reports of findings, defines or recommends cotrectivel
action. Ensures that reporting requirements on grants are fulfilled. Participates in public heanms,,meetlng_s_,l_"
and committees. May develop and implement systems to project income and to monitor expenditure of funds
May provide training to staff on requirements of grant funding. Performs related duties as required.

‘2. Provide a brief justification/explanation of this request: [The PSD will be responsible for performing the
administrative processing, federal reporting, financial monitoring, and reporting duties associated with th
_IARRA EECBG Grant totaling $9.6 million. The ARRA funds will be disbursed through grants and loans foi

renewable energy and energy efficiency projects. These grants and the associated financial duties required to]
process payments and monitor financial activity will be handled by the PSD; the expected volume of activity ig

10 times the normal volume. This position is essential for the PSD to effectively handle the increased workload, - -
associated with the ARRA funds and meet the requirements of ARRA for rapid deployment of funds.

3. If the position will be supervisory, please list the names and titles of all classified employees reporting to this
posmon (this information should be identified on the organizational chart as well).

Bd™

P
72
e



Request for Classification Action '
Position Description Form C
Page 3

Personnel'Admlmstrator s Section: _
4. If the requested class title is part of a jOb series or career Iadder will the posmon be recruited at dn‘ferent
levels? Yes [] NolX

5. The name and title of the person who completed this form lShen Rockcastle, Admlnlstratlve Serwces1

6. Who should be contacted if there are questlons about this position (provide name and phone number)
ISheri Rockcastle - 828-4084]

7.A How many other positions are allocated to the requested cla‘ss title in the department:

8. Will this change (new position added/change to vacant position) affect other positions within the
organization? (For example, will this have an impact on the supervisor's management level designation; will
duties be shifted within the unit requiring review of other posmons or are there other issues relevant to the

classuﬁcatlon process.)

Attachments:
Organizational charts are required and must indicate where the position reports.
Xl Class specification (optional). ‘

X1 For new positions, include coples of the language authorizing the position, or any other |nformat|on
that would help us better understand the program, the need for the position, etc. o

] Other supporting documentation such as memos regarding department reorganlzatlon or further
explanation regarding the need to reallocate a vacancy (if appropriate).

Personnel Administrator's Signature (required)* ” | Date

Supervisor's Signature (required)*, ' S Date

12009

Appoiriting Auth,ority or Authorized Representative Signature (required)* ' Date

* Note: Attach additional information or comments if appropriate.



! ' Request for Classification Actle:.
Pos:t/on Description Form C ™.

- . ) Page 1
Request for Classification Action
New or Vacant Positions
. EXISTING Job Class/Title ONLY
Position Description Form C/Notice of Action
For Department of Personnel Use Only .
: Date Received (Stamp)
Notice of Action # :
Action Taken: _
New Job Title ‘
Current Class Code New Class Code
" |Current.Pay Grade _ New Pay Grade
Current Mgt Level. B/U OT Cat. ___EEO Cat. FLSA
New Mgtlevel __ BM___.OTCat __ EEOCat FLSA _ S
Classification Analyst ' Date _ A . Effective Date:
| Comments: . _
Date Processed:
Wi‘lﬁs Rating/Components: Knowledge & Skills: Mental Demands: Accouniability:
Working Conditions: ___Total . :

‘Position Information:

Incumbent: Vacant or New Position
Position Number: [ |Current Job/Class Title: [Financial Specialist i

Agency/Department/Unit; [Department of Public Servicel GUC: 36005

Pay Group: B6A] Work Station: |112 State Street Montpelierj Zip Code: [05620-2601]

Position Type. [1 Permanent [X] Limited Service (end date ) [11/31/2012

Funding Source: [X] Core [] Sponsored [ ] Partnership. For Partnetship positions provide the funding -
" breakdown (% General Fund, % Federal, etc.) {100% Federa

Supervisor's Name, Title and Phone Number: [Sheri Rockcastle - 828-4084]

Check the type of request (new or vacant position) and complete the appropriate section.

P New Position(s):

a. REQUIRED: Allocation requested Existing Class Code m Existing Job/Class Title:
[Financial Specialist lIf _

b. Position authorized by:



) ) _ ) Request for Ciassiﬁcation Action .
: Position Description Form C
Page 2

[J Joint Fiscal Office — JFO#[____| Approval Date: l___:l
[T Legislature — Provide statutory citation (e.g. Act XX, Section XXX(x), XXXX session) [::] ‘

Other (expllain) -- Provide statutory citation if appropriate. [The ARRA funds appropriated tol
he PSD will be transferred to the Clean Energy Development Fund and 10 V.S.A 6523 allows|
the PSD up to 5% of funds appropriated to be used for administration, in addition legislation]
passed in Bill S.1 allows the Clean Energy Development Fund Board to use up to 10% of ARRA|
funds for admmlstratlve purposes]

] Vaeent Position:
a. Posmon Number: [ |
Date position became vacant: [:l
Current Job/Class Code: [::l Current Job/Class Title: [:j
REQUIRED: Requested (existing) Job/Class Code: [ ] Requested (existing) Job/Class Title:

]

e. Are there any other changes to this position; for example: ch'a-nge of supervisor, GUC, work
station? Yes [] No [] If Yes, please provide detailed information: -

o o o

For All Requests:

1: List the anticipated job duties and expectations; include all major job duties: [Performs technical accounting|
duties such as making cost allocations to various cost centers and auditing financial documents for federal
programs, special projects, grants, and loans for compliance with specifications. Compiles financial data for}
the preparation of financial reports. Assists in preparing budgets for programs. Prepares financial schedules
Posts, balances and reconciles accounting records. Processes financial transactions, invoices, disbursements|
receipts either manually or by data.processing methods. Processes financial transactions, disbursements)
receipts, expenditures and fund transfer requests. Makes corrections in accounting records. Performs and
edits financial and statistical analysis for review. Prepares payroll. Maintains time and attendance records|
Maintains inventory records. Calculates accounting adjustments. Performs related duties as assigned.

2. Provide a brief justification/explanation of this request: [The PSD will be responsible for performing the
dministrative processing, federal reporting, financial monitoring, and reporting duties associated with th
ARRA EECBG Grant totaling $9.6 million. The ARRA funds will be disbursed through grants.and loans fo
renewable energy and energy efficiency projects. These grants and the associated financial duties required to|
rocess payments and monitor financial activity will be handled by the PSD; the expected volume of activity ig|
10 times the normal volume. This position is essential for the PSD to effectively handle the increased workload|
associated with the ARRA funds and meet the requirements of ARRA for rapid deployment of funcEl

3. If the position will be supervisory, please list the names and titles of all cIassufled employees reportlng to this
position (this information should be identified on the orgamzatlonal chart as well)

Personnei Administrator’s Section:



Request for Classification Action-
Position Description Form C ™.
Page 3

If the requested class title is part of a job series or career ladder, will the position be recruited at dlfferent
: Ievels’? Yes [] No[X

5. The name and trt_le of the person who.completed this form: @eri Rockecastle, Administrative Service§|

6.. Who should be contacted if there are questlons about this position (prowde name and phone number)
[Sheri Rockcastle - 828-4084)

7. How many other positions are allocated to the requested class title in the department l

8. Will this change (new position added/change to vacant position) affect other positions within the
organization? (For example, will this have an impact on the supervisor's management level designation; will
duties be shifted within the unit requiring review of other posrtlons or are there other issues relevant to the

classrﬁcatlon process:) [N

Attachments:
X Organrzatronal charts are required and must rndlcate where the posrtron reports
"X Class specifi ication (optional).

B For new positions, include copies of the language authorizing the position, or any other information
that would help us better understand the program, the need for the position, etc.

[ Other supporting documentation such as memos regarding department reorgamzatron or further -
explanation regarding the need to reallocate a-vacancy. (if appropriate).

- Personnel Administrator’s Signature (required)* - : Date

{
{

Supetvisor's Signature (required)* _ Date

| //zﬂ-zd?7 |

Appointing Authority or Authorized Representative Signature (requi-red')* : Date

* Note: Attach additional information or camments if appropriate.
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: - ‘ o - STATE OF VERMONT '

Joint Fiscal Committee Review
Limited Service - Grant Funded
_Position Request Form

This form is to be used by agencies and departments when additional grant funded positions are being requested. Review
and approval by the Department of Human Resources must be obtained prior to review by the Department of Finance and
Management. The Department of Finance will forward requests to the Joint Fiscal Office for JFC review. A Request for
Classification Review Form (RFR) and an updated organizational chart showing to whom the new position(s) would report
must be attached to this form. Please attach additional pages as necessary to provide enough detail.

Agency/Department: Department of Public Service Date: 11/02/09
Name and Phone (o,f'the person completing this request): Sheri Rockcastle — 828-4084

Request is for:
KPositions funded and attached to a new grant.
[:IPosmons fundéd and attached to an eX|stmg grant approved by JFO #_

1. Name of Granting Agency, Title of Grant, Grant Funding Detail (attach grant documents):

US Dept of Energy -
Energy Efficiency and Conservation Block Grants under The American Recovery & Reinvestment Act

(ARRA—EECBG)

2. List below tltles number of positions in each title, program area, and limited service end date (information should be
based on grant award and should match mformatlon provnded on the RFR) posntlon(s) will be established only after JFC

fmal approval:

~ Title* of Posmon(_LRequested # of Positions  Division/Program  Grant Funding Period/Anticipated End Date
Financial Specialist Il - 1 - ARRA EECBG 12/01/09 to 11/31/12
Grants Specialist o 2 ARRAEECBG . 12/01/09 to 11/31/12

*Final determination of title and pay grade to be made by the Department of Human Resources Classw' cation Division upon submission and review of
‘Request for Classification Review.

(Will use existing classified job specifications for the this position, types of work perfomed. match the Financial Special Il job specifications)

Positions requested:
Financial Specialist lll — Job Code 08940 — Page Grade 21

3. Justification for this request as an essential grant program need: '
The PSD will be responsible for performing the administrative processing, Federal reporting, financial monitoring, and
reporting duties.associated with the ARRA EECBG Grant totaling $9.6 million. The. ARRA funds will be disbursed through
grants and loans for renewable energy and energy efficiency projects. These grants and the associated invoices will be

. processed through the PSD; the expected volume of activity is 10 times the normal volume. These positions are essential
for the PSD to effectively handile the increased workload associated with the ARRA funds and meet the requnrements of

ARRA for rapid deployment of funds. -
R ECEIVED ﬂ

DEC 1} 2609 g
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. : DHR—11/7/05




STATE OF VERMONT
Joint Fiscal Committee Review
Limited Service - Grant Funded

Position Request Form

o cerﬁfy t

ht this mformatlon is correct and that necessary funding, space and equipment for the above position(s) are
availabl i

Date :
tugm( el r— : - : i /'%o ( 04,
W/Deme&i by Department of Human Resources Date
S 2
W/‘Senied by Finanmagement . ' Date
| . _ S | L/ 4/&4
Approved/Denied by Secretary of Administration . Date’

Comments:

DHR - 11/7/05
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Form ESR—2

Revnsnon"I:I Y.“?-';‘_: B

ARRA ACTIVITY ACCEPTANLn REQUEST

I:I ARRA Competltlve (xrant
(Alternate Form AA—1) '

Iz Other ARRA ' :"'ctlvnty

(Not subject to AA— .

INSTRUCTIONS:

T hlS form

1. Agency (ARRA-F):

| 2. Department (ARRA-F): Public Service:02240

‘3. ARRA Activity (ARRA 1-01): EECBG- Program Administration

| 3a. ARRA Code (ARRA 2- 1) 813312

4. Legal Title of Grant: | Energy Efficiency and Conservation Block Grants

4a. Federal Agency Award # (ARRA-B): DE-EE0000859

4b. CFDA # (ARRA-E):

81.128

5. Federal (or VT) Funding Agency (ARRA-A):

U.S. Deparcment of Energy

S5a. Award Date :? :

6. Award Amount or Best Estlmate $717,606.20

| 6a. Check if this amount is an estlmate X -

7. Grant Period (ARRA-H)
From:

9/21/09

"To:

9/20/12

7a. Date by which ARRA funds must be:
Spent by Date: 36 months of date of award

Obligated by Date: Within 18 months of date of award and/or [X]

N

program-related tasks.

8. Purpose of Grant/ARRA Narrative (ARRA 2-02):
This program area will allow for fundmg of positions necessary to accomplish adm1mstrat1ve financial, technical and

9. Impact on existing program if grantis not Accepted: :
There would be significant delays in the release of ARRA funds due to staffing shor‘tages

ARRA Activity Acceptance_ Form ESR-2.dot_v1.3 ) .
o Aceeptance W} Prggom. VO G

(—----—---—---—-State Fiscal Year—--—------_---) &-----Federal Fiscal Year--—--
. | Ny
B | SFY2011 | [ .
Fiscal Year SFY 2009 SFY 2010 & Beyond FFY 2009 | FFY 2010 Comments
$263,474.10
Expenditures: , B balance to be used
Personnel Costs $0 $263,474.10 | $263,474.10 $0 $263,474.10 § for FFY 2011
' ' $62,500
. . _ _ . balance to be used
3" Party Contracts $0 $62,500.| - '$62:500 $0 $62,500 | in FFY 2011
Opératifig Experises $0 - $32,820%),  $32,829f~ - $0 $32,829 | $32,829
v Bl . Ca K R R , $
PN ,'-_\‘«, ‘ - =y . $
$358,803.10
‘ . . . : balance to be used
Total $0 $358,803.10 | $358,803.10 $0 $358,803.10 } in FFY 2011
Revenues: : e
State Funds: $0 $ $ $ $
. Cash $0 $ $ $ $
In-Kind $0 5. $ $. $
ARRA Federal Funds: $0 $ 3 $ $- :
4 — - — ['$358,803.10
| L . balance to be used
(Direct Costs) $0 $358,803.10 | $358,803.10 $0 | $358,803.10 |'in FFY 2011
Page | ef 3




~f N %
Fl‘for ESR Use Only:

Assigned ESR
Director’s Signature:

_F_‘pym ESR-,

[] | Accepted

Checic 6ne Box:

(Secretary’s signature or designee)

Date:

Check One Box:

(Govemor’s signature or designee)

Date:

Rejected

|:| Request to JFO
Ll

[ | Sent to JFO

[ Request Memo

[ Notice of Award

[ Dept. project approval Gif apphcable)

[ Grant Agreement
[ Governor’s Certification (if applicable)
[ Notice of Donation (if any)

O Grant (Project) Timeline (if appllcable)
OR for Extension (if
El Form AA-1PN attached (lf apphcable)

ARRA Activity Acceptance_ Form ESR-2.dot_v1.3

Page 3 of 3



) ‘ S ) Request for Classification Action
’ ‘ ~ Position Description Form C
- ) . Page 1
Request for Classification Action |
New or Vacant Positions
EXISTING Job Class/Title ONLY

Position Description Form C/Notice of Action

For Department of Personnel Use Only

, . Date Received (Stamp)
Notice of Action #
Action Taken:
New Job Title .
Current Class Code- - - New(Class Code
Current Pay Grade - New Pay Grade
Current Mgt Level B/U OT Cat. __. EEO Cat. FLSA
New Mgt Level B/U___OT Cat. ____EEO Cat. FLSA
Classification Analyst e Date ___ Effective Date:
Comments: : - : : . A -
: Date Processed:
Willis Rating/Components: ‘Knowledge & Skills: __ Mental Demands: | ,Accodntability:
Working Conditions: Total: ,

Position InformetiOn:

Incumbent: Vacant or ‘New Position

Position Number [:} Current Job/Class Title: |Grants Specrallstl
Agency/Department/Unlt Fepartment of Public Servrcel GUC: -

Pay Group: [36A] Work Station: [112 State Street Montpelieq Zip Code:

Position Type: [_] Permanent. [X] Limited Service (end date ) 11/31/201

Funding Source: [X] Core [] Sponsored [] Partnership. For Partnership positions provide the fundmg
breakdown {% General Fund, % Federal, etc.) [100% Federal

Supervrs_or’s Name, Title and Phone Number: [Sheri Rockcastle - 828-4084]

Check the type of request (new or vacant position) and complete the appropriate section. |

" New Position(s):

a. REQUIRED: Allocation requested Existing Class Code 521800 Exnstrng Job/Class Title:
[Grants Specrahsj

b. Position authorlzed by:




Request for Classification Action".
- Positioni Description Form C
Page 2
(1 Joint Fiscal Office — JFO # I::] Approval Date: [ ]

‘ [:l Legislature — Provide statutory citation (e.g. Act XX, Section XXX(x), XXXX session) {:I

{ Other (explain) - Provide statutory citation if appropriate. [The ARRA funds appropriated t?)l

‘ the PSD will be transferred to the Clean Energy Development Fund and 10 V.S.A 6523 allows|
the PSD up to 5% of funds appropriated to be used for administration, in addition legislation|

passed in Bill S.1 allows the Clean Energy Devel@ment Fund Board to use up to 10% of ARRA]

funds for admmlstratlve purposes.)

[0 Vacant Position:
& Position Number: [:
Date posntlon became vacant: I___—j ,
Current Job/Class Code: [:] Current Job/Class Title: [ |
REQUIRED: Requested (existing) Job/Class Code: I::] Requested (existing) Job/Class Title:

oo o

e. Are there any other changes to this position; for example: change of superviser, GUC, work
station? Yes [] No [ If Yes, please provide detailed information: tl

For All Requests:

1. List the anticipated job duties and expectations; include all major job duties: Manages and oversees state]
and federal grants, monitors and approves program budget and ensures compliance with federal and state]
regulations. Drafts proposals for acquisition of grant funds from the federal government and other sources)
Reviews and advises on programmatic requirements for grant applications and assists in the development of
brograms which meet eligibility requirements. Works with granting sources to refine and revise submissions ag]
. Ineeded. Provides technical and advisory assistance to ensure compliance for program funds. Monitors g@ﬂ

" lexpenditures to ensure consistency with grant requirements with applicable laws and regulations and to| -
maximize use of available funds. Prepares written reports of findings, defines of recommends correctivel
action. Ensures that reporting requirements on grants are fulfilled. Participates in public hearings, meetings
and committees. May develop and implement systems to project income and to monitor expenditure of funds
May provide training to staff on requirements of grant funding. Performs related duties as required.)

2. Provide a brief justification/explanation of this request: [The PSD will be responsible for performing the]
administrative processing, federal reporting, financial monitoring, and reporting duties associated with thel
.JARRA EECBG Grant totaling $9.6 million. The ARRA funds will be disbursed through grants and loans for
renewable energy and energy efficiency projects. These grants and the associated financial duties required to]
process payments and monitor financial activity will be handied by the PSD; the expected volume of activity is|
10 times the normal volume. This position is essential for the PSD to effectively handle the increased workload -
associated with the ARRA funds and meet the requirements of ARRA for rapid deployment of funds|

3. If the position will be supeérvisory, please list the names and titles of all classified employees reporting to this
posmon (this information should be identified on the organizational chart as well).

Ter

#%
Yt
g



Request for Classification Action
Position Description Form C
Page 3

PersonneI'Admmlstrator s Section:
4. If the requested class title is part of a jOb series or career Iadder will the posrtlon be recruited at drfferent
levels? Yes [] NolX]

5. The name and title of the person who completed this form ISherr Rockcastle, Admlmstratlve Servrcﬂ

|

6. Who should be contacted if there are questrons about this position (provide name and phone number)
[Sheri Rockcastle - 828-4084]

7 How many other positions are allocated to the requested class title in the department: I

8. Will this change (new position added/change to vacant position) affect other positions within the
organization? (For example, will this have an impact on the supervisor's management level designation; will
duties be shifted within the unit requiring review of other posrtlons or are there other issues relevant to the

classrfrcatlon process.) [Ng|

Attachmente: _
Organizational charts are required and must indicate where the position reports.
X Class specification (optional). '

X For new posrtrons include coples of the language authorizing the position, or any other mformatlon
that would help us better understand the program, the need for the position, etc. o

| Other supporting documentation such as memos regarding department reorganlzatlon or further
explanation.regarding the need to reallocate a vacancy (if appropriate).

‘Personnel Administrator’s Signature (required)* \ | Date
Supervisor's Signature (required)*_ ' S Date

» MR N . A ] .
Appointing Authority or Authorized Representative Signature (required)* Date

* Note: Attach additional information or comments if appropriate.



K ; Request for Classification Act[b:.\
Pos:t/on Description Form C

. . ) Page 1
Recjuest for Classification Action
New or Vacant Positions
EXISTING Job Class/Title ONLY
Position Description Form C/Notice of Action -
For Department of Personnel Use Only ) _
: Date Received (Stamp)
Notice of Action # :
Action Taken: _
New Job Title
Current Class Code New Class Code
" _|Current Pay Grade : ~ New Pay Grade
Current Mgtlevel.  B/U___ OT Cat. __ EEO Cat FLSA
New Mgtlevel ___ BMJ___.OTCat ___EEOCat___FLSA | .
Ciassification Analyst A _ Date __ . . Effective Date:
| Comments: _ _
' Date Processed:
Wil‘I.iS Rating/Components: - Knowledge & Skills: Mental Demands: Accountability:

Working Conditions: ___Total:

‘_Position Information:

incumbent: Vacant or New Position

Position Number: [ Jcurrent Job/Class Title: IFinancial Specialist I
Agency/Department/Unit: Department of Public Senmﬂ GUC: -

Pay Group: [36A] Work Station: [112 State Street Montpelie]  Zip Code:
Position Type: []Permanent (X lelted Service (end date ) [11/31/2012

Funding Source: [X] Core []Sponsored [] Partnership. For Partnetship positions provide the funding -

" breakdown (% General Fund, % Federal, etc.) {100% Federal
Supervisor's Name, Title and Phone Number: [Sheri Rockcastle - 828-4084]

Check the type of request (new or vacant position) and complete the appropriate section.
X New Position(s):

a. REQUIRED: Allocation requested Existing Class Code 08904 Existing Job/Class Title:
[Financial Specialist H

b. ‘Position authorized by:




) ) . ) Request for Classification Action
: Position Description Form C
Page 2

] Joint Fiscal Office— JFO#[ | Approval Date: l:]
[] Legislature — Provide statutory citation (e.g. Act XX, Section XXX(x), XXXX session) ]: '

Other (eprAain) -- Provide statutory citation if appropriate. [The ARRA funds appropriated to
the PSD will be transferred to the Clean Energy Development Fund and 10 V.S.A 6523 allows|
the PSD up to 5% of funds appropriated to be used for administration, in addition legislation]
passed in Bill S.1 allows the Clean Energy Development Fund Board to use up to 10% of ARRA|
funds for admmlstratlve purposes] :

[1  Vacant Position:
a. Posmon Number: [ |
Date position became vacant: [:]
Current Job/Class Code: E:I Current Job/Class Title: ,::I
REQUIRED: Requested (existing) Job/CIass Code: l:l Requested (existing) Job/Class Title:

2 o T

e. Are there any othér changes to this position; for example: ch'angé of supervisor, GUC, work
station? Yes [] No [] If Yes, please provide detailed information: -

For All Requests:

1: List the anticipated job duties and expectations; include all major job duties: [Performs technical accounting]
duties such as making cost allocations fo various cost centers and auditing financial documents for federall
rograms, special projects, grants, and loans for compliance with specifications. Compiles financial data for]
the preparation of financial reports. Assists in preparing budgets for programs. Prepares financial schedules |
Posts, balances and reconciles accounting records. Processes financial transactions, invoices, disbursements
receipts either manually or by data processing methods. Processes financial transactions, disbursements,
receipts, expenditures and fund transfer requests. Makes corrections in accounting records. Performs and
edits financial and statistical analysis for review. Prepares payroll. Maintains time and attendance records]
Maintains inventory records. Calculates accounting adjustments. Performs related duties as assigned.|

2. Provide a brief justification/explanation of this request: [The PSD will be responsible for performing thel
dministrative processing, federal reporting, financial monitoring, and reporting duties associated with thel
'ARRA EECBG Grant totaling $9.6 million. The ARRA funds will be disbursed through grants and Ioans—f&[
renewable energy and energy efficiency projects. These grants and the associated financial duties required tol
rocess payments and monitor financial activity will be handled by the PSD; the expected volume of activity is|
10 times the normal volume. This position is essential for the PSD to effectively handle the increased workload|
associated with the ARRA funds and meet the requirements of ARRA for rapid deployment of funds|

3. If the position will be supervisory; please list the names and titles of all classified employeés reporting to this
position (this information should be identified on the organizational chart as well).

Personnel Administrator’s Section;



Request for Classification Action.

Position Description Form C

: Page 3

4. If the requested class title is part of a job series or career ladder, will the position be recruited at different

- levels? Yes [ ] No[X |

5. The name and title of the person who completed this form: |Sheri Rockcastle, Administrative Services|
6.. Who should be contacted if there are questrons about this position (provnde name and phone number)
~ [Sheri Rockcastle - 828-4084

7. How many other positions are allocated to the requested class title in the department .

8. Wil this change (new position added/change to vacant position) affect other positions within the
organization? (For example, will this have an impact on the supervisor's management level designation; will
duties be shifted within the unit requiring review of other posrtlons or are there other issues relevant to the

classification process:) |N

Attachments:
X Organrzatlonal charts are required and must mdlcate where the posmon reports
"X Class specrﬁcatron (optional).

X For new positions, include copies of the Ianguage authorizing the position, or any ether information
that would help us better understand the program, the need for the position, etc.

[ Other supporting documentation such as memos regarding department reorgamzatlon or further -
explanation regarding the need to reallocate a-vacancy. (if appropriate).

- Personnel Administrator’s Signature (required)” - : Date

i
L

Supervisor’'s Signature {required)” o ' Date

/)20 2059

Appomtlng Authorlty or Authonzed Representatrve Signature (requnred)* : Date

* Note: Attach additional information or comments if appropriate.



_\ . - oy JF0 THT3
I | o ' STATE OF VERMONT -~

Joint Fiscal Committee Review
Limited Service - Grant Funded
- Position Request Form

This form is to be used by agencies and departments when additional grant funded positions are being requested. Review
and approval by the Department of Human Resources must be obtained prior to review by the Department of Finance and
Management. The Department of Finance will forward requests to the Joint Fiscal Office for JFC review. A Request for
Classification Review Form (RFR) and an updated organizational chart showing to whom the new position(s) would report
must be attached to this form. Please attach additional pages as necessary to provide enough detail.

Agency/Department: Department of Public Service Date: 11/02/09
Name end Phone (of the person completing this request): Sheri Rockcastle — 828-4084

Request is for:
KPositions funded and attached to a new grant.
I:lPosmons fundeéed and attached toan exnstlng grant approved by JFO #_

1. Name of Granting Agency, Title of Grent, Grant Funding Detail (attach grant documents):

US Dept of Energy :
Energy Efficiency and Conservation Block Grants under The American Recovery & Reinvestment Act

(ARRA—EECBG)

2. List below titles, number of positions in each ftitle, progtam area, and limited service end date (information should be
based on grant award and should match mformatlon prowded on the RFR) posmon(s) will be established only after JFC

fmal approval:

Title* of Posmon(s) Reguested # of Posmons Division/Program  Grant Funding Period/Antieigated‘End Date
~ Financial Specialist i - 1- "ARRA EECBG 12/01/09 to 11/31/12
Grants Specialist o 2 ARRA EECBG o 12/01/09 to 11/31/12

*Final determination of title and pay grade to be made by the Department of Human Resources Classxf' cation Division upon submission and review of
‘Request for Classification Review.

(Will use existing classified job specifications for the this position, types of work perfonned match the Financial Special lll job specifications)

Positions requested: '
Financial Specialist Il — Job Code 08940 — Page Grade 21

3. Justification for this request as an essential grant program need:
The PSD will be responsible for performing the administrative processing, Federal reporting, financial monitoring, and
reporting duties. associated with the ARRA EECBG Grant totaling $9.6 million. The. ARRA funds will be disbursed through
grants and loans for renewable energy and energy efficiency projects. These grants and the associated invoices will be

. processed through the PSD; the expected volume of activity is 10 times the normal volume. These positions are essential
for the PSD to effectively handle the increased workload associated with the ARRA funds and meet the reqwrements of

ARRA for rapld deployment of funds.
R ECEIVE @
DEC 1

il . : : DHR—11/7/05

o DTS



o ' ' STATE OF VERMONT
' Joint Fiscal Committee Review
Limited Service - Grant Funded
Position Request Form

. Icerﬁfyt ; A . i ; -
availabl ﬁ Sec.5(b).

AZ—— | ' [P 07

‘ Date .

Slgnature of AG ncy of Department Head
W/Deme& by Department of Human Resources Date
¥
TN : : RalATAN
Wenied by Finantﬁfagement _ ' Date
(— _ ‘ 1 L/ 4[_4 g
. Date

Approved/Demed by Secretary of Administration

Comments:

DHR — 11/7/05



. - TY‘% Y -

ARRA ACTIVITY ACCEPTANLn REQUEST l:l ARRA Competltlve (rrant

Revision? [ Yes . - . Revision Date:

CTIONS: This form must be com

1 égency (ARRA-F): _ LZ Department (ARRA-F): Public Service:02240
3. ARRA Activity (ARRA 1-01): EECBG- Program Administration | 3a. ARRA Code (ARRA 2-1) 813312
4. Legal Title of Grant: | Energy Efficiency and Conservation Block Grants

4a. Federal Agency Award # (ARRA-B): DE-EE0000859 R 4b. CFDA # (ARRA-E):  81.128

5. Federal (or VT) Funding Agency (ARRA-A): | U.S. Department of Energy . | 5a. Award Date:?

6. Award Amount or Best Estlmate $717,606.20 [ 6a. Check if this amount is an estlmate X -
7. Grant Period (ARRAH) | g/51/09 - | Tel - ooz

From:

7a. Date by which ARRA funds must be: [X] Obligated by -Date: Within 18 months of date of award and/or
Spent by Date: 36 months of date of award ' : '
8. Purpose of Grant/ARRA Narrative (ARRA 2-02):

This program area will allow for fundmg of positions necessary to accomplish admmlstratlve financial, technical and
program-related tasks. :

9. Impact on existing program if grant is not Accepted: .
There would be 51gn1ﬁcant delays in the release of ARRA funds due to staffing shortages

L S State Fiscal Year---—--------=> €--—--Federal Fiscal Year--—--
T _ SFY2011 | - A -
Fiscal Year . SFY 2009 SFY 2010 & Beyond FFY _2009 FFY 2010 Comments
1 $263,474.10
Expenditures: 1 oo balance to be used
Personne] Costs $0 $263,474.10 | $263,474.10 $0 $263,474.10 | for FFY 2011
' o 1 $62,500
: N _ 1 _ ; balance to be used
3" Party Contracts $0 $62,500.| - '$62:500 $0 $62,500 | in FFY 2011
Opératiﬁg"ExpeﬁSes ] $0_ «$32,829%, - A$3_2,829 o~ - $0 $32,829 | $32,829
DU 3 a,-.A . : Y ’ ) b3 $ $
o : B N A L A
i -‘ i . L N Ay :
P LT T TR e T I :
~Granits/Sub-Awards ™"~ |- o *.$0- R
) , : $358,803.10
_ 4 _ : . balance to be used
Total - $0 $358,803.10 $358,803. 10 $0 $358,803.10 | in FFY 2011
Revenues: -
State Funds: : $0 $ $ $ $
- Cash . $0 $ $ $ $
In-Kind : $0 $ $ $- $
ARRA Federal Funds: $0 $ $ $ $ :
. o : : $358,803.10
_ SRS _ balance to be used
(Direct Costs) $0 $358,803.10 [ $358,803.10 $0 | $358,803.10 | in FFY 2011

ARRA Activity Acceptance  Form ESR-2.dot v1.3 . Page 1 ef 3
ty Acceptance._ ' Pragom. 'O G : -



" . . ,_.--\\\ i ) \\‘4 ’ o 77- Form ES N

= R

i - . . ;\Ssi‘(_',hrd ESR
ESK Use Only: Director’s Signature:

31

:15. 8 i
‘ Check One Box: (Secretary’s signature or designee) : Date:
[1 | Accepted ’ '
Date:
L1 ] Rejected _
Check One Box: (Governor’s signature or designee) Date:
Request to JFO ’
Date:
Rejected

Date:

Sent to JFO

1 Regquest Memo . [0 Grant Agreement . [ Grant (Project) Timeline (if applicable)
3 Dept. project approval (if applicable) - [ Govemor’s Certification (if applicable) [ Reguest for E ion (if applicabl

[3 Notice of Award [ Notice of Donation (if any) . EJ Form AA-1PN attached (ifrarpplicable)

ARRA Activity Acceptance_ Form ESR-2.dot v1.3 _ ) Page 3 of 3



\) ' " L ) Request for Classification Action
‘ ~ Position Description Form C
E ) . Page 1
Request for Classification Action |
New or Vacant Positions
EXISTING Job Class/Title ONLY
Position Description Form C/Notice of Action

For Department of Personnel Use Only

. Date Received (Stamp)

Notice of Action #
Action Taken:
New Job Title .
Current Class Code: ~ - New(lass Code
Current Pay Grade - New Pay Grade
Current Mgt Level B/U___OTCat. __. EEOCat. ___ FLSA
New Mgt Level B/U___OTCat. __ EEOCat.___ FLSA
Classification Analyst S ' Date ___ Effective Date:
Comments: : - S B | B
: Date Processed:
Willis Rating/Components: 'Knowledge & Skills: __ Mental Demands: | Accountability:
Working Conditions: Total: ,

Position Information:

Incumbent: Vacant or ‘New Position

Position Number: [ ] Current Job/Class Title: [Grants Spec:ahsﬂ
Agency/Department/Unit: [Department of Public Servicd GUC: ‘6005 -

Pay Group: - Work Station: [112 State Street. Montpehed Zip Code

Position Type: [ ] Permanent. [X] Limited Service (end date ) 1/31/201

Funding Source: X Core [] Sponsored [1 Partnership. For Parinership positions provide the fundmg
breakdown (% General Fund, % Federal, etc.) {100% Federal

Supervraor’s Name, Title and Phone Number: IShen Rock CaSﬂG 848 4084 -

Check the type of request (new or vacant position) and complete the appropriate section. |

" New Position(s):

a. REQUIRED: Allocation requested Existing Class Code 521800 Exnstmg Job/CIass Title:
IGrants Specialis is]

b. Position authorlzed by:




) , Yo Request for Classification Actio,
' ' - Position Description Form G-

Page2'_ B

[[] Joint Fiscal Office - JFO#f:] Approval Date: [ ]
' I:I Legislature — Provide statutory citation (e.g. Act XX, Section XXX(x), XXXX sess:on){:l

J Other (explain) -- Provide statutory citation if appropriate. [The ARRA funds appropriated td
the PSD will be iransferred to the Clean Energy Development Fund and 10 V.S.A 6523 allows|
~lthe PSD up to 5% of funds appropriated to be used for administration, in addition legisiation]
assed in Bill S.1 allows the Clean Energy Development Fund Board to use up to 10% of ARRA]
funds for admmlstratlve purposes.|

[’ Vacant Position:
& Position-Number: l::j
Date pOSltIOﬂ became vacant: I_____j
Current Job/Class Code: {::I Current Job/Class Title: :]
REQUIRED Requested (eXIStmg) Job/Class Code: :I Requested {existing) Job/Class Title:

L1

e. Are there any other changes to this position; for example: change of supervisor, GUC, work
station? Yes [ ] No [ If Yes, please provide detailed information: [b

a o o

For All Requests:

1. List the anticipated job duties and expectations; include all major job duties: [Manages and oversees state|
and federal grants, monitors and approves program budget and ensures compliance with federal and statel
regulations. Drafts proposals for acquisition of grant funds from the federal government and other sources |
Reviews and advises on programmatic requirements for grant applications and assists in the development of
programs which meet eligibility requirements. Works with granting sourees to refine and revise submissions as]
needed. Provides technical and advisory assistance to ensure compliance for program funds. Monitors ganﬂ

- expenditures to ensure consistency with grant requirements with applicable laws and regulations and to| -

maximize use of available funds. Prepares written reports of findings, defines of recommends correctivel
action. Ensures that reporting requirements on grants are fulfilled. Participates in public hearings,,meetings,l ‘
and committees. May develop and implement systems to project income and to monitor expenditure of funds.
May provide training to staff on requirements of grant funding. Performs related duties as required)|

‘2. Provide a brief justification/explanation of this request: [The PSD will be responsible for performing thel
administrative processing, federal reporting, financial menitoring, and reporting duties associated with the
/ARRA EECBG Grant totaling $9.6 miltion. The ARRA funds will be disbursed through grants and loans for]
renewable energy and energy efficiency projects. These grants and the associated financial duties required to]
process payments and monitor financial activity will be handled by the PSD; the expected volume of activity is|
10 times the normal volume. This position is essential for the PSD to effectively handle the increased workload -
associated with the ARRA funds and meet the requirements of ARRA for rapid deployment of funds)

3. If the position will be supervisory, please list the names and titles of all classified employees reporting to this
pOSItIOI’l (this information should be identified on the organizational chart as well).

e
4

2

B



Request for Classification Action
Position Description Form C
Page 3

Personnel'Admmlstrator s Section:

4. If the requested class title is part of a JOb series or career Iadder will the posmon be recruited at drfferent
levels? Yes [1 No[X]

5. The name and title of the person who completed this form: Uterl Rockeastle, Administrative Servncej

|

6. Who should be contacted if there are questlons about this position (provide name and phone number)
[Sheri Rockcastle - 828-4084] :

7-, How many other positions are aliocated to the requested cla‘s_s title in the department:

8. Will this change (new position added/change to vacant position) affect other positions within the
organization? (For example, will this have an impact on the supervisor's management level designation; will
duties be shifted within the unit requiring review of other posmons or are there other issues relevant to the

classmcatlon process.)

Attachments:
Organizational charts are required and must indicate where the position reports.
X Class specification (optional). '

X For new posmons include coples of the language authorizing the position, or any other mformatlon
~ that would help us better understand the program, the need for the position, etc. o

] Other supporting documentation such as memos regarding department reorganlzahon or further
explanation regarding the need to reallocate a vacancy (if appropriate).

Personnel Administrator’s Signature (required)* & | Date
Supervisor's Signature (required)* L Date ,
MQM | Y207
r 24 MR g - : y :
Appoirting Authority or Authorized Representative Signature (required)* Date

* Note: Attach additional informatioh or comments if appropriate.
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k Request for Classification Actu
Pos:tron Desctription Form C,

Request for Classification Action
New or Vacant Positions
EXISTING Job Class/Title ONLY

Position Description Form C/Notice of Action
For Department of Personnel Use Only B

Date Received '(Sfamp)

Notice of Action #
Action Taken:
New Job Title
Current Class Code New Class Code
" |Current-Pay Grade : ~ New Pay Grade
Current Mgtlevel. _ B/U___ OT Cat. __ EEO Cat FLSA
NewMgtLevel ___ BU___OTCat __ EEOCat___ FLSA | .
Classification Analyst ‘ _____pate_ . Effective Date:
| Comments: A ,
A ‘ Date Processed:
Wil~|.is Rating/Components: - Knowledge & Skills: Mental Demands: Accountability:

Working Conditions: ___Tetal:

: 'vPosition Information:

Incumbent: Vacant or New Position

Position Number: l::] Current Jcb/Ckass Title: [Financial Specrahst H
Agency/Department/Unit: [Department of Public Servicel GUC: [36005]

Pay Group:v Work Station: {112 State Street Mentpe@ Zip Cede:
Position Type: []Permanent [X] Limited Service (end date ) [[1/31/2013

Funding Source: [X] Core [ Sponsored [] artnershl For Partnership positions provide the funding
" breakdown (% General Fund, % Federal, etc.) [100% Federal

SQpervisor’s Name, Title and Phone Number: [Sheri Rockcastle - 828-4084]

Check the type of request (new or vacant position) and complete the appropriate section.
;] New Position(s):

a. REQUIRED: Allocation requested Existing Class Code 08904 Existing Job/Class Title:
[Financial Specialist Hf

b. 'Position authorized by:

Page 1 .



) ' _ ) Request for Ciassiﬁcation Action
: Position Description Form C
Page 2

[ Joint Fiscal Office — JFO #[ | Approval Date: [ |
[] Legislature — Provide statutory citation (e.g. Act XX, Section XXX(x), XXXX session) [::] ‘

Other (explain) -- Provide statutory citation if appropriate. [The ARRA funds appropriated to]
the PSD will-be transferred to the Clean Energy Development Fund and 10 V.S.A 6523 allows|
the PSD up to 5% of funds appropriated to be used for administration, in addition legislation|
passed in Bill S.1 allows the Clean Energy Development Fund Board to use up to 10% of ARRA]
funds for administrative purposi!

] Vaeent Position:
a. Posmon Number: [ |
Date position became vacant: [:,
Current Job/Class Code: [ | Current Job/Class Title: [ |
REQUIRED: Requested (existing) Job/CIass Code: l:l Requested (existing) Job/Class Title:

a o o

e. Are there any other changes to this position; for example: ch‘a-nge of supervisor, GUC, work
station? Yes [] No [] If Yes, please provide detailed information: -

For All Requests:

12 List the anticipated job duties and expectations; include all major job duties: |Performs technical accounting|
duties such as making cost allocations to various cost centers and auditing financial documents for federal
rograms, special projects, grants, and loans for compliance with specifications. Compiles financial data for]
the preparation of financial reports. Assists in preparing budgets for programs. Prepares financial schedules |
Posts, balances and reconciles acce_unting records. Processes financial transactions, invoices, disbursements
receipts either manually or by data processing methods. Processes financial transactions, disbursements,
receipts, expenditures and fund transfer requests. Makes corrections in accounting records. Performs and
edits financial and statistical analysis for review. Prepares payroll. Maintains time and attendance records,
Maintains inventory records. Calculates accounting adjustments. Performs related duties as assigned.|

2. Provide a brief justification/explanation of this request: The PSD will be responsible for performing the
administrative processing, federal reporting, financial monitoring, and reperting duties associated with the]
'ARRA EECBG Grant totaling $9.6 million. The ARRA funds will be disbursed through grants and loans for]
renewable energy and energy efficiency projects. These grants and the associated financial duties required to|
process payments and monitor financial activity will be handled by the PSD; the expected volume of activity is|
10 times the normal volume. This position is essential for the PSD to effectively handle the increased workloacﬂ
associated with the ARRA funds and meet the requirements of ARRA for rapid deployment of funds.]

3. If the position will be supervisory; please list the names and titles of all classnﬂed employees reportmg to this
position (this information should be identified on the orgamzatlonal chart as well)

Personnel Administrator’s Section:



N

Request for Classification Actic.
Position Description Form C™.

Page 3

4. If the requested class title is part of a job series or career ladder, will the position be recruited at dlfferent
levels? Yes [ ] NolX .

5. The name and title of the person who.completed this form: ]Sheri Rockcastle, Administrative Services|
6.. Who should be contacted if there are questlons about this position (prowde name and phone number)
[Sheri Rockcastle - 828-4084]

7. How many other positions are allocated to the requested class title in the department l

8. Will this change (new posmon added/change to vacant position) affect other positions within the
organization? (For example, will this have an impact on the supervisor's management level designation; will
duties be shifted within the unit requiring review of other posmons or are there other issues relevant to the

classnflcatlon process.) N

Attachments: | | .
Organizational charts are required and must indicate where the position reports.
. Class speCIf cation (optional). ‘

X For new positions, include copies of the language authorizing the position, or any other information
that would help us better understand the program, the need for the position, etc.

[] Other supporting documentation such as memos regarding department reorgamzatlon or further -
explanation regarding the need to reallocate avacancy. (if appropriate).

- Personnel Administrator's Signature (required)* o A' Date

t

Supervisor's Signature (required)* ' Date

/202007

Appomtmg Authonty or Authorized Representatlve Signature (requnred)* : Date

* Note: Attach additional information or comments if appropriate.

\

BN
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’ ' o STATE OF VERMONT
‘ “Joint Fiscal Committee Review
Limited Service - Grant Funded

‘Position Request Form

This form is to be used by agencies and departments when additional grant funded positions are being requested. Review
and approval by the Department of Human Resources must be obtained prior to review by the Department of Finance and
Management. The Department of Finance will forward requests to the Joint Fiscal Office for JFC review. A Request for
Classification Review Form (RFR) and an updated organizational chart showing to whom the new position(s) would report
must be attached to this form. Please attach additional pages as necessary to provide enough detail.

Agency/Department: Department of Public Service Date:_11/02/09

Name end Phone (of the person completing this request): Sheri Rockcastle — 828-4084

Request is for:
: -Position_s funded and attached to a new grant. ‘ ‘
[Positions fundéed and attached to an existing grant approved by JFO #

1. Name of Granting Agency, Title of Grént, Grant Funding Detail (attach grant documents):

US Dept of Energy
Energy Efficiency and Conservation Block Grants under The American Recovery & Reinvestment Act

(ARRA-EECBG)

2. List below titles, number of positions in each title, progfam area, and limited service end date (information should be
based on grant award and should match information provided on the RFR) posmon(s) will be established only after JFC.

final approval:

Title* of Position(s) Requested . # of Positions  Division/Program  Grant Funding Period/Anticigated'End Date
Financial Specialist Il} 1- "ARRA EECBG 12/01/09 to 11/31/12
Grants Specialist o 2 ARRAEECBG . 12/01/09 to 11/31/12

*Final determination of title and pay grade to be made by the Department of Human Resources Classxf cation DIVISIOH upon submission and review of
‘Request for Classification Review.

(Will use existing classified job specifications for the this position, types of work performed match the Financial Special Il job speciﬁcations)

Positions requested: )
Financial Specialist lll - Job Code 08940 — Page Grade 21

3. Justification for this req'uest as an essential grant program need:
The PSD will be responsible for performing the administrative processing, Federal reporting, financial monitoring, and

reporting duties associated with the ARRA EECBG Grant totaling $9.6 million. The. ARRA funds will be disbursed through
grants and loans for renewable energy and energy efficiency projects. These grants and the associated invoices will be
processed through the PSD; the expected volume of activity is 10 times the normal volume. These positions are essential
for the PSD to effectively handle the increased workload associated with the ARRA funds and meet the requxrements of

ARRA for rapid deployment of funds. "
RECEIVED
DEC 1 203

e
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- ‘3 .
$ o STATE OF VERMONT '
' Joint Fiscal Committee Review
Limited Service - Grant Funded
Position Request Form '

4 I certn‘y thiat this mformatlon is correct and that necessary fundmg, space and equipment for the above position(s) are

availablef(requi ed by 32 i Sec. 5(b).
7
/rmz,n’/ L[ 2P. M

Signature of AG ncy of Department Head Date

e Fdo Py ol
W/Denieh by Department of Human Resources Date
W/‘ﬁemed by Flnanm\ﬂ\ﬁanagement _ 4 Date

» 'Y £7/
. Date

Approved/Denied. by Secretary of Admini_stratipn ‘

Comments:

DHR - 11/7/05



, ) - QLM‘V"?} (Q % | » Form ESR-2

ARRA ACTIVITY ACCEPTANC REQUEST [] ARRA Competitive (,rant [X] Other ARRA Activity -
' (Alternate Form AA-1) B (Not subject to:AA-1 Process)

Revision? [:] Yes - . Revision Date:

NOTE:

_BASIC ARRA INFORMATION

1. Agency (ARRA-F): _ I 2. Department (ARRA-F): Public Service:02240

3. ARRA Activity (ARRA 1-01): EECBG- Program Administration | 3a. ARRA Code (ARRA 2- 1) 813312

4. Legal Title of Grant. | Energy Efficiency and Conservation Block Grants

4a. Federal Agency Award # (ARRA-B): DE-EE0000859 . 4b. CFDA # (ARRA-E): 81.128

5. Federal (or VT) Funding Agency (ARRA-A): | U.S. Department of Energy - | Sa. Award Date:?

6. Award Amount or Best Estimate: $717,606.20 [ 6a. Check if this amount is an estimate: [X] -
7. Grant Period (ARRAT) | 931109 - | Tei - oo

From:

7a. Date by which ARRA funds must be:  [X] Obligated by-Date: Within 18 months of date of award and/or [X]
Spent by Date: 36 months of date of award :

8. Purpose of Grant/ARRA Narrative (ARRA 2-02):
This program area will allow for fundmg of positions necessary to accomplish admmlstratlve financial, technical and

program-related tasks.

9. Impact on existing program if grant is not Accepted:

There would be significant delays in the: release of ARRA funds due to stafﬁng shortages
10. BUDGET INFORMATION. i e

(-------—---—-State Flscal Year—--—------—-—9 €--——Federal Fiscal Year------

EN
_, , SFY 2011 | - ' .
Fiscal Year . SFY 2009 SFY 2010 & Beyond FFY 2009 FFY 2010 Comments
: $263,474.10
Expenditures: ' _ _ balance to be used
Personnel Costs $0 $263,474.10 | $263,474.10 $0 $263,474.10 | for FFY 2011
' ’ : $62,500
. . . : balance to be used
3" Party Contracts $0 $62,500 - $62:500 $0 $62,500 | in FFY 2011
Operating Expen’ses ' $0 +$32,820+,  $32,829 ]~ | -~ $0 $32,829 | $32,829
“* ,;}\ gl .- :u_’f: o WE
. b PR AR : s $
-GrantyrSub-Awards™ 7 | - F T g SEPETEA I AT R
B : $358,803.10
: : . balance to be used
Total $0 $358,803.10 | $358,803.10 $0 $358,803.10 § in FFY 2011
Revenues: ' '
State Funds: : $0 $ $ $ $
Cash : $0 $ $ $ $
In-Kind | $0 $ 3 5 $
ARRA Federal Funds: $0 $ $ $ $- :
: : : $358,803.10
» : - » balance to be used
(Direct Costs) $0 $358,803.10 | $358,803.10 $0 | $358,803.10 | in FFY 2011

ARRA Activity Acceptance  Form ESR-2.dot v1.3 ] Page 1 ef 3
1y Acceptance_ O Prggom. YOV §G - S



o4

Form ESR—Z_

For FSR Use Only:

Assigncd’ ESR
Director’s Signature:

Chec
[ | Accepted

One Box:

_e_jected
\CT

Cheék Oﬁe Bo
Request to JFO

(Governor’s signature or designee)

. A G

3 Request Memo

[3 Notice of Award

3 Grant Agreemen .
O Governor’s Certification (if applicable)
3 Notice of Donation (if any)

[ Grant (Project) Timeline (if applicable}
D n H 1: ~ahl

[0 Dept. project approval (if applicable) ' (if app
[J Form AA-1PN attached (if applicable)

ARRA Activity Acceptance_ Form ESR-2.dot_v1.3



) ‘ _' o ‘ Request for.C/assiﬁcation Action
' ~ Position Description Form C
) . Page 1
Request for Classification Action |
New or Vacant Positions
EXISTING Job Class/Title ONLY
Position Description Form C/Notice of Action

For Department of Personnel Use Only

. . Date Received (Stamp)
Notice of Action #
Action Taken:
New Job Title »
Current Class Code:- ~ - NewClass Code
Current Pay Grade - New Pay Grade
Current Mgt Level B/U OT Cat. ____EEOCat. FLSA
New Mgt Level B/U OT Cat. ____EEO Cat. FLSA -
Classification Analyst . ' Date  Effective Date:
Comments: : - o , o
: Date Processed:
Willis Rating/Components: .Knowledge & Skills: _ Mental Demands: AccoUntability:
Working Conditions: Total: ,

Position Information:

incumbent: Vacant or ‘New Position

Position Number I:l Current Job/Class Title: |Grants SpeCIallsﬂ
Agency/Department/Unit: [Department of Public Servicd GUC: [3 36005

Pay Group:' Work Station: |1 12 State Street Montpelier] Zip Code: :
Position Type: [_] Permanent . [X] Limited Service.(end date ) m

Funding Source: [X] Core I:] Sponsored [_] artnershl For Partnership positions provide the fundmg
breakdown (% General Fund, % Federal, &tc.) 100% Federal

Supervisor's Name, Title and Phone Number: [Sheri Rock CaSﬂe 848-4084I

Check the type of request (new or vacant position) and complete the appropriate section.

I~ New Position(s): A _
a. REQUIRED: Allocation requested Existing Class Code (521800 Emstmg Job/CIass Title:
IGrants Spemahsﬂ

b. Position authorlzed by:




l _ ‘ : Request for Classification Action
' _ - Positiori Description Form C
Page 2°
1 Joint Fiscal Office — JFO #[::I Approval Date: ]
' [] Legislature — Provide statutory citation (e.g. Act XX, Section XXX(x), XXXX session) |::|

J Other (explain) - Provide statutory citation if appropriate. [The ARRA funds appropriated td|

the PSD will be transferred to the Clean Energy Development Fund and 10 V.S.A 6523 allows]

~ lthe PSD up to 5% of funds appropriated to be used for administration, in addition legislation]

passed in Bill S.1 allows the Clean Energy Development Fund Board to use up to 10% of AR@
funds for admlmstratlve purposes.|

[ Vacant Position:

"~ a. Position-Number: :l

Date posntlon became vacant: [: _

Current Job/Class Code: I::I Current Job/Class Title: [ . |

REQUIRED Requested (eX|stmg) Job/Class Code: [__—:] Requested (existing) JoblClass Title:

& o v

e. Are there any other changes to this position; for example: change of supetrvisor, GUC, work
station? Yes [] No [] If Yes, please provide detailed information: i:l

For All Requests:

1. List the anticipated job duties and expectations; include all major job duties: IManages and oversees state]
land federal grants, monitors and approves program budget and ensures compliance with federal and statel
regulations. Drafts proposals for acquisition of grant funds from the federal government and other sources |
Reviews and advises on programmatic requirements for grant applications and assists in the development of
programs which meet eligibility requirementis. Works with granting sources to refine and revise submissions as]
 |needed. Provides technical and advisory assistance to ensure compliance for program funds. Monitors grant

" lexpenditures to ensure consistency with grant requirements with applicable laws and regulations and to -
maximize use of available funds. Prepares written reports of findings, defines of recommends correctiv
action. Ensures that reporting requirements on grants are fulfilled. Participates in public hearings, meetings||
and committees. May develop and implement systems to project income and-to monitor expenditure of funds.]
May provide training to staff on requirements of grant funding. Performs related duties as required|

2. Provide a brief justification/explanation of this request: The PSD will be responsible for performing thel
administrative processing, federal reporting, financial monitoring, and reporting duties associated with th

IARRA EECBG Grant totaling $9.6 million. The ARRA funds will be disbursed through grants and loans fo
renewable energy and energy efficiency projects. These grants and the associated financial duties required to
process payments and monitor financial activity will be handled by the PSD; the expected volume of activity is|
10 times the normal volume. This position is essential for the PSD to effectively handle the increased workload -
associated with the ARRA funds and meet the requirements of ARRA for rapid deployment of funds.)

3. If the position will be supervisory, please list the names and titles of all classified employees reporting to this
position (this information should be identified on the organizational chart as well).



Request for Classification Action ‘
Position Description Form C
Page 3

PersonnellAdmmlstrator s Section: _

4. If the requested class title is part of a job series or career Iadder will the pOSlthl’l be recruited at different
levels? Yes [] No[X]

5. The name and title of the person who completed this form: iSheri Rockcastle, AdministrativeSerVic?sf

|

6. Who should be contacted if there are questlons about this position (provide name and phone number)
ISheri Rockcastle - 828-4084] :

7. How many other positions are allocated to the requested cla‘ss title in the department:

8. Will this change (new position added/change to vacant position) affect other positions within the
organization? (For example, will this have an impact on the supervisor's management level designation; will
duties be shifted within the unit requiring review of other posrtlons or are there other issues relevant to the

cIaSS|ﬂcat|on process.)

Attachments:
Organizational charts are required and must indicate where the position reports.

X J Class specification (optional).
X For new positions, include COpleS of the language autharizing the position, or any other mformatlon
that would help us better understand the program, the need for the position, etc. .

[7] Other supporting documentation such as memos regarding department reorganlzatron or further
explanation regarding the need to reallocate a vacancy (if appropriate).

Personnel Administrator’s Signature (required)* \ » Date
Supervisor's Signature (required)* - ‘ Date
M#Weé_ | [f20:09
(.4 ikt L . _ . :
Appointing Authority or Authorized Representative Signature (required)* Date

* Note: Attach additional informatiorl or comments if appropriate.



Request for Classification Action
POSItIOf'l Description Form C
Page 1

Recjuest for Classifieation Action
New or Vacant Positions
EXISTING Job Class/Title ONLY
Position Description Form C/Notice of Action

For Department of Personnel Use Only '

Notice of Action #
Action Taken:
New Job Title
Current Class Code New Class Code
" |Current Pay Grade ~ New Pay Grade
CurrentMgtlevel.  B/U___ OTCat. __ FEOCat___FLSA____
New Mgt Level ___BU .OT Cat.  EEOCat.___ FLSA____ _
Classification Analyst ' _ Date __ . . Effective Date:
| Comments: - :
| Date Processed:
Willis Rating/Components: Knowledge & Skills: Mental Demands: Accouniability:

Working Conditions: ___Tetal:

Date Received (Sfamp)

‘Position Information:

Incumbent: Vacant or New Position

Position Number: [ | Current Job/Class Title: [Financial Specialist Ilﬂ
Agency/Department/Unit: |Department of Public Servicef GUC: [36005]

Pay Group: Work Station: [112 State Street Mentpelie?[ Zip Code:
Position Type: [] Permanent Limited Service (end date ) [11/31/2012 -

Funding Source: [X] Core [] Sponsored [] Partnership. For Partnership positions provide the funding -

breakdown (% General Fund, % Federal, etc.) 100% Federa
Supervisor's Name, Title and Phone Number: {Sheri Rockcastle - 828-4084]

Check the type of request (new or vacant position) and complete the appropriate section.

X New Position(s):

a. REQUIRED: Allocation requested Existing Class Code 08904 Existing Job/Class Title:
[Financial Specialist 11}} .

b. ‘Position authorized by:



) ' _ ) Request for C/assiﬁcation Action
: Position Description Form C
Page 2

[] Joint Fiscal Office —JFO #] | Approval Date: I:I
[T} Legislature — Provide statutory citation (e.g. Act XX, Section XXX(x), XXXX session) ]:] '

Other (explain) -- Provide statutory citation if appropriate. [The ARRA funds appropriated to]
he PSD will be transferred to the Clean Energy Development Fund and 10 V.S.A 6523 allows|
the PSD up to 5% of funds appropriated to be used for administration, in addition legislation]
passed in Bill S.1 allows the Clean Energy Development Fund Board to use up to 10% of ARRT\]

funds for admlmstratlve purposes I

B Vaeent Position:
a. Posmon Number: I::
Date position became vacant: :]
Current Job/Class Code: [ | Current Job/Class Title: [- |
REQUIRED: Requested (existing) Job/Class Code: |:l Requésted (existing) Job/Class Title:

[ 1]

e. Are there any other changes to this position; for example: ch'ange of supervisor, GUC, work
station? Yes [ ] No [] If Yes, please provide detailed information:

a o o

For All Re(juests:

1. List the anticipated job duties and expectations; include all major job duties: |Performs technical accounting|
duties such as making cost allocations to various cost centers and auditing financial documents for federal|
programs, special projects, grants, and loans for compliance with specifications. Compiles financial data for]
the preparation of financial reports. Assists in preparing budgets for-programs. Prepares financial schedules
Posts, balances and reconciles aceo_unting records. Procee_see financial transactions, invoices, disbursements)
receipts either manually or by data processing methods. Processes financial transactions, disbursements,
receipts, expenditures and fund transfer requests. Makes corrections in accounting records. Performs and
edits financial and statistical analysis for review. Prepares payroll. Maintains time and attendance records,
Maintains inventory records. Calculates accounting adjustments. Performs related duties as assigned|

2. Provide a brief justification/explanation of this request: [The PSD will be responsible for performing the

' dministrative processing, federal reporting, financial monitoring, and reperting duties associated with the|
ARRA EECBG Grant totaling $9.6 million. The ARRA funds will be disbursed through grants and loans for|

renewable energy and energy efficiency projects. These grants and the associated financial duties required to]
rocess payments and monitor financial activity will be handled by the PSD; the expected volume of activity ig|

10 times the normal volume. This position is essential for the PSD to effectively handle the increased workload

associated with the ARRA funds and meet the requirements of ARRA for rapid deployment of funﬂ

3. If the position will be supervisory; please list the names and titles of all classified employees reportlng to this
position (this information should be identified on the orgamzatlonal chart as well)

Personnel Administrator’s Section:



) . ) . Request for Classification Action
Position Description Form C
Page 3

4. If the requested class title is part of a job series or career ladder, will the position be recruited at different
- levels? Yes[] No[X ,

5. The name and title of the person who completed this form: [Sheri Rockcastle, Administrative Services|
6. Who should be contacted if there are questlons about this position (provnde name and phone number)
[Sheri Rockcastle - 828-4084]

7. How many other positions are allocated to the requested class title in the department I

8. Will this change (new position added/change to vacant position) affect other positions within the
organization? (For example, will this have an impact on the supervisor's management level designation; will
duties be shifted within the unit requiring review of other posmons or are there other issues relevant to the

classification process.) |N

Attachments: _ .
X Organizational charts are required and must indicate where the position reports.

"X Class specmcatlon (optional).

Xl For new positions, include copies of the Ianguage authorizing the position, or any other information
that would help us better understand the program, the need for the position, etc.

[] Other supporting documentation such as memos regarding department reorganlzatlon or further -
explanation regarding the need to reallocate a: vacancy (lf appropriate). _

- Personnel Administrator's Signature (required)” - : Date

4
5

Supervisor’s Signature (required)* ) . Date

| //za 2057

Appointing Authority or Authorized Representative Signature (requi‘red)* : Date

* Note: Attach additional information or comments if appropriate.
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