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STATE OF VERMONT 
JOINT FISCAL OFFICE 

 

 

VT LEG #353799 v.1 

MEMORANDUM 

To: Joint Fiscal Committee members 

From: Sorsha Anderson, Staff Associate 

Date: March 10, 2021 

Subject: Expedited Grant Requests – JFO #3040 

 

Enclosed please find one (1) item, which the Joint Fiscal Office has received from the 

Administration. The VT Agency of Human Services has requested an expedited review of 

JFO #3040.  Please respond by Wednesday, March 17, 2021.  

 

JFO #3040 - Two (2) limited service positions, both Financial Manager I, to ensure financial 

record compliance for the anticipated $200 million in COVID-19 related public assistance 

awards to the VT Agency of Human Services from the Federal Emergency Management Agency. 

Positions will be funded through previously approved JFO grant #3015. [Note: Grant #3015 is a 

public assistance grant to reimburse eligible costs borne by state, local and non-profit entities 

in the COVID-19 emergency response – further info can be found here: 

https://ljfo.vermont.gov/custom_reports/grants/default.html] 

[JFO received 3/8/2021, expedited review requested on 3/9/2021] 

 

Please review the enclosed materials and notify the Joint Fiscal Office (Sorsha Anderson: 

sanderson@leg.state.vt.us) if you have questions or would like this item held for legislative 

review. If no response has been received by Wednesday, March 17, 2021, members will be 

polled.   

https://ljfo.vermont.gov/custom_reports/grants/default.html


State ofVermont
Agency of Human Services
Administrative Services
Office ofthe Secretary
z8o State Drive
Waterbury, VT o567r-rooo
www.humanservices.vermont. gov

Michael K. Smith, Secretary

[phone
Ifax]

I Boz-z4r-o4rB
8oz-z4r-9o5o

MEMORANDT]M

TO: Aimee Pope, DHR Deputy Director for Classification and Position Management

FROM: Sarah Clark, AHS Chief Financial Officer

DATE: February t8,2o2t

RE: Limited Service Positions request

Please find the attached Limited Seruice position form. The Agency of Human Services Fiscal Unit is requesting two
Financial Manager I positions.

These positions will be dedicated to the financial management of the FEMA funding which AHS will be receiving for
the COVID-I9 pandemic. At this time, AHS is projected to receive over $zooM in FEMA Public Assistance awards.
During this pandemic period, AHS Central Office has been responsible fog paying for non-congregate sheltering at
hotels, and emergency food, cleaning, and security at those hotels. In iddition, AHS Central Office holds the contracts
for COVID-I9 testing, the vaccine call center, and community vaccine clinics. These Financial Manager positions will
be critical to ensuring all financial management records are in accordance with FEMA grant conditions.



RFR Form A
October 2003

VERMONT DEPARTMENT OF PERSONNEL
Request for Classification Review

Position Description Form A

lnstnuclotts: Tell us about the job. The information you provide will be used to evaluate the position. lt will not
be used in any way to evaluate an employee's performance or qualifications.

Answer the questions carefully. The information you give will help ensure that the position is fairly evaluated.
Here are some suggestions to consider in completing this questionnaire:

To Submit this Request for Classification Review: lf this is a filled position, the employee must sign the
original* and forward to the supervisor for the supervisor's review and signature. The Personnel Officer and the
Appointing Authority must also review and sign this request before it is considered complete. The effective date of
review is the beginning of the first' pay period following the date the complete Request for Classification Review is
date stamped by the Classification Division of the Department of Personnel.
*An employee may choose to sign the form, make a copy, submit originalto supervisor as noted above, while
concurrently sending the copy to the Classification Division, 144 State Street, Montpelier, with a cover note
indicating that the employee has submitted the original to the supervisor and is submitting the copy as a
Concurrent filing.

lf this is a request (initiated by employees, VSEA, or management) for review of all positions in a
class/title please contact the appropriate Glassification Analyst or the Glassification Manager to discuss
the request prior to submitting.

) This form is to be used by managers and supervisors to request
classification of a position (filled or vacant) when the duties have
changed, and by managers and supervisors to request the creation of a
new job class/title (for a filled, vacant, or new position), and by
employees to request classification of their position.

on ur computer. This is a form-
protected document, so information can only be entered in the shaded areas of the form

number of characters. Use your mouse or the spacebar to mark and unmark a checkbox.

number the responses to correspond with the numbers of the questions on the form. Please contact your
Personnel Officer if you have difficulty completing the form.

department's personnel office. All sections of this form are required to be completed unless otherwise stated



Requesf for Classification Review
Position Description Form A

Page 1

Request for Glassification Review

Position Description Form A

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 A
Comments:

Effective Date:

Date Processed

Willis Rating/Components: Knowledge & Skills: Mental Demands: Accountability:_
.Working Conditions: Total:_

I ncumbent I nformation :

Employee Name:

Position Number:

Employee Number:

Current Job/Class Title:

Agency/Department/U nit: Work Station Zip Code

Supervisor's Name, Title, and Phone Number:

How should the notification to the empl be sent: employee's work location or n other
address, please provide mailing address

New Position/Vacant Position lnformation

New Position Authorization JFO# 3015 Request Job/Class Title:

Position Type: I Permanent or X Limited / Funding Source: n Core, I Partnership, or f Sponsored

Vacant Position Number:

Agency/Department/U nit:

Current Job/Class Title:

Work Station Zip Code 15671

Supervisor's Name, Title and Phone Number:

Type of Request:

I Management: A management request to review the classification of an existing position, class, or create a
new job class.

! Employee: An employee's request to review the classification of his/her current position.

ncial M



Request for Classification Review
Position Description Form A

Page 2
1. Job Duties

This is the most criticat part of the form. Describe the activities and duties required in your job, noting
changes (new duties, duties no longer required, etc.) since the last review. Place them in order of
importance, beginning with the single most important activity or responsibility required in your job. The
importance of the duties and expecied end results should be clear, including the tolerance that may be
permitted for error. Describe each job duty or activity as follows:

understand the steps.

For example a Tax Examiner might respond as follows: (What) Audits tax returns and/or taxpayer records.
(How) By developing investigation strategy; reviewing materials submitted; when appropriate interviewing
people, other than the taxpayer, who have information about the taxpayer's buslness or residency. (Why) fo
determine actual tax liabilities.

Managerial responsibility for fiscal operations of the federal grants associated with COVID-
19 pandemic. AHS Central Office has been a recipient of FEMA Category B Public
Assistance funds and Coronavirus Relief funds and needs positions dedicated to the
proper accounting and financial monitoring of these complex federalfunding programs.
This position will oversee accounting work in the maintenance, review and reconciliation of
financial records to ensure compliance with accepted accounting principles and federal
funding requirements.

Examples of Work:

Responsible for: All aspects of financial reporting, fiscal oversight & budgets. Obtain &
compile complex expenditure data from a mulitude of departmental financial documents
for the purposes of submitting quarterly federal expenditure reports. The integrity,
accuracy and reasonableness of the data is evaluated and trends or anomalies are
identified and investigated. Monthly financial reports. Department level internal control
systems. Cost analysis. Posting, balancing, and reconciling accounting records. Advises
on fiscal processes and procedures. Financial statements, summaries, reports and
auditing. Complex accounting activities such as: compilation and analysis of complex
data for federal reports, processing payment for inter-agency reimbursement in alignment
with established budgets, coordination of systems for mulitiple offices or departments,
analysis of accounting initiatives. Analysis and distribution of multi-programiproject costs
including set-up/framework for fiscal project management. Duties are necessary to meet
federal and state reporting deadlines, monitor compliance with federal regulations,
improve State's cash flow, and to seek & implement methods to maximize federal
revenue. Serves as fiscal liaison as needed with federal health care agencies, federal
education agencies, other state departments or local community partners. Fiscal
management of federal health care grant, federal education grant and federal program
fiscal administration.

2. Key Contacts

This question deals with the personal contacts and interactions that occur in this job. Provide brief typical
examples indicating your primary contacts (not an exhaustive or all-inclusive list of contacts) other than those
persons to whom you report or who report to you. lf you work as part of a team, or if your primary contacts are



Request for Classification Review
Position Description Form A
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with other agencies or groups outside State government describe those interactions, and what your role is. For
example or facilitate

3. Are there licensing, registration, or certification requirements; or special or unusual skills
necessary to perform this job?

lnclude any special licenses, registrations, certifications, skills; (such as counseling, engineering, computer
programming, graphic design, strategic planning, keyboarding) including skills with specific equipment, tools,
technology, etc. (such as mainframe computers, power tools, trucks, road equipment, specific software
packages). Be specific, if you must be able to drive a commercial vehicle, or must know Visual Basic, indicate
so.

Exemplary skills in relation to task management, problem-solving and effective
communication.

The ability to facilitate and participate in meetings effectively and efficiently is extremely
important, as this position collaborates with numerous people throughout state
government.

Proficiency in Microsoft Excel and Word is essential in this position.

Highly skilled knowledge of the VlSlON, VTHR, and federal reporting financial systems are
critical.

4. Do you supervise?

ln this question "supervise" means if you direct the work of others where you are held directly responsible for
assigning work; performance ratings; training; reward and discipline or effectively recommend such action; and
other personnel matters. Listthe names, titles, and position numbers of the classified employees reporting to
you

No

5. ln what way does your supervisor provide you with work assignments and review your work?

This question deals with how you are supervised. Explain how you receive work assignments, how priorities
are determined, and how your work is reviewed. There are a wide variety of ways a job can be supervised, so
there may not be just one answer to this question.. For example, some aspects of your work may be reviewed
on a regular basis and in others you may operate within general guidelines with much independence in
determin how u accom lish tasks

Collaborate with Senior Financial Directors/Managers in AHS Departments and other State
Technical Assistance contractorsnts Coronavirus Fiscal Officencies/D

Work is performed under the general direction of the Financial Manager lll and Financial
Directors with significant latitude for independent initiative. Many duties occur on a regular
basis and there is responsibility to meet all deadlines; while there is a general framework of
specific duties assigned, there will be latitude in completion of these duties. This requires
independently initiating tasks (meetings, e-mails, financial analyses, VISIONA/THR reports,
etc.) in order to complete these duties accurately and on-time. Most work products are not
directly reviewed by the supervisor but come under indirect review through various internal
controls and/or audit rocesses.

6. Mental Effort
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This section addresses the mental demands associated with this job. Describe the most mentally challenging
part of your job or the most difficult typical problems you are expected to solve. Be sure to give a specific
response and describe the situation(s) by example.

the cost of materials not listed in the pricing guides. This involves locating vendors or other sources
of pricing information for a great variety of materials.

be used, and what the users must accomplish and then developing a system to meet their needs,
often with limited time and resources.

The complexity of COVID-19 financing and federal reporting requirements is significant.

Federal reporting deadlines requiring accurate and timely reporting are continuious, data is
often unavailable in advance and meeting deadlines can be difficult; obtaining data and
cooperation from departmental staff, over which there is no direct authority and different
priorities, can be challenging; the ability to work expeditiously; accurately and with full
awareness of the potential fiscal consequences is essential; the ability to interpret complex
federal regulations and then determine applicability requires criticalthinking &
comprehension skills; problem-solving skills involving financial and programmatic elements
are essential.

7. Accountability

This section evaluates the job's expected results. ln weighing the importance of results, consideration should
be given to responsibility for the safety and well-being of people, protection of confidential information and
protection of resources.

What is needed here is information not already presented about the job's scope of responsibility. What is the
job's most significant influence upon the organization, or in what way does the job contribute to the
organization's mission?

Provide annualized dollar figures if it makes sense to do so, explaining what the amount(s) represent.

For example:

. A socialworker might respond: Io promote permanence for children through coordination and
delivery of seruicesi

' A financial officer might state: Overseeing preparation and ongoing management of division
budget: $2M Operating/Personal Services, $1.5M Federal Grants.

Understanding complex and at times conflicting state and federal regulations and funding
formulas. AHS Central Office spending on the COVID-19 reponse will likely exceed
$150M.

8. Working Conditions

The intent of this question is to describe any adverse conditions that are routine and expected in your job. lt is
not to identify special situations such as overcrowded conditions or understaffing.

a) What significant mental stress are you exposed to? Alljobs contain some amount of stress. lf
your job stands out as having a significant degree of mental or emotional pressure or tension

Tvpe How Much of the Time?

associated with it this should be described
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Complex financing and federal reporting
requirements.

Daily

b) What hazards, special conditions or discomfort are you exposed to? (Clarification of terms:
hazards include such things as potential accidents, illness, chronic health conditions or other
harm. Typical examples might involve exposure to dangerous persons, including potentially
violent customers and clients, fumes, toxic waste, contaminated materials, vehicle accident,
disease, cuts, falls, etc,; and discomfort includes exposure to such things as cold, dirt, dust,
ratn or snow heat etc.

c) What weights do you lift; how much do they weigh and how much time per day/week do you
d liftin ?

d) What working positions (sitting, standing, bending, reaching) or types of effort (hiking, walking,
are ired?

Addltional I nformation:

Carefully review your job description responses so far. lf there is anything that you feel is important in
understanding your job that you haven't clearly described, use this space for that purpose. Perhaps your job
has some unique aspects or characteristics that weren't brought out by your answers to the previous
questions. ln this space, add any additional comments that you feelwill add to a clear understanding of the
requirements of r

Employee's Signature (required) ate:

Tvpe How Much of the Time?

Tvoe How Heavv? How Much of the Time?

Tvpe How Much of the Time?

Sittinq/Standinq at desUwork station maioritv

Review o
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Supervisor's Section:

Carefully review this completed job description, but do not alter or eliminate any portion of the original
response. Please answer the questions listed below.

1. What do u consider the most im rtant duties of this b and wh ?

2. What do you consider the most important knowledge, skills, and abilities of an employee in this job (not
necessari the ualifications of the resent em and

.3. .Comment on the accuracy and completeness of the responses by the employee. List below any missing
items and/or differences where ro riate

Review of the financial transactions associated with COVID-19 pandemic response. Assuring the
expenses are assigned to the appropriate federal funding costs centers.

and timeliness rtinAS ards internal and externalfinancial reAccu

Accou abilities and o nizational skills includi schedule man ment

Financial Mana erl

4 Title and/or Grade

Supervisor's Signature (req uired) Date:

Personnel Adm inistrator's Section:

Please complete any missing information on the front page of this form before submitting it for review

Are there other changes to this position, for example: Change of supervisor, GUC, work station?

Yes No lf ease ide detailed information

Attachments:

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

I Draft job specification is required for proposed new job classes.

Will this change affect other positions within the organization? lf so, describe how, (for example, have duties
been shifted within the unit requiring review of other positions; or are there other issues relevant to the
classification review process).
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Title and/or P Grade

PersonnelAdministrator'SSignature(required):Date

Appointing Authority's Section:

Please review this completed job description but do not alter or eliminate any of the entries. Add any
cla in information and/or additional comments n in the below

Su Title and/or Grade

Appointi ng Authority or Authorized Representative Signature (req ui red) Date



STATE OF VERMONT
Joint Fiscal Gommittee 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 orior 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 organizationalchart showing to whom the new position(s) would report

Eus! be attached to this form. Please attach additional pages as necessary to provide enough detail,

Human Services - Central OfficeAgency/Department: Date
02105t2021

Name and Phone (of the person completing this request):
Sarah Clark, Chief Financial Oflicer

Request is for:

n
@

Positions funded and attached to a new grant.
Positions funded and attached to an existing grant approved by JFO #

3015

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

FEMA, Public Assistance Category S

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 information provided on the RFR) position(s) will be established @ly after JFC
final approval:

Titlel sf PositionJs) Reaueste

Financial Manager I 2 Eusiness Office 0110112020 - 1213112022

-Findl determination of title and pay grade to be made by lhe Deparlmenl of Human Resources Classification Division upon submission and review of
Request for Classification Review.

3. Justification for this request as an essential grant program need:

AHS Central Oflice has been a critical parlner to the COVID-1g Pandemic response. AHSCO is paying for all SEOC expenses associated wilh
non-congregate sheltering, security and mass feeding- ln addition, AHSCO has been paying for COVID-19 testing, vaccines call centers, and
vaccine community clinics. The volume of spending and invoicing has grown exponentially and we need dedicated positions to ensure FEMA
claims are accounted for and submitled properly.

this funding, space and equipment for the above position(s) are

Digitally signed by Aimee Date

Ai mee Pope 32lj,, rorr or,

by Department of Human Resources Date

Ad a m G res h i n 3:lyllii:J,:iili,11$1;',lllr

ooo'o""flft 
ltifi 'Crulil"Sf "'T:i$il"Snilf ;J;;H:j:nt'

Date

Commenls:

Candace ?:il'j.Y":ffii,?i

Elmquist ?f,'fj3iil,l3;l'

(required as amended by 2019 Leg. Session)

Date

DHR - 08/1212019



Agency of Human Services - Secretary's Office

Fiscal Unit (proposed)

Sarah Clbll
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Murphy, Ariel

From:
Sent:
lo:
Cc:

Subject:
Attachments:

Follow Up Flag:
Flag Status:

O'Connell, Tracy E

Thursday, February 18,2021 11:59 AM
Pope, Aimee; Clark, Sarah

O'Toole, Dawn; Elmquist, Candace

RE:AHS - Limited Service Position Request
DR-4532-VT.pdf

Follow up
Flagged

HiAimee,

The initial JFO# 3015 covered the entire FEMA Public Assistance (PA) Disaster. Under that Disaster, AHS has received a

Management cost award (see attached), The positions will be funded under this portion of the PA grant.

Thank you,

Tracy

Tracy O'Connell
Financial Director
State of Vermont
Agency of Human Services
802-236-29L9

From: Pope, Aimee <Aimee.Pope@vermont.gov>
Sent: Thursday, February 18,2O2L 11:46 AM
To: Clark, Sarah <Sarah.Clark@vermont.gov>
Cc: O'Connell, Tracy E <Tracy.OConnell@vermont.gov>; O'Toole, Dawn <Dawn.OToole@vermont.gov>; Elmquist,
Ca ndace <Candace. Elmquist@vermont.gov>
Subject: RE: AHS - Limited Service Position Request

Hi Sarah,
All of the attachments look cornplete. Forgive me though, I reviewed the grant information on the JFO website (3015),
and I don't see specifically whele positions are identified in that grant. Maybe Finance has more detail behind the PA
grant to help me confirm the position is eligible?

Thank yoir.

Aimee Pope

Deputy Director for Classification and Position Management
L20 State Slreet-5th Floor I Montpelier, VT 05620-2505
e-mail: airnee.rrrloe(i) vermont.HOv
phone: 802-461-9903

From : C la rk, Sa ra h <Sil-{a IUL! ark@ Vgrnlo nt.qov>
Sent; Thursday, February L8,2O2tIO:27 AM
To: Pope, Aimee <Aimee.Pope()vermont.fiov>



Cc: O'Connell, Tracy E <"lracv.QCoInell@ver"r*orrt.gov>; O'Toole, Dawn <Dawn.OTooleG)verfnont.gov>; Elmquist,
Ca ndace <Ca tdaqq.[1il_qq ist@vermo nt. gov>

Subject: AHS - Limited Service Position Request

Good morning Aimee,
AttachedpleasefindalimitedservicepositionrequestfortwoFinancialManagerl'satAHS. Pleaseletmeknowifyou
have any questions.

r Limited Service position request memo
c Limited Service position request form
o RFR for Financial Manager
o Proposed org chart

Tha n ks,

Sarah

Sarah Clark

Chief Fina ncial Officer
Agency of Human Services

Desk: 802-241,-9OO7

Cell: 802-505-0285

2



EMMIE I View Projects Page 1 of I
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, Number of Records: 1
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OF
HUMAN
SERVICES

Federal Emergency Management Agency
Project Status Report

Disaster: FEMA-4532-DR-VT

No.
Reference Appllcant

Name
Apptlcant

ID
Application

Tltte

ProJect
Amount
(1oo%)

Fedshare
Approved

(s)

Project
Closeout

Date
Submlsslon

Date

09.17.2020

#

PA.O1

W

Elig

E(igibte Awarded

EXT

No

PA.01"W.
4532-PW-
00032(0)

_*

147296
03400

04.
08-
2028ULJRU.OO

000.
416.00840, z ,1?]2' ,aqo.lr,t.oo

I 00032
. rrol l

Management
Costs

Proi.
oblig.
DateStatus

Pop
End
Date

obligation
Date

1 0-l 9-
z0z0

Cat
ProJect

Size

https://sso.fema.net/emmie/report/viewProjectStatusReport.do?fug%TBgridSF%7D.rpp:... l0l19/2020



Murphv, Ariel

Sent:
To:
Cc:

From: Pope, Aimee
Tuesday, February 23,2021 10:33 AM
Elmquist, Candace

Murphy, Ariel
RE:AHS - Limited Service Position Request

I'ur not worried about it in this case because the CFO of AHS forwarded the e-mail, agreeing to the documents. After the
JFO approves the positions I'll work with AHS to get the docs signed.
Appreciate you checking.

Thank you

Aim6e Pope

Deputy Director for Classification and Position lvlanagement
120 State Street-Sth Floor I Montpelier, VT 05620-2505
e-mail: aimee.oope€nverUlU l.gov
phone: 802-461-9903

From: Elmquist, Candace <Candace.Elmquist@vermont.gov>
Sent; Tuesday, February 23,202L 9:58 AM
To: Pope, Aimee <Aimee,Pope@vermont.gov>
Cc: Murphy, Ariel <Ariel.Murphy@vermont.gov>
Subject: RE: AHS - Limited Service Position Request

HiAimee,

Does AHS need to sign the Limited Service position requests RFR document? I see blank lines in the supervisor and
appointing authority sections which are usually filled in with a signature,

Thanks,

Candace

F rom : Po pe, A i m ee <Ai rlee,l o pg O)Vqlll'l Qnt,s*v>
Sent: Monday, February 22,20218:12 AM
To: Murphy, Ariel <Ariel.Mur*hy@ygrfont.gov>
Cc: O'Connell, Tracy E <l facV.Qeqnnell@vefmont.eov>; O'Toole, Dawn <Dawn.OTqole@vermbDt.gqv>; Elmquist,
Candace <Candaqe.fltnq!Iist@ve{nqnt,gqv>; Clark, Sarah <Sarah.Clark@Vqrq,rOtt.gpv>
Subject: RE: AHS - Limited Service Position Request

Hello Ariel,
Please find attached documents associated with a request for 2 Joint Fiscal positions associated with a FEMA Public
Assistance grant. Please let me know if you have any questions,

Thank you.

Aim6e Pope

Deputy Director for Classification and Posltion Management
120 State Street-sth Floor I Montpelier, VT 05620-2505

Subject:



e - m a i I : ..iLnUp.p:i peQ_v3ryqlr_i,gey
phone: 802-461-9903

From : Cla rk, Sa ra h <$a r? h.Cla rk@veryno nt,qov>

Sent: Thursday, February 18,202tLO:27 AM
To: Pope, Aimee .nt***. Poo*Qvefrylan_t.sAv>
Cc: O'Connell, Tracy E <]liacy.QConnell{svellnont.€ov>; O'Toole, Dawn <Dawn.O"l"oqle @vermont.gov>; Elmquist,

C a n d a c e < ea n d e c e,,8, I il q q 
i 
q!@ v e { nla nl.gqv >

Subject: AHS - Limited Service Position Request

Good morning Aimee,

AttachedpleasefindalimitedservicepositionrequestfortwoFinancialManagerl'satAHS. Pleaseletmeknowifyou
have any questions.

Limited Service position request memo
Limited Service position request form
RFR for Financial Manager
Proposed org chart

Tha n ks,

Sarah

Sarah Clark

Chief Financial Officer
Agency of Human Services

Desk: 802-24L-9OO7

Cell: 802-505-0285

2


