Fire and Ambulance Building Project
Meeting Minutes
Friday January 6, 2023
Noon - Peterborough Public Library
Members Present: Seth MacLean – DPW Director, Bill Taylor – Select Board, Chief Ed Walker – Fire, Tim Herlihy – Code Enforcement, Mandy Sliver – Town Treasurer, Carl Mabbs-Zeno – Chairman of Budget Committee, Tony Cassady – Co-Chair of Community Power Committee, Carol Nelson – Co-Chair of Affordable Housing Committee 

missing: Sarah Steinberg Heller – Planning Board
Minutes Taken by: Gretchen Rae – DPW staff
Detailed handouts provided for discussion: 

· Draft RFQ document for review - Seth
· December 22nd, 2022 Meeting Minutes for review - Seth

· Bond Principle Outstanding chart - Carl
Meeting Minutes review: It was agreed that the level of minute taking was complete enough for these meetings and the December 22nd’s minutes were approved with a change to Tony Cassady’s name spelling and name of his committee designation. It was suggested that if anything needs to be specified for the records, it will be highlighted as necessary for listing in the minutes. 
RFQ draft review and discussion: 
· Is RFQ or RFP the appropriate nomenclature for this document?
· If the Scope of Work is removed from the document and portions rewritten to make more concise, then the RFQ title is the appropriate format. Scope of Work could be integrated into the scoring matrix in a future approved document design.
· Seth will request (from Corinne or Tina Kriebel) the library’s RFQ for a Construction Manager for their rebuild project as a reference document. 
· Carol will email Seth & Gretchen RFQ suggested edits (mostly grammatical)

· Each received RFQ will be reviewed as it arrives, (submissions will be on paper and digital thumb drives. Large document file sharing will be utilized for the group) 
· Submission deadline is Friday February 3rd.

· Interview candidates will be identified by Friday February 10th. Invite letters will be written by Seth.

Final RFQ posting: planned for Friday January 13th in newspapers The Concord Monitor, The Nashua Telegraph, The Keene Sentinel, Monadnock Ledger Transcript and Town of Peterborough webpage and on Social Media accounts and MA & NH Municipal Associations.
Planning for selected candidates for in-person interviews: 

· No more than 5 candidates to be interviewed unless tying scores from RFQs require it.
· 60 minutes for each interview (30 minutes for presentation and 30 minutes for questions). 15 minutes for the group to debrief.

· Seth to be the designated timekeeper.

· Best to schedule between 10am-2pm between Tuesday February 21st and Friday the 24th.

· Time slots to be scheduled to meet at the library or in the Select Board Room. Whichever location will require each interviewee walked out to the exit door with Tim or Seth.
· Recording of the interviews still TBD. A number of considerations to discuss before planning for an audio / video recording.

· Letter to invitees will include:

· the requirement to have the staff that will be working on the project give the presentation and not just the management staff. 
· Presentation timelines will be adhered to.
· All interviews will be completed by Friday February 24th.
· Recommended CM candidate proposed to Select Board by Friday March 3rd.
Next Steps and Action Items:

· Gretchen will post approved December 22nd, 2022 meeting minutes on the Projects website.
· Gretchen will create and email a Doodle poll for February hold dates to schedule candidate interviews.
· Seth will work to condense the draft RFQ and remove Scope of Work for the group to review a second draft by Wednesday January 11th.
· Seth will send Carol his list of possible interested contractors who may respond to this RFQ.

· Chief Walker will work on a draft of scoring matrix documents for the RFQ submission reviews and interview selections.
· This group will reconvene at the Library, Thursday January 12th , if needed, to review newest draft of the RFQ.
Meeting Adjourned
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