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Agency of Administration Guidance

Contracts and Grants

Sarah Clark, Deputy Secretary of Administration
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1. The Secretary of Administration is responsible 
for issuing, rescinding and maintaining Administrative 
Bulletins under the authority granted in 3 V.S.A §
2222a(2)

2. Multiple categories of bulletins
3. https://aoa.vermont.gov/bulletins

Administrative Bulletins
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1. Administrative Bulletins
1. Bulletin 3.5 – Procurement and Contracting
2. Bulletin 5 – Grant Issuance & Monitoring

2. Finance & Management Policies – including VISION 
procedures

3. Executive Branch Directive Memos
4. Human Resources Personnel Policies & Procedures

Types of Guidance
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Bulletin 3.5 – Procurement & Contracting Procedures
1. Establishes general policy and standards for soliciting, 

awarding, processing, executing and overseeing 
contracts

2. The Secretary of Administration updates and re-issues 
Bulletin 3.5 periodically.  May also issue addenda to 
bulletin 3.5

3. Issued an update to Bulletin 3.5 on December 4, 2023 –
streamline and make more efficient while adhering to 
strong contracting practices
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Bulletin 3.5 – Purpose & Policy
1. Applies to the procurement of all goods & services, regardless of 

dollar amount
2. Provides guidelines for conducting procurements and establishes 

benchmarks and protocols to solicit and award contracts with an 
appropriate level of competition

3. Focuses on obtaining optimal solutions at reasonable prices through 
procurement efforts that are efficient & cost effective; promote fair 
and open competition; guard against favoritism, fraud and corruption 
and protects the interests of the state and its taxpayers

4. Each agency may develop individual processes and policies in 
addition to the minimum stated requirements
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Bulletin 3.5 – Details
1. Bidding process and requirements – from competitive requests for proposals (RFPs) to simplified 

bidding 
2. Mechanism for exceptions and waivers to bulletin 3.5 on a case-by-case basis including sole 

source waivers and contracting waiver plans
1. Some provisions cannot not be waived – Attorney General review, federal requirements

3. Contract drafting requirements – including contract templates and attachments such as 
Attachment C – “Standard State Provisions for Contracts & Grants”

4. Contract routing and approval process
5. Contract Administration – ensure compliance with contract terms, monitoring invoicing & 

payments, etc
6. Amendment process
7. Other
8. https://aoa.vermont.gov/sites/aoa/files/documents/2023-12-

04_Bulletin_3.5_Vermont_Manual.pdf
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Bulletin 5 – Grant Issuance and Monitoring
1. Establishes general policy and standards for issuing and monitoring grant 

awards issued by the State of Vermont – both state and federally funded

2. All grants must be issued, tracked and monitored by state agencies to ensure 
the proper use and protection of taxpayer resources in conformity with law, 
federal uniform guidance and in accordance with the terms of the grant

3. Last issued December 2014 with American Rescue Plan Act (ARPA) State 
Fiscal Recovery Fund (SFR) update in October 2021

4. Related procedures accompany bulletin – pre-award eligibility, single audit 
review, grant payments

5. Drafting update now to align with anticipated updated federal uniform 
guidance

6. https://aoa.vermont.gov/sites/aoa/files/Bulletins/Bulletin_5_eff12-26-14.pdf
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Bulletin 5 – Details

1. Grantor responsibilities:
1. Each granting agency must have a written, approved grant plan – identifies procedures 

agencies will follow to ensure grants are issued and monitored in accordance with Bulletin 5
2. Additional responsibilities for federal awards – uniform guidance – for example, compliance 

and monitoring
2. Grantee responsibilities:

1. Perform the services or activities of the grant agreement
2. Comply with all terms  and conditions – including federal requirements 
3. Importance of internal controls
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Bulletin 5 – Details Cont.

1. Pre-award eligibility determination & risk assessment
2. Contractor/Subrecipient determination
3. Drafting the grant agreement – requirements, templates, attachment C
4. Federal Funding Accountability & Transparency Act (FFATA)
5. Grant Tracking in VISION
6. Monitoring of awards – state and federally funded agreements

1. Subrecipient Annual Report – 45 days after the end of its fiscal year – indicates if a single 
audit is required

2. Desk review, on-site monitoring, other audits, etc
7. Closeout of grant awards
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Questions?


