
COMMONWEALTH OF MASSACHUSETTS~ STANDARD CONTRACT FORM 

This form is joinHy issued and published by the Executive Office for Administration and Finance fANF} the Office of the Comptroller (CTR} and the Operational Seivices Division (OSD) 
as the default contract for all Commonwealth Departments when another form is not prescribed by regulation or policy. Any changes to the official printed language of this form shall be 
void. Additional non-conflicting terms may be added by Attachment Contractors may not require any additional agreements, engagement letters, contract forms or other additional terms 
as part of this Contract without prior Department approval. Click on hyperlinks for definitions, instructions and legal requirements that are incorporated by reference into this Contract. An 
electronic copy of this form is available at www mass aov/osc under Guidance For Vendors - Forms or www mass aov/osd under OSD Forms ' ' 

CONTRACTOR LEGAL NAME: Town of Lincoln 

(and dlb/a): 

Looal Address: (W-9, W-4,T&C): 16 Lincoln Rd., Lincoln, MA 01773 

Contract Manager: Timothy Higgins 

E-Mail: higginst@lincolntown.org 

Phone: (781) 259-2604 

Contractor VendQr Code: VC6000191858 

Vendor Code Address ID (e.g. "AD001"): 

I Fax:

(Note: The Address Id Must be set up for EFT payments.) 

_x_ NEW CONTRACT

PROCUREMENT OR EXCEPTION TYPE: (Check one option only) 
_ Statewide C2ntract (OSD or an OSD-<lesignated Department) 
_ Collective Purchase (Attach OSD approval, scope, budget) 
X Department Procurement (includes State or Federal grants 815 CMR 2.00) 

(Attach RFR and Response or other procurement supporting documentation) 
_ Emergency Contract (Attach justification for emergency, scope, budget) 
_ Contract Employee (Attach Employment Status Form scope, budget) 
_ Loolslative/1.ooal or Other. (Attach authorizing language/j.Jstification, scope and 

budget) 

COMMONWEALTH DEPARTMENT NAME: Executive Office for Administration and 
Finance 
MMARS Degartment Code: ANF 

Buiine§§ Mailing Address: 

Billing Address (if different): 

Contract Manager: Jennifer McAllister 

�I: mcallisterj@gor.state.ma.us 

Phone: 617-626-3838 I Fax: 
MMARS Doc ID{s): 

BEB/frQ£U[ement or Other ID Number: 

CQNTRACT AMENDMENT 

Enter Current Contract End Date f!i.2!. to Amendment: _, 20_. 
Enter Amendment Amount: $ ___ . (or "no change") 
AMENDMENT TYPE: (Check one option only. Attach details of Amendment changes.) 

_ Amendment to Scope or Budget (Attach updated scope and budget) 
_ Interim Contract (Attach justification far Interim Contract and updated scope/oudget) 
_ Contract Employee (Attach any updates to scope or budget) 
_ Looislative/1.ooal or Other: (Attach authorizing language(JUStification and updated 

scope and budget) 
The following COMMONWEALTH TERMS AND CONDITIONS (T&C) has been executed, filed with CTR and is incorporated by reference into this Contract. 
..:f: Commonwealth Terms and Conditions Commonwealth Terms and Conditions For Human and Social Seivices 

COMPENSATION: (Check ONE option): The Department certifies that payments for authorized performance accepted in accordance with the terms of this Contract will be supported 
in the state accounting system by sufficient appropriations or other non-appropriated funds, subject to intercept for Commonwealth owed debts under 815 CMR 9.00. 
_ Rate CQntract (No Maximum Obligation. Attach details of all rates, units, calculations, conditions or terms and any changes if rates or terms are being amended.) 
X Maximym Obligation !;;Qntca£1 Enter Total Maximum Obligation for total duration of this Contract (or new Total if Contract is being amended). $ 25,000.-

PROMPT PAYMENT DISCOUNTS {PPD): Commonwealth payments are issued through fil 45 days from invoice receipt Contractors requesting accelerated payments must 
identify a PPD as follows: Payment issued within 10 days_% PPD; Payment issued within 15 days_ % PPD; Payment issued within 20 days_ % PPD; Payment issued within 30 
days_% PPD. If PPD percentages are left blank, identify reason: X agree to standard 45 day cycle _ statutoryAegal or Ready Payments (G.l. c. 29 § 23A); _ only initial payment 
(subsequent payments scheduled to support standard EFT 45 day payment cycle. See Prompt Pa:t Discounts Poli�.) 
BRIEF DESCRIPTION OF CONTRACT PERFORMANCE or REASON FOR AMENDMENT: (Enter the Contract tiHe, purpose, fiscal year(s) and a detailed description of the scope of 
performance or what is being amended for a Contract Amendment Attach all supporting documentation and justifications.) Community Compact Grant: This award is being made 
through the Community Compact Grant Program, authorized by Chapter 126 of the Acts of 2022, Section 28, Item 1599-0026, to the Town of Lincoln for the costs associated with: 
an assessment and documentation of both formal and informal financial oolicies and orocedures existina within the School District. 
ANTICIPATED STAB! DATE: (Complete ONE option only) The Department and Contractor certify for this Contract, or Contract Amendment, that Contract obligations: 
� 1. may be incurred as of the Effective Date (latest signature date below) and no obligations have been incurred ruiQr to the Effective Date. 
_ 2. may be incurred as of _, 20__, a date LATER than the Effective Date below and D.Q obligations have been incurred .P!ifil to the Effective Date. 
_ 3. were incurred as of _, 20_, a date PRIOR to the Effective Date below, and the parties agree that payments for any obligations incurred prior to the Effec\j:te Date are 

authorized to be made either as settlement payments or as authorized reimbursement payments, and that the details and circumstances of all obligations under this Contract are 
attached and incoroorated into this Contract Acceptance of oavments forever releases the Commonwealth from further claims related to these obliQations. 

CONTRACT END DATE: Contract performance shall terminate as of two 121 years from the signing date Qf the contract with no new obligations being incurred after this date 
unless the Contract is properly amended, provided that the terms of this Contract and performance expectations and obligations shall survive its termination for the purpose of 
resolving any claim or dispute, for completing any negotiated terms and warranties, to allow any close out or transition performance, reporting, invoicing or final payments, or during 
any lapse between amendments. 

CERTIFICATIONS: Notwithstanding verbal or other representations by the parties, the "Effective Date" of this Contract or Amendment shall be the latest date that this Contract or 
Amendment has been executed by an authorized signatory of the Contractor, the Department, or a later Contract or Amendment Start Date specified above, subject to any required 
approvals. The Contractor makes all certifications required under the attached Contractor Certifications (incorporated by reference if not attached hereto) under the pains and 
penalties of perjury, agrees to provide any required documentation upon request to support compliance, and agrees that all terms governing performance of this Contract and doing 
business in Massachusetts are attached or incorporated by reference herein according to the following hierarchy of document precedence, the applicable Commonwealth Terms and 
Conditions, this Standard Contract Form including the Instructions and Contractor Certifications, the Request for Response (RFR) or other solicitation, the Contractor's Response, and 
additional negotiated terms, provided that additional negotiated terms will take precedence over the relevant terms in the RFR and the Contractor's Response only if made using the 
process outiined in 801 CMR 21.07, incorporated herein, provided that any amended RFR or Response terms result in best value, lower costs, or a more cost effective Contract. 
AUTHO�G SiltiN A -w_ 1= FOR THE CONTRACTOR:

! / X:�{jf�A,; . Date:� ,J7/-;,.3 
(Sig���jhe IIMt B:ll:ndwfitlen At Time of Signature)

Print Name: 71 ,\/ _', C <JJ/1 ', . 
PrintTitle: -r_... , AW. ·- �-J. ,.,.. .,,, ., " ...... ••- IT•• 1• . ...., . - ... 

AUTHORIZING SIGNATURE FOR THE CQMMONY!IEALTH: 

X: . Date: 
(Signature and Date Must Be Handwritten At Time of Signature) 

Print Name: S�n CrQnin 
Print Title: OQB Senior Demitv Commissioner for Local Services 
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GRANT AGREEMENT 

This Grant Agreement ("Agreement") is made by and between the Commonwealth of Massachusetts, 

acting by and through the Department of Revenue Senior Deputy Commissioner for Local Services on 

behalf of the Secretary of the Executive Office for Administration and Finance (EOAF) and the Town of 

Lincoln ["Grantee"] acting through its Chair of the Select Board. 

PRELIMINARY STATEMENT 

The Grantee desires to obtain funding from EOAF in the amount not to exceed $25,000 authorized under 

Chapter 126 of the Acts of 2022, Section 2B, Item 1599-0026 ["Act"] to the Town Lincoln for the costs 

associated with: an assessment and documentation of both formal and informal financial policies and 

procedures existing within the School District.. 

EOAF agrees to make the funds ["EOAF Grant"] available to the Grantee for the Project, subject to the 

terms and conditions set forth in this Agreement and in compliance with all applicable state laws and 

regulations governing the disbursement and expenditure of state funds. 

The Grantee shall exercise complete management and oversight responsibility of the Project and agrees 

that the Commonwealth's provision of state funding under this Agreement shall not in any way be 

construed as assuming responsibility or liability for the completed Project by the Commonwealth. 

SECTION 1. PROJECT SCOPE 

The scope of the Project to be funded under the EOAF Grant to the Town of Lincoln is for the costs 

associated with: an assessment and documentation of both formal and informal financial policies and 

procedures existing within the School District. The outcome of this initiative will encompass a 

comprehensive set of financial management policies and procedures, curated to embody the best of 

municipal financial practices, all the while remaining attuned to the District's specific requisites and 

inclinations. The envisaged outcomes of this endeavor are as follows: 

a. A thorough compilation of the financial management policies encompassing both the Town and the

School Department.

b. An updated Financial Procedures Manual that aligns with contemporary standards and best practices.

*** All project SCOPEs must provide a deliverable document suitable for public consumption on 

the Mass.gov website, in addition to other relevant project documentation, that may contain 

sensitive content. 

SECTION 2. DISBURSEMENT OF EOAF GRANT 

2.1 Disbursement of the EOAF Grant under this Agreement shall be made pursuant to Chapter 126 of 

the Acts of 2022, Section 2B Item 1599-0026; and any other information EOAF may require. 

The full amount of the grant award, or $25,000 will be disbursed to the Grantee within 45 days of 

execution of the grant contract. 

Grantee report must be received by EOAF no later than two (2) years from the signing date of the 

contract. 















 
 
 
Mary Ellen Normen 
Lincoln Public Schools, Administrator for Business and Finance 
1 Ballfield Road 
Lincoln, MA 01773 
 
07/10/2023 
 
Dear Ms. Normen: 
 
The Edward J. Collins, Jr. Center for Public Management is pleased to present this proposal to Lincoln 
Public Schools for a Financial Policies and Procedures Review. 
 
The Center was established in 2008 in the McCormack Graduate School of Policy and Global Studies to 
further the public service mission of the University of Massachusetts Boston. The Center provides 
technical assistance to municipalities, school districts, regional governments, and state agencies on all 
aspects of public management.  
 
The Center is a Massachusetts state government entity. Consequently, the laws of the Commonwealth 
do not require the school district and the University to engage in a statutory procurement process 
before executing a contract.  
 
Please review the proposal that follows and let us know if you have any questions. Thank you for your 
consideration. 
 
Sincerely, 
 

 
 
Sarah Concannon 
Director of Municipal Services 
Edward J. Collins, Jr. Center for Public Management  
McCormack Graduate School of Policy and Global Studies  
UMass Boston 
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PROPOSAL FOR FINANCIAL POLICIES AND PROCEDURES REVIEW TO  
LINCOLN PUBLIC SCHOOLS 

 
 
1.  Overview 
 
The Lincoln Public Schools (District) includes three separate facilities, serving grades preschool through 
8, totaling 1,007 students in fiscal year 2023. The District has a unique contractual relationship with 
Hanscom Air Force Base operating both a primary and middle school under the governance of the 
Lincoln School Committee, though the buildings remain property of the Federal Government.  
 

Facility Grades Served SY22-23 Enrollment 
Hanscom Middle School 4-8 224 
Hanscom Primary School PK-3 239 

Lincoln School PK-8 544 
Total Enrollment PK-12 1,007 

 
The Town, in partnership with the District, will pursue a Community Compact Best Practices Grant to 
fund a review and documentation of any existing formal and informal District financial policies and 
procedures. It is understood the Center Team will use School Committee policies codified in Sections D 
Fiscal Management and J Student Activities as the baseline of the review and recommend additional 
policies accordingly. Separately, the Center Team will evaluate and update the financial portions of the 
District’s existing Operations Manual based upon current and best practice standards. The result of this 
engagement will be a package of financial management policies and procedures which represents best 
practices in municipal finance while reflecting the District’s needs and preferences. 
 
2. Project Deliverables  
 
The deliverables will be as follows: 

1. Comprehensive package of financial management policies and 
2. Financial procedures manual  

 
3. Workplan  
 
In order to complete the noted deliverables, the project team will follow the workplan outlined below: 
 
Step 1: Convene a financial policies and procedures working group  
The Collins Center project team will convene a working group that will be tasked with reviewing, 
drafting, and recommending a package of financial policies and procedures to the School Committee for 
consideration. The working group may include the Superintendent, Administrator for Business and 
Finance, Town Accountant, Treasurer/Collector, representative(s) from the School Committee, Finance 
Committee, and/or others. The composition of the working group will be determined through 
conversations with the District’s project lead.  
 
Step 2: Review and document existing financial policies and procedures  
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The project team will review the District’s existing written financial policies and procedures, if any, and 
interview District staff as needed to document any unwritten policies and procedures. These policies 
and procedures will be compared with best practices identified by the Center. The project team will 
discuss any recommended changes with the working group.   
 
Step 3: Develop financial policies and procedures package  
The project team will draft any new policies and procedures as discussed and then facilitate a series of 
virtual meetings with the working group to review and edit the drafts. Below is a sample list of topics. 
The final list will be developed in conjunction with the District. 

• General Fund Budget   
o Balanced Budget  
o Submission of Budget and Budget Message  
o Revenue and Expenditure Forecast  
o Position Control/Vacancies  

• Enterprise Fund   
o Self Sufficiency and Rates  

• Reserve Fund/Fund Balance   
o Stabilization Funds  

• Capital Improvement Planning   
o Capital Budget  
o Capital Financing   
o Capital Improvement Planning Process  

• Grant Management   
o Grant Administration  
o Impact on Operating Budget  
o Impact on CIP and Debt Management  

• User Fees  
o Fees and Charges  

• Use of One Time Revenue  
o Use of One Time Revenue  

• Unfunded Liabilities   
o Pensions/Retirement  
o Other Post-Employment Benefits (OPEB)  

• Risk Management   
o Risk Management Program  

• Accounting/Auditing/Financial Reporting   
o Annual Audit  
o Comprehensive Annual Financial Report  

• Procurement and Purchasing   
o Procurement and Purchasing Policy  

• Operations  
o Monthly Reporting  
o Cash Collections  
o Reconciling Cash and Receivables  
o Cash Flow Forecasting and Budgeting  
o Disbursements  
o Employee Reimbursements  
o Anti-Fraud  
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o Revenue Processing  
o Tailings  
o Year-End Closing  
o Aging Accounts Receivables  

 
Step 4: Deliver final proposed financial policies and procedures   
The project team will deliver a final package of proposed financial policies and procedures for 
consideration. If requested, the project team will attend a virtual public meeting to make a presentation 
of the policies and procedures.   
 
Step 5: TBD – Possible presentation of recommendations to School Committee   
If requested by the District, the project team will present a summary of recommendations to the School 
Committee.   
 
4. Responsibilities 
 
Responsibilities of the Center 
 
The Center project team will act at all times in an attentive, ethical, and responsible manner. The Center 
will assign a project manager, who will serve as the primary point of contact for the duration of the 
project. The project manager shall be available to Lincoln Public Schools to discuss any issues or 
challenges. Throughout the course of the project, the project manager shall facilitate completion of 
work according to the agreed-upon timeline and communicate with the client project liaison to discuss 
and resolve any issues with the timeline and to consider proposed modifications to the timeline.  
 
Please note that the Collins Center does not provide legal services or accounting services.  
 
Responsibilities of Lincoln Public Schools 
 
Lincoln Public Schools will identify a project liaison to the Center for the duration of the work.  The 
project liaison will have responsibility for communicating the nature and value of the project to 
employees and managers and for managing logistics throughout the project (e.g., scheduling meetings, 
identifying meeting space, etc.). 
 
Lincoln Public Schools shall agree to provide necessary access to its employees, records, and agreed-
upon data, and to respond to requests for information, comment, and scheduling in a timely manner.   
 
Lincoln Public Schools will stand behind the accuracy and completeness of data provided to the Center 
for work on the project. In the event that there are questions or concerns about data accuracy or 
completeness, these will be made known to the project team when the data are provided. 
 
The project timeline will be determined in conjunction with Lincoln Public Schools prior to finalizing the 
agreement. To facilitate completion of work according to the timeline, Lincoln Public Schools will 
provide timely response to requests. This shall include but not be limited to: provision of documents and 
data, access to employees, officials and/or facilities, feedback on Center work products, etc. The project 
team will work to schedule the initial project meeting upon receipt of any preliminary documents and 
data requested.  
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The project liaison will work with the Center project manager to discuss and resolve any issues with the 
timeline and to consider any proposed modifications to the timeline.  
 
For all steps in the workplan, delays in the schedule not caused by the Center, requests for expansion of 
scope, or other significant unforeseen developments may lead to a renegotiation of scope, timeline, 
cost, or all three. 
 
5. Timeline 
 
Below is the preliminary proposed project timeline. Please note, the earliest a Center Team could be 
available to begin the project would be September 2023 or upon award of a Community Compact Grant, 
whichever is later. 
 

Event Month 1 Month 2 Month 3 Month 4 Month 5 Month 6 

Step 1: Convene Working 
Group XXXX      

Step 2: Review & 
Document Existing 
Policies / Procedures 

XXXX XXXX XXXX    

Step 3: Develop Policies 
& Procedures Package    XXXX XXXX  

Step 4: Transmit Policies 
& Procedures Package      XXXX 

Step 5: TBD – Possible 
Presentation of 
Recommendations to 
School Committee 

     XXXX 

 
6. Fee for Services 
 
The Collins Center will provide the scope of services presented in this proposal for an all-inclusive fee of 
$25,000. The Center will invoice the Lincoln Public Schools for $12,500 after Step 2 and the remaining 
$12,500 upon completion of the work. 
 
The Center is available to provide additional professional services beyond the scope of this project on an 
hourly cost basis through June 30, 2024, at the rates noted below. 
 
Any proposed scope expansion shall be discussed with the project manager. The team may be available 
to provide additional professional services beyond the scope for a fixed-fee or on an hourly cost basis. 
Standard rates are: 
 

Position Hourly Rate 
Director of Municipal Services $135 
Public Services Manager $125 
Management Analyst $75 
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Associate $125 
Senior Associate $155 
Graphic Designer $100 
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