	FY 2022
OPERATING BUDGET

DECISION PACKAGE

	Requesting Dept:  Administration
	Division:  Town Manager/ Communications/PEG Enterprise

	Contact Person: Lynne M. Poyant, Communications Director Sarah Beal, CH18 Station Manager
	Dept.  Priority:    1  of   4  

	

	1. Decision Package Title: Review of Channel 18 Staff positions


	2. Strategic Plan Priority:  Communications, Quality of Life


	3. Classification
	Non-Discretionary (Change in law, utility incr., etc.)

	Discretionary

	4. Decision Package Request: 


	 
	Maintain current level of service


	 
	Enhanced/Expanded level of service


	 
	Operating Capital

	 
	New Item


	
	Replacement


	(Describe item, new or replacement, in Detailed Description paragraph below)


	5. Detailed Description of Request: Request that all positions in the Public, Education, and Government (PEG) Television Enterprise Fund be reviewed as positions were created prior to the creation of the Enterprise Fund and we now know what tasks are real and need to be incorporated.  

	· If request is involves a position - Attach Employment Requisition form and proposed position description
· If operating capital item - Attach Operating Capital Item Request Listing Form


	6. Rational/Justification for Request: There had been a number of changes at Channel 18 prior to the onset of COVID-19.  In the fall of 2019, after more than a decade, “Barnstable Today” (or “Barnstable This Morning” for the long time viewer) had been a morning live show, showcasing news from the Town of Barnstable, ceased production in order to make way for changes in focus to accommodate the changes in how our residents consume information.  

	7. How Efficiency and Effective will this Request be providing this Service? (Explain): We have been able to quickly create a dedicated BarnstableHealth.com website and manage social media posts in three languages during the COVID-19 public health crisis.


	8. Impact on Service if Not Funded (Explain):  Unknown at this time.


	9. Breakdown of Total Costs By Line Item:


	Expense Line Item 
	Account Number
	

	Description
	Org Code
	Object Code
	Amount

	
	
	
	$ To be determined

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	Total Expenses
	$

	

	10. Revenue Offsets:         
	Yes
	No

	Explanation if Yes Above Explain By Describing Funding Sources:



	Funding Offsets (Fees, Grants, Internal, Budget Line Transfer)

	Proposed Funding Source
	What is the Price or Lump Sum?
	Amount

	PEG Enterprise Fund
	
	$to be determined

	
	
	$

	
	
	$

	
	
	$

	
	
	$

	
	
	$

	
	Total Offset
	$

	
	Net Bal. (Expenses – Revenues)
	$

	

	11. Further Explanation if Needed: 




ATTACHMENT: Please provide any support (including photos) for cost for materials or comparable personnel wages.  

The memo details the combined personnel requests of the Communications Program and PEG Enterprise Fund.  Supporting information is provided.
Public, Education, and Government (PEG) Television Enterprise Fund
I am requesting that all positions in the Public, Education, and Government (PEG) Television Enterprise Fund be reviewed.  

There had been a number of changes at Channel 18 prior to the onset of COVID-19.  In the fall of 2019, after more than a decade, “Barnstable Today” (or “Barnstable This Morning” for the long time viewer) had been a morning live show, showcasing news from the Town of Barnstable, ceased production in order to make way for changes in focus to accommodate the changes in how our residents consume information.    

The media landscape has changed over the years and the vehicle for content distribution has shifted dramatically. From our busy lives, to new ways of sharing news and information on platforms like YouTube, Facebook, and Instagram, the goal at Channel 18 needed to adapt to these changing tides. In October 2019 we embarked on a new journey to bring you all the information you need from the Town of Barnstable in new and better ways focusing on Channel 18 and our goal of bringing you content that matters. 

Content that matters includes meeting coverage for boards, committees, and commissions; as well as four units: documentary, public service announcements (PSAs), current events, and studio for more in-depth coverage.  All of these programs are shared through our social media platforms and we have recognized the need for a Social Media Manager for some time. 

When we were working to move two Channel 18 positions from contract positions to permanent positions in the Enterprise Fund, we created the Channel18 Station Manager and  Assistant Station Manager positions.  The Assistant Station Manager position’s primary focus was as the “on air” personality for “Barnstable Today” and “Barnstable This Morning” and assisting with social media.  This position has pivoted during the COVID-19 health crisis to managing the Town of Barnstable’s social media which makes use of videos and graphics produced by Channel 18 to engage our residents and visitors.  

The positions that were previously staffed through the Information Technology Division were Video Specialist and Video Assistant with the Video Specialist scheduling and supervising the Video Assistant.  There is no need for the Video Specialist position as the Station Manager handles all scheduling and supervising of staff, however, the position could be repurposed as a Videographer.  

This document includes the job descriptions for: Channel 18 Station Manager, Channel 18 Assistant Station Manager, Video Specialist, and Video Assistant.

I would like to have staff fill out the Position Analysis Questionnaire provided by Human Resources for all four positions.

The only two positions I would see changing are the Assistant Station Manager which would add Social Media Manager and the Video Specialist would become one of two Videographers, however, the Position Analysis Questionnaire may reveal additional opportunities.

Thanking you in advance for your consideration.

Current Organizational Chart











Suggested Organizational Chart

Class T338

Position #82001

CHANNEL 18 STATION MANAGER
Community Services Department

Public Education and Government Division

 (Grade 10)

Definition:

Technical and analytical work in connection with all aspects of video and audio production and recording.  Responsible for the recording, production, and editing of various Town meetings and public announcements.

Supervision:

Works under the direction of the Community Services Director.  Receives written and oral instructions.

Performs highly technical work duties involving all aspects of video production including the use of digital production techniques.   Completes work in accordance with established departmental policies and procedures, referring unusual cases to Supervisor.

Position directly supervises Assistant Station Manager, Video Specialist and Video Assistant positions and is responsible for scheduling and supervision of part-time alternate videographers.

Job Environment:

Work is conducted in a mix of environments from office settings to meeting halls to indoor and outdoor field locations.  Work can be performed in potentially hazardous environment when recording, storm damage for FEMA and State agencies after major storms and/or floods. 

The position requires flexible hours due to the many differing hours that meetings are scheduled throughout the town.

Operates office equipment such as telephones and computers.  

As a result of work responsibilities and with prior approval of the Department Head, has access to confidential information.

Operates all manners of equipment related to video/digital production:  IE: linear and non-linear editing equipment; computerized editing equipment, character generator equipment, video transfer and electronic messaging equipment; pre-production and post-production planning and editing software and related equipment, computer equipment, display equipment, computerized television and video production equipment, digital photography software and equipment.

Exposure to hazards occasionally when recording storm damage for FEMA and State agencies after major storms and/or floods.

Errors could result in dissemination of incorrect data resulting in legal action against the town.   

Has frequent contact with town employees, boards and committees/commissions for scheduling requirements, requiring courtesy and tact.

Essential Functions:


(The functions or duties listed below are intended as illustrations of various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.)

Responsible for the day to day management of Channel 18.

Determines the editorial content of Barnstable This Morning and Barnstable Today.

Serves as “On-Air” Host for Barnstable This Morning.

Assists in the monitoring and administration of the Town of Barnstable’s social media presence (i.e. Barnstable I-Forum, Facebook, Twitter)

Assists in developing and airing other programming on Channel 18.

Provide professional quality video and audio of public meetings, training sessions, departmental informational videos utilizing artistic skill and innovative production techniques etc.  

Edit and copy video files.

Produce town “infomercials” including production outlines, script writing, research reporting and interviews.

Edits and transitions video into digital format for use on the town’s web site.

Performs similar or related work as required or as situations dictate. 

Recommended Minimum Qualifications:

Education and experience:

B.S. in Communications and/or video production and/or journalism.  More than 7 years demonstrated professional experience in video photography and computerized A/B roll editing.  Any equivalent combination of education and experience.

Special Requirements:


Massachusetts Class D motor vehicle operator’s license required.

Knowledge, Ability and Skill:


Knowledge:  Demonstrated technical experience and capability with all manner of video production including lighting, audio, field and studio videography; A/B roll, linear and non-linear editing, computerized editing, character generators, video transfer and electronic messaging, pre-production and post-production planning and editing.  Technical knowledge and capability with computerized video production systems and software for video transfer to the web environment.  Familiar with public policy and local government procedures preferred. 

Ability:  Ability to speak and communicate effectively with all levels of staff.  Must be able to maintain confidentiality.  Ability to communicate technical concepts both orally and in writing.  Ability to organize multiple tasks with attention to details.

Skill:  Must possess excellent listening, judgment, and problem solving skills.  Must have a creative eye.

Physical Requirements:  

Minimum physical effort required for work performed in an office setting, primarily sitting with occasional moderate effort required when carrying equipment to off-site or outdoor meetings.  May have exposure to varied weather conditions.  Must have ability to judge distances and spatial relationships.  Vision correctable to normal ranges. Frequent lifting of files and supplies weighing 25 pounds with occasional standing, walking, reaching and bending.  Often required to carry video equipment weighing up to 60 pounds.  Position requires ability to operate keyboard.

(This job description does not constitute an employment agreement between the employer and employee, and is subject to change by the employer, as the needs of the employer and the requirements of the job change.)

Class T339 

Position# 82004

UPDATED 1/18  

CHANNEL 18 ASSISTANT STATION MANAGER
Community Services Department

Public Education and Government Division

 (Grade 8)

Definition:

Technical and analytical work in connection with all aspects of video and audio production and recording.  Responsible for the recording, production, and editing of various Town meetings and public announcements.

Supervision:

Works under the direction of the Channel 18 Station Manager.  Receives written and oral instructions.

Performs highly technical work duties involving all aspects of video production including the use of digital production techniques.   Completes work in accordance with established departmental policies and procedures, referring unusual cases to Supervisor.

May assume the duties of the Channel 18 Station Manager in its absence.

Job Environment:

Work is conducted in a mix of environments from office settings to meeting halls to indoor and outdoor field locations.  Work can be performed in potentially hazardous environment when recording, storm damage for FEMA and State agencies after major storms and/or floods. 

The position requires flexible hours due to the many differing hours that meetings are scheduled throughout the town.

Operates office equipment such as telephones and computers.  

As a result of work responsibilities and with prior approval of the Station Manager, has access to confidential information.

Operates all manners of equipment related to video/digital production:  IE: linear and non-linear editing equipment; computerized editing equipment, character generator equipment, video transfer and electronic messaging equipment; pre-production and post-production planning and editing software and related equipment, computer equipment, display equipment, computerized television and video production equipment, digital photography software and equipment.

Exposure to hazards occasionally when recording storm damage for FEMA and State agencies after major storms and/or floods.

Errors could result in dissemination of incorrect data resulting in legal action against the town.   

Has frequent contact with town employees, boards and committees/commissions for scheduling requirements, requiring courtesy and tact.

Essential Functions:


(The functions or duties listed below are intended as illustrations of various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.)

Serves as Host for on-air and online programming.  Required to maintain professional appearance and demeanor during on-air activities.

Assists in the monitoring and administration of the Town of Barnstable’s social media presence (i.e. Barnstable I-Forum, Facebook, Twitter)

Assists in developing and airing other programming on Channel 18.

Provide professional quality video and audio of public meetings, training sessions, departmental informational videos utilizing artistic skill and innovative production techniques etc.  

Edit and copy video files.

Assists in the production town “infomercials” including production outlines, script writing, research reporting and interviews.

Edits and transitions video into digital format for use on the town’s web site.

Performs similar or related work as required or as situations dictate. 

Recommended Minimum Qualifications:

Education and experience:


B.S. in Communications and/or video production and/or journalism.  More than 3 years demonstrated professional experience in video photography and computerized A/B roll editing, and  on-air hosting and interviewing.  Any equivalent combination of education and experience.
Special Requirements:


Massachusetts Class D motor vehicle operator’s license required.


Knowledge, Ability and Skill:

Knowledge:  Demonstrated technical experience and capability with all manner of video production including lighting, audio, field and studio videography; A/B roll, linear and non-linear editing, computerized editing, character generators, video transfer and electronic messaging, pre-production and post-production planning and editing.  Technical knowledge and capability with computerized video production systems and software for video transfer to the web environment.  Familiar with public policy and local government procedures preferred.


Ability:  Ability to speak and communicate effectively with all levels of staff.  Must be able to maintain confidentiality.  Ability to communicate technical concepts both orally and in writing.  Ability to organize multiple tasks with attention to details. Ability to maintain a professional appearance and demeanor during on-air activities.

Skill:  Must possess excellent listening, judgment, and problem solving skills.  Must have a creative eye.

Physical Requirements:  

Minimum physical effort required for work performed in an office setting, primarily sitting with occasional moderate effort required when carrying equipment to off-site or outdoor meetings.  May have exposure to varied weather conditions.  Must have ability to judge distances and spatial relationships.  Vision correctable to normal ranges. Frequent lifting of files and supplies weighing 25 pounds with occasional standing, walking, reaching and bending.  Often required to carry video equipment weighing up to 60 pounds.  Position requires ability to operate keyboard.

(This job description does not constitute an employment agreement between the employer and employee, and is subject to change by the employer, as the needs of the employer ad the requirements of the job change.)
CLASS T334

POSN # 82002

UPDATE 6/04

VIDEO SPECIALIST
Community Services Department

Public Education & Government

(Grade 9)

Definition:

Technical and analytical work in connection with all aspects of video and audio production and recording.  Responsible for the recording, production, and editing of various Town meetings and public announcements.

Supervision:

Works under the direction of the Information Systems Manager.  Receives written and oral instructions.

Performs highly technical work duties involving all aspects of video production including the use of digital production techniques.   Completes work in accordance with established departmental policies and procedures, referring unusual cases to Information Systems Manager.

Position directly supervises one Video Assistant and is responsible for scheduling and supervision of part-time alternate videographers.

Job Environment:

Work is conducted in a mix of environments from office settings to meeting halls to indoor and outdoor field locations.  Work can be performed in potentially hazardous environment when recording, storm damage for FEMA and State agencies after major storms and/or floods. 

The position requires flexible hours due to the many differing hours that meetings are scheduled throughout the town.

Operates office equipment such as telephones and computers.  

As a result of work responsibilities and with prior approval of the Department Head, has access to confidential information.

Operates all manners of equipment related to video/digital production:  IE: linear and non-linear editing equipment; computerized editing equipment, character generator equipment, video transfer and electronic messaging equipment; pre-production and post-production planning and editing software and related equipment, computer equipment, display equipment, computerized television and video production equipment, digital photography software and equipment.

Exposure to hazards occasionally when recording storm damage for FEMA and State agencies after major storms and/or floods.

Errors could result in dissemination of incorrect data resulting in legal action against the town.   

Has frequent contact with town employees, boards and committees/commissions for scheduling requirements, requiring courtesy and tact.

Essential Functions:

(The functions or duties listed below are intended as illustrations of various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.)

Provide professional quality video and audio of public meetings, training sessions, departmental informational videos utilizing artistic skill and innovative production techniques etc.  

Maintains a professional looking TV bulletin board by gathering data and updating the content in a timely fashion.

Schedules the queuing of recorded shows to be aired at specific times throughout the week.

Edit and copy video tapes.

Schedules coverage for all approved meetings including the scheduling of part-time alternates. 

Responsible for the technical trouble-shooting and repair of all audio/video/computer equipment (i.e. computers, laptops, overhead projectors, imaging devices…etc.)

Produce town “infomercials” including production outlines, script writing, research reporting and interviews.

Edits and transitions video into digital format for use on the town’s web site.

Will on occasion assist other Information Systems staff with their duties as necessary.

Performs similar or related work as required or as situations dictate. 

Recommended Minimum Qualifications:

Education and experience:

B.S. in Communications and/or video production and/or journalism.  More than 5 years demonstrated professional experience in video photography and computerized A/B roll editing.  Any equivalent combination of education and experience.

Special Requirements:

Massachusetts Class D motor vehicle operator’s license required.


Knowledge, Ability and Skill:

Knowledge:  Demonstrated technical experience and capability with all manner of video production including lighting, audio, field and studio videography; A/B roll, linear and non-linear editing, computerized editing, character generators, video transfer and electronic messaging, pre-production and post-production planning and editing.  Technical knowledge and capability with computerized video production systems and software for video transfer to the web environment.  Familiar with public policy and local government procedures preferred. 

Ability:  Ability to speak and communicate effectively with all levels of staff.  Must be able to maintain confidentiality.  Ability to communicate technical concepts both orally and in writing.  Ability to organize multiple tasks with attention to details.

Skill:  Must possess excellent listening, judgment, and problem solving skills.  Must have a creative eye.

Physical Requirements:  

Minimum physical effort required for work performed in an office setting, primarily sitting with occasional moderate effort required when carrying equipment to off-site or outdoor meetings.  May have exposure to varied weather conditions.  Must have ability to judge distances and spatial relationships.  Vision correctable to normal ranges. Frequent lifting of files and supplies weighing 25 pounds with occasional standing, walking, reaching and bending.  Often required to carry video equipment weighing up to 60 pounds.  Position requires ability to operate keyboard.

(This job description does not constitute an employment agreement between the employer and employee, and is subject to change by the employer, as the needs of the employer ad the requirements of the job change.)

CLASS T335

POSN #82003 

CREATED 6/01

VIDEO ASSISTANT
Community Services Department

Public Education & Government

(Grade 7)

Definition:

Technical and analytical work in connection with all aspects of video and audio production and recording.  Responsible for the recording, production and rebroadcast of various Town meetings and public announcements.

Position funded 100% through non-general fund revenue.   Elimination of grant funding of the position will result in elimination of this position and separation of the employee from this position.  The continuation of the position will be reviewed annually, based upon the operational needs of the Division and the conditions of the grant.
Supervision:

Works under the direct supervision of the Video Specialist and indirect supervision of the Information Systems Manager.  Receives written and oral instructions.

Performs highly technical work duties involving all aspects of videography.   Completes work in accordance with established departmental policies and procedures, referring unusual cases to Information Systems Manager.

Job Environment:

Work is conducted in a mix of environments from office settings to meeting halls to indoor and outdoor field locations.  

The position requires very flexible hours due to the many differing hours that meetings are scheduled throughout the town.

Operates office equipment such as telephones and computers.  

As a result of work responsibilities and with prior approval of the Department Head, has access to confidential information.

Operates all manners of equipment related to video/digital production:  IE: character generator equipment, video transfer and electronic messaging equipment;  audio equipment, wireless equipment, audio visual aids and related equipment, computer equipment, display equipment, computerized television and video production equipment, digital photography and related software and equipment.

Errors could result in dissemination of incorrect data resulting in legal action against the town.   

Has frequent contact with town employees, boards and committees/commissions for scheduling requirements, requiring courtesy and tact.

Essential Functions:

(The functions or duties listed below are intended as illustrations of various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.)

Provide professional quality video and audio of public meetings and training sessions utilizing artistic skill and innovative production techniques etc.  

Maintains a professional looking TV bulletin board by gathering data and updating the content in a timely fashion.

Schedules the queuing of recorded shows to be aired at specific times throughout the week.

Edit and copy video tapes.

Responsible for the technical trouble-shooting and repair of all audio/video/computer equipment (i.e. computers, laptops, overhead projectors, imaging devices…etc.)

Responsible for setup and take down of audio/video/computer equipment for meetings etc.

Assists in transitions of video into digital format for use on the town’s web site.

Will on occasion assist other Information Systems staff with their duties as necessary.

Performs similar or related work as required or as situations dictate. 

Recommended Minimum Qualifications:

Education and experience:

High School diploma supplemented by coursework in the field of video photography or related field.

More than 1 year demonstrated professional experience in video photography.  Any equivalent combination of education and experience.

Special Requirements:

Massachusetts Class D motor vehicle operator’s license required.


Knowledge, Ability and Skill:

Knowledge:  Demonstrated technical experience and capability with all manner of video production including lighting, audio, wiring, field and studio videography, remote camera control, video camera mixers, character generators, video transfer and electronic messaging, digital video recording devices, scheduling video playback devices, DVD recording and playback technology etc.   Familiar with public policy and local government procedures preferred. 

Ability:  Ability to speak and communicate effectively with all levels of staff.  Must be able to maintain confidentiality.  Ability to communicate technical concepts both orally and in writing.  Ability to organize multiple tasks with attention to details.

Skill:  Must possess excellent listening, judgment, and problem solving skills.  Must be able to apply those skills to all audio and video situations.  Must have a creative eye.

Physical Requirements:  

Minimum physical effort required for work performed in an office setting, primarily sitting with occasional moderate effort required when carrying equipment to off-site or outdoor meetings.  May have exposure to varied weather conditions.  Must have ability to judge distances and spatial relationships.  Vision correctable to normal ranges. Frequent lifting of files and supplies weighing 25 pounds with occasional standing, walking, reaching and bending.  Often required to carry video equipment weighing up to 60 pounds.  Position requires ability to operate keyboard.

(This job description does not constitute an employment agreement between the employer and employee, and is subject to change by the employer, as the needs of the employer ad the requirements of the job change.)

	FY 2022
OPERATING BUDGET

DECISION PACKAGE

	Requesting Dept:  Administration
	Division:  Town Manager/ Communications/PEG Enterprise

	Contact Person: Lynne M. Poyant, Communications Director Sarah Beal, CH18 Station Manager
	Dept.  Priority:    2  of   4  

	

	12. Decision Package Title: Closed Captioning for Channel 18


	13. Strategic Plan Priority:  Communications, Infrastructure, Quality of Life


	14. Classification
	Non-Discretionary (Change in law, utility incr., etc.)

	Discretionary

	15. Decision Package Request: 


	 
	Maintain current level of service


	 
	Enhanced/Expanded level of service


	 
	Operating Capital

	 
	New Item


	
	Replacement


	(Describe item, new or replacement, in Detailed Description paragraph below)


	16. Detailed Description of Request: We currently do not have closed captioning for Channel 18.  This will enhance the ability of people with disabilities to watch the proceedings of town government with relative ease.  The expense is the cost of software which can be utilized for Zoom meetings.  It would also be available for the recording of in person meetings should that opportunity arise in the future.

	· If request is involves a position - Attach Employment Requisition form and proposed position description

· If operating capital item - Attach Operating Capital Item Request Listing Form


	17. Rational/Justification for Request: The Barnstable Disability Commission has requested that the Town of Barnstable add closed captioning services to its Channel 18.  There have been a couple of requests for closed captioning that have come through the Disability Commission and the School Attorney.  


	18. How Efficiency and Effective will this Request be providing this Service? (Explain): Closed captioning will allow Channel 18 to reach out to viewers who may have had difficulty with viewing meetings and programming due to hearing impairment.


	19. Impact on Service if Not Funded (Explain):  We may continue to get requests for the Town of Barnstable to provide this service.


	20. Breakdown of Total Costs By Line Item:


	Expense Line Item 
	Account Number
	

	Description
	Org Code
	Object Code
	Amount

	
	
	
	$to be determined

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	Total Expenses
	$to be determined

	

	21. Revenue Offsets:         
	Yes
	No

	Explanation if Yes Above Explain By Describing Funding Sources:  The Disability Commission might help to defray the cost of the software.  Prices vary (see attached sheet) depending upon the lease of the software versus an outright purchase.  There are also annual support expenses.


	Funding Offsets (Fees, Grants, Internal, Budget Line Transfer)

	Proposed Funding Source
	What is the Price or Lump Sum?
	Amount

	PEG Enterprise Fund
	
	$

	Barnstable Disability Commission
	
	$

	
	
	$

	
	
	$

	
	
	$

	
	
	$

	
	Total Offset
	$

	
	Net Bal. (Expenses – Revenues)
	$

	

	22. Further Explanation if Needed: The new Comcast contract includes $100,000 per year for capital.  We would request that these requests come from this funding.




ATTACHMENT: Please provide any support (including photos) for cost for materials or comparable personnel wages.  
See price sheet.
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	FY 2022
OPERATING BUDGET

DECISION PACKAGE

	Requesting Dept:  Administration
	Division:  Town Manager/ Communications/PEG Enterprise

	Contact Person: Lynne M. Poyant, Communications Director Sarah Beal, CH18 Station Manager
	Dept.  Priority:    3  of   4  

	

	23. Decision Package Title: James H. Crocker, Jr. Hearing Room Audio Visual Repairs and Upgrades


	24. Strategic Plan Priority:  Communications, Infrastructure, Quality of Life


	25. Classification
	Non-Discretionary (Change in law, utility incr., etc.)

	Discretionary

	26. Decision Package Request: 


	 
	Maintain current level of service


	 
	Enhanced/Expanded level of service


	 
	Operating Capital

	 
	New Item


	
	Replacement


	(Describe item, new or replacement, in Detailed Description paragraph below)


	27. Detailed Description of Request: Replacement of one (1) screen and 22 gooseneck microphones for the James H. Crocker, Jr. Hearing Room.  Replace and install handheld microphones.  Repair and fix any damaged or broken audio inputs.

	· If request is involves a position - Attach Employment Requisition form and proposed position description

· If operating capital item - Attach Operating Capital Item Request Listing Form


	28. Rational/Justification for Request: We are having issues with one screen that is unable to properly retract into the housing unit.  The screen is no longer under warranty.  All microphones should be replaced on a regular basis due to wear.  It has been over 10 years since the audio inputs were evaluated and we have had issues both within the Hearing Room and over Channel 18.  While we are currently using Zoom for our meetings, we will need to make sure our equipment is functional if in person meetings are allowed in the future.


	29. How Efficiency and Effective will this Request be providing this Service? (Explain): Public meeting outreach through Channel 18 has been a key focus of our communications.  Microphones need to be fully functional so that people within the room and watching on Comcast’s Channel 18  and/or the Town’s website are able to hear clearly.


	30. Impact on Service if Not Funded (Explain):  At some point, the screens could tear or will stop working and need to remain in the down position at all times.  The audio component will continue to de
grade over time.


	31. Breakdown of Total Costs By Line Item:


	Expense Line Item 
	Account Number
	

	Description
	Org Code
	Object Code
	Amount

	Repairs & Maintenance – audio
	698541
	613010
	$4,651.01

	Supplies – microphones
	698541
	616700
	$6,336.00

	Supplies – screen
	698541
	616700
	$4,916.06

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	Total Expenses
	$15,903.07

	

	32. Revenue Offsets:         
	Yes
	No

	Explanation if Yes Above Explain By Describing Funding Sources:



	Funding Offsets (Fees, Grants, Internal, Budget Line Transfer)

	Proposed Funding Source
	What is the Price or Lump Sum?
	Amount

	PEG Enterprise Fund
	
	$15,903.07

	
	
	$

	
	
	$

	
	
	$

	
	
	$

	
	
	$

	
	Total Offset
	$

	
	Net Bal. (Expenses – Revenues)
	$

	

	33. Further Explanation if Needed: 




ATTACHMENT: Please provide any support (including photos) for cost for materials or comparable personnel wages.  
See quote attached.
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	FY 2022
OPERATING BUDGET

DECISION PACKAGE

	Requesting Dept:  Administration
	Division:  Town Manager/ Communications/PEG Enterprise

	Contact Person: Lynne M. Poyant, Communications Director Sarah Beal, CH18 Station Manager
	Dept.  Priority:    4  of   4  

	

	34. Decision Package Title: Repairs & Maintenance


	35. Strategic Plan Priority:  Communications, Infrastructure, Quality of Life


	36. Classification
	Non-Discretionary (Change in law, utility incr., etc.)

	Discretionary

	37. Decision Package Request: 


	 
	Maintain current level of service


	 
	Enhanced/Expanded level of service


	 
	Operating Capital

	 
	New Item


	
	Replacement


	(Describe item, new or replacement, in Detailed Description paragraph below)


	38. Detailed Description of Request: We currently do not have money in the repairs and maintenance line of the PEG budget.  Repairs and maintenance for this type of equipment is costly.  We would like to request $5,000.

	· If request is involves a position - Attach Employment Requisition form and proposed position description

· If operating capital item - Attach Operating Capital Item Request Listing Form


	39. Rational/Justification for Request: Two years ago we transferred money from the INET Maintenance line in order to fund additional repairs and maintenance for replacement of the studio lighting.  It was discovered that there was asbestos in the room and we had to have that removed which resulted in additional work.  Unfortunately, we will not be able to continue to transfer from the INET Maintenance line as with all of the construction projects throughout town will require the relocation of utility poles and wires.


	40. How Efficiency and Effective will this Request be providing this Service? (Explain): Repairs and maintenance for this type of work is costly.  It makes sense to have a standard repairs and maintenance line item.


	41. Impact on Service if Not Funded (Explain):  Some of the repairs will not be done and it could impact our ability to produce quality programming for Channel 18 and deliver it through our current communications channels.


	42. Breakdown of Total Costs By Line Item:


	Expense Line Item 
	Account Number
	

	Description
	Org Code
	Object Code
	Amount

	Repairs & Maintenance – buildings
	698541
	613010
	$5,000.00

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	
	
	$

	
	Total Expenses
	$5,000.00

	

	43. Revenue Offsets:         
	Yes
	No

	Explanation if Yes Above Explain By Describing Funding Sources:



	Funding Offsets (Fees, Grants, Internal, Budget Line Transfer)

	Proposed Funding Source
	What is the Price or Lump Sum?
	Amount

	PEG Enterprise Fund
	
	$5,000.00

	
	
	$

	
	
	$

	
	
	$

	
	
	$

	
	
	$

	
	Total Offset
	$

	
	Net Bal. (Expenses – Revenues)
	$

	

	44. Further Explanation if Needed: The new Comcast contract includes $100,000 per year for capital.  We would request that these requests come from this funding.




ATTACHMENT: Please provide any support (including photos) for cost for materials or comparable personnel wages.  
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