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REQUEST FOR QUALIFICATIONS 
GENERAL MUNICIPAL ATTORNEY SERVICES 

 
RESPONSES DUE: No later than 4:30 pm, Friday, March 20, 2020  
 
1.0 Purpose. The Town of Norwich, VT (Town) seeks qualification and cost proposals from attorneys, licensed to 
practice in Vermont, to serve as the Town’s general counsel (Town Attorney), excluding specialist practice areas 
of personnel/labor/HR. Applications may be made by sole practitioners as well as by law firms. The Town 
intends to engage legal services on a time and materials basis. The Town may select more than one provider in 
response to this RFQ, but its preference is to select a single attorney or entity. The Town seeks these services to 
begin on or around April 1, 2020. Interested attorneys or firms are invited to submit their qualifications and 
costs for the provision of these services no later than the above listed deadline. To be considered, submissions 
must address each of the elements outlined in this request for qualifications (RFQ). Cost information (i.e., rates 
and fees) outlined in Section 4.5 must be submitted in a separately sealed envelope titled, “Proposed Fees.”  
 
All addenda, notices, additional information, etc. will be posted to the Town website at: www.norwich.vt.us.   
 
Six (6) hardcopies of the qualifications proposal and one (1) separately sealed cost proposal must be submitted 
no later than 4:30 pm, Friday, March 20, 2020 to: 
 
Herbert A. Durfee, III, Town Manager 
Attn: Attorney Services 
Town of Norwich 
300 Main Street, PO Box 376 
Norwich, VT 05055-0376 
 
2.0 Background. Norwich is a municipality in Windsor County, Vermont with 3,300 residents. The annual 
operating budget is about $4.44M for FY 2020-21 beginning July 1. Under a town manager form of government 
with a 5-member Selectboard, besides typical general government services, Town staffed services include 
finance, planning/zoning, recreation, police, fire, and public works inclusive of highways, buildings/grounds, and 
transfer station. In addition, the Town maintains elected Listers but contracts for professional assessing services. 
The Town has no public sewer; and, a separate municipal entity (Fire District) provides public water to a 
designated service core. At this time, there is preliminary discussion to merge the Fire District functions into the 
Town. The Town does not have a legislatively approved charter, so municipal operations are conducted based 
on the various enabling legislation contained in respective Vermont statutes. 
 
Town Meeting other town-wide votes are conducted via Australian ballot. The municipal property tax rate is on 
par with the state’s effective tax rate for municipal property taxes. However, the school tax rates are relatively 
high in comparison to other municipalities in Vermont. Also, Norwich residents are the least income sensitized, 

http://www.norwich.vt.us/
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thus making education taxes even more burdensome on a per capita basis. The Town has a staff of 
approximately 25 employees (full-time and part-time). The Town spent an average of $6,851 on general legal 
services in each of the last three complete fiscal years, exclusive of advice relating to personnel/labor/HR legal 
matters. 
 

3.0 Scope of Services. The Town Attorney is required to provide legal advice and counsel to the Town on a 
variety of matters pertaining to municipal government operations. The applying attorney or firm must be 
licensed to practice in Vermont and be in good standing. An understanding of Vermont municipal and 
environmental law is essential (e.g., land records and related surveys/easements/ROW, listing/assessing, 
planning/zoning, public safety, elections/budgeting/taxation, etc.) All such experience and expertise should be 
noted in any proposal made. The attorney(ies) named in the proposal shall remain responsible throughout the 
contractual agreement, unless a  substitution is approved by the Town Manager. While this RFQ is for general 
legal services exclusive of labor/personnel or HR specialties, any such experience may be added to the cover 
letter as an enhancement to qualifications, but need not be. 
 

Through the Town Manager, the selected firm will provide the Selectboard, other elected officials, Town staff, 
and Town affiliated boards, committees, and commissions with general or specific legal advice related, but not 
necessarily limited, to: 
 

 Legal research and/or advisory opinions  

 Review and/or drafting of proposed ordinances and regulations  

 Review and/or drafting of contracts and agreements  

 Review and interpretation of local, state and federal laws, regulations and ordinances  

 Representation for matters in county, state and federal courts, arbitrations and mediations  

 Changes in local, state and federal laws  

 Reappraisal and other assessment defense  

 Acquisition of real property interests  

 Occasional attendance at meetings of Town Boards  

 Periodic review of operations and policies of Town Government for legality and propriety  

 Other matters as requested by the Town Manager 
 

4.0 Submission Requirements. The following information is required for a proposal to be considered complete: 

1. Cover letter: 

 Identification of principal attorney contact for the application. 

 Identification of which specific areas of general legal service outlined in the scope of work in 
section 3 the firm would provide, only if the submission does not intend to encompass the 
scope in its entirety. This includes representation of the Town in matters of litigation.  

 Brief identification of roles of different team members. 

 Approach to the scope of work outlined in section 3, including ability and experience. 
 

2. Qualifications of team members: 

 Areas of expertise and years of relevant experience of team members. 

 Professional background. 
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 Education. 

 Certifications. 

 Listing of Vermont municipal clients and roles held. 
 

3. Insurance coverage: 

 A certificate of insurance, issued by an insurance carrier licensed in Vermont, for the firm, 
showing the amount of professional liability insurance and all other insurance coverage in place 
at the time of the submitted proposal. 

 
4. Additional Information:  

 A copy of your business registration certificate. 

 A list of four municipal clients (current or past) serving as professional references with 
knowledge relating to your experience in the requested legal service areas, including contact 
information. 

 A description of any potential conflict of interest or appearance of impropriety, relating to other 
clients of the firm or officials/employees of the Town of Norwich that could be created by 
providing legal services to the Town. 

 

5. Fees (submitted in a separately sealed envelope labeled, “Proposed Fees”): 

 The normal hourly rate of each attorney and legal assistant listed in 2. above. 

 Differences in hourly rates for certain service types, for example litigation. 

 Indirect overhead hourly rate. 

 A list of anticipated reimbursable direct expenses and each of their respective rates (e.g., clerical 
support fees, photocopies, faxes, telephone costs, travel expenses, etc.) 

 Any reduced fees offered to municipalities or governmental entities.  

 The firm’s policy on charges regarding travel time to the Town offices (300 Main St., Norwich, 
VT, 05055) and what impact, if any, distance will affect attendance at meetings in Norwich. 

 

The Town reserves the right to renegotiate terms as needed to obtain the most cost advantageous 
services. 
 

5.0 Submission Deadline. Proposals must be received no later than 4:30 pm, on Friday, March 20, 2020. Any 
proposals submitted after that deadline will remain unopened and returned to the applicable firm. 
  
6.0 Selection Criteria. The Town intends to award a contract to the most qualified attorney or firm(s) that best 
meets the needs and interests of the Town. A five-member selection committee consisting of the Town 
Manager, Police Chief, Planning/Zoning Director, Town Clerk, and a Lister will review the proposals and make a 
recommendation to the Selectboard to execute a contract with that firm. The Town Manager would be 
responsible for preparing a contract mutually agreeable for the Selectboard and the firm’s execution. 
 

Submissions in response to this RFQ will be judged by the selection criteria and the results of the selection 
committee interview, should an interview be necessary. The following criteria shall be considered in reviewing 
proposals and in making a recommendation to the Selectboard: 
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 Qualifications of the individuals who will perform the tasks and the amount of their respective 
participation. 

 Experience in providing the professional services requested by the Town. (References will impact this 
criterion.) 

 Ability to perform the tasks in a timely manner, including staffing and familiarity with the subject matter 
and the Town of Norwich. (References will impact this criterion.) 

 Location (distance) of primary office in relation to the Town offices related to relevant tasks. (Direct 
costs and potential delays due to weather and ability to attend prescribed meetings will be a factor). 

 Thoroughness and completeness of the applicant’s submittal. 

 Interview, as may be required. 
 

Not all firms submitting qualifications may be interviewed, if an interview process becomes warranted. The 
Town reserves the right to reject any and all proposals, to re-advertise or to otherwise proceed when the best 
interest of the Town is realized. The Town is not responsible for any costs incurred by any firm in preparing, 
submitting or presenting its proposal to this RFQ. This RFQ does not commit the Town to award a contract. 

 


