
Materials Innovation and Recycling Authority 
 

Request For Statements of Interest and Qualifications 
(“SOIQ”) 

For On-Call Editing and Outreach Support Services 
September 3 2015 

 

1. Introduction 

The Materials Innovation and Recycling Authority (“MIRA”) is a quasi-public entity, a body 

politic and corporate, established pursuant to C.G.S. Chapter 446e, Section 22a-261, as a public 

instrumentality and political subdivision of the State of Connecticut (the "State"). MIRA has the 

responsibility for the planning, design, construction, financing, management, operation and 

maintenance of solid waste disposal, volume reduction, resource recovery, and related solid 

waste management facilities considered to be necessary, desirable, convenient or appropriate in 

carrying out the provisions of the state solid waste management plan.  

2. MIRA’s Current Public Relations Agreements 

MIRA has existing agreements with Public Relations firms to assist MIRA with on-call larger-

scale customer relations, community relations, message development, digital communications 

and media strategy efforts. 

3. Engagement with Individual(s) or Firm(s) to provide Editing and Outreach 
Support Services 

In addition to the Agreements in Section 2 above, from time to time, via this Request for SOIQ, 

MIRA is seeking the assistance of an individual or firm who has particular solid waste, 

recycling, and/or quasi-governmental experience to assist MIRA staff on an on-call basis with 

editing and outreach efforts that are smaller in scope.  These are assignments that will be 

substantially completed by MIRA staff but for which, from time-to-time, additional editing 

services, drafting services, or experienced perspective are necessary and/or desired. 

If an individual or firm is engaged via this SOIQ, that individual or firm will be operating in a 

manner that is subordinate to, and under the supervision of, MIRA staff and will not be 

independently publishing outreach materials or engaging in media placement on behalf of 

MIRA. 
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Any engagement that occurs as a result of this SOIQ will NOT be of a nature that constitutes a 

“large state contract” as defined in C.G.S. Section 4-250. 

4. Solicitation for Editing and Outreach Support Services 

4.1 Scope of Services (“Services”) 

If one or more individuals or firms is engaged via this SOIQ, the Services contemplated include: 

 Reviewing and providing editorial comments regarding draft versions of outreach 

materials written by MIRA staff; 

 Developing preliminary rough drafts of outreach materials for further development by 

MIRA staff; 

 Advising and assisting MIRA staff with the layout of graphics or other elements in 

outreach materials; and  

 Other related editing and outreach support services requested by MIRA. 

4.2 Statement of Interest,  and Qualifications 

Submitters should submit to MIRA the following items in their response:  

 

1. A letter, signed by the Submitter; which  

a. states the Submitter’s Interest in providing to MIRA the Editing And Outreach 

Support Services contemplated in this SOIQ; and  

b. indicates an hourly rate quote that the Submitter proposes to charge MIRA for the 

performance of such services (MIRA reserves the right to negotiate with the 

Submitter regarding this hourly rate prior to the execution of an Agreement).  

 

2. Attached to the letter, Submitters should include a statement of qualifications, curriculum 

vitae, or resume demonstrating the Submitter’s experience and ability to perform the 

Services described herein (Submitters should especially highlight their experience in the 

solid waste and/or recycling fields and any prior experience working with quasi-public 

entities). 

 

SOIQs must be submitted by the Response Due Date stated below. 

 

4.3 Response Due Date 

Qualified individuals or firms that respond to this solicitation (“Submitters”) should respond to 

this solicitation no later than 3pm Thursday, September 17,  2015. 
 

Responses are to be submitted to: 
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Materials Innovation and Recycling Authority  

100 Constitution Plaza, 6
th

 Floor 

Hartford, CT 06103 

Attn: Roger Guzowski, Contract and Procurement Manager 

4.4 Interviews 

MIRA may, at its sole and absolute discretion, decide to interview one or more of the Submitters 

for the Services.  If MIRA does decide to interview a Submitter, MIRA will so notify the  

Submitter and schedule a date and time for such interview.  If undertaken, this solicitation 

contemplates that such interviews will be conducted within 2 weeks of the Response Due Date 

specified in Section 4.3 of this SOIQ and will be conducted at MIRA’s offices, 100 Constitution 

Plaza, 6
th

 Floor, Hartford, Connecticut 06103. 

 

4.5 Communications With MIRA Staff And Board Members 

Except for communications with Roger Guzowski, MIRA’s Contract and Procurement Manager, 

or as otherwise instructed thereby or authorized herein, during the period while this solicitation 

process is active (i.e., from the date MIRA issues this solicitation until the date MIRA issues a 

notice-of-award letter to the successful submitter), firms contemplating or responding to this 

solicitation are prohibited from contacting MIRA staff or MIRA Board of Directors members in 

an ex parte manner to discuss the solicitation process.   A Submitter’s SOIQ may be rejected if 

any of the foregoing ex parte communications take place. 

5. Selection and Agreement 

5.1 Selection of Individual or Firm 

At its sole discretion, MIRA may choose one or more of the Submitters to provide Services 

pursuant to this solicitation.   

 

MIRA reserves the right to reject any or all of the submittals, or any part(s) thereof, and/or to 

waive any informality or informalities in any Statement of Qualifications or the submission 

process for this project. MIRA also reserves the right, at its sole and absolute discretion, to 

terminate this process at any time prior to the execution of any Agreement. 

 

The award of the contract for the Services will be made, if at all, to the Submitter(s) whose 

evaluation by MIRA results in MIRA determining that such award to such Submitter is in the 

best interests of MIRA. However, the selection of a Submitter and the award of such contract, 

while anticipated, is not guaranteed.  

 

MIRA is an Equal Opportunity and Affirmative Action employer and does not discriminate in its 

hiring, employment, contracting, or business practices. MIRA is committed to complying with 
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the Americans with Disability Act of 1990 (ADA) and does not discriminate on the basis of 

disability in admission to, access to, or operation of its programs, services, or activities. 

 

5.2 Form of Agreement 

A form of the engagement agreement that MIRA intends to sign with the successful Submitter is 

attached to this RFIQ.   

 

5.3 Term  

For any Agreement that results from this solicitation, the term of the agreement will include a 

base term (the “Base Term”) that shall commence on the Effective Date of the Agreement and 

shall terminate on June 30, 2016 unless otherwise terminated in accordance with the terms of the 

Agreement.   
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 [PERSONAL] SERVICES AGREEMENT 

  

 

THIS [PERSONAL] SERVICES AGREEMENT (this "Agreement") is made as of this ____ day 

of ______________, 2015 by and between the MATERIALS INNOVATION AND 

RECYCLING AUTHORITY, a body politic and corporate, constituting a public 

instrumentality and political subdivision of the State of Connecticut, and having a principal place 

of business at 100 Constitution Plaza, 6th Floor, Hartford, Connecticut 06103 ("MIRA") and 

__________________ an [individual/firm] having principal offices at ____________ 

("Consultant"). 

 

 

 PRELIMINARY STATEMENT 

 

MIRA is the owner or lessee of certain pieces and parcels of real property throughout the 

State of Connecticut (collectively, the "Properties") upon which Properties MIRA owns and 

operates various solid waste facilities (collectively, the "Facilities"). MIRA now desires to enter 

into this Agreement with Consultant in order to have Consultant render certain independent 

personal services for MIRA in accordance with the terms and conditions of this Agreement. 

 

NOW, THEREFORE, in consideration of the mutual covenants, promises, and 

representations contained herein, and for other good and valuable consideration, the receipt and 

sufficiency of which are hereby acknowledged, the parties hereto hereby agree as follows: 

 

 

Terms and Conditions 

 

1. MIRA retains Consultant to render certain independent personal services to MIRA, 

including but not limited to the personal services listed on Exhibit A attached hereto and 

made a part hereof (collectively, the "Services"), as such Services may be requested from 

time to time by an Authorized Representative of MIRA (as hereinafter defined) on the 

terms specified in this Agreement.  MIRA may, where necessary or desired, provide 

Consultant with instructions, guidance and directions in connection with Consultant's 

performance of the Services hereunder.  Consultant agrees to perform the Services as an 

independent contractor, consistent with:  (i) any and all instructions, guidance and 

directions provided by MIRA to Consultant; (ii) the terms and conditions of this 

Agreement; (iii) sound business and technological consulting practices; (iv) the highest 

prevailing applicable professional standards; (v) any and all applicable laws, rules, 

regulations, ordinances, codes, orders and permits of any and all federal, state and local 

governmental bodies, agencies, authorities and courts having jurisdiction (collectively, 

"Laws and Regulations"); and (vi) any Request (as hereinafter defined) pursuant to which 

such Services may  be rendered (hereinafter collectively referred to as the "Standards"). 
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2. Consultant will only perform these Services upon request from an Authorized 

Representative of MIRA.  For purposes of this Agreement, the terms "Authorized 

Representative of MIRA" and "Authorized Representative" shall mean MIRA's President or 

anyone authorized in writing to Consultant by said foregoing MIRA official. Any Services 

performed at the request of anyone who is not an Authorized Representative shall not be 

paid for by MIRA.  MIRA and Consultant shall from time to time mutually agree on the 

method and manner of performing such Services. 

 

3. Consultant shall not have access to any MIRA facility or Property unless specifically 

authorized in writing by an Authorized Representative of MIRA.  Consultant agrees to 

execute a Release And Waiver, in the form attached hereto as Exhibit F prior to any entry 

onto MIRA property.  

 

4. For the Services rendered and expenses incurred under this Agreement, Consultant shall be 

paid by MIRA on the basis set forth on Exhibit B attached hereto and made a part hereof.  

Out-of-pocket expenses shall be reimbursed at cost provided they are consistent with 

MIRA's Travel Policy and Expense Reporting attached hereto and made a part hereof as 

Exhibit C, except that Consultant will be deemed to have met MIRA's "Receipt" 

requirements of MIRA's Travel Policy and Expense Reporting if Consultant provides to 

MIRA with each billing (i) receipts for all items greater than or equal to $25 and (ii) copies 

of the Consultant Employee Expense Forms for Services provided to MIRA. Consultant 

shall be solely responsible for the reporting of and payment of federal, state and local 

income taxes, FICA and FUTA contributions, and shall maintain any insurance coverage 

required by state or federal law.  

 

5. All Services will be performed for one or more MIRA projects.  Prior to performing any 

Services, Consultant will obtain the name and MIRA project number of the project or 

projects to be charged from the Authorized Representative.   

 

6. Consultant agrees to render a bill to MIRA bi-weekly for all of the Services performed and 

all of the costs and expenses incurred in connection therewith in the immediately preceding 

two (2) week period pursuant to this Agreement.  Each bi-weekly bill shall contain at least 

the following information: 

 

A. A description of the Services performed by Consultant; 

B. The time spent by Consultant; 

C. Separate listing of all expenses incurred including copies of receipts or invoices; 

D. The project name and number to be charged;  

E. The contract number for this Agreement (to be provided by MIRA); and 

F. Purchase Order Number 

 

Exhibit D, attached hereto and made a part hereof, is the format for all bi-weekly bills.  If 

MIRA determines in its sole discretion that the Services for which Consultant is requesting 

payment have been properly performed and completed in accordance with the Standards, 
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and if the bill contains all of the information required hereunder, then MIRA shall pay the 

amount requested within thirty (30) days of its receipt of such bill. 

 

7. The term of this Agreement shall commence upon the  date first written above and shall 

terminate, unless otherwise terminated in accordance with the terms hereof, on June 30, 

2016. 

 

8. This Agreement may be terminated by either MIRA or Consultant upon at least thirty (30) 

days' advance written notice except that any termination by Consultant shall not be 

effective until all ongoing tasks have been completed to the satisfaction of MIRA.  Upon 

receipt of such written notice from MIRA, Consultant shall immediately cease work on any 

and all MIRA matters, unless otherwise directed in writing by the Authorized 

Representative.  Upon termination, MIRA shall pay Consultant for all Services performed 

by Consultant prior to the effective date of termination, plus any fees and expenses earned 

or incurred prior to such date, provided such Services have been performed by Consultant 

in accordance with the Standards and payment for such Services or fees or expenses has not 

been previously made or disputed by MIRA, and MIRA shall have no further liability 

hereunder.  Consultant agrees to transmit to MIRA originals or copies of any and all 

material prepared, developed or obtained under this Agreement in Consultant's possession 

on or before the effective date of termination unless otherwise directed by the Authorized 

Representative.  Consultant shall retain and maintain accurate records and documents 

relating to the performance of Services under this Agreement for a minimum of three (3) 

years after final payment by MIRA and shall make such records and documents available 

for inspection and audit by MIRA.  Consultant's obligations under this Section 9 shall 

survive the termination or expiration of this Agreement. 

 

9. Consultant shall comply with all Laws and Regulations as they apply to this Agreement.  

The laws of the State of Connecticut shall govern and control the terms and conditions of 

this Agreement. 

 

10. This Agreement shall not be construed to restrict either MIRA or Consultant from entering 

into other consulting agreements similar to this one with other parties, provided however 

Consultant shall not render services to another which would either be in conflict with the 

interests of MIRA or prevent Consultant from performing hereunder.  Consultant shall not 

assign this Agreement or subcontract any of the Services to be performed hereunder 

without the prior written consent of the Authorized Representative. 

 

11. Consultant shall not use, publish, distribute, sell or divulge any information obtained from 

MIRA by virtue of this Agreement for its own purposes or for the benefit of any person, 

firm, corporation or other entity without the prior written consent of MIRA.  Any reports or 

other work product prepared by Consultant while performing Services under this 

Agreement shall be owned solely and exclusively by MIRA and cannot be used by 

Consultant for any purpose beyond the scope of this Agreement without the prior written 

consent of MIRA.  Any material designated by MIRA in accordance with applicable law as 
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confidential shall not be disclosed to any third parties without the prior written consent of 

MIRA. 

 

12. Consultant agrees to the following: (1) Consultant agrees and warrants that in the 

performance of the Services for MIRA Consultant will not discriminate or permit 

discrimination against any person or group of persons on the grounds of race, color, 

religious creed, age, marital status, national origin, ancestry, sex, sexual orientation, gender 

identity or expression, intellectual disability, mental disability or physical disability, 

including, but not limited to, blindness, unless it is shown by Consultant that such disability 

prevents performance of the Services involved, in any manner prohibited by the laws of the 

United States or of the State of Connecticut.  Consultant further agrees to take affirmative 

action to insure that applicants with job related qualifications are employed and that 

employees are treated when employed without regard to their race, color, religious creed, 

age, marital status, national origin, ancestry, sex, sexual orientation, mental retardation, or 

physical disability, including, but not limited to, blindness, unless it is shown by Consultant 

that such disability prevents performance of the Services involved; (2)  Consultant agrees, 

in all solicitations or advertisements for employees placed by or on behalf of Consultant, to 

state that it is an "affirmative action-equal opportunity employer" in accordance with 

regulations adopted by the Connecticut Commission on Human Rights and Opportunities 

(The "Commission"); (3) Consultant agrees to provide each labor union or representative of 

workers with which Consultant has a collective bargaining agreement or other contract or 

understanding and each vendor with which Consultant has a contract or understanding, a 

notice to be provided by the Commission, advising the labor union, workers' representative 

and vendor of Consultant's commitments under Sections 4a-60 and 4a-60a of the 

Connecticut General Statutes and to post copies of the notice in conspicuous places 

available to employees and applicants for employment; (4) Consultant agrees to comply 

with each applicable provision of Sections 4a-60, 4a-60a, 46a-68e, and 46a-68f, inclusive, 

of the Connecticut General Statutes and with each regulation or relevant order issued by the 

Commission pursuant to Sections 46a-56, 46a-68e, and 46a-68f of the Connecticut General 

Statutes; and (5) Consultant agrees to provide the Commission with such information 

requested by the Commission, and permit access to pertinent books, records and accounts 

concerning the employment practices and procedures of Consultant as related to the 

applicable provisions of Sections 4a-60, 4a-60a and 46a-56 of the Connecticut General 

Statutes. 

 

13. MIRA and Consultant hereby acknowledge and agree that time is of the essence with 

respect to Consultant's performance of the Services hereunder.  Accordingly, Consultant 

shall perform and complete any Services hereunder in accordance with any time schedule 

for such Services set forth in a Request or as otherwise mutually agreed to by MIRA and 

Consultant. 

 

14. This Agreement constitutes the entire agreement and understanding between the parties 

hereto and concerning the subject matter hereof, and supersedes any previous agreements, 

written or oral, between the parties hereto and concerning the subject matter hereof. 
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15. Failure to enforce any provision of this Agreement or to require at any time performance of 

any provision hereof shall not be construed to be a waiver of such provision, or to affect the 

validity of this Agreement or the right of any party to enforce each and every provision in 

accordance with the terms hereof.  No waiver of any provision of this Agreement shall 

affect the right of MIRA or Contractor thereafter to enforce such provision or to exercise 

any right or remedy available to it in the event of any other default involving such provision 

or any other provision.  Making payment or performing pursuant to this Agreement during 

the existence of a dispute shall not be deemed to and shall not constitute a waiver of any 

claims or defenses of the party so paying or performing. 

 

16. This Agreement may not be amended, modified or supplemented except by a writing signed 

by the parties hereto that specifically refers to this Agreement. 

 

17. All notices, requests, demands and other communications hereunder shall be in writing and 

shall be deemed to have been duly given if mailed via certified first class mail return receipt 

requested postage prepaid or overnight express mail service to the pertinent address below: 

 

(a) If to MIRA: 

 

(prior to 12/18/15) 

Materials Innovation and Recycling Authority 

100 Constitution Plaza, 6
th

 Floor  

Hartford, Connecticut 06103 

Attention: President 

                    

(after 12/18/15) 

Materials Innovation and Recycling Authority 

200 Corporate Place, 2
nd

 Floor 

Rocky Hill, Connecticut 06067 

Attention: President 

 

 

(b) If to Consultant: 

 

 

 

 

 

18. This Agreement shall inure to the benefit of and be binding upon the heirs, personal 

representatives, successors and assigns of the parties hereto. 

 



 

Page 6 of 7 

19. MIRA and Consultant hereby understand and agree that if any part, term or provision of 

this Agreement is held by any court to be invalid, illegal or in conflict with any applicable 

law, the validity of the remaining portions of this Agreement shall not be affected, and the 

rights and obligations of the parties shall be construed and enforced as if this Agreement 

did not contain the particular part, term or provision held to be invalid, illegal or in conflict 

with any applicable law. 

 

20. Wherever nouns or pronouns are used in this Agreement, the singular shall mean the plural, 

the plural shall mean the singular and any gender shall mean all genders or any other 

gender, as the context may require. 

 

21. This Agreement may be executed in any number of counterparts by the parties hereto.  Each 

such counterpart so executed shall be deemed to be an original and all such executed 

counterparts shall constitute but one and the same instrument. 

 

 

 

 

 

 

 

[Remainder of Page Intentionally Left Blank] 

[Signature page follows]
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IN WITNESS WHEREOF, the parties have hereunto set their hands and seals as of the 

date and year first above written. 

 

MATERIALS INNOVATION AND RECYCLING             

                                                AUTHORITY 

 

 

 

By:___________________________            

   Thomas D. Kirk 

   Its President 

   Duly Authorized      

 

 CONSULTANT 

 

 

                                                             ____________________________             

                                                             [Name].  

 

 



EXHIBIT A 

 

SCOPE OF SERVICES 

 

In the performance of the Services, the Consultant will be operating in a manner that is subordinate 

to, and under the supervision of, MIRA staff and will not be independently publishing outreach 

materials or engaging in media placement on behalf of MIRA.  Specific Tasks may include  

 Reviewing and providing editorial comments regarding draft versions of outreach and public 

relations materials developed by MIRA, within the categories of services outlined below; 

 Developing preliminary rough drafts of outreach materials for further development by MIRA, 

within the categories of services outlined below; 

 Advising and assisting MIRA staff with the layout of graphics or other elements in outreach 

materials, within the categories of services outlined below; and  

Categories of Services 

A. Customer Relations, Outreach, and Community Relations  (enhancing MIRA’s reputation, 

and disseminating MIRA’s position and accurate information and on critical issues, 

including, but not limited to, developing strategies for customer and community relations; 

identifying and establishing relationships with key leaders and groups in selected 

communities; and developing, staging and managing community events); 

B. Message Development and Issues Management (including, but not limited to, development 

of messages on matters of importance to MIRA, its customers, its constituents, its services 

and its industries; successfully positioning MIRA in debates over key issues; and polling, 

research and related services; formulating or editing organizational publications for internal 

and external audiences and members of print and broadcast media to include press releases, 

backgrounders and media advisories). 

C. Digital Communications (including but not limited to, Powerpoint Presentations, website-

based communications, e-mail communications, and social media). 

D. Media Strategy and Training (including, but not limited to, development of strategies and 

tactics for effectively and efficiently conveying MIRA’s messages, as well as coaching and 

training MIRA personnel to be effective spokespersons); 

E. Earned Media (including, but not limited to, successful placement of news stories involving 

development and distribution of news releases, story proposals and other related functions); 

and  

F. Advertising and Marketing (including, but not limited to, development of creative materials 

and selection of appropriate media outlets for placement of advertising). 



 EXHIBIT B 

BILLING RATE 

 

 

Consultant's hourly rate for any Services rendered pursuant to this Agreement shall be 

___________ DOLLARS ($___.00) and the total amount of compensation to be paid to 

Consultant by MIRA pursuant to this Agreement shall not exceed ________ 00/100 DOLLARS 

($__,____.00).  All other travel expenses, approved in advance by an Authorized Representative, 

shall be reimbursed in accordance with MIRA's Travel Policy and Expense Reporting. 



  EXHIBIT C 

MIRA TRAVEL AND EXPENSE REPORTING PROCEDURE 

 

Attached hereto and incorporated herein this Exhibit D is the Travel Policy And Expense 

Reporting Procedure adopted by MIRA’s predecessor, CRRA, and promulgated by MIRA as a 

successor authority to CRRA per Public Act 14-94. 
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TRAVEL POLICY AND EXPENSE 
REPORTING 

BOARD OF DIRECTORS POLICY AND PROCEDURE 
NUMBER 032 

APPROVED BY CRRA BOARD OF DIRECTORS 
SEPTEMBER 29, 2005 

 



(Form of) Agreement - Exhibit C 

 

 i P&P No.:  032 

  Effective Date:  05/20/04 

TABLE OF CONTENTS 
 

 

1. GENERAL STATEMENT ........................................................................................ 1 

2. APPROVALS .......................................................................................................... 1 

3. TRANSPORTATION ............................................................................................... 1 
3.1 Rental Automobile ....................................................................................................... 2 

3.2 Business Use Of Employee’s Car ................................................................................ 2 

3.3 Air Travel ..................................................................................................................... 3 

3.4 Taxis ............................................................................................................................ 3 

3.5 CRRA Owned Automobiles ........................................................................................ 4 

4. MEALS .................................................................................................................... 4 

5. LODGING ................................................................................................................ 4 

6. INCIDENTALS ........................................................................................................ 4 

7. PERSONAL EXPENSES ........................................................................................ 4 

8. OTHER BUSINESS EXPENSES ............................................................................ 4 

9. EXPENSE REPORTING ......................................................................................... 5 

10. RECEIPTS .............................................................................................................. 5 

11. EXCEPTIONS ......................................................................................................... 5 
 



(Form of) Agreement - Exhibit C 

 

 1 of 5 P&P No.:  032 

  Effective Date:  09/29/05 

CONNECTICUT RESOURCES RECOVERY AUTHORITY 
TRAVEL POLICY AND EXPENSE REPORTING 

1. GENERAL STATEMENT 

This Travel Policy and Expense Reporting guide presents the policies that all CRRA 

employees (hereafter “employee(s)”) must adhere to in the planning and conducting of 

their business travel and their reimbursement requests. CRRA requires that all travel 

expenditures and their accountings meet the Internal Revenue Service requirements of 

“ordinary, necessary and reasonable” and should be conservative and consistent with the 

nature of the business assignment. These policies safeguard CRRA and protect the 

employee from being assessed additional taxable income. All employees are expected to 

fully comply with the policies and instructions in this guide. Reimbursements for actual 

and necessary expenses made to Directors of CRRA shall be made consistent with the 

provisions of this Travel Policy And Expense Reporting guide; however, as stated in the 

Connecticut General Statutes, Directors shall not be required to obtain pre-approval from 

the President for any expenses. 

2. APPROVALS 

Prior written approval by the President or the employee’s Division Head at least one (1) 

week in advance is required for all overnight trips out of state, except in an emergency. It 

is the obligation of the employee to obtain this prior approval and no reimbursement will 

be made without this approval.  

Prior written approval by the President or the employee’s Division Head at least one (1) 

week in advance is required for all employee trips that are for educational seminars, 

professional conferences, vendor-initiated field trips, and industry organization events. 

To obtain written approval, the employee must complete the overnight travel form, and, if 

a cash advance is requested, complete a cash advance form that estimates the out-of-pocket 

expenses, and submit the competed form(s) to the appropriate Division Head or President 

in as far in advance as possible of departure date. 

3. TRANSPORTATION 

Transportation expenses should be kept to a minimum. The most direct and practical route 

should be selected. 
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3.1 Rental Automobile 

Rental car expenses will be paid by CRRA and whenever possible should be billed 

directly to CRRA to take advantage of CRRA’s tax-exempt status and any other 

discounts available to CRRA. 

3.1.1 Insurance 

3.1.1.1 Business Use Of A Rental Automobile 

Employees on business do not need to purchase additional insurance 

coverage (collision damage waiver or excess liability) from the 

rental company. The Corporate Insurance Program covers these 

risks. Please note that all vehicles must be rented in CRRA’s name 

to have CRRA’s policy cover the employee. 

3.1.1.2 Personal Use Of A Rental Automobile 

Employees are prohibited from using a CRRA rental automobile for 

personal use. Personal use that is incidental to CRRA business use 

will be covered by the CRRA insurance policy as long as the vehicle 

was rented in CRRA’s name. Incidental usage is defined as usage of 

the vehicle that is directly related to business usage (e.g. mileage to 

get meals on a business trip). 

3.2 Business Use Of Employee’s Car 

3.2.1 Reimbursement Rate 

The reimbursement rate for an employee’s use of their personal automobile 

for CRRA business is the IRS approved rate, as adjusted from time to time by 

the IRS, for employee use of their personal car on business. The above 

mileage reimbursement allowance for business use of an employee’s vehicle 

is calculated in a manner that takes into account all auto-related expenses, 

including the cost of carrying insurance (without a deductible). Therefore, 

CRRA will not reimburse an employee for vehicle damage or personal 

liability that occurs while a personal automobile is being used on CRRA 

business if the employee drives their personal vehicle 2,500 miles per year or 

more. This includes any deductible that may apply. However, if an 

employee’s vehicle is driven on company business 2,500 miles or less 

annually, and is involved in a motor vehicle accident, CRRA will reimburse 

the employee through the normal expense reimbursement process for their 

physical damage deductible up to a maximum of $500.00 per accident. 

Evidence of the payment of the deductible by the employee must be provided 

to CRRA in order to receive reimbursement. (Traveling on business does not 

include any travel involved in commuting to or from work, lunch time 

errands or anything other than authorized business use). Before an employee 

seeks the foregoing reimbursement for the use of his personal automobile, the 
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employee shall provide CRRA with written evidence of his personal 

automobile insurance with limits as required by the Connecticut General 

Statutes. The foregoing written proof shall be kept on file in the CRRA 

Finance Division.  

3.2.2 Mileage Calculation 

In all travel away from the CRRA office, the employee will be reimbursed 

using the shortest distance between points. For travel from Hartford to a 

CRRA facility, the President shall cause the shortest distance to be 

determined and the President shall cause such determination to be made 

available to employees. Unless approved by an employee’s Division Head, 

employees shall use the distances determined by the President in all requests 

for reimbursement for travel from Hartford to a CRRA facility. An employee 

may request and the employee’s Division Head may approve distances other 

than those determined by the President in extraordinary circumstances when, 

for reasons beyond the control of the employee, the route of the shortest 

distance was not reasonably available for use. 

In calculating mileage, the normal commute mileage to and from the 

employee’s home to the employee’s assigned place of work must be deducted 

from the total trip mileage. For example, if the total trip mileage equals 100 

miles, and normal commute mileage equals 20 miles, CRRA will reimburse 

the employee for 80 miles. This is in accordance with Internal Revenue 

Service and State of Connecticut policy. 

3.2.3 Tolls/Parking 

No receipts are necessary for tolls or parking unless they exceed five ($5.00) 

dollars. 

3.3 Air Travel 

All air travel requires prior approval from the CRRA President. For approved travel, 

CRRA will reimburse employees only for coach accommodations. Employees are 

encouraged to inquire about discount packages and to take advantage of the least 

costly route whenever possible. When an employee plans a trip, the reservations 

should be made as far in advance as practical to obtain the lowest rate. All approved 

air travel for the previous month shall be reported to the CRRA Board of Directors at 

its next Board Meeting.  

3.4 Taxis 

Taxi service may be used when no other form of public transportation is available or 

when the cost of a taxi is close to the cost of public transportation. Employees are 

encouraged to use courtesy cars, airport limousines, or buses whenever possible. 

Since some taxi services do not provide receipts, you should have the back of your 

business card signed, dated, and the amount of the fare indicated by the driver. 
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3.5 CRRA Owned Automobiles 

Please refer to the CRRA Vehicle Usage Policy adopted by the CRRA Board of 

Directors at its November 21, 2003, Board of Directors Meeting. 

4. MEALS 

Permissible expenditures for meals and tips depend on location and circumstances. Only 

reasonable and customary charges will be allowed and reimbursed by CRRA. An 

exception may be granted by the President in unusual circumstances. In-state breakfast, 

lunch, and dinner will not be reimbursed unless they involve a business meeting. 

5. LODGING 

Lodging accommodations in reasonable and economically priced single occupancy rooms, 

including customary tips, are reimbursable if the employee has to stay away from home 

overnight because of unfinished business or an early morning business meeting. 

Employees should request government rates at the time of making reservations. 

6. INCIDENTALS 

The incidentals allowance encompasses such things as gratuities and one telephone call a 

day of reasonable duration to the employee’s home. It is anticipated that the cost of such 

calls generally will appear on the employee’s hotel bill.  

7. PERSONAL EXPENSES 

Some travel expenses are considered personal and CRRA will not reimburse them. The 

following, while not all inclusive, lists examples of such personal expenses that are not 

reimbursable expenses:  amusements, athletic events, barbers, books for personal reading, 

athletic court or gym costs, damage to luggage, fines, hair stylists, magazines, newspapers, 

movies, and saunas. 

8. OTHER BUSINESS EXPENSES 

With prior approval of the President, CRRA will reimburse an employee for the incidental 

costs necessary to further an important CRRA business purpose. Any foregoing expense 

must be reported to the Board at the Board’s next Board of Directors meeting. Any such 

expense must be documented by showing the following: 

 The name(s) of the person or persons and the location and nature of the expense. 

 The business relationship with CRRA. 

 The specific business reason for the expense. 

 The actual business conducted. 
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CRRA will not reimburse the cost of home entertaining. 

9. EXPENSE REPORTING 

All expense reporting must be submitted to CRRA using the CRRA expense 

reimbursement form(s) within twenty working days after the day the employee returns 

from his/her trip. 

10. RECEIPTS 

Employees shall obtain receipts for all travel expenses, exclusive of mileage 

reimbursement. This includes receipts for all meals, airfare, bus fare, taxi, toll or parking 

charges in excess of $5.00 dollars, limousine, hotel, and registration fees. Travel expenses 

in excess of the stated guidelines herein will be reimbursed only if all receipts accompany 

expense vouchers. Expenses submitted without a receipt, except for gratuity and certain 

transfer charges, may not be reimbursed. 

Original receipts are required for all entertainment. 

11. EXCEPTIONS 

Exceptions to these travel and expense guidelines will be authorized only upon the prior 

authorization of President when the circumstances warrant. Any such exception to these 

travel and expense guidelines should be documented and the President should notify the 

CRRA Board of Directors of such exception at the Board’s next Board Meeting. 

______________________________________________________________________________ 

ORIGINAL 

Approved by: Board of Directors 

Effective Date: 05/20/04 

______________________________________________________________________________ 

REVISION 1 

Prepared by: Jim Bolduc, Chief Financial Officer 

Approved by: Board of Directors 

Effective Date: 09/29/05 

 



 

 EXHIBIT D 

 

BILL FORMAT 

 

           

 

NAME OF CONTRACTOR:                                      

 

Project Name          

 

MONTH OF:                          

 

Contract#_______ 

 

Purchase Order Number __________ 

 

 

DATE            DESCRIPTION OF TASK PERFORMED   # OF HOURS 

 

                                                                

                                                                    

                                                                    

                                                                    

                                                                    

                                                                    

                                                                    

                                                                    

                                                                    

                                                                    

                                                                    

                                                                    

                                                     

                                                                    

                                                    

                                                                  

 

 

 

 

 

 

 

 



 

EXHIBIT E 

 

AFFIDAVIT CONCERNING NON-DISCRIMINATION 

 

Attached hereto and incorporated herein this Exhibit E is the Affidavit Concerning Non-

discrimination that has been completed by the Consultant. 



EXHIBIT F:   

 

RELEASE AND WAIVER FORM 

 
 

 

This Release and Waiver of Liability (the "Release") is executed this ____ day of _______________, 2015 

 by ___________           ________             ____, in favor of  Materials Innovations and Recycle Authority, its 

employees, officers, directors, contractors, agents, and all other persons (collectively, “MIRA”) entering upon 

MIRA’s property at Reserve Road and/or Maxim Road, Hartford, Connecticut (“Waste-To-Energy Facility”), on 

________________, 2015.  In consideration of MIRA’s permission to visit the Waste-To-Energy Facility, I hereby 

agree that I freely and voluntarily, without duress, execute this Release under the following terms: 

 

1. Waiver and Release. I release and forever discharge and hold harmless MIRA and its successors and assigns 

from any and all liability, claims, and demands of whatever kind or nature, either in law or in equity, which arise or 

may hereafter arise from my visit to the Waste-To-Energy Facility.  I understand and acknowledge that this Release 

discharges MIRA from any liability or claim that I may have against MIRA with respect to bodily injury, personal 

injury, illness, death, or property damage that may result from my visit to the Waste-To-Energy Facility.  

 

2. Other. I expressly agree that this Release is intended to be as broad and inclusive as permitted by the laws of the 

State of CT in the United States of America, and that this Release shall be governed by and interpreted in accordance 

with the laws of the State of CT. I agree that in the event that any clause or provision of this Release shall be held to 

be invalid by any court of competent jurisdiction, the invalidity of such clause or provision shall not otherwise affect 

the remaining provisions of this Release, which shall continue to be enforceable. 

 

To express my understanding of this Release, I sign here:   

 

Name of Individual__________________________________ Date_____________ 

 

 

Signature of Individual__________________________________________________ 

Address   _____________________________________________________________  

City, State Zip________________________________________________________ 

Phone______________________________ 
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