
American Rescue Plan Act (ARPA) Grant Administrator 

 

Purpose: 

The Town of Windsor Locks wishes to contract with a vendor to successfully manage the appropriations 

and disbursements of the ARPA funds.  The intent is that this partner (individual, Firm, or Agency) will 

provide administrative oversight and support for the full term of the grant award.  The executed 

contract will have a defined term that will have the option to renew or extend until all ARPA Grant 

Management is complete.  Under the current rule, funds must be encumbered by 12/31/2024 and fully 

expended by 12/31/2026.  This contractor will report to the Finance Director and First Selectman of the 

Town. 

 

Primary Duties: 

1. Facilitate the administrative process for allocation approvals according to the policy enacted by 

the Board of Selectmen at the October 20, 2021 meeting; including any subsequent revisions to 

the process made by the Board of Selectmen. 

2. Schedule, lead and attend ARPA work group meetings. 

3. Collaborate with the ARPA work group to propose uses for grant funds 

4. Verify eligibility of proposed spending, ensuring planned expenditures fall within spending 

guidelines issued by US Treasury 

5. Monitor and track spending of approved allocations 

6. Work with department heads and outside vendors closely related to each approved allocation. 

7. Develop guidelines for participation and approval process for individual projects. 

8. Timely filing of all required reporting. 

9. Other roles and duties may develop as the utilization of the grant funds progresses and evolves. 

 

Proposals: 

Interested parties should submit a proposal to the Town including the following information: 

1. Relevant qualifications, background and/or experience with managing grants post award. 

2. Proposed Scope of Work. 

3. Length of Contract with extension and opt-out provisions. 

4. Fee schedule to be charged to the Town. 

All proposals should be submitted to finance@wlocks.com by 5:00 PM on April 15, 2022. 
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