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Town of Manchester-by-the-Sea
Community Preservation Committee
Town Hall
10 Central St.
Manchester-by-the-Sea, MA 01944
shawkwasieh@manchester.ma.us

CPC Website: http://manchester.ma.us/349/Community-Preservation-Committee

APPLICATION INSTRUCTIONS & PROCESSES

APPLICATION & REVIEW SCHEDULE

The Community Preservation Committee (CPC) will follow the schedule below

 CPC will hold a public hearing in September for citizen input and questions regarding CPC process.  This is 
the official start of the application process.

 Project Pre-Application Determination of Eligibility Form submitted before the CPC October meeting. 
Applicants will be notified of eligibility status.

 Full project funding application due before December 1st. 
 CPC will discuss and prioritize eligible projects, and will make final recommendations by the CPC February 

meeting.

 Projects that will be recommended at Town Meeting by the CPC are entered into the Town Meeting 
Warrant near the beginning of March. 

 Date of Project Award will be determined by April Town Meeting
 Please check CPC website or Town Hall Bulletin Board for all meeting dates and times.  Applicants are 

encouraged to review the CPC Master Plan.

APPLICATION & REVIEW PROCESS
The CPC strongly encourages applicants to review the Community Preservation Act MGL c.44B SS 1.et., 
Manchester CPA By-law, the Community Preservation Coalition Project Evaluation Criteria and the Department of
Revenue’s (DOR) Allowable Uses Chart before beginning the application process.

Step 1 – Information Meeting (September Meeting)
The CPC will hold an information meeting and public hearing in September.  This meeting will provide the CPC 
with an opportunity to canvass the public for ideas as to the needs, possibilities and resources of Manchester-by-
the-Sea regarding community preservation.  

Step 2 – Determine Project Eligibility (October Meeting)
All applicants must begin the application process by submitting a one-page Pre-Application Project Eligibility 
Determination form. Please note, the CPC requires that historic preservation projects receive a Determination of 
Historical Significance from the Historic Commission once your project has been approved to go forward with the 
CPA Funding Application.  This pre-application will introduce your proposal to the CPC so that it can determine 
the project’s eligibility for funding and offer further guidance.
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Please submit the Pre-Application form to the CPC at Town Hall before the CPC October meeting.
The CPC will announce eligible projects and invite full application at the end of its October meeting.

Step 3 – Submit Project Funding Application (by December 1st)
Please review the Project Funding Application and associated forms and be sure to include all information and 
materials as requested and appropriate.  The application cover page must be signed and dated by the 
application/organization’s designated representative and the owner if different from the applicant.

Step 4 – CPC Review (December, January, and February meetings)
The CPC will review the project applications.  The CPC will perform its due diligence and may request additional 
or more detailed information to be submitted in order to fully evaluate the project’s merits.

Step 5 – CPC Recommendations & Vote
The CPC reserves the right to attach conditions and require additional agreements and/or protections as part of 
its recommendations.  The CPC may also recommend funding only a portion of the project, or phasing of the 
project. The CPC will meet with the Board of Selectmen and Finance Committee to explain its recommendations, 
answer questions, and provide background information in advance of Town Meeting.

Step 6 – Award Letter
The CPC will inform successful applicants after Town Meeting.  Projects receiving CPA funding will be required to 
credit this source of funding in promotional materials and, whenever appropriate, at the project location.

Step 7 – Fund Disbursement & Project Monitoring (sample available at Town Hall and online)
Before funds can be spent, the award recipient must agree to and sign a Grant Agreement/Memorandum of 
Understanding, which describes project implementation, conditions of approval, fund disbursement and 
reporting requirements. 
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