
 
WESTERN COVENTRY FIRE DISTRICT 

1110 Victory Highway Greene, Rhode Island 02827, Phone (401) 397-7520, Fax (401) 397-1084, 
www.wcfd.net  

Standard Administrative Procedure (SAP) Committee Meeting 
held at the above location 

Tuesday, 28 April, 2015, 7:30 p.m. 
 

MINUTES 
 

Members Present:  
John Humble  
Chief Quattrini  
Richard Holt  
WCS Mays III  
Cheryl Wilcox  

 
1. Call to order, attendance, confirmation of posting and quorum – The Chairman called the 

meeting to order at 7:37 p.m. 
 
2. Announcement of emergency evacuation procedure - The Chairman reviewed the 

Emergency Evacuation Procedure. 
 
3. Acceptance of minutes of 3 February, 2015.* (posting of official minutes required 

immediately) – A motion was made by the Chief and seconded by Mr. Holt to approve the 
February 3, 2015 minutes.  All voted aye.  Motion carried.  (approved minutes filed 
4/30/15) 

 
4. Review and possibly recommend revisions to SAP 4205.00 Procurement Procedure – Mr. 

Holt suggests addition of a paragraph that addresses the engagement of the audit firm. 
 

Section 3.3 – add the word ‘and’ in second sentence of paragraph two between the words 
absence and signed. 
 
Section 4.0 – change $1,000 to $1,500 at end of first sentence. 
 
Section 4.3 – remove the 3rd sentence.  There is no space provided on SOS website to post 
bids.  This entire section will be reworded. 
 
The Members discussed some bidding procedures and advertising. 
 
Mr. Holt will revise for the next meeting. 

 
5. Review and possibly recommend revisions to SAP 5211.00 Minutes of Meetings –  

Section 5.1.2 – change 21 to 16 days (5 days prior to the Secretary of State’s requirement).  
Mr. Humble will make revisions to this SAP. 
 
5.1.3- add minutes need to be posted on SOS site. 
 
5.1.3 – change regularly scheduled meeting to ‘the next meeting’. 
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6. Review and possibly recommend revisions to SAP 5211.01 Conduct of Meetings – n/a 
 
7. Review and possibly recommend revisions to SAP 5211.10 Records Keeping – n/a 
 
8. Review and possibly recommend revisions to SAP 1211.24 Duties of the Clerk – n/a 
 
9. Consider establishing a “critical dates” instruction SAP – n/a 
 
10. New business – n/a 
 
11. Open Forum – n/a 
 
12. Schedule next meeting – n/a 
 
13. Posting on the SOS site of the unofficial minutes of this meeting must be on or before 19 

May, 2015 or 7 days prior to the next scheduled meeting whichever is sooner and official 
minutes on or before 2 June, 2015 –  

 
14. Adjournment – A motion was made by Chief Quattrini and seconded by Mr. Holt to adjourn 

the meeting at 9:02 p.m.  All voted aye.  Motion carried. 
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