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ALDEN STEVENS 

BARBARA WARREN 
392 Ontario Street 

Sackets Harbor • NY • 13685 
585.414.1554 

 

 
 
 
Village of Warwick 
77 Main Street/P.O. Box 369 
Warwick, NY  10990 
Raina Abramson Village Clerk 
 
 

 
Response to Request for Quote 

Village of Warwick 
July 24, 2025 

 
 
 

Scope of Services 
1: ONSITE WORK: 
 

a. Evaluate existing records in order to understand the structure of current 
organization of village records.  

 
b. Spend time with records users and the RMO in order to gain an 

understanding of both current practices and future expectations.  
 

c. Discuss alternative practices in preparation for writing a Records 
Management Plan and Guidebook to codify best records management 
disciplines going forward. 

 
d. Outline future needs in preparation for designing and implementing a 

Needs Assessment Report. 
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2: OFFSITE WORK 
 

a. Create a Needs Assessment Report in cooperation with the Records 
Management Officer. The Needs Assessment Report will: 

 
1. Address the need for future funding,  
2. Evaluate the design of the Records Storage Facilities 
3. Address any need for equipment.  
4. Pinpoint records still in need of organization.  
5. Discuss methodologies and possible timelines. 
6. Discuss what records are most suitable for digitizing. 

 
b. Create a Records Management Plan and Guidebook to address the 

following:  
   
1. Centralization of Authority 
2. Defining the Official Copy of Record   
3. Controlling Inactive Records Storage Areas 
4. Documenting Records Destroyed by the Town 
5. Inactive Records Management Policy Discipline  
6. Management of Electronic (Computer) Records  
7. Specific Policy Recommendations: 
8. Records Management Disaster Plan 
 

3: STAFF TRAINING 
 

a. Provide staff training in best records management practices.  
 

b. Train staff in storage room discipline and use of the LGS-1 retention 
Schedule.  

 
c. Discuss the best uses of the electronic index, 
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4: FEE STRUCTURE 
 

Fee is based on an hourly rate of $ 100.00. This rate includes all expenses 
and overhead of the consultant. 
 
Item A: Onsite Evaluation of Records, Records Management Procedures, 
and Needs Assessment 
90 hours at a rate of $ 100 per hour for a total cost of $9,000. 
 
Item B: Needs Assessment & Creation of Needs Assessment Report 
30 hours at a rate of $100 per hour for a total cost of $3,000 . 
 
Item C: Creation of a Written Records Management Plan and Guidebook 
30 hours at a rate of $ 100 per hour for a total of $ 3,000. 
 
Item D: Staff Training, including onsite training and preparation of 
training materials 8 hours at a rate of $ 100 per hour for a total of 
$_800. 
 
 
Grand Total for Items A-D: 
 
158 hours at a rate of $ 100 per hour for a Grand Total of $15 800. 
 
It is estimated that the 2 consultants will be onsite for approximately 9 
hours each (18 consultant hours) for approximately 5 days. 
 
(Please see Section 10 of this document for onsite access protocols.) 
 
Total Cost Not to Exceed 
 
For all services described above in Scope of Services for a grand total cost 
not to exceed: 
$ 15,800 
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5: TIMELINE  
 

It is estimated that the onsite hours will be completed on or before 
September 19, 2025. 
 
Offsite preparation of reports should be completed on or before October 
1st. Staff training will be scheduled for a day in early October at the 
convenience of all participants. 
 
Project will be completed on or before October 31, 2025 

 
6: PROJECT PERSONNEL 
 

Project personnel will be limited to: 
 

a. Alden Stevens 
b. Barbara Warren  

 
7: SUBCONTRACTORS: 
 

None. 
 
8: M/WBE:  
 

a. Barbara Warren is M/WBE certified. 
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9: INSURANCE 
 

Proof of insurance will be provided as specified including a rider naming 
the Village of Warwick as additional named insured. 
 
A Certificate of Insurance will be provided. 

 
 
10: ONSITE ACCESS 
 

a. Village of Warwick agrees to provide parking for a class C Motorhome on 
or near village property. 

 
b. Location will include access to 110 VAC power. 

 
c. Records management team will be provided after-hours access to the 

Village Hall as needed. 
 
 
 
 
 
 
 
Sincerely, 
 
 
Alden Stevens 
aldenxy@aol.com 
585 230-4865 
 
Barbara Warren 
barbarawwarren@gmail.com 
585 414-1554 
 

mailto:aldenxy@aol.com
mailto:barbarawwarren@gmail.com


AGREEMENT BETWEEN  

THE VILLAGE OF WARWICK 

AND  

BARBARA WARREN DBA WARREN RECORDS MANAGEMENT 

 

THIS AGREEMENT is made as of the ____ day of ________ 2025, by and between the 

Village of Warwick (hereinafter referred to as “Warwick”) of 77 Main Street, PO Box 369, 

Warwick, NY and Barbara Warren DBA Warren Records Management with its principal offices 

of 392 Ontario Street, Sackets Harbor, NY 13685 (hereinafter “Consultant”). 

Scope of Service 

The Consultant will provide records and information management services to Warwick as listed 

below: 

1: ONSITE WORK 

 

a. Evaluate existing records in order to understand the structure of current 

organization of village records. 

 

b. Spend time with records users and the RMO in order to gain an 

understanding of both current practices and future expectations. 

 

c. Discuss alternative practices in preparation for writing a Records 

Management Plan and Guidebook to codify best records 

management disciplines going forward. 

 

d. Outline future needs in preparation for designing and implementing a 

Needs Assessment Report. 

 

2: OFFSITE WORK 

a. Create a Needs Assessment Report in cooperation with the Records 

Management Officer. The Needs Assessment Report will: 

 

1. Address the need for future funding, 

2. Evaluate the design of the Records Storage Facilities 
3. Address any need for equipment. 

4. Pinpoint records still in need of organization. 

5. Discuss methodologies and possible timelines. 

6. Discuss what records are most suitable for digitizing. 

 

b. Create a Records Management Plan and Guidebook to address the 

following: 

1. Centralization of Authority 



2. Defining the Official Copy of Record 
3. Controlling Inactive Records Storage Areas 

4. Documenting Records Destroyed by the Town 

5. Inactive Records Management Policy Discipline 
6. Management of Electronic (Computer) Records 

7. Specific Policy Recommendations: 

8. Records Management Disaster Plan  

           3: STAFF TRAINING 

a. Provide staff training in best records management practices. 

 

b. Train staff in storage room discipline and use of the LGS-1 

retention Schedule. 

c. Discuss the best uses of the electronic index. 

 

4: FEE STRUCTURE 

Fee is based on an hourly rate of $ 100.00. This rate includes all expenses 

and overhead of the consultant. 

 

Item A: Onsite Evaluation of Records, Records Management Procedures, 

and Needs Assessment 
90 hours at a rate of $ 100 per hour for a total cost of $9,000. 

Item B: Needs Assessment & Creation of Needs Assessment Report 

30 hours at a rate of $100 per hour for a total cost of $3,000 . 

Item C: Creation of a Written Records Management Plan and Guidebook 

30 hours at a rate of $ 100 per hour for a total of $ 3,000. 

Item D: Staff Training, including onsite training and preparation of 

training materials 8 hours at a rate of $ 100 per hour for a total of 

$_800. 

 

 

Grand Total for Items A-D: 

 

158 hours at a rate of $ 100 per hour for a Grand Total of $15 800. 

It is estimated that the 2 consultants will be onsite for approximately 9 

hours each (18 consultant hours) for approximately 5 days. 

 

(Please see Section 10 of this document for onsite access protocols.) 



Total Cost Not to Exceed 

 

For all services described above in Scope of Services for a grand total cost 

not to exceed: $ 15,800 

 

 

 

9: INSURANCE 

 

Proof of insurance will be provided as specified in Addendum A including 

a rider naming the Village of Warwick as additional named insured. 

 

A Certificate of Insurance will be provided. 

 

10: ONSITE ACCESS 

 

a. Records management team will be provided after-hours access to 

the Village Hall as needed. 

 

 

5: TIMELINE 

It is estimated that the onsite hours will be completed on or before 
September 19, 2025. 

 
Offsite preparation of reports should be completed on or before October 
1st. Staff training will be scheduled for a day in early October at the 
convenience of all participants. 

 
Project will be completed on or before October 31, 2025 

6: PROJECT PERSONNEL 

Project personnel will be limited to: 

a. Alden Stevens 
b. Barbara Warren 

7: SUBCONTRACTORS: 

None. 

8: M/WBE: 

a. Barbara Warren is M/WBE certified. 



Authorizations 

 

Village of Warwick   Barbara Warren DBA Warren Records Management 

 

_______________________      ___________________________  

Michael J. Newhard, Mayor     Barbara Warren 

 

__________       __________ 

Date        Date 

 

         

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



APPENDIX A 

VILLAGE OF WARWICK INSURANCE & HOLD HARMLESS AGREEMENT  

  



INSURANCE AGREEMENT - PROFESSIONAL CONSULTANTS 

BETWEEN THE VILLAGE OF WARWICK 

AND  

BARBARA WARREN DBA WARREN RECORDS MANAGEMENT 

 

Agreement made this ______ day of _____, 2025, by and between the Village Board of the 

Village of Warwick, NY, a municipal corporation with its principal offices at 77 Main Street, 

Warwick, NY 10990 (hereinafter the “Municipality”) and Barbara Warren DBA Warren Records 

Management with its principal offices of 392 Ontario Street, Sackets Harbor, NY 13685 

(hereinafter “Consultant”), upon the following terms and conditions: 

1. Notwithstanding any terms, conditions or provisions, in any other writing between the parties, the 

consultant hereby agrees to effectuate the naming of the Municipality as an additional insured on the 

consultant’s insurance polices, with the exception of workers' compensation, N.Y. State Disability and 

professional liability insurance.  If the policy is written on a claims-made basis, the retroactive date must 

precede the date of the contract 

 

2. The policy naming the Municipality as an additional insured shall: 

 

a. Purchase an insurance policy from an A.M. Best rated "Secure" insurer, licensed in New York 

State.  A New York State licensed insurer is preferred.  The decision to accept specific 

insurers lies exclusively with the Municipality. 
b. State that the organization's coverage shall be primary and non-contributory coverage for the 

Municipality, its Board, employees and volunteers. 

c. The Municipality shall be listed as an additional insured by using endorsement CG 2026 or 

equivalent.   A completed copy of the endorsement must be attached to the certificate of 

insurance.    

3.  a. The certificate of insurance must describe the specific services provided by the  

contractor (e.g., auditing, information technology consulting) that are covered by the 

commercial general liability policy and the umbrella policy.   

b. At the Municipality's request, the contractor shall provide a copy of the declaration page 

of the liability policies with a list of endorsements and forms.  If so requested, the 

contractor will provide a copy of the policy endorsements and forms.  

 

4. The consultant agrees to indemnify the Municipality for any applicable deductibles and self-insured 

retentions. 

  

5. Required Insurance: 

a. Commercial General Liability Insurance 

$1,000,000 per occurrence/ $2,000,000 aggregate.  

b. Workers' Compensation and N.Y.S. Disability 

Statutory Workers' Compensation, Employers' Liability and N.Y.S. Disability Benefits 

Insurance for all employees.   Proof of coverage must be on the approved specific form, as 

required by the New York State Workers’ Compensation Board.  ACORD certificates are not 

acceptable.  
 

A self-employed person and certain partners and corporate officers are excluded from the 

definition of “employee” pursuant to Workers’ Compensation Law Section 2 (4). As such, 

individuals in such capacity are excluded from Workers’ Compensation Law coverage 



requirements.  A person seeking an exemption must file a CE-200 form with the state. The 

form may be completed and submitted online: 

http://www.wcb.state.ny.us/content/ebiz/wc_db_exemptions/requestExemptionOverview.

jsp 

c. Professional Errors and Omissions Insurance 

$2,000,000 per occurrence/ $2,000,000 aggregate for the professional acts of the consultant 

performed under the contract for the Municipality.  If written on a “claims-made” basis, the 

retroactive date must pre-date the inception of the contract or agreement.  Coverage shall 

remain in effect for two years following the completion of work. 

d. Excess Insurance 

$______NA_________________ each occurrence and aggregate.  Excess coverage shall 

be on a follow-form basis.  

 

6. Consultant acknowledges that failure to obtain such insurance on behalf of the Municipality constitutes 

a material breach of contract.   The consultant is to provide the Municipality with a certificate of 

insurance, evidencing the above requirements have been met, prior to the commencement of work or 

use of facilities.  The failure of the Municipality to object to the contents of the certificate or the absence 

of same shall not be deemed a waiver of any and all rights held by the Municipality. 

 

7. The Municipality is a member/owner of the NY Municipal Insurance Reciprocal (NYMIR).  The 

consultant further acknowledges that the procurement of such insurance as required herein is 

intended to benefit not only the Municipality but also the NYMIR, as the Municipality's insurer. 

 

 

Barbara Warren DBA Warren Records Management 

 

___________________________   ________ 

Barbara Warren   Date  

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

http://www.wcb.state.ny.us/content/ebiz/wc_db_exemptions/requestExemptionOverview.jsp
http://www.wcb.state.ny.us/content/ebiz/wc_db_exemptions/requestExemptionOverview.jsp


HOLD HARMLESS AGREEMENT 

 

It is hereby agreed and understood that the Contractor agrees to hold harmless and indemnify the Village 

of Warwick, or any officer, agent, servant, or employee of the Village of Warwick from and against any 

and all liability, loss, damage, claim or action, to the extent permissible by law, arising out of operations 

performed or services provided by the Contractor under the contract or which may arise out of: 

 

1. Any injury to person or property sustained by the Contractor, its agents, servants, or employees of 

by any person, firm, or corporation employed directly or indirectly by them upon or in connection 

with their performance under the contract, however caused; 

2. Any injury to person or property sustained by any person, firm, or corporation, caused by any act, 

default, error or omission of the Contractor, its agents, servants, or employees or any person, 

firm, or corporation employed directly or indirectly by them upon or in connection with their 

performance under the contract. 

 

The assumption of indemnity, liability and loss hereunder shall survive the Contractor’s completion of 

service or other performance hereunder and any termination of this contract.   

 

The contractor at its own expense and risk shall defend any legal proceedings that may be brought against 

the Village of Warwick or any officer, agent, servant, or employee of the Village of Warwick on any 

claim or demand, and shall satisfy any judgment that may be rendered against the Village of Warwick or 

any officer, agent, servant, or employee of the Village of Warwick.   

 

This Indemnification, Defense, and Hold Harmless Agreement shall apply to any lawsuit, action, 

proceeding, liability, judgment, claim, or demand, of whatever name or nature, notwithstanding that 

Contractor may deem the same to be frivolous or without merit.  It is intended that this Agreement be 

interpreted in the broadest manner possible so as to insulate all of the entities, parties, and individuals 

named above from any liability, cost, or judgment, monetary or otherwise, as the same may relate to the 

personnel and services provided by the Contractor.   

 

 

Barbara Warren DBA Warren Records Management 

 

___________________________   ________ 

Barbara Warren   Date  

 

 

 

 

 



























 

Via email 

August 3, 2025 

Ms. Raina Abramson, Clerk 
Village of Warwick 
Village Hall  
77 Main Street  
PO Box 369  
Warwick, NY 10990 
 
Re: U-Audit Services & the NYCOM USA Program  
 
Dear Ms. Abramson: 
 
It was a pleasure speaking with you on Friday. As indicated in our 
discussion, U-Audit Associates specializes in municipal audits pertaining to a 
number of areas including gross receipts tax, franchise fees and utilities, to 
name a few. Our Standard Services are contingency based, so we are only 
compensated upon the success of each audit.  
 
U-Audit Associates was founded in 2011 as a consulting / referral company 

by Thomas Augostini and John Bernardo, both of whom has vast experience 

in finance, telecommunications and governmental affairs. Background on 

the principals of U-Audit is as follows:  

Thomas R. Augostini, MPA 

 Employee Benefits Consultant 

 Deputy Supervisor & Councilman – Town of Union, NY 

 Former Clerk / Treasurer – Village of Johnson City, NY 

 

 
  

PO Box 5599 
Endicott, NY 13763 
607-330-0943 (Telephone) 
877-200-5572 (Facsimile) 
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John M. Bernardo, CPA 

 Certified Public Accountant 

 Former Deputy County Executive – Broome County, NY 

 Former Supervisor – Town of Union, NY 

 Former Executive Vice President – Cellular One / Syracuse & Utica 

Telephone Companies  

 
U-Audit’s current client list under the NYCOM USA Program includes a 
number of villages and cities located throughout NYS including East 
Williston, Rye Brook, Pittsford, Arkport, Endicott, Granville, Hastings-on-
Hudson, Ellenville, Red Hook, Briarcliff Manor, just to name a few.  
 
In accordance with our request, I’ve attached a Cost and Revenue Review 
Agreement for your and your attorney’s review, which has been populated 
with the Gross Receipts Tax selection only. Once you’ve had a chance to 
review this Agreement, please contact me with any additional questions. 
 
Thank You. 
 
Best Regards, 
 
      JMB 
 
John M. Bernardo 
U-Audit Associates, LLC  
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Cost and Revenue Review Agreement 
 

 

This Agreement, made as of the last date signed below, is by and between the Village of Warwick (hereinafter referred to 

as CLIENT) and U-Audit Associates, LLC, a NYCOM Network Partner (hereinafter referred to as “U-Audit”). 

 

I. Services Available 
Optimization and Reduction Services: U-Audit will review service types as specified below by CLIENT for the 

purposes of obtaining refunds (by check or account credit). U-Audit will discuss findings with CLIENT and upon 

CLIENT approval of each U-Audit recommendation, U-Audit will file claims, negotiate with suppliers, and 

implement CLIENT-approved refunds. CLIENT is free to put limitations, conditions and parameters on U-Audit if 

CLIENT provides permission for U-Audit to file a claim, negotiate with suppliers and/or implement CLIENT 

approved refunds.  U-Audit will submit a report of potential refunds to CLIENT for CLIENT’s review and approval 

prior to taking any action on a recommended change.   

  

II. Services Selected 
U-Audit will perform the above-described services for CLIENT service types as indicated with a “yes” below: 

 

Revenue/Cost Type 
Indicate “Yes” 

for desired types 

 

Fee % - Refunds 

Fee % - Cost 
Savings 

A. Cable Franchise Fee Revenue  40% n/a 

B. Gross Receipts Tax Revenue YES 40% n/a 

C. Electricity including street 

lighting and traffic signals  
 

40% 40% 

D. Natural gas   40% 40% 

E. Water and wastewater   40% 40% 

F. Propane and other gases   40% 40% 

G. Waste removal (trash, medical, 

bio, document destruction, 

etc.)  

 40% 40% 

H. Telecom (voice, data, internet, 

cable TV)  
 

40% 40% 

I. Cellular phones & devices   40% 40% 

J. Gas & Electric Supply Costs   40% 40% 

K. Merchant processing fees   40% 40% 

L. Outside payroll processing fees  40% 40% 

M. Small parcel shipping (FedEx, 

UPS, etc.) 
 

40% 40% 

N. Other (please specify): 

 

 40% 40% 
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III. Fees 
CLIENT will pay fees to U-Audit as follows based on identified refunds: 

 

A. Refunds: Any refunds recovered due to U-Audit’s efforts are subject to a one-time fee equal to 40% of each 

refund indicated in Section II. This fee is payable after the CLIENT has received the refund check or credit, and 

the correction has been verified by U-Audit.  

IV. Term 
The initial term of this Agreement is one year and may be extended in writing by the parties.  This agreement may be 

cancelled in writing by either party without cause with at least 30 days’ written notice. Any fees due U-Audit, as 

indicated in Sections II and III above, will continue to be payable, regardless of cancellation or expiration of this 

Agreement, for findings in process at the time of cancellation or expiration of this Agreement. Findings in process are 

refunds identified and successfully negotiated by U-Audit and the supplier but not yet collected. 

 

V. Other 
A. Except as noted on a referenced attachment to this Agreement, CLIENT is not currently working on pursuing 

refunds. If CLIENT becomes aware of a refund  opportunity that is not part of U-Audit’s efforts, and CLIENT 

elects to pursue that opportunity on its own, then CLIENT agrees to notify U-Audit in writing upon CLIENT’S 

discovery of that opportunity. 

☐ If checked, please see attachment. 

B. CLIENT will cooperate with U-Audit by signing letters of authority to suppliers, supplying copies of appropriate 

bills, completing forms, and providing other documentation and information. CLIENT agrees that it will not 

undertake refund negotiations or  associated with the Service Types marked “Yes” in Section II until U-Audit’s 

analysis and report for each area is presented to CLIENT. U-Audit should work directly with suppliers to 

effectively correct billing errors and implement CLIENT-approved refunds. If in response to refund 

recommendations presented by U-Audit, CLIENT chooses to: 1)  pursue on its own a refund that was 

recommended by U-Audit, and/or 2) benefit from a refund  based on an issue identified by U-Audit but available 

to CLIENT through the actions of third parties, U-Audit is still entitled to its fees. 

C. U-Audit is permitted by CLIENT to use specialists on a subcontract basis in the performance of the work as 

described in this Agreement at no additional cost to CLIENT, if U-Audit deems the use of such specialists to be 

beneficial. 

D. Undisputed  fees are payable to U-Audit within 30 days of date invoiced. Late fees are payable on undisputed 

invoices more than 10 days past due at the rate of 1.5% per month. 

E. U-Audit agrees that any and all information obtained from the CLIENT is deemed confidential and proprietary 

and will use its best efforts to keep that information secure and, upon request, such records containing that 

information shall be returned to the CLIENT within 30 days.  Any copies or electronic storage of the data shall be 

destroyed, and such destruction shall be confirmed in writing by U-Audit and sent to CLIENT. This provision 

shall also apply to any subcontractor, employee or independent party retained by U-Audit.  However, it is 

understood that certain CLIENT information might be required for the filing of refunds and to the extent CLIENT 

permits the filing and such is public record, then the information shall no longer be viewed as confidential. 

F. This is the entire Agreement between the parties. 

G. In the unlikely event of any disputes, the parties will attempt to settle the dispute among themselves. If unable to 

be resolved, any claim or controversy arising from or in any way related to this agreement is agreed to be 

governed and controlled by the laws of the State of New York and shall be venued  in and subject to the exclusive 

jurisdiction of State Supreme Court, County of Orange . The judgment of the court shall include costs and 

reasonable attorneys’ fees for the prevailing party. 
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CLIENT 

by: 

   

 Signature  Date 

    
 Print Name  Title 

 

 

U-Audit by: 

   

 Signature  Date 

    
 Print Name  Title 

    

 

 

 




