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Instructions for Completing the JOC Equipment and Rate Sheet 

1. Access the Equipment & Rate Sheet: 
a. Click the "Equipment & Rate Sheet" link located on the first page of the RFP document. 

 

b. If prompted with a security warning or a dialog box, select "Open." If you encounter any 
issues accessing the sheet, please email AOT.JOC@vermont.gov to request a copy via 
email. 

 

2. Save the Document: 
a. Once the Equipment and Rate Sheet is open, save it to your computer. Click "File" in 

the top left corner of the Excel document, then select "Save As." 
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b. Name the document "JOC Equipment Rate Sheet" followed by your business name, 
and choose a location on your computer to save it. 

 

3. Edit the Equipment Rate Sheet: 
a. Navigate to the "Equipment Rate Sheet" tab at the bottom of the Excel document to 

begin editing. 
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4. Enter Contractor Information: 
a. On the "Equipment Rate Sheet" tab, input your Contractor Name and the current Date. 

 

5. Select Scope of Work: 
a. Choose the scope(s) of work you wish to be considered for. You may select multiple 

options. Leave any scope you do not wish to be considered for blank. If you select 
"Other," provide a description in the "Scope of Work Other" box. 

 

6. Refer to the RFP for Requirements: 
a. For steps 7 through 9 refer to the RFP, Section IV: Content of Proposal, under 

"Equipment & Rate Sheet" to ensure you meet all requirements. 
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7. Enter Equipment Details: 
a. Equipment Type: Select the type of equipment from the dropdown list by clicking the 

arrow in the "Equipment Type" field. For a full list, refer to the "Equipment List" tab at 
the bottom of the document. 

 

b. Equipment Other: If you select "Other," provide a description in the "Equipment Other" 
field. 

c. Equipment Description: Enter the make, model, and additional description of the 
equipment. 

 

8. Provide Rate Information: 
a. Equipment Hourly Rate: Enter the hourly rate for the equipment. 
b. Labor Hourly Rate: Enter the hourly rate for labor associated with the equipment. 
c. Total Rate: This will be automatically calculated based on the Equipment and Labor 

Hourly Rates. 
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9. Indicate District Availability: 
a. Specify the districts (1 through 9) where your services are available by checking the 

appropriate boxes. Leave boxes unchecked for districts where services are not 
available. 

 

10. List Additional Equipment: 
a. Repeat steps 7-9 for each piece of equipment you offer. 

11. Save Your Work: 
a. Remember to save your document frequently to avoid losing any data. 

12. Review and Submit: 
a. Double-check all entries for accuracy and ensure all required fields are completed. 
b. Submit the completed Equipment Rate Sheet as an Excel file via email 

to AOT.JOC@vermont.gov along with your proposal submission.. 
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