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Marshall Comprehensive Plan Scope of Work 
TASK 1: WHERE ARE WE NOW? 

CITY STAFF COMMITMENT: In this very important phase of the project, SRF will work with City staff and 

the Planning Commission to kick off the project, initiate the public engagement process, and “brand” the project 

for easy recognition by the public and stakeholders. 

This task involves the review of existing and past planning documents and studies, and review and analysis of 

Marshall data from the State Demographic Center, US Census sources, and other relevant sources. The outcome 

of this phase of plan development is to document the current characteristics of the city and show how it has 

changed, both physically and demographically. This task will result in an updated Community Profile document. 

City staff will help the SRF team to easily access all relevant studies and plans, in addition to local data not 

electronically available. City infrastructure/utility staff will be available to discuss water and sewer system 

capacities and plans, as well as planned transportation projects. 

TASK 1.1: CITY STAFF KICKOFF MEETING  
Early in the planning process, SRF will meet with City staff to kick-off the plan update. This task is intended to 

provide an opportunity to kick-off the Comprehensive Plan Update for both the consultant team and City staff. 

This task includes a day of meetings and a city tour to kick-off the project, collect data, and learn from each 

other. The kick-off process includes hour long meetings with various department heads and staff groups and 

dedicated time for a virtual tour of the City with the City’s project manager. This provides an opportunity to 

share the planning process with all staff, understand their expectations, and gather initial input. These meetings 

will be held in person, following applicable social distancing and other COVID-19 guidelines. The SRF team will 

work with the City’s project manager to identify the groups to meet with for this process. An agenda and data 

needs list will be prepared for each meeting.  

The first meeting will be with the City’s project manager to refine the public participation plan and to discuss 

and document staff expectations regarding channels of communication, project management, and 

staff/consultant roles and responsibilities, project approach, data provided by the City, other sources of data, 

scheduling of Task Force meetings, and possible timing of public engagement events. 

TASK 1.2: COMMUNITY PROFILE AND EXISTING PLAN REVIEW 
This task is focused on the gathering of a range of existing conditions data that helps to tell the story of 

Marshall’s history and current conditions. Demographic data will be collected and reviewed to understand the 

current and historic populations of Marshall using a range of available data sources. The release of initial 2020 

Census data is anticipated during this planning process and will be woven into our efforts as it is released. 

Physical data about Marshall will also be mapped, such as existing boundaries, land use, natural features, 

natural and man-made barriers, historic districts, and public facilities using available GIS data and other data 

sources. This effort will also include the review of the existing land use map with coordination and support from 

City planning staff. Data collected during this task will inform the issues and opportunities for each plan element 

and will provide a baseline of information for long-range planning to be built upon.  

Our team will also work to establish an idea of “where can the city go” by exploring projections for population, 

housing, workforce, and employment growth through the 20-year planning horizon of the plan. Updated 
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projections are anticipated within the 2020 calendar year and will be used to create estimates for the 

Comprehensive Plan Update. Projections will help the planning team understand the scale and character of 

potential growth and change, and its impact on land use, housing, redevelopment, and other aspects of the 

Comprehensive Plan. 

The project team will also review planning documents completed in the last twenty years. These documents 

provide important information about the City’s various systems and the goals and recommendation of these 

plans should be woven into the planning process. Our review of these documents will identify goals and 

implementation actions that should be carried into the Comprehensive Plan Update. The existing plans that will 

be reviewed include, but are not limited to:  

• Comprehensive Infrastructure Planning Study 

• Comprehensive Housing Action Plan 

• Downtown Redevelopment Plan 

• Marshall – Ryan Field Airport Brochure 

• Marshall Housing Study 

• Marshall Lyon County Retail Trade Analysis Report 

• Marshall Comprehensive Housing Needs Analysis Report 

• Hotel Market Study 

• EDA Annual Report 

TASK 1.3: TASK FORCE MEETING #1 
The first virtual meeting of the Task Force will be used to kick-off the planning process. This meeting will provide 

an opportunity for the SRF team, City staff, and Task Force members to review the overall scope and timeline of 

the planning effort, discuss roles and responsibilities, and explore initial issues and opportunities.  

This virtual meeting also provides an opportunity to define a “brand” for the planning process. In our 

experience, it can be advantageous to create a brand for the plan early on. Branding the plan can help add 

needed interest to the process, making advertising simpler with a unique name or phrase recognition. The 

comprehensive plan brand can build upon the city’s existing brand – Cultivating the Best in Us. 

TASK 2: WHERE CAN WE GO? 
Once the understanding of the community’s history and current conditions is built, it provides an opportunity to 

explore future recommendations and a long-range vision. This task will focus on under-standing how the City of 

Marshall can grow and develop within the planning horizon. This will be done by exploring issues and 

opportunities within the community. 

CITY STAFF COMMITMENT: Assistance in obtaining local data that may be available to help fine-tune the 

projections. Initial review and input on the community survey and engagement event questions prior to vetting 
with the Task Force. 

TASK 2.1: PROJECTIONS 
Our team will work to establish an idea of “where can the city go” by first building projections for population, 

housing, workforce, and employment growth through the planning horizon (both 20 and 30 years can be 

applied). We will take existing studies into consideration (e.g., retail trade and housing market analyses), update 
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economic information and reach out to labor market analysts at the MN Department of Employment and 

Economic Development to make sure we understand labor market dynamics and possible implications for the 

plan. Projections will help the SRF team, city staff, and the public to understand the scale and character of 

potential growth and its impact on land use, housing, redevelopment, and other aspects of the comprehensive 

plan. 

TASK 2.2: TASK FORCE #2 
We will meet virtually with the Task Force to present and gather feedback on the following deliverables. These 

deliverables will be provided to the Task Force in advance of the meeting so that members can come to the 

meeting well-prepared for discussion.  

• Community Profile & Projections Review 

• Draft Survey Questions 

• Engagement Event Planning 

TASK 2.3: COMMUNITY SURVEY  
An early community survey is an opportunity to engage residents at an early stage and gather initial feedback 

about their likes, dislikes, and hopes for the City of Marshall. SRF will review the results of recent public 

engagement activities and will draw upon community surveys SRF has prepared for other communities. 

Questions will also be generated as a result of discussions with City staff and the Task Force regarding more 

recent and relevant issues in the community. We will prepare a draft and final survey tailored to Marshall. The 

draft survey will be reviewed by City staff and the Task Force before finalization. The survey will be aimed at 

gathering input from the public regarding growth and development, community character, quality of life, 

aesthetics, economic issues, services, and other aspects of life that will contribute to the Comprehensive Plan. 

The survey will be disseminated via an online engagement tool such as Survey Monkey. Additionally, physical 

surveys can be developed and distributed to engage community groups that may need another option for 

engagement. SRF staff will work with the City to disseminate information about the survey, and the planning 

process in general, through social media channels, newspaper ads, email blasts, utility mailings, etc. Additional 

opportunities to distribute this survey will be explored with the City, including distribution of the survey to 

specific community groups. This can include the distribution of the survey to schools and community groups. For 

example, local schools can be immensely helpful in gaining feedback from students, Marshall’s potential future 

residents and workforce. 

TASK 2.4: VIRTUAL ENGAGEMENT SESSION - ISSUES AND OPPORTUNITIES 
Early engagement with the public is important to bring awareness of the planning process and to gather key 

initial input. To engage the public early in the process, we propose an in-person engagement session dedicated 

to understanding current issues and opportunities experienced by community members and stakeholders. This 

meeting provides an opportunity for the project team to share information about the Comprehensive Plan 

Update and gather initial feedback from the group. Various facilitation tools will be used during the open house 

to ask questions and gather feedback during a live engagement activity. The presentation and activities will also 

be available after the meeting virtually for those that could not attend. Engagement activities will be tailored to 

understand what topics are of most concern for the future of community members and what existing 

opportunities need to be built upon. This input will directly influence additional data collection and the 

identification of issues and opportunities. Potential questions include:  

• What is your favorite place to visit?  
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• What is your favorite characteristic of Marshall?  

• What is your biggest concern for the future?  

• What is the biggest contributor to a high quality of life for you in Marshall?  

• What recreation elements or features have you seen in other places that you would like to see more of 

in Marshall?  

Input gathered during this work session will be supplemented by the Community Survey. 

Multiple promotional efforts will be used to inform the community of the planning effort and encourage 

participation in both the survey and the first engagement session. The Public Participation Plan (Task 6.2) will 

solidify the tools to be used, including social media and email blasts. SRF will work with the City of Marshall to 

distribute a community mailer to promote the planning effort, survey, and first engagement session.  

TASK 2.5: TASK FORCE #3 
A third virtual meeting of the Task Force will be used to review the information input collected to date, using it 

to inform the community vision and goals. The Task Force will be tasked with reviewing the engagement results 

from the community survey and first virtual engagement session. This will facilitate a discussion of the draft 

community vision and goals.  

TASK 3: WHERE DO WE WANT TO GO? 
CITY STAFF COMMITMENT: Assistance in the development of the vision and goals of the plan, ensuring 

that they are representative of community input and desired direction of the community. 

3.1: VISION AND GOALS 
The development of a vision statement, goals, and policies is an important initial step in the planning process. 

These guiding statements will continue to be refined throughout plan development. This task includes the 

development of goals and policies for the Comprehensive Plan. These statements set the framework for the City 

of Marshall’s Comprehensive Plan because they are intended to be referenced again and again, over the years, 

to determine if zoning tools, development standards, development applications, funding applications, land use 

plan amendments and other actions and decisions are consistent with the City’s long-term vision. The outcome 

of the planning process can lead to updates to the zoning ordinance, subdivision regulations, funding 

applications, or City initiatives. It is important that the goals and policies of the plan support follow-up 

implementation measures.  

Vision, goals, and policies should be practical for use by City of Marshall staff, officials, developers and the 

public. The SRF team will review the 1997 vision statement, goals, policies, and recommendations to identify 

completed goals and areas for future growth. Based on the information gathered in prior tasks, combined with 

our review of the current plan’s goals and policies, we will prepare a draft vision statement and draft goals and 

policies for the Comprehensive Plan Update. We suggest that the initial version remains a work in progress 

throughout the development of the draft plan, to ensure that public input, future land use decisions, and plan 

strategies are reflected in the final wording of these guiding principles. 

This task also provides an opportunity to identify the issues and opportunities experienced by community 

members and stakeholders to provide an understanding of where the City if now and where the City can go.  
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3.2: TASK FORCE #4 
A fourth virtual meeting of the Task Force provides an opportunity to solidify the draft vision and goals of the 

comprehensive plan and to discuss plan element analysis and updates. 

TASK 4: HOW DO WE GET THERE? 

CITY STAFF COMMITMENT: City infrastructure/utility staff assistance in gauging the ability and cost to 

support potential redevelopment/growth areas. Staff assistance in identifying appropriate images for the visual 

preference survey exercise. Staff insight into current policies and activities that are effective and those that have 

not. 

TASK 4.1:  PLAN ELEMENTS AND ANALYSIS 
This task includes the various planning and analysis efforts to inform the updates to the Comprehensive Plan. 

Tasks range from the creation of a planned land use map, inventorying community facilities and services and 

public facilities, reviewing preservation needs, and economic development planning. The analysis completed for 

each plan element will include a range of tasks to define recommendations and outcomes. These tasks may 

include GIS mapping activities to display plans and outcomes, research to understand available funding 

programs and tools, or the calculation of future needs. Through these efforts, appropriate updates will be made 

to the plan elements identified and described below. 

Land Use Analysis and Plan for Future Development 
The land use plan element will include a review of existing land uses using the data collected in earlier tasks and 

explore future land use opportunities throughout the community. The team will explore opportunities to update 

the future land use plan to align with the new goals established in this planning process and the other plan 

elements.  

Our planners will work with City staff and the task force to identify potential redevelopment/growth areas and 

identify potential development types. This effort will factor in analysis completed for the other plan elements to 

ensure adequate services and facilities are considered. To take reviewers through this process, we will select 

areas of potential change (new growth areas and/or redevelopment areas) and provide an array of different 

land uses (i.e., varying residential densities, commercial intensities, etc.) with associated photos from the 

community and nearby communities to show what realistically could be developed in the future. A tool to help 

communicate the different land use patterns and gather input are visual preference posters. 

Community Facilities and Services Analysis 
The community facilities and services element will review existing community facilities and service provisions 

throughout the community. This task will require coordination with City staff to understand the existing system 

information, including needed improvements and known deficiencies. The analysis completed with this element 

will strive to identify gaps in service and identify recommendations for future investments.  

Economic Development Analysis 
The economic development element will focus on existing and future economic activities from a range of data 

sources. Projections will be considered for community employment totals, aligning with the overall community 

projections identified in Task 2. Tools and resources will be reviewed to assist the City with identifying 

opportunities to diversify the economic climate and support local entrepreneurship.  
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Public Facilities Analysis 
The public facilities element will review existing publicly owned facilities within the community, cataloging the 

ownership, location, and purpose/service offering. An important element of the public facilities within Marshall 

are the parks and open spaces. These facilities are locations that community members identify with and 

contribute to the overall quality of life. This task will require coordination with City staff to provide accurate 

existing conditions information. The analysis of this plan element will explore gaps in facility offerings and 

locations, serving as an important tool for the update of the land use plan.  

Cultural and Environmental Development Factors 
The cultural and environmental development factors element will review existing resources and policies 

throughout the community, and will identify existing and future maintenance, preservation, and restoration 

efforts. The results of this analysis will be a key component for updating the future land use plan, ensuring that 

preservation efforts are maintained. Existing inventories of these resources will be developed with the 

assistance from City staff and other planning documents.   

TASK 4.2: ORDINANCE ANALYSIS 
The Comprehensive Plan is developed to serve as a guiding document for land use and zoning decisions for the 

future of the community. An analysis of the existing ordinance in coordination with the updated Comprehensive 

Plan provides an opportunity to identify needed updates and amendments to the ordinance to align with the 

policy guidance of the plan. In this task, our planners will review the City’s existing zoning ordinance and provide 

an assessment of needed updates or additions to the plan that will help the City achieve the vision of the 

Comprehensive Plan.  

TASK 4.3:  ENGAGEMENT SESSION - PLAN ELEMENT FOCUS GROUPS 
The second public engagement opportunity of the process will look to gather specific feedback on the direction 

and recommendations of the plan elements and future implementation actions. Focus group meetings will be 

used to gather community groups and organizations on specific topics within the plan. A total of four focus 

groups will be held to inform the planning process. A specific group of attendees will be invited based on the 

chosen topic. For example, a housing focus group may include local real estate professionals, developers, and 

large tract property owners.  

The four focus groups will use a similar format, including a 90 minute meeting to present an overview of the 

planning process and discussion time on the selected topic. These focus groups are intended to gather specific 

insight and feedback from community groups on plan recommendations and implementation activities. The SRF 

team will work with the city’s project manager and the Task Force to identify the four topics and an invite list. 

The meetings will be held virtually with opportunities for members to attend in person, if desired. The City of 

Marshall will define a meeting location and will attend in person.  

TASK 4.4: PLAN ELEMENT SURVEY 
A second survey will be used to gather insight on plan recommendations and implementation actions from 

community members. This survey will build from the format used for the initial community survey in Task 2.3, 

and all community members will be invited to provide their insight. This survey will gather feedback to confirm 

the direction of plan recommendations prior to the development of draft plan. A summary of responses will be 

created and presented to the Task Force in their fifth meeting.  
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TASK 4.5: IMPLEMENTATION 
Throughout the planning process, we will work with City staff, the Task Force, stakeholders, and the public to 

identify policies, regulations, or conditions that have affected the City’s ability to implement past plans and 

strategies. If not addressed, these same factors will undoubtedly be brought forward again in the future relative 

to the elements of the comprehensive plan.  

Implementation measure will be aimed at overcoming barriers to plan implementation, and at guiding efforts of 

city departments or other entities towards steps that will lead to plan implementation. Implementation 

measures could include: 

• Updates to the ordinance 

• Jurisdictional coordination initiatives to strengthen relationships 

• Follow-up planning efforts related to transportation, parks, or environmental efforts 

The implementation plan will prioritize implementation measures into short, medium, and long-range actions to 

create a manageable and achievable plan for the city’s future. City departments or other relevant entities will be 

identified to carry out the implementation measures. Approximate levels of City investment necessary to 

undertake each measure will be considered.  

TASK 4.6: TASK FORCE #5 
Our team will reconvene virtually with the Task Force for a fifth meeting to discuss potential implementation 

actions. Through this effort, the Task Force will review the findings of Tasks 4.1, 4.2, and 4.3 and will work 

together to craft implementation actions and an overall plan. At this meeting, SRF will also present the outline 

and intent of the full comprehensive plan as it moves into the final stages. 

TASK 5: PLAN DEVELOPMENT 

CITY STAFF COMMITMENT: City staff from applicable departments will be able to review the various plan 

elements and draft plan content. Required noticing for public hearings will be handled by City staff. 

TASK 5.1: PLAN DESIGN 
The design and layout of the Comprehensive Plan is an important component of the planning process. The 

format should provide easy to find and reference information for not only staff and elected officials, but the 

public and community stakeholders. SRF has developed a range of Comprehensive Plans that can be reviewed 

with staff to identify a desired plan outline and considerations for format and layout. Our team will assess 

graphical needs for the plan, including charts, maps, and figures that help to illustrate planning themes and 

topics. GIS maps, tables, and charts will be used throughout the document.  

TASK 5.2: DRAFT AND FINAL PLAN 
Using the data collected and analysis completed through the previous tasks, a draft Comprehensive Plan will be 

developed. A draft plan will be reviewed by the Task Force and the public. Final plans will be prepared for the 

public hearing process through the Planning Commission and City Council.  

The Comprehensive Plan will consist of a concise compilation of important and relevant plan elements, such as 

goals and policies, population and employment projections, land use opportunities and constraints, the planned 
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land use map, growth concept plan, and an implementation plan. The plan is intended to be one that is easy to 

read and understand and will be referenced on a regular basis by City staff and residents of Marshall. 

TASK 5.3: TASK FORCE #6 
The final Task Force meeting will involve a review of the draft plan document. Team members will be provided 

with the document in advance of the meeting in order to come prepared at the meeting to provide comment. 

SRF will address updates to the plan following the Task Force’s input. 

TASK 5.4: FINAL OPEN HOUSE 
A final virtual open house and online engagement opportunity will provide an overview of the draft plan. These 

efforts will provide an overview of the plan for the community and allow for comments to be received prior to 

finalization. This virtual engagement opportunity is intended to connect the public with the draft plan, prior to 

adoption, allowing for any initial comments and concerns to be addressed. During this process, SRF will identify 

how the issues and opportunities identified from the early public engagement were used to guide the 

development of the draft plan element. This helps to build a consensus with the public and stakeholders that 

their input was heard and used to inform the process. A virtual open house will be used to share the draft plan 

and gather community input and feedback. Similar to the other online engagement efforts, live discussion will 

occur during the meeting and a recording will be available via the project website for later viewing. A public 

comment period will remain open following the open house to gather additional feedback prior to adoption. 

Specific promotional efforts will be used to encourage public participation in the open house, as defined within 

the Public Participation Plan. SRF will work with the City of Marshall to distribute a community mailer noting the 

availability of the draft plan for review and promoting the final open house.  

TASK 5.5: REVIEW AND APPROVAL 
The SRF team will finalize the Comprehensive Plan by addressing staff, Task Force, and public comments. The 

final City of Marshall Comprehensive Plan Update will be prepared for the adoption process through the Plan 

Commission and Common Council.  

Stephanie Falkers will support City staff with meeting preparation and attendance of the public hearings for the 

Plan Commission and Common Council for the adoption of the Comprehensive Plan. 

TASK 6: PROJECT MANAGEMENT 
Our team believes that successful projects are those in which all team members work together towards a 

common goal, communicate effectively, and do what is necessary to meet the needs of the client and the 

project. At the same time, the project manager must be able to receive, evaluate and disseminate information in 

an appropriate and timely manner. The team’s project manager, Stephanie Falkers, AICP, will be the primary 

contact for the City of Marshall throughout the process. 

CITY STAFF COMMITMENT: This task includes ongoing project management. City staff will provide review 

and comments in response to draft consultant planning products. Staff will need to make local data easily 

accessible for consultant use. Logistical support in assembling project task force meetings and public meetings 

will be expected. Throughout the project, at least one city staff person will attend all Task Force meetings and 

public meetings. Additionally, City staff will assist with the publishing of website and social media content 

throughout the project process.  
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City staff will also be responsible for making appropriate updates to the City Council, Planning Commission, and 

Economic Development Authority throughout the planning process.  SRF will assist with the development of 

content for these updates as needed.  

TASK 6.1: PROJECT MANAGEMENT  
This task includes coordinating the project team, monitoring schedule and budget, and providing monthly 

progress reports. Stephanie will ensure open communication regarding project milestones and deliverables 

throughout the project process. Oversight and assistance will be given by Joni Giese, ASLA, AICP, as the project 

principal. Effective project management is important to the success of a complex project such as a 

comprehensive plan update.  

We recognize the importance of communication between the consultant and the City to ensure the project is 

delivered on time and within budget. We will provide bi-weekly updates on project status via phone and email 

to review the progress of the plan’s development. We will also provide monthly progress reports via email. This 

task also includes monitoring of the project budget, schedule, and review of project invoices.  

TASK 6.2: PUBLIC PARTICIPATION PLAN 
Early in the planning process, SRF will solidify a Public Participation Plan (PPP) that identifies all public 

engagement opportunities of the Comprehensive Plan Update, along with roles, responsibilities, and actions for 

each event to be carried out. The PPP will be reviewed by City staff and the Task Force in Task 1 to ensure that 

the plan effectively engages all groups and informs the planning process. The PPP will identify specific outreach 

efforts and opportunities that will be used to promote the engagement activities, including social media, utility 

mailers, and public access TV opportunities. Considerations for virtual engagement will be highlighted, and 

opportunities for in-person engagement can be included if desired by the City. 

TASK 6.3: PROJECT WEBSITE AND SOCIAL MEDIA 
A critical component to the planning process is the dissemination of project updates and deliverables to the 

public and community groups. SRF will work with the City to create a Comprehensive Plan website that can be 

seated within the City’s existing website to provide information about the planning process. This will be used as 

a one-stop shop for Comprehensive Plan Information. SRF will provide updated information and language 

throughout the planning process to be available on the website.  

Additionally, SRF will work with the City and other community organizations to maintain a social media presence 

throughout the planning process. Social media outlets provide an opportunity to disseminate information and 

advertise for upcoming engagement activities.  

TASK 6.4: PLANNING COMMISSION AND CITY COUNCIL UPDATES 
The Planning Commission and City Council are important parts of the plan development process, as they will be 

tasked with implementing the plan after it is completed. To provide opportunities to connect with the planning 

process, four presentations will be made (two to the Planning Commission and two to the City Council) during 

the to provide updates and gather insight. These presentations will be held during the regularly scheduled 

meetings and will last no longer than 30 minutes. SRF will participate in these updates virtually. The SRF team 

will work with the city’s project manager to identify when these updates will be given.  

ADDITIONAL TASKS 
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The following tasks were included in the original proposal but are not included as part of the contracted scope of 

work. Through an amendment process, the City may add these tasks to the contract as desired. Additional 

meetings may also be added as noted below. The associated costs for these additional tasks are included in the 

following pages.  

ADD ALTERNATE ELEMENTS AND ANALYSIS 
In addition to the plan elements described in Task 4.1, four plan elements were identified as “add alternates” 

within the RFP.  These four elements are key components of the City’s infrastructure and should be considered 

as part of long-range land use planning. However, additional analysis and policy development for these four 

elements are discussed within this task, with separate budget estimates included for each.  

Transportation Analysis 
The transportation element will verify existing and proposed transportation facilities within the community. The 

goals and implementation actions defined within past transportation planning efforts and analyses will be 

woven into this element. Additionally, regional and state priorities will be explored and discussed. The future 

transportation needs will be reviewed with the land use plan to ensure future planning is in alignment for all 

elements.  

Utilities and Other Infrastructure Analysis 
The utilities and other infrastructure plan element will identify existing service offerings within the community 

and an understanding of the quality of existing infrastructure. Working closely with City staff, this element will 

identify needed improvements and barriers or opportunities for future system expansions.  This element is a key 

consideration for the future land use plan, looking to ensure that adequate and efficient services can be 

extended into defined growth areas.  

Housing Analysis 
The housing element will utilize the 2008 Housing Study and 2015 Marshall Comprehensive Housing Needs 

Analysis Report to understand historic housing trends and needs for the community. This will provide a baseline 

understanding for current trends and forecasts to be considered upon. The results of the housing analysis and 

need identification will be aligned with land use planning and development tools to ensure that the proper 

planning is in place to support the community’s housing goals.  

ADDITIONAL MEETINGS 
The Scope of Work outlines meeting types and quantity discussed for the completion of the Comprehensive 

Plan. However, additional meetings may be amended to the contract at the City’s desire. The following meeting 

types may be considered.  

• Task Force Meeting: This includes an additional meeting of the Comprehensive Plan Task Force beyond 

the six identified in the scope of work. This would include the preparation of an agenda and materials, 

attendance and meeting facilitation, and the development of meeting minutes.  

• Stakeholder/Council Presentation: This meeting format would include the preparation for and 

presentation at a stakeholder or City Council meeting.  It is assumed that presentations for these 

meeting types would be no longer than 30 minutes.  

• Public Meeting: This meeting includes an additional engagement opportunity for the public on the 

Comprehensive Plan. As noted for the other engagement opportunities, considerations for both in-

person and virtual engagement would be defined to respond to public health guidelines. This task 
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includes the preparation of materials and advertisements, meeting facilitation, and summary 

preparation.  

• Focus Group Meeting: This task includes a meeting of local stakeholders or groups on a specific topic or 

with a specific stakeholder group. The planning team would identify a specific invite list and prepare 

meeting materials for the specific topic to be discussed. This task includes the preparation of an agenda 

and materials, attendance and meeting facilitation, and the development of meeting minutes. 
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Meeting Summary 
The following table summarizes the meeting identified in the scope of work.  As noted, additional meetings may 

be amended into the contract at the City’s discretion. The intended audience and meeting format (virtual or in-

person) for each meeting are identified below.  

Task Meeting Intended Audience Format 

1 Kick-Off Meetings and City Tour City staff and leadership In-Person 

1 Task Force Meeting #1 Task Force Virtual 

2 Task Force Meeting #2 Task Force Virtual 

2 Issues and Opportunities Engagement Public and Stakeholders In-Person* 

2 Task Force Meeting #3 Task Force Virtual 

3 Task Force Meeting #4 Task Force Virtual 

4 Plan Element Focus Groups Community Groups Virtual** 

4 Task Force Meeting #5 Task Force Virtual 

5 Task Force Meeting #6 Task Force Virtual 

5 Draft Plan Open House Public and Stakeholders Virtual** 

5 
Planning Commission and City Council 
Hearings for Adoption 

Commission and Council Virtual 

6 
Planning Commission and City Council 
Updates (4 total) 

Commission and Council Virtual 

*The in-person public engagement opportunity will include opportunities for the public to participate virtually 
to provide opportunities to provide feedback outside of the in-person event.  
**The virtual public engagement opportunities may include hybrid meeting opportunities which include in-
person engagement. At this time, in-person engagement would be facilitated by City staff.  
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Schedule 
The following process diagram provides the overall timeline for the planning process. Task 1 is anticipated to 

begin in June of 2021 and the process is anticipated to be completed in May of 2022.  
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Cost Summary 
The following table outlines the costs associated with each task described within the Scope of Work. The fee 

estimate associated with the additional tasks described are also provided for reference.  

Task  Labor Hours Total Cost 

1 – Where are we now?  90 $9,254 

2 – Where can we go? 77 $8,426 

3 – Where do we want to go? 29 $3,214 

4 – How doe we get there?  189 $19,937 

5 – Plan Development 163 $17,061 

6 – Project Management 63 $6,741 

Total 611 $64,633 

Expenses 

Postage Bulk Mailing Costs (Lump Sum) $252 

Printing 200 copies @ $0.35 $70 

Total Expenses $322 

Total  $64,955 
 

ADD ALTERNATE TASKS 
The following cost estimates were included within the original proposal for additional add on tasks. These tasks 

are not included within the Scope of Work but may be amended into the contract at the city’s discretion. 

Additional meeting costs have also been identified in the table below, including costs for both in-person and 

virtual formats.   

Task/Add Alternate Labor Hours Expenses Total Cost 

Transportation Analysis 32 $0 $3,170 

Utility Analysis 28 $0 $2,750 

Housing Analysis 31 $0 $3,144 

Task/Add Alternate Labor Hours Expenses Total Cost 

Virtual Task Force Meeting  11 $0 $1,296 

In-Person Task Force Meeting 20  $ 170.00  $2,562 

Virtual Stakeholder/Council 
Presentation 

11 $0 $1,394 

In-Person Task Force Meeting 16  $ 170.00  $2,260 

Virtual Public Meeting 31 $0 $3,404 

In-Person Public Meeting 38  $ 170.00  $4,372 

Virtual Focus Group Meeting 15 $0 $1,696 

In-Person Focus Group Meeting 20  $ 170.00  $2,562 

 

 

 

 


