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Scope of Work 
PHASE 1: PROJECT PLANNING & EXISTING CONDITIONS
1.1 project initiation
At the outset of the planning process, the Warren County Regional Planning Commission staff will gather information, identify issues in the Study Area, propose a schedule for the project, and explain what will be included in the final version of the plan.  Initiating the project should include the items below:
1. Establish a Citizens Advisory Committee:  The CAC is a group of approximately 11 volunteers that help organize community meetings and act as a link between the public and the RPC staff.  Generally the CAC establishes its credibility by including a well-rounded group of residents that represent diverse interests in the village.
Members of the CAC are required to attend steering committee meetings in addition to the village workshops and open houses.  It is encouraged that the committee make all CAC meetings open to residents who are interested in attending.
The members of the CAC will be recommended and appointed by the Village Council. 
2. Collect Existing Plans & Data:  RPC Staff gathers previously approved planning documents, economic studies, housing and demographic reports, or other data that brings relevant information to the decision making process.  Staff is expected to produce maps that illustrate planning-related themes.  Below are a few topics that often are made into maps to help engage residents in the planning process.
· The existing road network
· Interstate access
· Existing land use and planned development
· Topography
· Location of Floodplains
· Significant landscape features
· Location of aquifer
· Bike paths and walkways
3. Compile Existing Conditions Analysis: Planning staff will review existing and ongoing reports and studies and make observations and recommendations for the upcoming plan. This includes an evaluation of a number of topics including but not limited to:
· A description of the built environment 
· Analysis of land use and transportation issues including roads and pedestrian/bike paths
· Analysis of Village and community services
· Description of parks and recreational amenities
· Description of local natural resources
The completed analysis will provide some background information for residents and the CAC to use as a starting point when deliberating what they wish to include in the Plan.
1.2 kickoff CAC meeting
The first meeting of the CAC is an opportunity for members and staff to introduce themselves and their role in the Village.  This is an ideal meeting to define the roles and responsibilities of CAC members and to determine important steps in the planning process.  Steps include: 
· Brainstorm a timeline for the upcoming planning process, including how many and what kind of meetings are suitable
· Plan for a well-organized public participation process
· Identify village stakeholders
PHASE 2: ISSUES, OPPORTUNITIES & VISION
2.1 Community Input Process
Some combination of the below and other public participation tools are necessary to provide public input to help the CAC create a vision statement.
· Online Surveys: Online surveys enable residents to make comments at any time during the planning process.  Residents who are unable to attend public meetings or hesitant to speak in a large group may find this an attractive avenue to share their input.
· Stakeholder Interviews:  it is advantageous to interview community stakeholders whose cooperation or insights are especially important to the implementation of the plan.  Stakeholders may include residents familiar with village issues such as schools, parks, trails, land use, history, or economic development.  Stakeholders may also include major property owners, community leaders, or village officials.
· Focus Groups: Focus groups provide an opportunity for residents to share their opinions on village issues of personal interest to them during a public workshop.  The planning process usually involves approximately three informal focus group meetings.  Each focus group writes a summary of the group member comments.  The comments provide material for the comprehensive plan and are made available on the plan’s website for community review.
2.2 CAC Work Day
This is a 5 to 6 hour work session with the CAC to achieve the following:
1. SWOT Analysis. CAC members would be expected to list and explain what they believe are strengths, weaknesses, opportunities, and threats based upon their own experiences. The SWOT Analysis will later be an important source of material to develop goals and objectives.
2. Draft Vision Goals and Objectives: To determine answers to the three key planning questions – “What do you have?” “What do you want?” and “How will you get it?” The vision statement itself will be a cornerstone for building the rest of the plan.  Vision statements, which may be as long as a paragraph or as short as one sentence, essentially explain, “This is where we want to go as a Village”.
3. Charrette. A form of a village workshop that is short-term and intensive, where attendees work in groups to draw maps, develop goals and policies, and design the village. Attendees work with design experts to develop scenarios for the development, design, and infrastructure. Each scenario is reviewed and the information is used to inform the development of the plan. 
2.3 kick-off public workshop 
Once the CAC has developed a vision statement, goals and objectives and scenarios, a village workshop is held to review the vision statement, identify issues and opportunities and to begin the next step in creating the plan. This workshop differs from CAC meetings in that while all Committee meetings are open to all residents, CAC meetings are geared primarily to soliciting input from CAC members and other residents who wish to attend.  By contrast, the public workshop is preceded by an extensive advertising campaign (possibly including flyers, newspaper, public notices) that is designed more to engage and solicit input from all village residents. 
The first portion of the workshop the RPC will present a power point to let residents know:
1. what is a comprehensive plan?
2. what is the planning process?
3. how do they participate in the process?
4. what are the public participation results so far?
The second portion of the community workshop consists of a public participation exercise.  Attendees break into discussion groups where residents articulate what they believe are issues and opportunities, validate the vision statement, and comment on the scenarios and work of the CAC, and develop the preferred scenario.  This format allows group members to conversationally share ideas and encourages members to build off each other’s thoughts.
2.4 follow-up CAC meetings
After the first public workshop the CAC usually holds three to four meetings prior to staff writing a first draft.  During these meetings the CAC identifies the issues the community wishes to see addressed in the plan and refine the preferred scenario. This will encompass the land use and urban design framework, including issues related to development intensities. Key goals for each element will be refined, providing the bridge between the preferred scenario and detailed policy development. These will become the framework for the plan.

PHASE 3: Creating the Plan 
3.1 The first draft
The first draft of the plan is based upon the public input received to this date.  The chapters are generally organized according to the plan’s “elements”.  The number and content of elements varies depending on the village and the suggestions of the CAC, though often at least a few of the following are included:
· Live: 
· Neighborhood and residential areas
· Connectivity
· Development standards
· Accessibility
· Work:
· Economic development
· Where we work
· Quality of Life: 
· Entertainment, shopping and dining, 
· Public open spaces
· Park and recreation
· Community facilities 
· Public services
· Placemaking:
· Key attractions
· Unique elements 
· Socially significant gathering points
· Design standards
· Gateways
· Transportation/Utilities & Public Facilities: 
· Roads
· Bikeways, sidewalks, and trails
· Stormwater Management 
· Sanitary Sewer
It should be stressed that these are only examples of elements and the related sub-topics.  The CAC will have considerable flexibility to develop the elements that best reflect the topics and issues of the study area.  After establishing a list of planning elements, the CAC will work with staff to review and edit the first draft of the plan and the future land use map.  The document will be designed to visually engage the readers with maps, photos, and diagrams. The Plan elements shall be included in the Plan, including an introductory page that explains that the Plan is a totality of all the Plan elements, and no one element shall be referred to or considered the Plan.
3.2 community open house
The second village workshop provides an opportunity for residents to review progress on the plan to this date.  The open house allows residents to visit multiple stations where there is a CAC member and/or staff member to explain the chapter and answer questions on a one-on-one basis.  Each station represents one element from the plan.  The open house is a forum for residents to indicate that the plan is aligned with their vision for the village or, conversely, to offer critiques and recommend changes.
3.3 follow-up CAC meetings & final draft
The Community Advisory Committee convenes a few more times, working with staff, to synthesize the comments from the village open house into the final draft of the plan.  These include any necessary changes to the plan’s content and the future land use map.  Staff will make these revisions per the recommendations of the CAC to create a final draft of the comprehensive plan.

DELIVERABLES
The RPC will initiate the study, analyze existing conditions, identify needs and opportunities, and write the Comprehensive Plan for the Village of South Lebanon. A written vision, including specific goal, objectives and strategies will be generated based on the village’s diverse citizenry through the public participation process. The RPC is responsible for preparing the following: 
1. The project website; RPC staff will provide to Village staff complete design of the project website to be placed on the Village’s website. Interim designs will be reviewed with staff before the site is finalized. The Work Program, Public Participation Program, upcoming participation opportunities, and other material will be placed on the project website.
2. Graphics (mounted) illustrating projects and concepts;
3. Promotional posters and press releases as necessary; and.
4. The final draft of the Comprehensive Plan: A reader-friendly plan with graphics:  Final documents and supplemental reports should be understandable by the lay person.  The report will include drawings, pictures and maps that accurately depict what is intended or expected. The report will identify "doable" implementation projects based on citizen input. The report will be available in printed and electronic format (Microsoft Word and PDF).
THE VILLAGE ROLE 
1. Identify the CAC members (names and contact information), and make the appointment of each CAC member.
2. Identify key decision-making stages throughout the process to involve the Village Council, Planning Commission, and relevant village departments.
3. Identify stakeholders, in addition to the CAC members, that will be interviewed (names and contact information).
4. Provide copies of current planning and zoning documents relevant to the planning process, but the Village discloses and RPC acknowledges that the Village will be initiating a comprehensive re-write of its planning and zoning ordinances which will consider the suggestions of the Comprehensive Plan being prepared by RPC Staff pursuant to this Exhibit 1 and accompanying Consulting Agreement.
5. Establish the date and location for the village workshop and charrette and reserve the location. Confirm logistical arrangements with the RPC project manager. (Map to the meeting facility; parking options; designated entrance to use at the meeting facility; who will open the facility and at what time).
6. Advertise the workshop and invite the community.
· Contact Chamber of Commerce to assist in sending out a general mailing to solicit interested participants).
· E-mail blast 
· Distribute flyers
7. Approve the agenda; the itinerary; and project Information packet that will be distributed to the CAC.

FEE FOR COST OF SERVICES
The fee for researching, coordinating, and drafting the Village of South Lebanon Comprehensive Plan as outlined in this project scope shall be $10,000 payable to the Warren County Regional Planning Commission.  The fee may be paid before (or upon) the adoption of the Comprehensive Plan by the Village Council.  


THE Village of South Lebanon Comprehensive Plan 
CHECKLIST 
· Organize a citizen advisory committee: Citizen advisory committees can help provide broad-based participation in the development of the plan.
· Organize a technical advisory committee: Technical advisory committees provide input from partner agencies, including other county and village departments, and regional agencies.
· Develop clear land-use alternatives: Developing options for different development scenarios should occur early in the planning process to allow for public discussion and input by community members, property owners and other key stakeholders.
· Understand market demand: Plans should understand the market demand for higher-density housing, retail, mixed-use, employment. 
· Minimize land-use conflicts: Potential land use conflicts with adjacent industrial or residential uses should be minimized. The plan should be an opportunity to decide the location of future industrial use and the type of use.
· Analyze the impact of zoning requirements on potential densities: Zoning provisions such as lot coverage, setbacks and height limits may make it difficult to achieve the densities envisioned in the plan.
· Locate key services near the village: Key social services like childcare centers, health clinics and other important destinations should be identified.
· Create the plan website: Websites can be an effective way of generating input and disseminating information on the plan.
· Conduct wide public outreach, including workshops and open houses: A range of opportunities should be employed to secure public participation in the development of the plan.
· Involve Adjacent Communities: The early involvement of adjacent municipalities will ensure that plans are coordinated and complementary.
· Involve elected officials: The early involvement of elected and appointed officials can help ensure their buy-in and smooth the way for adoption of the plan. 
· Involve developers and property owners: Developers and property owners bring an important perspective, particularly regarding the market feasibility of plan alternatives. 
· Have a media strategy: A media strategy can help secure broader coverage of planning efforts. 
· Consider specific street design standards: Narrower travel lanes and slower design speeds are often appropriate in neighborhoods. They should be considered in the planning process and the advantages weighed.
· Incorporate bike and pedestrian access: All streets in the station area should accommodate bicyclists and pedestrians with wide sidewalks, curb cuts and ramps, audible signals, bike lanes, trails, and bike parking appropriate for anticipated demand. Convenient and fully accessible paths of travel for wheelchair users and the mobility-impaired should be prioritized.
· Prioritize safety and security: Plans should address the safety and security of users with design responses including lighting and providing visibility for users and for “eyes on the street.”
· Provide a range of housing options: Ideally a range of housing choices should be made available, including housing for generation x & Y, families and seniors. Secondary units such as granny flats should also be permitted.
· Ensure accessibility: Accessibility policies should go beyond the scope of ADA requirements and ensure that some portion of development is accessible for those with disabilities.
· Consider parks and open space: The provision of open space such as plazas or parks should be an integral consideration in alternative land-use scenarios. 
· Provide visual tools: Photo-simulations of open space and other public space are a useful tool for engaging the public, and help secure support for higher densities and open space. 
· Include public art that adds value: Public art is best when it involves local artists and reflects local history, culture and aesthetics. 
· Develop design guidelines: Good plans often include detailed design guidelines for facades, signage, fenestration and street furniture. 
· Consider innovative parking management policies: the zoning code should include policies such as reduced parking or maximum parking requirements, and shared parking. Considers car-sharing, parking assessment and revenue districts, and parking financing strategies.
· Provide bicycle parking facilities: Bicycle access should be analyzed and sufficient bicycle parking should be provided.
· Locate parking to maximize placemaking: Parking doesn’t always need to be adjacent to the roadways. Often, local retail and business nodes can be strengthened if users can walk along a shopping street.
· Consider financing mechanisms for public infrastructure: Plans should consider how to fund infrastructure needs that have been identified. Financing mechanisms may include developer fees, value capture strategies such as tax-increment financing or benefit assessment districts, or other innovative strategies.
· Identify key pedestrian corridors: Plans should identify a network of key pedestrian corridors and detail how to provide the necessary high-quality walking environment. Plans should also look for ways to reduce block sizes and walking distances, and provide for sidewalk retail where appropriate.
· Create a bicycle network: Plans should specify a network of bike lanes and paths, and detail how bicycle access can be improved.
· Consider the design of intermodal facilities: Plans should address the need for seamless intermodal connections where there is heavy transit patronage. There should be way-finding signage, readily accessible information about transit including real-time travel information, and information about schedule coordination, fare coordination, and last-mile service.
· Develop an implementation plan and budget: The plan should identify critical infrastructure and services — streets and sidewalks, local transit and shuttle services, parks, sewers, schools and housing — needed to accommodate development and meet transportation and land-use goals.
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