
INVITATION TO RESPOND 

REQUEST FOR PROPOSALS (RFP) 

Tacony Creek Park and Frankford Creek Greenway Master Plan (TCPMP) – Planning Consultant 

 

Philadelphia Parks & Recreation (PPR) and the Tookany/Tacony-Frankford Watershed Partnership (TTF) invite 

qualified firms to respond to a Request for Proposals for a one-time contract to perform professional planning 

services involving creation of a Master Plan for Tacony Creek Park and the Frankford Creek Greenway. 

The RFP, including the project scope, specific requirements, the proposal, proposal evaluation criteria and the 

proposed contractual agreement, are posted below. 

Complete proposals (electronic copy in PDF format) must arrive as received by no later than Monday, March 29, 

2021 at 4:00PM EST. Any hardcopy documents should arrive by the same deadline addressed to Stephanie 

Craighead at stephanie.craighead@phila.gov/Julie Slavet at julie@TTFwatershed.org. 

All questions directly the project, site, and/or clarifications regarding the RFP process must be submitted in 

writing to Stephanie Craighead/Julie Slavet. Responses will be shared with all firms who have indicated their 

intention to respond to the RFP within two business days of receipt. 

 

 

DISCLAIMER 

This RFP does not commit the City of Philadelphia to award a contract. This RFP and the process it describes are 

proprietary to the City and are for the sole and exclusive benefit of the City. No other party, including any 

Applicant, is intended to be granted any rights hereunder. Any response, including written documents and 

verbal communication, by any Applicant to this RFP, shall become the property of the City and may be subject to 

public disclosure by the City, or any authorized agent of the City. The City is not liable for any costs incurred by 

Applicants in preparing and submitting a proposal in response to this RFP or for any costs and expenses incurred 

in meeting with, or making oral presentations to the City if so requested.  
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“you” and “your” refers to the proposer/firm. 
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SECTION 1. BACKGROUND 

The Tacony Creek experiences many problems typical of today’s urban streams including litter, illegal dumping, 

channelization, steeply eroded streambanks, degraded aquatic and riparian habitat, and impaired water quality. 

The surrounding Tacony Creek Park, which serves as its riparian buffer, also suffers from environmental and 

physical degradation. 

The surrounding communities are some of the city’s most ethnically and racially diverse, with many different 

languages spoken. Many of the residents are new or transient, with little or no knowledge of the park.  

The compromised state of the creek’s health and aesthetics, combined with the perception that the park is 

unsafe and inaccessible, discourage potential park users from enjoying and engaging with this asset. There are 

few alternative green spaces in the area, and the park and waterway should serve as places for relaxation, 

recreation, inspiration and community connection, but are currently underutilized. 

Philadelphia’s Parks & Recreation Department and the Tookany/Tacony-Frankford Watershed Partnership (TTF) 

seek a long-term plan for the improvement of the Tacony Creek Park and Frankford Creek Greenway, one which 

engages the surrounding community in ongoing stewardship and advocacy. To that end, the City of Philadelphia 

has received a $100,000 planning grant from the Department of Conservation of Natural Resources for a Master 

Site Development Plan. Additional matching funds will be provided for a total of $200,000. 

The DCNR grant is a 3 year grant that began in January of 2020. The grant period ends in January of 2023, which 

is also the expected date of project completion, including all deliverables as outlined in Appendix C. 

SECTION 2. GENERAL TERMS 

- PPR and TTF reserve the right to reject any or all proposals and to select the proposal that it judges to be 

in their best interest. 

- The contract is subject to the approval of PPR/TTF and is effective only upon its approval. 

- All proposers are bound by the deadline and location requirements of this RFP. 

- All proposals shall remain effective subject to PPR/TTF review and approval for a period of 45 days from 

the deadline for submitting proposals. 

- If only one proposal is received, PPR/TTF may initiate negotiations with the firm submitting the proposal 

or seek additional proposals on an informal or formal basis during the 45-day period that proposals must 

remain effective. 

- The proposer is encouraged to add to, modify or clarify any of the scope of work items it deems 

appropriate to obtain a high quality plan at the lowest possible cost.  All changes should be listed and 

explained.  However, the scope of work proposed, at minimum, must accomplish the goals and work 

outlined. 

SECTION 3. SCOPE OF WORK 

- PPR/TTF seek a qualified firm to produce a Master Site Development Plan for the Tacony Creek Park and 

Frankford Creek Greenway, located in Philadelphia. 

- Planning must include significant Public Participation (see Appendix C, Scope of Work and Appendix E, 

DCNR Public Participant Guide). The Applicant will be expected to provide administrative support for all 

design and planning review meetings, as well as all meetings involving public outreach. Meeting minutes 

shall be prepared by the Design Professional and distributed to all attendees. 
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- Final plan will consider: Community access to the site; community engagement with the site, 

relationship of the site to the surrounding communities; trail, landscaping, and habitat enhancement; 

opportunities for improvements to site amenities; health and long-term stability of the creek and 

surrounding riparian areas; and operational impact of change. 

- See Appendix C for full Scope of Work. 

SECTION 4. CONSULTANT QUALIFICATIONS 

- Firms will be required to meet DCNR’s Consultant Qualifications (Appendix B).  

- Statement affirming qualifications required with submittal.  

 

SECTION 5. ORGANIZATION AND REQUIRED SUBMITTALS FOR PROPOSAL 

A. Letter of Transmittal 

This letter should include: 

o A statement including your understanding of the work to be performed. 

o A statement affirming the firm's qualifications to professionally and expertly conduct the work 

in accordance with DCNR’s Consultant Qualifications. 

o A clear statement of the firm’s and/or its principal’s relationship(s) with, or knowledge of any 

officials or employees of Philadelphia Parks & Recreation or Tookany/Tacony-Frankford 

Watershed Partnership. The nature of this relationship or knowledge must be disclosed. 

o The firm’s ability and intent to provide the immediate DCNR funding match.  

o The firm’s contact person, phone number, and email address. 

NOTE: FAILURE TO CLEARLY STATE AND FULLY DISCLOSE ANY OF THE INFORMATION REQUIRED IN THE 

LETTER OF TRANSMITTAL SHALL BE GROUNDS FOR PPR/TTF TO REJECT THE FIRM'S PROPOSAL AND WILL 

BE GROUNDS FOR IMMEDIATE CANCELLATION OF ANY CONTRACT BETWEEN PPR/TTF AND THE FIRM 

WITHOUT PAYMENT FOR WORK COMPLETED.  

B. Profile of Firm 

This consists of the following: 

o A statement indicating the firm's experience in conducting work of the nature sought by this 

RFP.  Advertising brochures on the firm may be submitted as a part of this profile as long as the 

brochures specifically address the experience of the firm related to the work to be performed. 

o The location of the firm's office that will provide the proposed services. 

o A description of the individual consultants or employees proposed to conduct the work and the 

specific duties of each consultant or employee relative to the proposed work. 

o Any other information related to the capabilities and expertise of the firm in doing comparable 

work. 
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C. Methods and Procedures 

The proposal must include a detailed description of the procedures and methods you propose to use to 

complete the work requested by the PPR/TTF for the TCPMP.  

D. Work Schedule 

A project work schedule should be provided which includes the project time frame, including target 

dates for all major proposed work elements (refer to Appendix C Scope of Work, Section G Design 

Process and Recommendations). Please note that the DCNR funding requires that the work, including all 

final documents, be completed by January 31, 2023.  

 

E. Cost 

Full cost information should be provided that shows an itemized cost for each major work element of 

the proposal.  An itemized estimate of reimbursable expenses must be included. The total amount of 

maximum payment must be stated.  

The cost shall be based on the itemized costs provided and "out-of-pocket expenses" and shall not 

exceed the maximum cost proposed unless an amendment to the contract is negotiated and approved 

by the proper authority of the PPR/TTF. 

Your method of billing must be indicated.  PPR/TTF will pay for this consulting service upon completion 

of the work and receipt of the required report. Regardless of the billing method used, ten percent (10%) 

of the total contract price will be withheld until the final product is approved by DCNR. 

Total project cost is not to exceed $200,000 based on existing DCNR funding and other required 

matching funding.  

 

F. Nondiscrimination/Sexual Harassment Clause (Addendum A) 

o Acknowledgement of compliance of DCNR’s Nondiscrimination/Sexual Harassment Clause 

should be included in the RFP response. 

o The DCNR Nondiscrimination/Sexual Harassment Clause will be an addendum to the contract. 

 

SECTION 6. EVALUATION CRITERIA 

All proposals will be evaluated based on the technical and professional expertise and experience of the firm, the 

proposed method and the procedures for completion of the work, the cost of the proposal, and the ability of the 

firm to immediately provide the DCNR grant match.  The apparent ability of the firm to be independent and 

objective in performing the requested work will also be considered. 

A. Technical Expertise and Experience 

The technical expertise and experience of the firm will be determined by the following factors: 

o The firm’s experience in performing similar work. 

o The level of expertise of the individuals assigned to conduct the work. 

o The clarity and completeness of the proposal and the firm’s demonstrated understanding of the 

work to be performed. 

B. Procedures and Methods 

The following factors will be considered: 
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o The techniques for collecting and analyzing data. 

o The sequence and relationships of major steps. 

o The extent or community outreach. 

C. Cost 

The following factors will be considered: 

o The cost of each of the itemized methods and procedures proposed as they relate to 

thoroughness and objectiveness will be of primary importance in evaluating proposals. 

The cost will be weighed in relation to the other proposals received and shall be evaluated relative to 

PPR/TTF and the overall level of expertise of the specific firm's personnel proposed to do the work for 

PPR/TTF. 

All, or selected, firms may be invited to give an oral presentation explaining their proposal.  

 

SECTION 7. FINAL PRODUCTS 

Please refer to Appendix C - Scope of Work (Section I. Final Products) for more details. 

A. Narrative Report - A draft final MSDP must be reviewed and approved by TTF/PPR and DCNR before it is 

officially accepted and may be finalized by the firm. Typically, the review process consists of reviewing a 

complete draft plan, providing comments, and reviewing a revised draft plan to ensure comments are 

adequately addressed. 

The final MSDP must be a narrative, bound report beginning with an executive summary and followed 

by clearly labeled sections for each of the plan's components in logical order.  All supporting documents 

and information should be included in the appendices and not in the body of the report.   

B. Site Development Drawings with Base Map(s) - The site development drawing(s) must show the final 

proposed full development of the site(s). The base map must show existing conditions.  

 

C. Copies - Four (4) paper and four (4) electronic copies of the final report and drawings are required. 

SECTION 8. CONTRACT 

A contract template is included for review. If changes or an alternative contract are being proposed, it should be 

submitted as part of your proposal. PPR/TTF reserves the right to include specific language or changes in 

accordance with DCNR requirements, policy or other considerations. The final contract will detail mutually 

agreed upon terms including but not limited to payment terms and amounts capped a do not exceed amount, 

insurance, liability, product ownership, and dispute resolution. The RFP Scope of Work shall, unless otherwise 

agreed, serve as the Contract Scope of Services. 
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APPENDIX A 

NONDISCRIMINATION/SEXUAL HARRASSMENT CLAUSE 

 

NONDISCRIMINATION/SEXUAL HARASSMENT CLAUSE [Grants] 
 

The Grantee agrees: 

1.   In the hiring of any employee(s) for the manufacture of supplies, performance of work, or any 

other activity required under the grant agreement or any subgrant agreement, contract, or 

subcontract, the Grantee, a subgrantee, a contractor, a subcontractor, or any person acting 

on behalf of the Grantee shall not discriminate by reason of race, gender, creed, color, 

sexual orientation, gender identity or expression, or in violation of the Pennsylvania Human 

Relations Act (PHRA) and applicable federal laws, against any citizen of this commonwealth 

who is qualified and available to perform the work to which the employment relates. 

2.   The Grantee, any subgrantee, contractor or any subcontractor or any person on their behalf 

shall not in any manner discriminate by reason of race, gender, creed, color, sexual 

orientation, gender identity or expression, or in violation of the PHRA and applicable federal 

laws, against or intimidate any of its employees. 

3.  Neither the Grantee nor any subgrantee nor any contractor nor any subcontractor nor any 

person on their behalf shall in any manner discriminate by reason of race, gender, creed, 

color, sexual orientation, gender identity or expression, or in violation of the PHRA and 

applicable federal laws, in the provision of services under the grant agreement, subgrant 

agreement, contract or subcontract. 

4. Neither the Grantee nor any subgrantee nor any contractor nor any subcontractor nor any 

person on their behalf shall in any manner discriminate against employees by reason of 

participation in or decision to refrain from participating in labor activities protected under 

the Public Employee Relations Act, Pennsylvania Labor Relations Act or National Labor 

Relations Act, as applicable and to the extent determined by entities charged with such 

Acts’ enforcement, and shall comply with any provision of law establishing organizations as 

employees’ exclusive representatives. 

5.   The Grantee, any subgrantee, contractor or any subcontractor shall establish and maintain a 

written nondiscrimination and sexual harassment policy and shall inform their employees in 

writing of the policy. The policy must contain a provision that sexual harassment will not be 

tolerated and employees who practice it will be disciplined.    Posting this 

Nondiscrimination/Sexual Harassment Clause conspicuously in easily-accessible and well-

lighted places customarily frequented by employees and at or near where the grant services 

are performed shall satisfy this requirement for employees with an established work site. 

6.    The Grantee, any subgrantee, contractor  or  any  subcontractor  shall  not discriminate 

by reason of race, gender, creed, color, sexual orientation, gender identity or expression, 

or in violation of the PHRA and applicable federal laws, against any subgrantee, contractor, 

subcontractor or supplier who is qualified to perform the work to which the grant relates. 
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7.    The Grantee and each subgrantee, contractor and subcontractor represents that it is presently 

in compliance with and will maintain compliance with all applicable federal, state, and local 

laws and regulations relating to nondiscrimination and sexual harassment.     The  Grantee  

and  each  subgrantee,  contractor  and subcontractor further represents that it has filed 

a Standard Form 100 Employer Information Report (“EEO-1”) with the U.S. Equal 

Employment Opportunity Commission (“EEOC”) and shall file an annual EEO-1 report with 

the EEOC as required for employers’ subject to Title VII of the Civil Rights Act of 1964, 

as amended, that have 100 or more employees and employers that have federal government 

contracts or first-tier subcontracts and have 50 or more employees. The Grantee, any 

subgrantee, any contractor or any subcontractor shall, upon request and within the time 

periods requested by the Commonwealth, furnish all necessary employment documents and 

records, including EEO-1 reports, and permit access to their books, records, and accounts 

by the granting agency and the Bureau of Diversity, Inclusion and Small Business 

Opportunities for the purpose of ascertaining compliance with the provisions of this 

Nondiscrimination/Sexual Harassment Clause. 

8.   The Grantee, any subgrantee, contractor or any subcontractor shall include the provisions 

of this Nondiscrimination/Sexual Harassment Clause in every subgrant agreement, contract 

or subcontract so that those provisions applicable to subgrantees, contractors or 

subcontractors will be binding upon each subgrantee, contractor or subcontractor. 

9.   The Granter’s and each subgrantee’s, contractor’s and subcontractor’s obligations pursuant to 

these provisions are ongoing from and after the effective date of the grant agreement through 

the termination date thereof.  Accordingly, the Grantee and each subgrantee, contractor and 

subcontractor shall have an obligation to inform the commonwealth if, at any time during the 

term of the grant agreement, it becomes aware of any actions or occurrences that would 

result in violation of these provisions. 

10.  The commonwealth may cancel or terminate the grant agreement and all money due or to 
become due under the grant agreement may be forfeited for a violation of the terms and 
conditions of this Nondiscrimination/Sexual Harassment Clause. In addition, the granting 
agency may proceed with debarment or suspension and may place the Grantee, subgrantee, 
contractor, or subcontractor in the Contractor Responsibility File. 

Based on Management Directive 215.16 Amended (8/2/18) 

DCNR-2021-Gen 

Gen-GPM – 1   Rev. 8/18 

 

DATE:_______________________________ 

      ____________________________________________________ 

        (NAME OF CONSULTING FIRM) 

 

      BY: _________________________________________________ 

 

      TITLE: _______________________________________________ 
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APPENDIX B 

CONSULTANT QUALIFICATIONS 

                 

DCNR-2020-Plan 

Plan-GPM – 6  Rev. 10-19                      

 

COMMONWEALTH OF PENNSYLVANIA  
DEPARTMENT OF CONSERVATION AND NATURAL RESOURCES 

BUREAU OF RECREATION AND CONSERVATION 
COMMUNITY CONSERVATION PARTNERSHIPS PROGRAM 

 

 

  

CONSULTANT QUALIFICATIONS 
Planning Projects 

 
 

 
The following information is provided to help the grantee select a qualified consultant or consultant team to 
complete any planning project funded by a grant from the DCNR Community Conservation Partnerships 
Program.  Selection of a qualified consultant will substantially increase the likelihood that the completed 
project will be comprehensive, accurate, and of the highest quality. 
 
General Consultant Qualifications 
Regardless of the planning project type, the lead consultant or consultant team must have documented 
experience in the following: 
 

A. Leadership and successful completion of planning studies of the project type funded by the grant. 
 

B. Development and implementation of public participation processes such as public meetings with 
elected officials and stakeholders, study committee meetings, focus group meetings, key person 
interviews, public surveys, etc. 
 

C. Development of planning documents and design for public park and recreation facilities/areas. 
 

D. Development of policies and procedures for the management, operation, and maintenance of public 
park and recreation facilities/areas. 
 

E. Effective communication of recommendations and implementation strategies to elected officials, 
non-profit organizations, and stakeholders. 

 
Park and Recreation Practitioner Requirement 
For certain planning project types outlined below, the Bureau requires a Park and Recreation Practitioner, 
preferably holding a Certified Park & Recreation Professional (CPRP) certification with a minimum of three 
(3) years of experience, to be a member of the consultant team. Generally, the role of the practitioner is to 
advise the grantee of current park and recreation management, operation, and maintenance practices and 
formulate appropriate recommendations.  
 

The practitioner’s minimum role should include: 

• Attendance at study committee meetings. 

• Involvement in the public participation process such as public meetings with elected officials and 
stakeholders, study committee meetings, focus group meetings, key person interviews, public 
surveys, etc. 

• Evaluation of all existing park and recreation sites and those considered for potential acquisition. 

• Preparation and review of the draft plan and final plan. The Bureau requires written review comments 
from the practitioner. 
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Project Specific Consultant Qualifications 
 
Master Site Development Plan (MSDP) 
The lead consultant or consulting team must have documented expertise to study the type of facility under 
consideration.  Although not required, it is recommended to include a park and recreation practitioner, 
preferably holding a Certified Park & Recreation Professional (CPRP) certification, on the consultant team.  
The Bureau requires that the Master Site Development Plan be under the seal of a licensed professional 
who is authorized by Pennsylvania law to seal such documents.  Depending on the project, the professional 
could be a landscape architect, architect, or engineer.  If any jurisdictional agency/agencies reviewing the 
PNDI Receipt require a field survey to be completed, the Bureau requires a biologist to survey the project 
site.  If a boundary survey is to be completed as part of the scope of work, it must be under the seal of a 
registered land surveyor who is authorized by Pennsylvania law to seal such documents. 
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APPENDIX C 

SCOPE OF WORK 

Tacony Creek Park and Frankford Creek Greenway 

Master Site Development Plan (MSDP) 

 

A. The Tookany/Tacony-Frankford Watershed Partnership (TTF) and Philadelphia Parks & Recreation (PPR) 

are seeking a qualified firm to complete a Master Site Development Plan for Tacony Creek Park and the 

Frankford Creek Greenway. The project purpose is to develop a phased master plan to ensure the long-

term sustainability of Tacony Creek Park and the Frankford Creek Greenway. 

 

B. Public Participation 

Public participation is required throughout the planning process to help determine and prioritize the 

types of facilities and activities at the site.  Public participation techniques are outlined in the Bureau’s 

Public Participation Guide and below. Community involvement and engagement must prioritize 

diversity, equity, and inclusion to ensure feedback and recommendations that are comprehensive, 

appropriate, and accountable. 

 

It is recommended a sub-consultant with familiarity working with residents in the community 

surrounding Tacony Creek Park and the Frankford Creek Greenway be considered to conduct the public 

participation activities.   

 

The final narrative must include a detailed summary of the public participation methods, results, and 

conclusions (i.e. areas of consensus and/or contention); raw data should be included in the appendix. 

 

At minimum, public participation should include: 

1. Study Committee (5-9 people) – A representative and diverse study committee must be formed and 

meet with the planning consultant on a regular basis to provide guidance and review of the work.  

Consider appointing 5-9 people to the committee. 

2. Public Meetings (2 meetings) – At least two public meetings must be held and at least one must be 

with elected officials. The appropriate number and type of meetings will vary depending on the 

project scope and community needs. 

3. Key Person Interviews (10-20 interviews) – A key person interview is a one-on-one discussion about 

a specific topic with an individual recognized or designated as a community leader.  The Study 

Committee should help to determine potential interviewees. Consider conducting 10-20 interviews. 

 

C. Background Information 

The Applicant shall provide background information that clearly describes the local neighborhood and 

establishes a foundation for project implementation. Provide the following information: 

1. Physical characteristics including location, size, and regional context. 

2. Demographics including population, age, gender, race & ethnicity, households, income, education, 

and visitors from most recent US Census data. 

3. Economic, housing, transportation, and historic/cultural assets. 
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4. Natural resources such as forests, wetlands, waters, farmland, critical habitats, etc. 

5. Park, open space, and recreation facility(s) including number, size, and type. 

6. Project site(s) relationship to the community and/or City park system. 

7. Provisions of existing planning documents (i.e. Comprehensive Recreation, Parks and Open Space 

Plan, Comprehensive Land Use Plan, Watershed or Rivers Conservation Plan, Greenway Plan, 2020-

2024 Pennsylvania Statewide Comprehensive Outdoor Recreation Plan, etc.) that are applicable to 

the project site. 

 

D. Site(s) Inventory and Analysis 

The site(s) inventory and analysis establish parameters for the proposed facilities and activities at the 

site.  Describe the physical, natural, and historic/cultural resources and legal restrictions related to the 

project site (s) and any potential impacts on potential development and use. Provide analysis of the 

opportunities and constraints.  Examples include: 

o Location 

o Acreage 

o Zoning 

o Surrounding Land Use 

o Deed Restrictions 

o Easements & Rights-of-Way 

o Utilities 

o Circulation & Access 

o Historic/Cultural Features 

o Environmental Issues 

o Topography 

o Hydrology Vegetation 

o Soil Types 

o PNDI Potential Impacts 

 

E. Activity(s) and Facility(s) Analysis 

The activity(s) and facility(s) analysis determine the proposed facilities and activities at the site including 

type, size, and standards.  Describe the community needs, uses, and priorities for the site as identified 

by the public participation process, previous planning work, and needs assessment. Describe the 

recreation and conservation facilities proposed to be developed, rehabilitated, or enhanced on the site.  

The proposed facilities and uses should also be clearly represented on the site development drawing(s). 

For proposed recreation and conservation facilities and uses, provide the following information: 

1. For passive recreation facilities, describe the proposed use of the project site(s) such as wildlife 

viewing, nature trails, community gardens, habitat protection, environmental education, etc. 

2. Describe the proposed preservation of open space, natural areas, and riparian buffers. 

3. Describe the projected participation rates. To help define facility requirements, estimates of daily, 

weekly, monthly, and seasonal use may be required. 

4. List the accepted published national, state, or local standards (reference the standard by name) 

used to determine the size, dimensions, orientation, slope, buffer areas and setback requirements, 

open or undisturbed space requirements, etc. for each proposed facility and use. 
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5. Support facilities may be required for the proposed recreation and conservation facilities and uses. 

Depending on the site and proposed uses, support facilities may include roads, storm water 

management, maintenance facilities, utilities, parking, comfort facilities, etc.  Provide a brief 

description of each support facility and the requirements for connectivity and accessibility. 

 

F. Design Considerations 

TTF/PPR is committed to protecting and/or enhancing the natural resources and habitats at the site 

while improving the visitor experience.  The plan, therefore, must combine sound planning and 

sustainability. Native plants, storm water best management practices, and overall habitat improvements 

should be incorporated into the plan. 

Other considerations when developing the plan: 

1. Site opportunities, constraints, and generally accepted design standards related to the proposed 

recreation facilities and uses including applicable local recreation and park agency standards. 

2. Topography of the site. Free statewide topographic information is available from Pennsylvania 

Spatial Data Access (PASDA):  www.pasda.psu.edu 

3. Compliance with applicable laws, regulations, and guidelines including land subdivision, zoning, 

2010 ADA Standards for Accessible Design, Uniform Construction Code, American Society for Testing 

Materials (ASTM) standards, and the Consumer Product Safety Commission (CPSC) guidelines 

pertaining to playground areas and equipment. 

4. Protection/enhancement of environmentally sensitive areas. 

5. Sustainable site design and green infrastructure/materials may reduce environmental impact and 

lower maintenance and operation costs. 

 

G. Design Process and Recommendations 

1. Develop no less than two preliminary alternative concept drawings or other forms of 

communication such as views, sections, renderings, etc. in order to present at a study committee 

meeting for discussion.  Relationships between facilities and circulation patterns should be shown. 

2. Evaluate the preliminary alternative concept drawings. Prepare a written evaluation for each 

alternative concept drawing highlighting both the positive and negative points.  Through the public 

participation process, determine which alternative (or combination) best meets community needs, 

design standards, and regulations. 

3. Prepare a draft of the final Narrative Report and Site Development Drawings(s). Present the draft 

final Narrative Report and Site Development Drawings(s) at a public meeting for final comment.  All 

existing and proposed facilities and areas must be shown on this final Site Development Drawing in 

proper shape, size, and orientation. 

4. Upon approval of the final Narrative Report and Site Development Drawings(s) by TTF, PPR, and 

DCNR, the Consultant prepares the final deliverables. 

 

H. Cost Estimate and Phased Capital Development Program  

1. Development (Construction) Costs – Provide a current detailed cost estimate for the development of 

any proposed recreation areas and facilities. The cost estimate should include: engineering and 

other professional services cost; construction and materials cost; project administration cost; and a 

contingency of at least 10% of the construction cost estimate. 
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2. Phased Capital Development Program – If the proposed development cannot realistically be carried 

out in one to three years as one project, develop a phased and prioritized multi-year capital 

development program.  This should explain the strategy for the phasing, identify which areas and 

facilities are to be developed in which years, and provide the costs associated with each phase.  

Implementation strategies to finance the program should also be addressed (bonds, grants, fund-

raising, etc.). 

 

I. Maintenance and Operation Costs; Revenue 

Provide a cost estimate for annual maintenance and operation of the recreation areas and facilities as 

proposed on the MSDP.  An annual cost estimate must be calculated for each of the items identified 

below; analysis should also be included in the narrative report. 

1. Personnel – Describe and analyze the current level of operation and maintenance personnel 

including paid staff and volunteers. 

2. Maintenance and Operation Costs 

a. Determine if the life cycle costs can be lowered by using sustainable design practices and 

alternative materials. 

b. List and discuss various materials that could be used to lower long-term maintenance cost. 

c. Administration (i.e. insurance, office supplies, phone, internet, public relations, rentals, training, 

etc.) 

d. Personnel (Include a list employment positions, number of employees in each position, 

estimated salaries or wages by position, fringe benefits, estimated overtime cost, temporary 

employment, etc.) 

e. Maintenance equipment needed to maintain recreation areas and facilities. 

f. Supplies and materials (i.e. concession and sale items, custodial supplies, motor vehicle fuel and 

supplies, tools and mechanical supplies, utilities, equipment rental, etc.) 

g. Programming (Include a general description and anticipated number of programs, participants 

by program, and costs by program) 

h. Contracted services cost for operation and maintenance. 

i. Annual capital outlay for major equipment. 

j. Debt Service.  (To the extent that long term financing is anticipated to fund the proposed site 

improvements and any major equipment purchased.)  

3. Revenue 

Project anticipated revenues for a one-year period by area, facility, and source. Include all items of 

revenue that may be applicable to the proposed site use and development such as: 

a. Daily admission or entrance fees; seasonal permits 

b. Facility rental 

c. Concessions 

d. General municipal tax support 

e. Other sources (i.e. endowments, donations, fund raising events, etc.) 
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Master Site Development Plan (MSDP) Final Products 

Narrative Report 

A draft final MSDP must be reviewed and approved by TTF/PPR and DCNR before it is officially adopted. 

Typically, the review process consists of reviewing a complete draft plan, providing comments, and reviewing a 

revised draft plan to ensure comments are adequately addressed. 

The final MSDP must be a narrative, bound report beginning with an executive summary and followed by clearly 

labeled sections for each of the plan's components in logical order.  All supporting documents and information 

should be included in the appendices and not in the body of the report.   

Executive Summary –Briefly describe the process, priorities, and final recommendations.   

A. Purpose, Goals, and Objectives 

B. Public Participation 

C. Background Information 

D. Site Inventory and Analysis 

E. Activity and Facility Analysis 

F. Design Considerations 

G. Design Process and Recommendations – Describe the alternative plans presented, summary of the 

public discussion of the alternative plans, and a description of the final plan proposal including 

rationale for the proposed design and uses. 

H. Cost Estimate and Phased Capital Development Program – Describe the rationale for costs, phasing, 

and financing strategy. 

I. Maintenance and Operations Costs; Revenue 

Appendices 

Site Development Drawings with Base Map(s)  

The site development drawing(s) must show the final proposed full development of the site(s). The base map 

must show existing conditions.  All data identified on the Bureau’s Park Site Development Drawing (SDD) 

Checklist must be represented on the drawing(s), as applicable. Specifically, the metes and bounds, existing 

conditions, proposed improvements, ADA compliance, and phasing must be clearly identified. 

Required Document Submission 

The following documents must be submitted to TTF/PPR. 

- Four (4) printed and bound copies of the final Narrative Report with the cover signed, sealed and dated 

by the design consultant. 

- One (1) electronic PDF of the final Narrative Report (as a single document) with the cover signed, sealed, 

and dated by the design consultant. 

- Four (4) printed copies of the final Site Development Drawings(s) that are signed, sealed, and dated by 

the design consultant. 

- One (1) electronic PDF of the final Site Development Drawing(s) that are signed, sealed, and dated by 

the design consultant are required.   
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APPENDIX D 

CONTRACT TEMPLATE 

This Agreement made and entered into this _______ day of __________, _____, by and between the 

Tookany/Tacony-Frankford Watershed Partnership of Philadelphia County, Pennsylvania, a 501(c) 3 corporation, 

hereinafter referred to as TTF, and ___________________ _________________________________("Consulting 

Firm").  

WHEREAS, TTF desires to have certain one-time professional consulting work done involving the completion of a 

Tacony Creek Park and Frankford Creek Greenway Master Site Development Plan;  

WHEREAS, TTF desires to enter into a contract for this work pursuant to a Request for Proposals (“RFP") issued 

by TTF on _________, _______, which is attached hereto and incorporate herein as Appendix A;  

WHEREAS, the Consulting Firm desires to perform the work in accordance with the proposal it submitted in 

response to the RFP, which is attached hereto and incorporate herein as Appendix B;  

WHEREAS, the Consulting Firm is equipped and staffed to perform the work;  

WHEREAS, the parties to this Agreement have further negotiated changes or additions to Appendix A, and have 

set forth these changes or additions as Addendum C to this Agreement;   

NOW, THEREFORE, the parties, intending to be legally bound, agree as follows:  

THE CONSULTING FIRM WILL: 

1. Provide professional consulting services in accordance with the RFP, its proposal in response to the RFP, 

and the DCNR Nondiscrimination/Sexual Harassment Clause, which is attached hereto and incorporate 

herein as Appendix D. 

2. Obtain approval from TTF/PPR of any changes to the staffing stated its proposal. However, approval will 

not be denied where the staff replacement is determined by TTF/PPR to be of equal ability or 

experience to the predecessor. 

TTF/PPR WILL: 

1. Compensate the Consulting Firm based on the actual hours worked and actual reimbursable expenses 

for total amount not to exceed $___________. 

2. Provide reasonable access to all TTF/PPR personnel, facilities, and information necessary to properly 

conduct and complete the work required under this Agreement. 

3. Except as provided in item 4 below, make payment to the Consulting Firm within 30 days after receipt of 

a properly prepared invoice for work satisfactorily performed. 

4. Make final payment of 10% of the funds available to the Consulting Firm under this Contract within 30 

days after final product approval by the Department of Conservation and Natural Resources. 

FURTHER, IT IS AGREED BY BOTH PARTIES THAT: 

1. All copyright interests in work created under this Contract are solely and exclusively the property of the 

TTF/PPR.  The work shall be considered work made for hire under copyright law; alternatively, if the 

work cannot be considered work made for hire, the Consulting Firm agrees to assign and, upon the 
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creation of the work, expressly and automatically assigns, all copyright interests in the work to the 

[Municipality]. 

2. In the performance of services under this Contract, there shall be no violation of the right of privacy or 

infringement upon the copyright or any other proprietary right of any person or entity. 

ADDITIONAL TERMS AND CONDITIONS 

1. REIMBURSEMENT OF EXPENSES: TTF/PPR shall not be liable to CONSULTING FIRM for any expenses paid 

or incurred by CONSULTING FIRM unless otherwise agreed in writing, and, in any case, TTF/PPR will not 

reimburse CONSULTING FIRM for any expenses unless CONSULTING FIRM submits to TTF/PPR complete 

documentation therefor within thirty (30) days of termination of this Agreement. 

2. INDEPENDENT CONTRACTOR: CONSULTING FIRM shall perform the services hereunder as an 

independent contractor and not as an TTF/PPR employee. CONSULTING FIRM shall supply, at 

CONSULTING FIRM’s sole expense, all materials to accomplish the work hereunder. CONSULTING FIRM 

shall be responsible for the payment of, and shall indemnify TTF/PPR against claims made for, any taxes 

on compensation paid to CONSULTING FIRM by TTF/PPR. CONSULTING FIRM shall not be entitled to 

receive from EPLACC any statutory or fringe benefits of any kind, including without limitation 

unemployment insurance benefits or Workers’ Compensation insurance for CONSULTING FIRM or 

CONSULTING FIRM’s employees. CONSULTING FIRM acknowledges that CONSULTING FIRM’s Workers’ 

Compensation coverage is CONSULTING FIRM’s sole remedy for any injury incurred performing work for 

TTF/PPR including work performed on PPR Premises. CONSULTING FIRM hereby knowingly and 

voluntarily waives any right to claim any coverage and/or benefits under TTF/PPR’s insurance coverages. 

CONSULTING FIRM agrees that even if a court or government agency determines that CONSULTING 

FIRM and TTF/PPR have had a common law employer-employee relationship, CONSULTING FIRM shall 

still be bound by this Agreement and shall not be entitled to receive from TTF/PPR any different or 

additional pay, benefits, insurance coverage, tax payments, withholding, or compensation of any kind. 

3. NO AUTHORITY TO BIND TTF/PPR: CONSULTING FIRM has no authority to enter into any agreements on 

behalf of TTF/PPR. This Agreement does not create a partnership, joint venture or agency relationship 

between the parties hereto. 

4. RESPONSIBILITIES OF CONSULTING FIRM: CONSULTING FIRM is responsible for performing, managing, 

supervising, directing and coordinating the work. CONSULTING FIRM shall be responsible for any work or 

materials which are defective or improperly performed, or for failure to comply with this Agreement. 

Costs incurred in connection therewith or in correcting same including time lost correcting such work 

shall be the responsibility of CONSULTING FIRM. CONSULTING FIRM shall give all notices and comply 

with all laws, ordinances, rules, regulations and orders of any public authority or public utility bearing on 

the performance of the work. 

5. NO USE OF NAME: CONSULTING FIRM shall not use the name TTF/PPR or the name of any employee 

associated with these organizations in any manner for any purpose whatsoever (including publicly 

naming TTF/PPR as a client), without TTF/PPR’s prior written consent. 

6. REPRESENTATIONS AND WARRANTIES: CONSULTING FIRM represents and warrants that (i) it has 

inspected the site, has familiarized itself with local conditions under which the work is to be performed, 

has compared its observations with the requirements of this Agreement and has made all other 

investigations essential to a full understanding of the work and the difficulties which may be 

encountered in performing the work; (ii) all materials and equipment incorporated in the work shall be 

new, owned by CONSULTING FIRM outright, free of all liens and encumbrances and that all work shall be 
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of good quality, free from faults and defects and in conformance with this Agreement; all work not 

conforming to these standards will be considered defective; (iii) Consulting Firm is financially responsible 

and experienced in and competent to perform the type of work required hereunder and it is familiar 

with all applicable laws, ordinances and regulations governing the work required hereunder; and (iv) 

CONSULTING FIRM has the full power and authority to enter into and perform this Agreement and to 

grant the rights granted hereunder. 

7. REVIEW AND APPROVAL; CHANGE ORDERS: TTF/PPR shall review all work performed under this 

Agreement and shall have final approval of all decisions relating to changes in the work. CONSULTING 

FIRM will submit to TTF/PPR an itemized Lump Sum proposal for any change to the work by its 

subcontractors and/or CONSULTING FIRM’s own forces by which the Payment amount may be increased 

or decreased. The proposal shall include detailed breakdown(s) of labor, material and equipment for all 

items of work involved, and the effect, if any, on the scheduled work items affected by reason of such 

work. Upon agreement on a price for any change, CONSULTING FIRM will be authorized to proceed with 

the work. The Payment Amount will be formally amended by a Change Order. Change Orders will be 

issued monthly or more frequently as required, consolidating all prior Change Orders and will revise the 

current Payment Amount and schedule, as applicable. . 

8. EMPLOYEE PERFORMANCE: If TTF/PPR reasonably objects to the performance of any employee of 

Consulting Firm, Consulting Firm shall immediately act to rectify the objections.  

9. INDEMNIFICATION: Consulting Firm shall indemnify, defend and hold harmless TTF/PPR, its officers, 

directors, members, employees and agents against all claims, demands, causes of action, damages, 

judgments, losses, liabilities, costs and expenses (including reasonable attorney’s fees incurred by 

TTF/PPR in defense of a third party action or to enforce the provisions of this Article against IC) arising or 

resulting, whether directly or indirectly, from any action or failure to act on the part of Consulting Firm 

or breach by Consulting Firm of any of its obligations, representations and warranties under this 

Agreement; provided, however, that in no event shall Consulting Firm be liable for incidental or special 

damages. 

10. INSURANCE: Consulting Firm shall procure and maintain the following insurance with the following 

coverages and minimum limits until three months after completion of the services by the IC: 

(a) Certificates of Insurance. Consulting Firm shall pay for and deliver to TTF/PPR within 10 days after 

this Agreement is executed, and before commencing services, certificates of insurance. Said certificates 

of insurance, on standard forms issued by IC’s insurers or authorized representatives of IC’s insurers, 

shall be sufficient to evidence coverage. In the event Consulting Firm fails to deliver said certificates of 

insurance and performs services under this Agreement, Consulting Firm shall remain obligated to the 

provisions of this Article. In addition, TTF/PPR may cancel the Agreement on 10 days notice, and 

TTF/PPR shall be relieved of all liability to Consulting Firm regardless of any work performed or materials 

furnished unless, within such 10-day period, Consulting Firm delivers said certificates of insurance to 

TTF/PPR.  

(b) Coverage. Consulting Firm shall provide and maintain in full force, the following insurance coverages, 

unless otherwise noted, the standard minimum insurance policy requirements to be maintained by 

contractors of The Mayor’s Fund are listed below. Contractor must maintain:  

1. Workers’ compensation (or similar) insurance as required by the jurisdiction where the Services 
are performed.  

2. Commercial general liability insurance (including products liability, completed operations and 
contractual liability coverage) with minimum limits applicable to bodily injury and property  
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damage of $1,000,000 per occurrence, and $2,000,000, and containing a waiver of subrogation 
against The Fund. 

3. Excess or umbrella insurance with minimum limits of $1,000,000 per each occurrence and in the 
aggregate and containing a waiver of subrogation against The Fund. 

4. Errors and omissions insurance with minimum limits of $1,000,000 combined single limit. Such 
policies must (a) be in Vendor’s name unless agreed upon in writing by The Fund, (b) include The 
Fund and its employees as additional insureds, (c) not have a deductible exceeding $25,000 per 
claim, and (d) be placed with insurers reasonably acceptable to The Fund, having a Best’s rating 
of no less than “A-”. These minimum insurance amounts are not to be construed as limiting a 
Contractor’s right to obtain additional coverage and higher liability limits at Contractor’s 
discretion. Contractor may be required to provide proof of insurance at the Fund’s discretion. 

 

(c) Full Coverage Availability. Consulting Firm represents and warrants that no claims have been made to 

date under the insurance policies evidenced by the certificates of insurance. Consulting Firm shall notify 

TTF/PPR immediately of any claims made under its insurance policies evidenced by the certificates of 

insurance. 

(d) Policy Expiration. In the event that the insurance policies evidenced by the certificates of insurance 

will expire during the term of this Agreement, Consulting Firm shall deliver to TTF/PPR at least 30 days 

before said insurance policies expire, new certificates of insurance that conform with and are subject to 

the requirements, representations, and warranties of this paragraph. 

(e) Subcontractors. Consulting Firm shall require all subcontractors, unless otherwise approved by 

TTF/PPR to also carry insurance equal in kind and amount to that required by this Paragraph. 

11. TERMINATION WITHOUT CAUSE: TTF/PPR may terminate this Agreement without cause upon 7 days prior 

written notice to Consulting Firm. The parties shall deal with each other in good faith during the 7-day period. 

Consulting Firm shall be paid for all work satisfactorily performed to the date of termination, and Consulting 

Firm shall deliver all work product to TTF/PPR immediately following termination. 

13.TERMINATION WITH CAUSE: TTF/PPR may terminate this Agreement for cause, effective immediately upon 

delivery of written notice to Consulting Firm Consulting Firm shall deliver all work product to TTF/PPR 

immediately upon termination. TTF/PPR may pursue all available remedies against Consulting Firm including civil 

legal action, following termination. 

14. FORCE MAJEURE: Neither party shall be liable for delay or failure in the performance of its obligations 

hereunder if such delay or failure arises from the occurrence of events beyond the reasonable control of such 

party, which events could not have been prevented by the exercise of due care, such as damage caused by Acts 

of God, including fire, explosion, storm, landslide, floods or washout; labor strikes; war; acts of terrorism; 

epidemics or other public health emergencies; embargo; riot; or the intervention of any governmental authority, 

provided that the party suffering the delay or failure immediately notifies the other party of the reason for the 

delay or failure and acts diligently to mitigate the effects of such delay or failure. In the event that the Work to 

Be Performed may be accomplished if the parties extend the time for performance, the parties will make a 

reasonable effort to amend the agreement accordingly before resorting to termination. 

15. COMPLIANCE WITH FEDERAL LAW: In compliance with the law as provided in the USA Patriot Act (Pub. L. No. 

107-56) and the Foreign Corrupt Practices Act (Pub. L. No. 95-213), Consulting Firm certifies that Consulting Firm 

and IC’s key employees 1) have not provided, and will take all reasonable steps to ensure that they do not and 

will not knowingly provide, material support or resources to any individual or entity that commits, attempts to 
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commit, advocates, facilitates, or participates in terrorist acts; 2) do not appear on lists of Specially Designated 

Nationals and Blocked Persons maintained by the U.S. Treasury’s Office of Foreign Assets Control (available 

online at www.treasury.gov/ofac/downloads/t11sdn.pdf) or of individuals or entities designated by the United 

Nations Security Council Sanctions Committee as associated with any terrorist organization; and 3) have not and 

will not make, give, promise, or offer any payment, directly or indirectly, to any foreign government employee 

or official (a) in contravention of any U.S. or other applicable law or regulation and (b) without the express 

consent of the government for which the employee or official works, if the payment is intended to influence any 

official government act or decision, to induce any government employee or official to do or omit to do any act in 

violation of his or her lawful duty, or to obtain or retain business for, or direct business to any individual or 

entity. 

16. CONFIDENTIALITY: Consulting Firm shall treat as confidential all data, records and accounts, information, 

operations, policies, procedures, personnel, marketing plans or prospects and all other information, which 

becomes known to it through its activities hereunder and which is not otherwise in the public domain or 

rightfully obtained from another source. During the term and after termination of its services to TTF/PPR 

Consulting Firm shall not use or disclose any such protected information, except in accordance with the terms of 

this agreement or as required by law, regulation or court order. All records, reports, notices, valuations, lists, 

data and other documents prepared by Consulting Firm shall be the property of TTF/PPR and Consulting Firm 

shall deliver any such documents to TTF/PPR upon TTF/PPR’s request. Additionally, Consulting Firm shall obtain 

from all sources, third parties or subcontractors utilized by it in completing its work hereunder, a signed written 

statement agreeing to the provisions of this Article. 

17. GUARANTEES: Consulting Firm guarantees to perform the work in a first class, workmanlike manner and 

guarantees all work against defects in material or workmanship for a period of one year from the date of 

acceptance of the work and final payment by TTF/PPR. Within a reasonable time after receipt of written notice 

thereof, Consulting Firm shall correct any defects in material or workmanship which exist prior to and during the 

period of the guarantee provided herein and any damage to other work or property caused by such defects or 

the repairing of such defects. The guarantee provided herein shall not be construed to modify or limit any rights 

or actions that TTF/PPR may otherwise have against Consulting Firm by law or statute, or in equity, for breach of 

contract or improper performance of defective work. 

18. MISCELLANEOUS: (i) The failure of either party to exercise any rights under this Agreement for a breach shall 

not be deemed to be a waiver of such rights or a waiver of any subsequent breach; (ii) this Agreement is the 

entire agreement of the parties with respect to the subject matter hereof and supersedes all prior agreements; 

(iii) this Agreement may be supplemented amended or revised only in a manually signed document by 

agreement of the parties; (iv) if any part of this Agreement shall be held unenforceable, the rest of this 

Agreement will nevertheless remain in full force and effect; (v) Consulting Firm acknowledges that the services 

to be performed by Consulting Firm for TTF/PPR are of a personal nature, and Consulting Firm agrees not to 

assign this Agreement, in whole or in part, without TTF/PPR’s prior written consent; and (vi) if two or more 

persons sign this Agreement as ICs, each such person shall be jointly and severally liable for the performance of 

all the terms and conditions of this agreement. 

In witness thereof, the parties hereto have executed this Agreement on the day and date set forth above. 

 

WITNESS:      FOR TTF/PPR: 
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__________________________________________ _____________________________________________ 

       TITLE:________________________________________ 

 

WITNESS:      FOR THE CONSULTING FIRM: 

__________________________________________ _____________________________________________ 

       TITLE:________________________________________ 
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APPENDIX E 

PUBLIC PARTICIPATION GUIDE 

                 

DCNR-2021-Plan 

Plan-GPM – 5  Rev. 12-12                      

 

COMMONWEALTH OF PENNSYLVANIA  
DEPARTMENT OF CONSERVATION AND NATURAL RESOURCES 

BUREAU OF RECREATION AND CONSERVATION 
COMMUNITY CONSERVATION PARTNERSHIPS PROGRAM 

 

 

  

PUBLIC PARTICIPATION GUIDE 
Planning Projects 

 
 

 

Purpose: This guide explains the types of, and requirements for, public participation in planning 
projects.  It should be used to determine the public participation techniques that will work best for 
your community and project.  These techniques you use for your project will affect your project 
budget. 

 
Purpose of the Public Participation Process: 
A critical element of any planning project is to determine the public's recreational needs and interests.  
Through a well-designed public participation process; the attributes, attitudes, beliefs and behaviors of 
community residents are identified.  Also, involving residents in the beginning of a project assists with 
decreasing opposition and increasing volunteer participation.  After years of funding planning projects, The 
Bureau has found that substantial public involvement at the planning stage increases the likelihood that 
recreation projects will go beyond the planning stage to implementation.  These experiences have 
prompted the Bureau to require significant public participation throughout the planning process.  
Through previously funded projects, we have found that public participation is important because it: 
 

• Provides the community residents and community leaders an opportunity to voice their opinions; 

• Informs the elected officials of citizen attitudes and needs; 

• Helps to express broad-based public support for the planning process and the plan proposals; and, 

• Provides the general public and community leaders with an opportunity to support and be involved 
with the execution of the plan. 

 
Public Participation Techniques 
There are many techniques that communities have used to involve their residents in a planning project.  

The Bureau encourages communities to be creative and try new approaches.  Feel free to propose new 

approaches that you feel will work in your community.  The Bureau requires that several means of 

public participation be used in the planning process; the most commonly used techniques include the 

following: 

• A Study Committee 

• Advertised or promoted general public meetings 

• Key person interviews 

• A citizen survey 

• Provide an electronic copy of the draft plan on the grantee’s website (if available) for public 

review and comment. 
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For most planning projects, the Bureau requires the creation of a study committee.  Additional public 

participation requirements are detailed in the project specific General Information and Scope of Work 

Guidelines that are available from the Bureau.  

Below is a discussion on the techniques outlined above: 

1. Study Committee 

The Bureau requires the creation of a Study Committee for the following reasons: 

a.  The Committee provides a structured decision-making resource for the planning 

process. 

b.  A variety of opinions from different interests reveal the most options and after a leader is 

selected the structure encourages open discussion. 

c.  Committee members often serve in a volunteer capacity. 

 

In order to build a strong and successful Committee the grantee needs to consider the following 

recommendations: 

a. Rarely should this committee include just current board members and/or grantee staff. 

Whether a local board is active or not, it is best to reach out to the community to find 

dedicated people who are willing to work on a separate, short-term project. 

b.  Seek out residents who believe in the project and are willing to make the time for it. 

c.  It is important to have sufficient representation of the community’s park and recreation 

needs and to build broad based support for the planning process, plan proposals and 

implementation.   

 

Consider including on the Study Committee, members who represent the following positions in 

the community: 

• A few members from the park and recreation board, environmental council, etc. 

• At least one local elected official 

• At least one member from school district board or administration or faculty 

• A religious leader 

• One member from grantee’s staff (municipal manager, park and rec. dept., etc.) 

• One member of local or regional planning commission 

• Consider representation from the county/regional parks and recreation department or 

other applicable county/regional agency 

• Representatives of the business community, i.e. chamber of commerce, real estate 

developers, bankers etc. 

• Others to consider: students, youth sports groups, senior citizen groups, apartment 

complex owners/operators, etc. 

It is also important to have all major neighborhoods and areas in the community represented. 

The goal should be to provide a diverse base of individuals to assist in developing the plan so 

that all aspects and interests are taken into consideration in developing the plan. 

 

d.  To build a strong committee and achieve results: 

• Appoint a leader with good organizational and communication skills. Ordinarily, the 

person is the local project coordinator. 

• Prepare and distribute agendas, along with any handouts, prior to the meeting. 

• Initiate clear, factual and direct communications. 
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• Hold "workshop meetings" where there is no need for motions, votes, etc. (the object is 

to build consensus and support for final recommendations) 

• Encourage teamwork – Ask the question, “What can we do to solve this problem 

together?” 

• Designate responsibilities based on individual strengths and weaknesses -- everyone 

should feel like they are contributing to the effort. 

• Stay focused - don’t dwell on the past but encourage viable solutions and “think out of 

the box”. 

 

2. Advertised or Promoted General Public Meetings 

The purpose of these meetings is to gather information from residents about their attitudes and 

interests as well as getting their reactions to the project's findings and recommendations.  For 

projects that impact the entire community, both community-wide and neighborhood meetings 

are often held.  For park master site plans and feasibility studies that directly affect specific 

neighborhoods, meetings on proposed plans should be held close to affected neighborhoods. 

An effort should be made to alert adjacent property owners of the meetings and encourage their 

attendance. 

Neighborhood meetings can be more convenient for the residents to attend and provide 

opportunity to focus on some issues that directly affect the neighborhood as well as addressing 

municipal-wide concerns.  If you conduct a series of neighborhood meetings, results must be 

integrated so that the final plan is a strategy for the entire municipality, not separate and 

fragmented blueprints for individual neighborhoods. 

Attendance at public meetings is usually small and, therefore, results should be kept in 

prospective with regard to the overall planning process.  To increase your meeting attendance 

requires considerable organizational effort.  Following are guidelines to increase attendance and 

conduct effective public meetings. 

a.  Plan your meeting in advance. 

• Determine purpose 

• Select target group 

• Set date 

• Get meeting place 

• Send out "eye-catching" invitations, announcements, flyers -- place add in newspaper -

- write press releases, make phone calls, send emails. 

• Make personal phone calls to key community and neighborhood leaders 

• Prepare agenda and decide in advance meeting leadership roles (local committee, 

consultant, and elected officials) 

b.  Holding the meeting. 

• Serve refreshments 

• Arrive early to set up and provide a sign-up sheet with addresses noted 

• Arrange seating 

• Welcome people 

• Begin on time, end on time 

• Explain the meeting format 

 

3. Key Person Interviews 

The purpose of key person interviews is to give community leaders (beyond the elected officials) 

an opportunity to voice their concerns and respond to a standard set of questions.  This 
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engages these individuals, with substantial influence in the community, in the planning process. 

Depending on the project the Bureau recommends a minimum number of individual interviews 

to be conducted, typically between 15 and 25. 

a. Key individuals, not part of your Steering Committee, who should be interviewed include: 

• Elected officials 

• School district administrators 

• Police chiefs 

• Service club leaders 

• Religious leaders 

• Chamber of commerce/business leaders 

• Non-profit administrators (scouts, Y's) 

• Key recreation personnel 

• For-profit recreation facility owners 

• Business leaders such as major employers, bank presidents, real estate developers, 

etc. 

• User group administrators 

 

b. Commonly asked questions include: 

• What age groups appear to be least/best served in your area? 

• Are there any additions or changes that you feel could improve recreation 

opportunities? 

• Are there any additions or changes that you feel could improve park facilities? 

• What key issues are facing the provision of recreation opportunities in your 

community? 

• How do you feel about the possibilities of cooperation with the school district to provide 

more recreation opportunities? 

• What economic benefit do you feel this opportunity will create? 

 

4. Citizen Survey 

A random sample survey of a community's citizens is an effective way to gather valid input and 

opinions from all segments of the community if conducted in a statistically valid manner. 

Conducting a survey can be expensive and time consuming but well worth the cost for these 

reasons: 

a. This is the only means of collecting data and opinions representing all residents. 

 

b. Even with a low response rate, you hear from more residents than any other method; 

particularly public meetings where typically less than 50 people attend. 

 

c. Results can be more accurate and powerful than other methods. 

 

Communities interested in this option should seek out consulting firms that have considerable 

expertise in this area.    

The Bureau can provide additional information and sample surveys upon request.  Below is an 

overview of issues to consider before conducting a citizen survey. 

a. Conduct a random sample of your community rather than mailing to all households for 

these reasons: 
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• It is more cost-effective to devise a good questionnaire that will generate a high 

response rate from a smaller group of people, rather than on a massive printing and 

mailing of a poorly-designed survey to a larger group of people that few may complete 

and return. 

• Mailing to everyone through a newsletter or utility bill lacks a scientific and 

mathematical method.  Response rates are usually less than 10% and there is no way of 

knowing if those who choose to respond are representative of the entire population.  

There is also a strong possibility of bias in the survey results. 

 

b. Sample size: 

• The general rule is that the accuracy of the survey increases as the size of the sample 

approximates the size of the general population.  However, once the sample size gets 

beyond 500, increasing the sample size usually adds little to the accuracy of the survey 

results. 

• It is typically recommended that 10% of the households are sampled and follow-ups 

are made to obtain at least 500 survey responses, especially if you require information at 

the neighborhood level.  For subgroups being surveyed, such as neighborhoods, you 

should seek to receive at least 100 survey responses from each. 

• The larger the targeted population, the less cost-effective it is to produce a survey. 

 

c. Obtaining a random sample: 

Tax billing lists can be obtained from your municipality, school district, tax collector, or 

perhaps the county real estate assessment office.  If you have access to a computer 

spreadsheet program that has a random number selection function then each household 

can be assigned a number (1, 2, 3, etc.) that can be used to select numbers at random. 

 

d. Ensuring an adequate response rate: 

• For mail questionnaire, a response rate of 25% would be considered high. You can 

usually increase this number by: 

- Developing an attractive/professionally prepared questionnaire; 

- Conducting several follow-up (postcard, second mailing, calls); 

- Providing return postage; and/or 

- Giving respondents an incentive to respond like coupons or a raffle. 

• Hand deliver surveys with scheduled pick-up.  If possible, wait while they complete the 

survey. 

• Consider using telephone interviews.  One data center gains access to phone 

numbers, including unlisted numbers, and its' computer randomly selects numbers 

based on zip codes.  The challenge is that if a community has a lot of zip codes, it 

probably is not cost-effective.  For example, in one community, 423 eligible calls were 

made and 360 interviews conducted.  This represented an 85% response with a 5.2% 

sampling error.  Note: This method excludes residents who have cell phones rather than 

land lines. 

 

e. Designing your questionnaire: 

• During your consultant selection process, request perspective consultants to provide 

samples of past surveys along with the response rates received.  

• Suggestions for survey questionnaire design:  
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- Make it attractive and easy to read with lots of white space. 

- Start with the easy questions first; more difficult ones later. 

- Include a question that gauges willingness to pay. 

- Clearly explain the importance and purpose of the survey and express 

appreciation for completing at both the beginning and end of the questionnaire. 

- Provide space for a respondent to sign up for volunteering. 

- Place demographic questions at the beginning or end. 

- For questions with long checklists, require only the top three choices. 

- Include "agree/disagree" type questions for issues that don't fit into categories. 

 

f. Survey costs: 

• Are determined by the sample size and methods(s) chosen to follow. 

• Printing of questionnaires, envelopes, return postcards, and follow-up postcards, 

postage, tabulation, analysis and report of a survey for 2,000 persons can cost between 

$8,000 and $12,000. 

Attached is a chart that shows the desired outcomes for various citizen participation techniques.  
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