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MASTER SITE DEVELOPMENT PLAN
Guidelines and Example Scope of Work


	


The following information is provided to assist in the development of a scope of work (SOW) for a Master Site Development Plan (MSDP) that accurately addresses community needs, generally accepted design standards, and specific project requirements under the Community Conservation Partnerships Program.  This SOW can also be used to acquire a cost estimate from a qualified consultant.

Before starting a grant application, contact the appropriate Bureau Regional Advisor to discuss the project and assist in the development of a general SOW.  Contact information is available on the Regional Staff Assignment map.  Please contact the advisor assigned to the region in which your project is located.
Master Site Development Plan (MSDP)
The MSDP is a research, public input, and analysis process that leads to a size, type, and location plan for the full development or redevelopment of a park, open space, and/or recreation facility.  The Narrative Report and Site Development Drawing(s) must address all recreation and/or conservation needs and priorities identified by the community during the public participation process.  Sufficient detail is required to ensure that the proposed facilities are appropriate for the site and meet generally accepted design standards that protect and/or enhance natural resources.  A realistic phasing plan, detailed cost estimate for site development, and potential funding sources must be provided based on the identified priorities.
Scope of Work (SOW)
The SOW describes specific work elements and tasks to be completed by the consultant, including deliverables and timeline.  If planning on multiple sites, indicate if the same SOW will be used for each site.  If the needs are substantially different for each site, prepare a separate SOW for each site. This SOW can also be used to acquire a cost estimate from a qualified consultant.  Potential consultants use the detailed SOW to develop a competitive proposal.
Consultant Selection

Professional design consultants must be selected using a competitive Request for Proposals (RFP) process.  If a project is selected for grant funding, a detailed SOW must be submitted to the Bureau Project Manager for review and approval before issuing the RFP or awarding a contract for professional services.  The DCNR-approved RFP must be sent to at least five (5) consulting firms.  The RFP provides a detailed SOW and related requirements so that all firms are competing with the same information.  Proposals from more than one consulting firm provide an opportunity to compare different approaches to the work, various cost proposals and the level of expertise of more than one firm.  The firm selected through an RFP process does not have to be the one submitting the lowest cost proposal.  The selected proposal must be cost-effective and responsive to the community and project needs.
Master Site Development Plan (MSDP)
Example Scope of Work (SOW)
The work elements and tasks outlined in the following Example SOW are most appropriate when the intent is to develop a detailed plan for the full development of a specific site.  The planning process explores appropriate uses for a park or open space area, including the size, type, and location of facilities to be developed on the site.
Work elements A - I on the Example SOW must be addressed.  Work elements J - N may be addressed as appropriate to the specific project and community needs.  The work elements and tasks must be further defined to fully develop the project SOW.  Depending on the community recreation and conservation needs, additional work elements may be incorporated.  The Bureau Project Manager will assist the Grantee in finalizing a SOW that best meets the needs of the community, design standards, and grant program requirements.
A. PURPOSE, GOALS, AND OBJECTIVES
Briefly state the purpose, goals, and objectives of the master planning process.
B. PUBLIC PARTICIPATON

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.  The 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.
1. At minimum, public participation must include:

a. 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.

b. 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.

c. 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.
2. Additional recommended public participation:

a. Citizen Survey – A random sample citizen survey is a type of opinion poll that asks residents for their perspectives on specific topics.  Describe the survey method to be used (i.e. written, telephone, internet, etc.) and the anticipated number of survey questionnaires.
b. Focus Group – A focus group provides community input from individuals with common interests. Consider focus groups comprised of neighborhood residents, elected officials, organized sports organizations, etc.
c. Planning Document Review – Review previous planning documents and consider the results of recent public participation efforts regarding parks, recreation, and open space.

C. BACKGROUND INFORMATION

The background information provides an overview of the community, park system, and project site(s) and establishes a foundation for project implementation. Use of the most recent U.S. Census data is required.  Provide the following community information:
1. Physical characteristics including location, size, and regional context.
2. Demographics including population, age, gender, race & ethnicity, households, income, education, and visitors.
3. Economic, housing, transportation, and historic/cultural assets.
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 regional 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, 2020-2024 Pennsylvania Statewide Comprehensive Outdoor Recreation Plan, etc.) that are applicable to the project site(s).
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:
· Location
· Acreage
· Zoning
· Surrounding Land Use
· Deed Restrictions
· Easements & Rights-of-Way
· Utilities
· Circulation & Access
· Historic/Cultural Features

· Playground Safety Audit (if available)
· Environmental Issues (i.e. Brownfield)

· Topography

· Hydrology (water, wetlands, stormwater)
· Vegetation

· Soil Types

· 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. Determine local access to outdoor recreation using the following resources:
a. The National Recreation and Park Association (NRPA) Park Metrics is a comprehensive source of data benchmarks and insights for the effective management and planning of operating resources and capital facilities.
b. The Trust for Public Land (TPL) ParkServe interactive platform tracks park access in urban areas. The web-based tool identifies local parks and open space, determines the percentage of residents who live within a 10-minute walk, and identifies the neighborhoods most in need of new parks.
c. DCNR Partnered with the Trust for Public Land (TPL) and WeConservePA to use Geographic Information Systems (GIS) to understand access to outdoor recreation in Pennsylvania.  TPL’s Research and Innovation Team used the data analysis methods to assist DCNR in identifying areas with the greatest need and opportunity.  This interactive map of outdoor recreation access in Pennsylvania shows the results of the analysis.  Data is available for a 10-Minute Walk by Municipality & County and a 10-Minute Drive for Trails and Water.
2. For active recreation facilities, describe the participant skill level, competition level, and spectator use for each facility.
3. 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.
4. Describe the proposed preservation of open space, natural areas, and riparian buffers.
5. Describe the projected participation rates. To help define facility requirements, estimates of daily, weekly, monthly, and seasonal use may be required.
6. 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.
7. 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, stormwater 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
All park, open space, and recreational facilities have the potential to protect and/or enhance natural resources and habitats.  Green and sustainable elements promote environmental, health, and economic benefits and enhance the visitor experience.  From a management perspective, maintenance costs may be lower for a naturalized site.  Because the DCNR mission is to both conserve and sustain the Commonwealth’s natural resources and promote local recreation, it is important to combine sound planning and sustainability. This includes incorporation of native plantings, stormwater best management practices, and habitat protection/enhancement.  Consider the following items 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)
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 significant historic structures and areas.
5. Protection/enhancement of environmentally sensitive areas including forests, streams, wetlands, and natural areas that provide habitat and protect water quality.  Information about stormwater best management practices is available from the PA Department of Environmental Protection (DEP) and StormwaterPA.
6. Sustainable site design and green infrastructure/materials may reduce environmental impact and lower maintenance and operation costs.
7. Establishment and maintenance of sustainable riparian native grass and/or forest buffers.  If the project site is in the Chesapeake Bay watershed, the plan should support the goals of the Chesapeake Executive Council’s Adoption Statement on Riparian Forest Buffers dated October 10, 1996.
G. DESIGN PROCESS AND RECOMMENDATIONS
1. Develop preliminary alternative concept drawings and present at a study committee meeting for discussion.  Relationships between facilities and circulation patterns should be shown; however, the exact shape and placement of facilities is not critical.
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 the appropriate agencies (local governing body, local & county planning agencies, the Bureau, etc.), 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 the 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.
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/sale items; custodial, vehicle fuel, mechanical supplies, tools, 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.)
J. SECURITY ANAYLSIS (optional)
The purpose of this work element is to evaluate the safety, security, and risk management of the recreation area(s) and facility(s) and propose recommendations to address any deficiencies. 
1. Interview local government officials, public safety officials, and recreation providers regarding site safety and security.
2. Discuss risk management and safety issues related to the site with applicable insurance providers.
3. Analyze and evaluate site security issues from the following perspectives:

a. Safety and security of visitors

b. Protection of property, facility(s), natural resources, critical habitat and species

c. Risk management options
4. Provide recommendations that include:
a. Design and construction alternatives

b. Policing and patrolling methods

c. Maintenance issues

d. Safety signage

e. Insurance coverage
5. Develop a multi-faceted safety and security program that includes:

a. A safety policy

b. A process for routine inspections and hazard abatement

c. A program to assist employees and visitors in reporting hazards

d. Emergency procedures

e. An accident reporting system

f. An information management system for site safety and security

K. STRUCTURAL ASSESSMENT (optional)
The purpose of this work element is to evaluate the condition of existing structures and their potential use, continued use, or renovation/expansion for additional recreation purposes.  If there are structures on the property under consideration for recreational use, this element must be addressed in the MSDP study process.  Please seek advice from the Bureau staff to determine the required work tasks specific to your needs.  A structural assessment may not be sufficient, and a Feasibility Study may be required.

L. SIGNIFICANT HISTORIC AREAS AND STRUCTURES REVIEW (optional)

The State Historic Preservation Office (SHPO) environmental review staff determine if projects will impact significant resources and, if so, how to address and resolve those effects. PA SHPO encourages applicants for federal and state assistance to initiate consultation for environmental review during preliminary project planning before designs are finalized. The Project Review Form (PDF) lists the information consultants, applicants, or the responsible agency must provide to initiate environmental review.
M. FOREST STEWARDSHIP PLAN (optional)
If the project site contains 5 acres or more of forested land, we recommend completing a Forest Stewardship Plan as part of the MSDP.  A Forest Stewardship Plan is a written document listing activity that enhances or improves forest resources (i.e. wildlife, timber, soil, water, recreation and aesthetics). A Service Forester is assigned to each county in Pennsylvania to advise residents on forest management. More information, including a complete listing of Service Foresters in your area, can be found on the DCNR website.
N. ADDITIONAL SOW ELEMENTS AND/OR RECOMMENDATIONS (optional)

Include additional SOW elements and/or recommendations, as appropriate.
Master Site Development Plan (MSDP)
Final Products
NARRATIVE REPORT
A draft final MSDP must be reviewed and approved by the Grantee and Bureau before it is officially adopted by the agency.  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 appendix 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(s) Inventory and Analysis
E. Activity(s) and Facility(s) 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 facility(s) and use(s).
H. Cost Estimate and Phased Capital Development Program – Describe the rationale for costs, phasing, and financing strategy.
I. Maintenance and Operations Costs; Revenue
J.-N. As Appropriate

Appendix
SITE DEVELOPMENT DRAWING(S) 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 at the recreation area(s) and facility(s).  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 Grantee should determine the exact number of printed and electronic copies of the MSDP and state the requirement in the RFP.
The following documents must be submitted to DCNR:
· One (1) electronic PDF of the final Narrative Report (as a single document) with the cover 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.
· One (1) electronic PDF of other deliverables, as applicable.
Master Site Development Plan (MSDP)

DCNR Grant Application Cost Estimate Checklist
Provide this checklist to a qualified design consultant to develop a detailed cost estimate to be submitted with the DCNR Grant Application.  The cost estimate must be detailed for the project to be considered Ready-to-Go during the application review process.
Cost Estimate

Item
________          
  Executive Summary
________          
  (A) Purpose, Goals, and Objectives

________          
  (B) Public Participation

  Study Committee Meetings (required; 5-9 people): #__________
  Public Meetings (2 required; 1 with elected officials): #__________
  Key Person Interviews (required; 10-20 interviews): #__________
  Citizen Survey (optional): #__________
  Focus Group (optional): #__________
  Other (optional): _________________________________________
________          
  (C) Background Information
________          
  (D) Site(s) Inventory and Analysis
________          
  (E) Activity(s) and Facility(s) Analysis
________          
  (F) Design Considerations

________          
  (G) Design Process and Recommendations
________          
  (H) Cost Estimate and Phased Capital Development Program

________          
  (I) Maintenance and Operations Costs; Revenue

________          
  (J) Additional SOW Item:________________________________________
________          
  (K) Additional SOW Item:________________________________________
________          
  (L) Additional SOW Item:________________________________________
________          
  Draft Narrative Report, Site Development Drawing(s), and Other 

Deliverables, as applicable
                         
  Final Products 
 Narrative Report signed, sealed, and dated: #__________

 Site Development Drawing(s) signed, sealed, and dated: #________

  Other, as applicable:  #__________
_____________
TOTAL

1

