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July 28, 2021 
 
 
Mr. Kevin Massengill 
County Administrator 
Dinwiddie County  
14010 Boydton Plank Road 
Dinwiddie, VA 23841 
 
 
RE: Work Order #1: Comprehensive Plan Update 
 
Dear Mr. Massengill: 
 
We are pleased to present the associated scope and fee to update Dinwiddie County’s Comprehensive 
Plan. If you or your staff have any questions related to the scope and associated fee, please feel free 
to contact me at any time.   
 
Thank you for the opportunity to continue working with you and your staff.   
 
Sincerely, 
 
 
 
 
Andrew D. Williams, AICP 
Chief Executive Officer 
 
 
 
 
 
 
 
 
I have reviewed the scope and fee for the associated task order and I hereby give the consultant 
notice to proceed for the work described herein.  
 
 
 
 
 
_________________________________________________________________                __________________________ 
Mr. Massengill, County Administrator          Date  
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SCOPE OF WORK  
 

This work order consists of providing the work presented below, including working with staff, the 
Planning Commission and Board of Supervisors to adopt an updated Comprehensive Plan. 
 

Deliverables: 

 
The Scope of Work to update the Comprehensive Plan will include the following deliverables: 

1. Updated Comprehensive Plan submitted in digital (pdf) format. 
2. One printed copy of the final Comprehensive Plan. 
3. Updated Future Land Use Map & Transportation Projects Map in Esri-compatible GIS format. 

 

Assumptions: 
 

1. Investigation: The County will provide up-to-date copies of the current Comprehensive Plan 
and maps in original format (.docx and Esri-compatible GIS). The County will also identify 
and provide relevant documents to be considered during document review. 

2. Contact Person: The County will provide a single contact staff that will be responsible for 
collecting and transmitting data, resources, and reviews from other departments to the 
Berkley Group.  

3. Kickoff Worksession / County Tour: The County tour will occur on the same day as the 
kickoff joint worksession with public officials.  

4. Public Input Workshops: The Berkley Group will facilitate up to three public input 
workshops at different locations across the County. The workshops will include a brief 
introduction to the Comprehensive Plan update followed by an interactive small group 
discussion on County issues. One work session will include breakout sessions on select focus 
areas such as solar, agricultural tourism, and multi-family development. The County will 
advertise and promote the meeting and coordinate meeting location, printing, and set up. The 
Berkley Group will provide a digital format flyer, digital format meeting materials, and a 
summary overview of results of the public input workshop(s).  

5. Stakeholder Interviews: The Berkley Group will conduct up to four interviews with 
stakeholder groups, which will be identified and coordinated by county staff. It is assumed 
that stakeholder interviews will be conducted on the same day as the public workshop, or 
virtually by Zoom/phone. The Berkley Group will summarize the results of the stakeholder 
interviews. 

6. Survey: The Berkley Group will conduct an online open link community-wide survey utilizing 
the online SurveyMonkey tool. The Berkley Group will also provide the survey as a PDF to be 
printed distributed by the locality in hard copy format. The locality will distribute (e.g, mail), 
collect, and transmit the hard copy surveys electronically to the Berkley Group for manual 
entry into SurveyMonkey. The survey results will be provided as a direct-download from 
Survey Monkey. A brief summary of survey results will be incorporated into the 
Comprehensive Plan text. 

7. Baseline Analysis & Drafting: The baseline analysis will consist of a basic update utilizing 
readily-available data from the US Census, Weldon-Cooper Center, locality staff, and the local 
Planning District Commission. Chapter drafting will focus on creating a more attractive, user-
friendly document while ensuring compliance with state code requirements for 
Comprehensive Plans. The Berkley Group understands that the basic chapter content has 
been recently updated; the focus of updates will be on revising the future land use map and 
providing goals, objectives, and strategies that support the community’s vision as defined 
during community engagement. 
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8. Mapping: Mapping will utilize existing Esri-compatible map data provided by the County, 
local Planning District Commission, VDOT, or VGIN. With the exception of future land use and 
priority transportation projects, the creation of new map data is not anticipated.  

9. Work Sessions: This scope of work assumes that guidance and direction on the 
Comprehensive Plan will be provided through work sessions with the Planning Commission 
(PC). County staff will organize work session dates, provide printed work session materials 
and chapter drafts, and serve as the direct point of contact for members. 

10. Meeting Materials: Meeting materials will be provided up to, but not earlier than, five (5) 
business days before a work session.  

11. Comments & Revisions: Comments from BOS/PC will be provided in a comment/response 
format to the Berkley Group for review and consideration, ideally prior to each work session. 
The fee estimate for drafting is based on revisions agreed upon during the work sessions 
identified in the schedule and fee estimate. One round of revisions is anticipated per chapter. 

12. Open House/Public Review: The Berkley Group will provide a formatted draft plan for 
public review and present the plan during the public open house. Up to two open houses are 
anticipated for public review throughout the County. The County will advertise and promote 
the meeting(s) and coordinate meeting location and set up. The Berkley Group will provide a 
digital meeting flyer and summarize comments for consideration during the final work 
session. 

13. Project Webpage: The Berkley Group will provide information for a project webpage to be 
hosted on the County website and managed by the County. 

14. Final Revisions: The Berkley Group will incorporate one round of revisions to address 
comments from the public open house and final work session.  

15. Public Notification: The locality will be responsible for public notification requirements 
(e.g., newspaper ads and mailings) associated with the project.  

16. Public Hearings: The scope of work assumes separate public hearings of the Planning 
Commission and the Board of Supervisors. Action will occur at the same meeting as the public 
hearing. 

17. Meeting Cancellations: Meetings and work sessions cancelled with notice of less than 10 
business days may be counted toward the scoped work sessions, and the client will be 
charged for the preparation hours for the cancelled meeting.   

 
COVID-19 Policy  
Berkley Group staff will adhere to all public health best practices as recommended by the Center for 
Disease Control (CDC) or state/local regulations, whichever is more stringent. 
 
When engaging in face-to-face meetings with clients and citizens, The Berkley Group requires 
adherence with the Commonwealth of Virginia’s prevailing guidelines as it pertains to social 
gatherings for business sectors and/or the locality’s, in the event they are more stringent. 
 
For meetings where attendance from the general public is expected, the locality should consider 
if/how the prevailing safety guidelines will be enforced and what acceptable measures will be taken 
for those refusing compliance and communicate those plans to The Berkley Group prior to the 
meeting date.  
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SCHEDULE  
 

The following schedule is predicated on the assistance of County staff in providing timely documentation, guidance, and scheduling of 
necessary meetings and work sessions. 
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PROJECT TIMELINE

2022

# Task DescriptionPhase

2021

A1 Kick-off Meeting with Staff  

A2 Document Review

A3 Plan Diagnostic

A4 Kick-off Work Session / County tour X

A5 Public Workshop (up to 3) X X X

A6 Stakeholder Listening Sessions X

A7 Public Outreach Survey

In
ve

sti
ga

tio
n

B1 Work Sessions (up to 5) X X X X X

B2 Meetings/Coordination with Staff

B3 Outline, Vision, About the Plan

B4 Demographic Data / Baseline Analysis

B5-11 Content Drafting

B12 Implementation Plan   

B13 Mapping

B14 Plan Layout & Graphics

Dev
elo

pment

C1 Public Draft Review + Open House (up to 2) X X

C2 Final Review Joint Work Session X

C3 Incorporate Final Revisions

C4 Public Adoption (PC / Board hearings) X X

X = Anticipated In-Person Attendance

Adop
tio

n
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FEE 
 

The fee is developed based on the scope of work presented below and the minimum number of hours 
(by position) required to perform each task. The fee is fixed and will not increase unless there is a 
written, mutually agreed upon change to the scope of work.  
 

 
 
 

Phase Task Task Description Total Cost Est. Hours

A1 Kick-off Meeting with Staff (Virtual) 350.00$                    6

A2 Document Review 2,120.00$                 38

A3 Plan Diagnostic 3,260.00$                 58

A4 Kick-off Work Session / County tour 3,000.00$                 50

A5 Public Workshop (Up to 3) 12,460.00$               206

A6 Stakeholder Listening Sessions (Up to 4) 3,960.00$                 72

A7 Public Outreach Survey (online + paper) 5,020.00$                 94

In
ve

sti
ga

tio
n

B1 Joint Work Sessions (up to 5) 15,000.00$               240

B2 Meetings/Coordination with Staff 3,100.00$                 50

B3 Outline, Vision, About the Plan 3,100.00$                 54

B4 Demographic Data / Baseline Analysis 5,100.00$                 90

B5 Historic & Natural Resources 5,550.00$                 95

B6 Housing and Community Development 5,350.00$                 95

B7 Transportation; 729 Review 6,270.00$                 111

B8 Land Use 6,900.00$                 120

B9 Community Facilities & Infrastructure 5,100.00$                 90

B10 Recreation 4,100.00$                 70

B11 Economic Development 3,920.00$                 68

B12 Implementation 3,680.00$                 64

B13 Mapping 7,440.00$                 120

B14 Plan Layout & Graphics 9,440.00$                 150

C1 Public Draft Review + Open House (up to 2) 8,010.00$                 134

C2 Final Review Joint Work Session 3,300.00$                 54

C3 Incorporate Final Revisions 6,140.00$                 106

C4 Public Adoption (PC / Board Hearings) 4,600.00$                 72

Subtotal 136,270.00$            2,307

Non-direct expenses including, but not limited to, 

travel, printing, supplies, etc. (3% of project cost)
4,088.10$                 

TOTAL 140,358.10$            

D1 $4000/meeting

D2 $3000/meeting

D3
$3,000 / 

survey

Additional Work Session / Meeting

Optio
ns

Dev
elo

pment

Adop
tio

n

The following supplemental services may be employed for an additional fee:

Additional Public Outreach or Open House Meetings

Special Interest Surveys (e.g., businesses, students, visitors, multilingual)
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