
 

 

Request for Qualifications (RFQ) 
Village of Potsdam Comprehensive Plan Consultant 

 

 
 

 
2 PARK STREET, PO BOX 5168, POTSDAM. NY 13676 

315-265-7480 

 

Submission Deadline: Thursday, October 1, 2026, at 1:00pm 

Additional Information Contact: Aviva Gold, agold@villageofpotsdamny.gov, 315-265-1670 

 

The Village of Potsdam seeks statements of qualification from experienced urban planning 

consulting firms or consultant teams to assist the Village in preparing and adopting a new ten-

year Comprehensive Plan with Sustainability Elements. 

 

This project has been funded in part by the Climate Smart Communities Grant Program, Title 15 

of the Environmental Protection Fund through the New York State Department of Environmental 

Conservation. The resulting Comprehensive Plan will integrate Climate Smart Communities and 

Smart Growth principles and establish a framework for future land use planning, sustainability 

initiatives, climate resilience efforts, and zoning updates within the Village. It will incorporate 

planning for biking and walking as well as an updated Complete Streets policy which will be 

informed by a Safe Streets for All Comprehensive Safety Action Plan that is currently being 

developed. 

 

The Village intends to select the most qualified consultant and subsequently negotiate a 

detailed scope of work and fee. We expect the project to begin in Fall 2026 and be completed in 

late 2027.  

 

Background 

The Village of Potsdam is located in St. Lawrence County, New York and serves as a regional 

center for education, healthcare, commerce, and culture. Home to SUNY Potsdam and Clarkson 

University, the Village is seeking to update its existing 2012 Comprehensive Plan to address 

emerging opportunities and challenges related to economic development, housing, 

transportation, sustainability, climate resilience, infrastructure, and quality of life. 

 

The primary goal of the project is the preparation and adoption of a new Comprehensive Plan 

that: 

• Establishes a community-driven vision for the next ten years. 

• Incorporates Climate Smart Communities principles and actions. 

• Integrates Smart Growth planning practices. 

• Addresses housing, economic development, transportation, infrastructure, recreation, 

and environmental resources. 

• Provides a policy framework for future zoning code updates and implementation 

actions. 
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Scope of Services 

The selected consultant will work closely with Village staff, a Comprehensive Planning 

Committee, stakeholders, and residents to complete the planning process. The complete 

contracted workplan is attached for clarity. At a minimum, the consultant will be expected to: 

• Develop a detailed project schedule and public engagement strategy. 

• Coordinate regularly with Village staff and a Comprehensive Plan Committee. 

• Review relevant existing planning documents including: 

o Village of Potsdam Comprehensive Plan (2012) 

o Downtown & Waterfront Revitalization Plan 

o Downtown Revitalization Initiative Strategic Investment Plan 

o Town of Potsdam Comprehensive Plan 

o Potsdam’s Safe Streets for All Comprehensive Safety Action Plan (currently 

being formed) 

o North Country Regional Economic Development Council Strategic Plan 

o Other relevant local and regional guiding documents or studies 

• Prepare a comprehensive community profile utilizing census, ESRI, NYSERDA, DEC, and 

other available data sources. 

• Design and facilitate a robust public engagement process including engaging 

traditionally underrepresented populations. 

• Prepare a draft Comprehensive Plan. 

• Present draft findings and recommendations to Village officials and a Comprehensive 

Planning Committee. 

• Revise draft documents based upon public and stakeholder feedback. 

• Prepare all documentation necessary to support State Environmental Quality Review Act 

(SEQRA) compliance, including preparation of a Full Environmental Assessment Form. 

• Prepare a final Comprehensive Plan suitable for adoption. 

• Assist the Village Board of Trustees through plan adoption. 

• Provide information and documentation necessary to support DEC CSC grant reporting 

requirements. 

 

Consultant Qualifications 

The Village seeks firms with demonstrated experience in: 

• Municipal comprehensive planning in New York State. 

• Climate Smart Communities and Smart Growth initiatives. 

• Public engagement and consensus-building. 

• Land use planning and zoning. 

• SEQRA compliance and environmental review. 

• Facilitation of planning committees and stakeholder groups. 
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• Ability to meet the project's schedule/deadlines and deliverables. 

• Ability to obtain and maintain required workers’ compensation and liability insurances 

required by the funding agency. 

 

Experience working with small municipalities, rural communities, college communities, and 

communities in Northern New York is preferred. The project does have a 30 percent MWBE goal 

and a 6 percent SDVOB goal. 

 

 

Submission Format 

• Cover letter 

• Firm profile and history 

• Project team and key personnel 

• Relevant project experience including three comparable projects completed within the 

past ten years 

• Description of the firm's approach to comprehensive planning, public engagement, and 

climate resilience planning 

• References 

• Rate chart 

 

Evaluation Criteria 

• Relevant comprehensive planning experience (30) 

• Climate Smart Communities / Sustainability experience (20) 

• Qualifications of project team (20) 

• Public engagement experience (15) 

• Municipal references, past performance, MWBE/SVDOB certification (15) 

 

The Village may interview selected firms prior to making a final selection. 

 

Submission Instructions 

Please submit one single PDF Statement of Qualifications to: 

Georgine Scott: gscott@villageofpotsdamny.gov 

Subject line: Comprehensive Plan Consultant  

Deadline: Thursday, October 1, 2026, at 1:00pm 

For additional information contact: Aviva Gold, agold@villageofpotsdamny.gov, 315-265-1670. 

mailto:gscott@villageofpotsdamny.gov
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 ATTACHMENT C – WORK PLAN 

SUMMARY

PROJECT NAME:                              CSC 2024
CONTRACTOR NAME:                    POTSDAM VILLAGE OF
CONTRACT PERIOD NUMBER:     1
CONTRACT PERIOD: From:   03/15/2025
                                                     To:   03/14/2030

The Village of Potsdam will create a new comprehensive plan with sustainability elements, update the complete 
streets policy, and create a plan for bicycling and walking. The comprehensive plan provides a community driven 
vision for how the community wants to grow over the next 10- to 20-years. It is the basis for regulations, zoning 
codes, and ordinances adopted in conformance with the plan. A complete streets policy addresses the community¿s 
commitment to designing local transportation networks that are safe and comfortable to use by all modes and 
abilities. Planning initiatives for biking and walking help communities define priorities and identify strategies most 
suited for meeting their active transportation goals. The objective is to adopt plans that include climate smart and 
smart growth principles to create the foundation for the development of an updated zoning code that supports these 
elements.
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ATTACHMENT C – WORK PLAN
DETAIL

Objective
1 Project Administration -     .

Task
        1.1 Initial contract meeting with grantee and DEC Office of Climate Change (DEC) -     .

Performance Measures
             1.1.1 Meeting summary submitted to DEC -     .

Task
        1.2 Public relations -     .

Performance Measures
             1.2.1 Notify DEC of any press events, releases, or groundbreaking ceremonies at least 1 month prior to the 
event -     .
             1.2.2 The following attribution statement acknowledging DEC funding for the project must be included in 
any press releases or other public announcement, including newspaper articles and web posting, as well as all 
documents, brochures, reports, signage, maps, and exhibits: "This project has been funded in part by the Climate 
Smart Communities Grant Program, Title 15 of the Environmental Protection Fund through the New York State 
Department of Environmental Conservation" -     .

Task
        1.3 Reporting -     .

Performance Measures
             1.3.1 Quarterly progress reports submitted to DEC within 30 days of the close of the quarter -     .
             1.3.2 Reimbursement requests submitted as needed, but only at the end of a quarter. Final reimbursement 
request due to DEC within 120 days of the contract end date -     .
             1.3.3 Final project summary report and all deliverables submitted to DEC within 60 days of the contract end
date -     .
             1.3.4 MWBE reports filed quarterly in the New York State Contract System at https://ny.newnycontracts.
com/. SDVOB Quarterly Contractor Compliance Reports submitted to sdvob@dec.ny.gov -     .

Objective
2 Procure planning consultant -     .

Task
        2.1 Draft RFP -     .

Performance Measures
             2.1.1 Submit draft RFP to DEC for review -     .

Task
        2.2 Release RFP -     .

Performance Measures
             2.2.1 Copy of final RFP and copies of advertisements placed for RFP through appropriate media, such as 
local newspaper and professional journals submitted to DEC -     .

Task
        2.3 Select consultant -     .

Performance Measures
             2.3.1 List of applicants, intent to hire letter, and copy of executed subcontract submitted to DEC -     .

Task
        2.4 Project kickoff meeting with consultant, grantee, and DEC -     .

Performance Measures
             2.4.1 Summary of meeting and timeline/plan for completing the scope of work submitted to DEC -     .

Objective
3 Public Outreach and Engagement for all three PE actions -     .

Task
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        3.1 Develop list of relevant stakeholders to be included in the planning project, including but not limited to: 
students; elderly; advocacy groups; neighborhood associations; chambers of commerce; low income, minority, and 
vulnerable populations; and disadvantaged community census tracts -     .

Performance Measures
             3.1.1 List of identified stakeholders submitted to DEC -     .

Task
        3.2 Public outreach and engagement plan -     .

Performance Measures
             3.2.1 Copy of public outreach and engagement plan including proposed meeting schedule submitted to DEC
-     .
             3.2.2 Summary of each meeting and public comment; copy of all committee, workshop, and public meeting 
materials, presentations, and notes submitted to DEC -     .

Objective
4 Complete PE6 Action: Complete Streets Policy -     .

Task
        4.1 Draft an update to the complete streets policy, including definition of "complete streets," design features, 
exemptions, and steps necessary for complete streets implementation for future projects -     .

Performance Measures
             4.1.1 Copy of draft policy submitted to DEC for review -     .

Task
        4.2 Finalize and adopt the Complete Streets Policy -     .

Performance Measures
             4.2.1 Copy of final complete streets policy submitted to DEC -     .
             4.2.2 Copy of resolution or meeting minutes adopting the policy submitted to DEC -     .

Task
        4.3 Submit for Climate Smart Communities Certification (CSCC) points. For detailed information on 
requirements for credit, see the action description in the CSCC Portal -     .

Performance Measures
             4.3.1 Upload copy of the final complete streets policy to the CSCC portal -     .
             4.3.2 Upload a copy of resolution or meeting minutes adopting the policy to the CSCC portal -     .

Objective
5 Complete PE6 Action: Planning for Biking and Walking. (integrated into the Comprehensive Plan and 
Comprehensive Safety Action Plan) -     .

Task
        5.1 Complete and analyze baseline assessment of travel behavior using existing data sources, including Safe 
Streets for All (SS4A) analysis, Census data, and local planning documents -     .

Performance Measures
             5.1.1 Summary of findings submitted to DEC -     .

Task
        5.2 Develop strategies for reducing vehicle trips to common destinations, such as to work, school, and shopping
centers in order to reduce GHG emissions. These strategies for biking and walking will be included within the 
transportation section of the Comprehensive Plan -     .

Performance Measures
             5.2.1 Summary of strategies developed submitted to DEC -     .

Task
        5.3 Identify goals and GHG reduction targets for the transportation sector. These goals will be included within 
the transportation section of the Comprehensive Plan -     .

Performance Measures
             5.3.1 Memo with goals and reduction targets submitted to DEC -     .

Task
        5.4 Develop strategies to improve biking and walking for underserved populations including DAC census 
tracts. These strategies for biking and walking will be included within the transportation section of the 
Comprehensive Plan -     .

Performance Measures
             5.4.1 Summary of strategies developed submitted to DEC -     .
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Task
        5.5 Release draft plan for public comment -     .

Performance Measures
             5.5.1 Proof that plan was released for public review submitted to DEC ¿ screenshot of website, copy of 
fliers, social media, etc. -     .

Task
        5.6 Adopt final plan -     .

Performance Measures
             5.6.1 Copy of final adopted plan submitted to DEC -     .
             5.6.2 Copy of resolution or board/public meeting minutes in which the plan was adopted submitted to DEC -
.

Task
        5.7 Submit for Climate Smart Communities Certification (CSCC) points. For detailed information on 
requirements for credit, see the action description in the CSCC Portal -     .

Performance Measures
             5.7.1 Upload final plan to the CSCC Portal -     .
             5.7.2 Upload resolution or board/public meeting minutes in which the plan was adopted to the CSCC portal 
-     .

Objective
6 Complete PE6 Action: Comprehensive Plan with Sustainability Elements -     .

Task
        6.1 Baseline Assessment: Analyze existing conditions for land use; economic development; housing; energy; 
transportation; natural, cultural, and historic resources; etc -     .

Performance Measures
             6.1.1 Copy of baseline assessment submitted to DEC -     .

Task
        6.2 Develop Vision and Goals: Ensure goals address the community's definition of sustainability as well as the 
three "E¿s" of sustainability: environment, economy, and equity -     .

Performance Measures
             6.2.1 Copy of vision statement and comp plan goals submitted to DEC -     .

Task
        6.3 Evaluate the 5 required sustainability elements: alternative modes of transportation, smart growth 
principles, conservation of natural areas, promotion of a healthy and safe community, and equity (required) -     .

Performance Measures
             6.3.1 Copies of draft chapter for each required element submitted to DEC -     .

Task
        6.4 Select at least one of the optional point-based elements and evaluate that (those) elements -     .

Performance Measures
             6.4.1 Copies of draft chapter for each optional element submitted to DEC -     .

Task
        6.5 Complete a draft of the comp plan with sustainability elements including all strategies and goals for biking 
and walking as described in objective 5 -     .

Performance Measures
             6.5.1 Draft copy of comp plan submitted to DEC for review and comment -     .

Task
        6.6 Release draft plan to public and municipal board for review and comment -     .

Performance Measures
             6.6.1 Summary of public and municipal comments submitted to DEC -     .

Task
        6.7 Complete SEQR review -     .

Performance Measures
             6.7.1 All SEQR documents submitted to DEC -     .

Task
        6.8 Complete GML 239 review -     .
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Performance Measures
             6.8.1 Copy of GML 239 review findings submitted to DEC -     .

Task
        6.9 Finalize comp plan incorporating all comments -     .

Performance Measures
             6.9.1 Copy of final comp plan submitted to DEC. Acknowledgement statement must appear on inside cover 
-     .

Task
        6.10 Adoption of comp plan by municipal board -     .

Performance Measures
             6.10.1 Documentation of adoption (e.g., resolution board meeting minutes) submitted to DEC -     .

Task
        6.11 Submit for Climate Smart Communities Certification (CSCC) points. For detailed information on 
requirements for credit, see the action description in the CSCC Portal -     .

Performance Measures
             6.11.1 Upload copy of adopted comp plan to the CSCC Portal -     .
             6.11.2 Upload a copy of meeting minutes or resolution in which the local governing body formally approves
the plan to the CSCC portal -     .
             6.11.3 Upload a memo explaining how the plan reflects the sustainability elements outlined in Tasks 3 & 4 
including the specific page numbers where the relevant information can be found to the CSCC Portal -     .


