
 

SCOPE OF SERVICES 

PHASE 1: PROJECT COORDINATION: SEP 2024 – FEB 2025 

Task 1.1 Project Initiation Meeting 

The Consultant will kick-start the process with a goal-setting meeting with CCRPC, ACRPC and Town of 
Middlebury Planning Staff to identify and confirm overarching goals for the Project. During this meeting we will 
also confirm the boundary for the TOD study area (shown at the end of this Scope). 

Task 1.2 TOD Study Area Tour (Trip 1) 
The Consultant will conduct a reconnaissance tour of the TOD study area with Staff as our guide. 

Task 1.3 Selectboard Interviews (Trip 1) 
TPUDC will conduct one-on-one interviews with some members of the Selectboard. Town Staff will be 
responsible for scheduling of the meetings. 

Task 1.4 Public Kickoff Presentation (Trip 1) 
TPUDC will facilitate an in person public kickoff presentation to present TOD planning principles and give 
the community an understanding of the Project. This event will be done in conjunction with our trip for Task 
1.2. Town Staff will be responsible for scheduling the location and publicizing the presentation. 

Task 1.5 Ongoing Project Management 

The Consultant will work closely with CCRPC, ACRPC and Town Staff to ensure on-time and on-budget 

delivery of all work products. The TPUDC Project Manager will be responsible for regular check-ins, file 

management, invoicing, and other Project-related responsibilities. 

PHASE 2: PREPARATION & ANALYSIS: SEP – OCT 2024 

Task 2.1 Review Existing Documents 
The Consultant will review current and completed planning documents and studies to ensure that the Team’s 
work builds upon existing knowledge and work. This phase will include a detailed review of, but not limited to 
the current: 

• Zoning Ordinance 

• Downtown Master Plan 

• Market Analysis Reports 

PHASE 3: DRAFTING THE TOD DISTRICT REGULATIONS: OCT – FEB 2025 

Task 3.1 TOD District Regulations 
TPUDC will prepare TOD District Regulations for the TOD Study Area. This stand-alone article will include the 
requirements and metrics necessary to guide development in the TOD study area so that it is in keeping with 



TOD principles and the Town’s vision. The TOD District will be graphically based and will include diagrams and 
illustrations for its concepts and standards. The TOD District document will likely include the following: 

• Overview / General Provisions (including language to integrate the stand-alone section within the 
existing regulations); 

• Building and Lot Standards, including Building Form and Height standards, Setbacks, and 

Building Types; 

• Context-sensitive Private and Public Frontage Types; 

• Regulating Plan; 

• Use Regulations addressing residential, commercial, and civic functions by geographic location and within 
buildings; 

• Civic Space standards,(Civic space types appropriate for the district with general description, and 
specifications including size, frontage type, and typical facilities)  

• Thoroughfare Standards for a typical thoroughfare in the TOD District, including ROW width, travel lanes, 
parking lanes, sidewalks, planter types, and street lighting. 

• Parking Standards including required parking, parking reductions, and parking location. 

• Design standards, including façade position, façade openings, façade glazing, façade articulation, 
finished floor level, and roof types. 

• Definitions 

Task 3.2 Presentation of TOD District Regulations: Mar 2025 
TPUDC will meet virtually with the CCRPC, ACRPC and Town Planning Staff to present an overview of the TOD 
District. The draft regulations will be delivered in PDF that can be exported to a  format editable in word 
processing software. 

PHASE 4: TOD PLANNING (prior to finalizing District Regulations in Phase 3) 

Task 4.1 TOD Illustrative Master Plan and Rendering: Oct 2024 – Feb 2025 
TPUDC will create an illustrative Master Plan for the TOD Study Area. This plan will be rendered in color and 
show the layout of blocks, lots and some buildings. One rendering, depicting a scene from the Master Plan, will 
be created. This plan and rendering will illustrate an example of how the regulations could be implemented. 
 
Task 4.2 Meeting with Town Staff 
TPUDC will meet virtually with Town Staff, ACRPC and CCRPC to present the plan prior to meeting with the 
public. 
 
Task 4.3 Virtual Public Presentation 
TPUDC will hold a virtual Public Meeting to present the plan for feedback from the community prior to finalizing 
the District Regulations. 
 
Task 4.4 Revisions to the Plan 
TPUDC will provide up to 5 hours of revisions to the plan based on feedback received from Town Staff, ACRPC, 
CCRPC and the public. 

  



PHASE 5: TOD DISTRICT PRESENTATION: JAN – MAR 2025 

Task 5.1 Planning Commission Meetings (Trip 2) 
TPUDC will hold one-on-one meetings with some members of the Planning Commission prior to the Public 
Presentation of the TOD District. Town Staff will be responsible for scheduling of the meetings. 

Task 5.2 Public Presentation (Trip 2) 
TPUDC host a public presentation in person to present the TOD District. Town Staff will be responsible for 
scheduling the location and publicizing the presentation.  
 

 


