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Town of Schroon
REQUEST FOR PROPOSALS
Unified Zoning & Development Code

Released on: June 1, 2026
Proposals due: June 30, 2026

Through this Request for Proposals (RFP), the Town of Schroon seeks to retain the professional services
of a qualified planning consultant to work with the local Zoning Advisory Committee to prepare a rewrite
of the existing zoning ordinance and land use development regulations. The project is being funded by a
2025 Adirondack Community Smart Growth Program Round 8 Grant from the New York State
Department of Environmental Conservation.

Project Description

The Town of Schroon Zoning Ordinance was adopted in 1971 and the Land Subdivision Regulations were
adopted in 1972. The zoning ordinance has since been amended eight times to address changing
conditions. The Town’s 1977 Comprehensive Plan was recently updated through a community-driven
planning process, and was formally adopted in 2025. The updated Schroon Comprehensive Plan provides
a framework for achieving a community vision that is reflective of the current conditions. A priority
recommendation of the updated Comprehensive Plan is to rewrite the Town zoning ordinance as a
unified zoning and development code that would combine all regulations related to planning, zoning and
building in the Town, including SEQR, Unsafe Buildings, Subdivision Rules and Regulations, and Short-
Term Rentals.

The Town of Schroon has been awarded funding through the NYS DEC Adirondack Community Smart
Growth Grant Program to conduct a comprehensive update of the Town’s zoning and subdivision
regulations to reflect the Vision, Goals and Recommendations of the updated Comprehensive Plan. As
outlined in the Comprehensive Plan, the goal of the project is to develop a unified zoning and land use
development code that will encourage sustainable growth and infill in appropriate locations while
protecting natural resources, quality of life, and community character. The details of the
recommendation to rewrite Town zoning code as a unified development code can be found on pages 21-
22 of the Comprehensive Plan, which can be viewed and downloaded here:
https://townofschroonny.gov/comprehensive-plan-2024/. For additional reference, the existing Zoning
Ordinance, and other local laws and ordinances, can be found here: https://townofschroonny.gov/laws-

ordinances/.

Scope of Work
The Town anticipates that the proposed project to prepare a unified Zoning and Development Code shall
include the following applicable tasks and provisions:

Zoning Advisory Committee Meetings

Conduct regular meetings with the Zoning Advisory Committee (ZAC) to advance the preparation, review,
integration and approval of the Unified Zoning & Development Code. Initial kick-off meeting will include
a review of project requirements, grant contract requirements, roles and responsibilities, the transfer of
necessary information to the consultant(s) as applicable, identification of new information, project needs
and next steps. All subsequent meetings will advance the preparation of the Unified Zoning &
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Development Code, and assess the evolution of the project, identify new information needed, changes in
roles and responsibilities, and next steps. The consultant will prepare and distribute a brief meeting
summary clearly indicating the understandings reached at each meeting. Work on subsequent tasks shall
not proceed prior to ZAC review, as applicable.

Deliverables: ZAC meeting minutes; meeting materials, as applicable.

Community Participation Plan

Prepare a Community Participation Plan that describes the public outreach and participation efforts that
will be conducted during the development of the Unified Zoning & Development Code, pursuant to the
local and State statutes. At a minimum, the Community Participation Plan shall include (in-person or
virtual) interviews with local and regional stakeholders, two public information sessions/public
workshops, one Town Board informational meeting, one public hearing, and development of a webpage
with links to announcements, presentations and documents prepared during the planning process. The
Community Participation Plan shall identify key individuals, organizations, and entities to be involved,
and shall identify roles and responsibilities in coordinating the outreach process, logistics, and the
proposed schedule of the proposed public outreach and participation efforts.

All public outreach and participation efforts will be publicized in the community through press releases,
announcements, individual mailings, digital media and any other appropriate means. Public access must
be provided to each public meeting or workshop. Outreach efforts should encourage participation from
populations who are frequently underrepresented in this process, including immigrants, refugees, and
minorities. A summary of each public outreach and participation efforts will be made available to the
public in written form and through other appropriate means, such as websites.

Deliverables: Public Participation Plan; public outreach materials

Stakeholder Interviews

In coordination with the ZAC, identify a set of topics that shall be discussed with stakeholders/interested
parties to obtain additional relevant information and elicit feedback and suggestions. At a minimum, the
stakeholders should include members of the Planning, Zoning, and Town Boards; Town Supervisor,
Highway Superintendent, Water and Sewer Departments, the Adirondack Park Agency, Essex County,
local business owners, and additional applicable groups or individuals identified by the Committee.

Deliverables: Organize and conduct stakeholder interviews; summary of findings and discussions

Public Information Sessions/Public Workshops

Conduct two public information sessions/public workshops to provide an overview of the zoning update
project, identify appropriate solutions to current issues, present initial findings, and emerging code
amendments, and gather critical public feedback. The first public information session will be held after
interested party interviews. The first session will introduce the Code Update Project to the public,
provide an overview of the planning process/schedule, and will describe findings from the interested
party interviews. This information meeting will also include a public discussion to identify initial
priorities, challenges, and recommendations. All information presented at the information session will
be posted on the project webpage. The second session will take place after the conclusion of the draft
regulations. It will provide the public with the opportunity to provide input on the draft code
recommendations, prior to drafting actual code language. The Local Regulations Assessment and
Recommendations Report will be reviewed and agreed upon by the ZAC prior to public release. All draft
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materials will be made available on the Town/project website, allowing for additional public comment
for a period of time after the information session/workshop.

Deliverables: Coordinate and facilitate two public information sessions/workshops; outreach materials;
meeting minutes/summaries

Local Regulations Assessment & Recommendations Report

Work with the ZAC to prepare the Local Regulations and Recommendations Report, which will include,
but not be limited to: An analysis of the existing Town of Schroon Zoning Ordinance, Town of Schroon
Subdivision Law, current processes and applications of existing land use regulations by applicable
municipal boards, and all other applicable local land use regulations; prior and current planning and
zoning efforts, including an overview of land use and regulatory observations and recommendations
from the Comprehensive Plan; preparation of a land use and zoning profile to evaluate and map the
physical details of the community, including current and historic built patterns and architecture; natural
resources including soil types, floodplains, topography, aesthetic resources, and Critical Environmental
Areas, current road network, blocks and lots, building types, public spaces, neighborhoods ,and building
form. The analysis shall also include an examination of existing land uses, density, and community design
elements including setbacks, building height, and street width. This analysis will be supplemented with
maps and figures to convey existing conditions and findings/observations. The ZAC will work with the
consultant team to collect best practices that could be used by the community and to articulate the best
local approach to achieve the vision reflected in the Comprehensive Plan and other adopted planning
documents.

Deliverables: Draft, revised draft, and final Local Regulations Assessment & Recommendations Report

Proposed Unified Zoning & Development Code

Draft the Unified Zoning and Development Code based on the Local Regulations Assessment &
Recommendations Report and public input. The ZAC with work with the consulting team to determine
the appropriate format of the unified code, however due to the age of the existing regulations, the Town
anticipates a full repeal and replacement of the zoning regulations and subdivision regulations through
adoption of a single local law. The new unified zoning and development code will be consistent with the
municipality’s adopted Comprehensive Plan and other applicable state statutes. The ZAC will review the
content of the new/amended local regulations before submitting them to the Town Board for review and
comments. The draft regulations will also be referred to the Town Planning Board for review.

Deliverables: Draft and revised draft Unified Zoning & Development Code prepared for ZAC review

Town Board Review

Submit the proposed draft Unified Zoning & Development Code to the Town Board for review, comments
and recommendations. The draft regulations will be presented to the Town Board at a regular or special
Town Board meeting. Questions and comments received from the board shall be addressed by the ZAC
and the consultant before the initiation of the formal adoption and SEQRA process. The
recommendations of the Town Board will be reviewed by the ZAC. The proposed draft Unified Zoning &
Development Code will be made available for public review on the municipal/project website.

Deliverables: Comments received from the Town Board; revised draft Unified Zoning & Development
Code
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Public Hearing

Following completion of the draft code, conduct a Town Board public hearing to solicit comments. The
proposed draft code will be made available in hard copy form in the Town offices, the Town
website/project website and other key locations throughout the community. The public hearing will be
publicized in the community through press releases, announcements, individual mailings, online posting
on the Town website, and any other appropriate means at least ten days prior to the date of the public
hearing. A 30-day public comment period will be established to allow for written comments on the draft
code to be submitted to the Town Board.

Deliverables: Published announcements and minutes of the Town Board Public Hearing; compiled
document of all public comment received

Environmental Quality Review

Prepare materials necessary for compliance with the State Environmental Quality Review Act (SEQRA).
The adoption of a new or amended Comprehensive Plan or Zoning Ordinance is classified as a Type 1
Action, pursuant to SEQRA and 6 NYCRR Part 617. The Town board shall act as the Lead Agency for the
Purposes of SEQRA. The Town Board shall comply with SEQRA requirements and issue a SEQRA
Determination. The consultant shall assist the Town to conduct a coordinated review under SEQRA, as
applicable, including preparation of the Full Environmental Assessment Form, associated resolutions,
and Determination of Significance.

Deliverables: SEQRA Documents; compiled comments received from Involved Agencies

Adirondack Park Agency & Essex County 239-m Review

Referral of the proposed Unified Zoning & Development Code to the Adirondack Park Agency and Essex
County for review and recommendations pursuant to General Municipal Law §239-m. The ZAC and the
consultant shall address the comments received from the APA and the Essex County Planning Board.

Deliverables: Compiled comments received; revised draft Unified Zoning & Development Code, as
applicable

Final Proposed Unified Zoning & Development Code and Local Adoption

The consultant will work with the ZAC to address all applicable comments and recommendations and
revise the draft code accordingly into the final version for Town Board adoption and filing with the Town
Clerk and with the NYS Secretary of State. The Town Board shall about the final Unified Zoning &
Development Code pursuant to NYS Town Law.

Deliverables: Preparation of final code for Town Board adoption; preparation of Town Board resolution(s)
required for adoption

MWBE & SDVOB Reporting

This project is funded by a grant from the New York State Department of Environmental

Conservation, Adirondack Park Community Smart Growth Program through appropriations from the New
York State Environmental Protection Fund (EPF). The state grant contract is subject to a Minority &
Women Owned Business Enterprise (MWBE) overall participation goal of 30% of grant award amount,
and Service-Disabled Veteran Owned Business (SDVOB) overall participation goal of 6% of grant award
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amount. The Town of Schroon is required to make Good Faith Efforts to meet MWBE and SVDOB
contract goals by soliciting participation from MWBE and SDVOB planning consultant firms.

If hired, MWBE companies will comply with MWBE Reporting Requirements by completing

required actions within the New York State Contract System (NYSCS). If hired, SDVOB companies will
comply with SDVOB Reporting Requirements by completing actions in coordination with the NYS DEC
SDVOB Compliance Division.

Technical assistance for use of the NYSCS system can be obtained through the NYSCS website at
https://ny.newnycontracts.com by clicking on the “Contact Us & Support” link.

Deliverables: Ongoing reporting through NYSCS and/or to DEC SDVOB Compliance Division during the life
of the grant contract.

SUBMISSION OF PROPOSALS
Interested respondents must submit three (3) paper copies and one (1) electronic version (USB flash
drive) of their proposal no later than 3pm on June 30, 2026. Proposals should be submitted to:

Town of Schroon — Town Hall
15 Leland Ave

P.O. Box 578

Schroon Lake, Ny 12870
Attn: Supervisor Meg Wood

Proposals received after the scheduled time and date will not be accepted. Facsimile and email proposals
will not be accepted.

PROPOSAL CONTENT AND CONDITIONS
Each proposer must submit a complete proposal which addresses each component of the RFP.
1. Acover letter expressing the firm’s interest in working with the Town of Schroon and the
Schroon Zoning Advisory Committee (ZAC).
2. A description of the general approach to be taken to complete the project, an explanation of any
variances to the proposed project scope of work as outlined in the RFP, and any insight gained as
a result of developing the proposal.
3. Afull description of how the Scope of Work will be completed along with a schedule detailing
when tasks will be completed, and products/deliverables resulting from each task.
4. Budget and expense information which details all costs including:

e Personnel expenses which state the name/title of everyone assigned to the project,
hourly rates and the number of estimated hours the individual will be working on the
project. The same information should be submitted in detail for subcontractors.

e Administrative costs for travel, postage, photocopying, telephone, printing, and other
related expenses must be detailed.

e Estimates of expense for each of the tasks with assumptions.

5. Adescription for each staff member or sub-consultant who will be involved with this project and
their roles/responsibilities.
6. Arepresentative work sample comparable to the work being requested.
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7. Demonstrated success on projects of similar scope and nature. Please include brief project
descriptions for each and project contact names/phone numbers for reference.
8. A description of the respondent’s efforts to comply with New York State’s MWBE/SDVOB goals.

The electronic version must be in PDF format, divided into two (2) or more PDFs as described below:
1. First PDF — Project Letter of Interest, required proposal components, resumes, summary of
previous relevant work, proposed budget and schedule.
2. Second PDF — Examples of previous relevant work.

CONDITIONS GOVERNING PROPOSALS

Only those proposals which contain complete information and are responsive to the RFP will be
considered. Proprietary or patented information which may be included in the proposal must be clearly
identified and brought to the committee’s attention.

The Town of Schroon reserves the following rights:

e To accept or reject any or all proposals;

e To waive or modify minor irregularities in proposals received,;

e To negotiate with proposers, within proposal requirements, to best serve the interests of the
community;

e To amend specifications after their release, with due notice given to all bidders to modify their
proposals to reflect changed specifications;

* To consider every offer as firm and not revocable for a period of sixty (60) days unless withdrawn
in writing or unless otherwise specified in the solicitation;

e To award a contract for any and all parts of a proposal including award of specific project
components to individual proposer team members and to negotiate with the successful
bidder(s);

e By submitting a proposal, the proposer agrees that is will not make any claim for or have any
right to damages because of any lack of information or misinterpretation of the information
provided in this RFP;

e The Town of Schroon will not utilize any of the materials submitted in the RFP process included
in unsuccessful proposals without permission.

The Consultant must comply with all provisions of the contract between the New York State Department
of Environmental Conservation and the Town of Schroon, including all appendices. A copy of the state
grant contract is available upon request.

NEW YORK STATE MWBE PARTICIPATION REQUIREMENTS
Pursuant to New York State Executive Law Article 15-A, the State recognizes its obligation under the law
to promote opportunities for maximum feasible participation of certified minority and women-owned
business enterprises and the employment of minority group members and women in the performance
of state contracts. For the purposes of this project, NYS has established an MWBE participation
requirement of 30% of the total state grant contract value. The selected proposer, if not certified MWBE,
must actively solicit for bids for contracts and subcontracts from qualified State certified MWBEs which
can be identified using the NYS Directory of Certified Firms ((https://ny.newnycontracts.com/).
The Contractor must retain records of the procurement process including direct solicitation to MWABEs;
results; and any actions that its subcontractors have taken toward meeting MWBE contract participation
goals. To demonstrate good faith efforts to achieve MWBE contract goals the following should be
retained:

e Evidence of outreach to MWBEs: mail, email, phone calls and follow-up.
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e Written responses by MWBEs to the grantee/vendor’s outreach.

e Copies of search(es) of the directory and advertisements for participation by MWBEs in
appropriate general circulation, trade, and minority or women-oriented publications.

e Attendance at any pre-bid, pre-award, or other meetings, if any, scheduled by the grantee with
MWSBEs including dates and location.

* Description of how the scope of work maximizes opportunities for MWBE participation.

e Description of how non-MWABE subcontractors’ have engaged MWBEs to undertake part of the

e project’s work or to procure equipment/ materials/supplies.

NEW YORK STATE SDVOB PARTICIPATION GOALS

Article 17-B of the New York State Executive Law provides for more meaningful participation in public
procurement by certified Service-Disabled Veteran-Owned Businesses (“SDVOB”). The NYS DEC
recognizes the need to promote employment of service-disabled veterans and to ensure that certified
SDVOBs have opportunities for maximum feasible participation in the performance of state contracts. In
recognition of the service and sacrifices made by service-disabled veterans and in recognition of their
economic activity in doing business in New York State, Bidders are expected to consider SDVOBs in the
fulfillment of the requirements of the Contract. Such participation may be as subcontractors or suppliers,
as protégés, or in other partnering or supporting roles. For the purposes of this project, NYS has
established an overall goal of 6% for SDVOB participation, based on the current availability of qualified
SDVOBs. For purposes of providing meaningful participation by SDVOBs, the Bidder/Contractor should
reference the directory of New York State Certified SDVOBs found at: https://ogs.ny.gov/veterans/.
Questions regarding compliance with SDVOB participation goals should be directed to the NYS DEC
SDVOB Compliance Division. Contractor must document “good faith efforts” to provide meaningful
participation by SDVOBs as subcontractors or suppliers in the performance of the Contract.

FUNDING ACKNOWLEDGEMENT
All final work products will note the contributions of the NYS Department of Environmental
Conservation (DEC) to the project, include an appropriate DEC logo, and attribution:

“This [document, report, map, etc.] has been funded in part by a grant from the New York State
Department of Environmental Conservation, Adirondack Park Community Smart Growth Program
through appropriations from the New York State Environmental Protection Fund (EPF).”

INQUIRIES

All inquiries regarding the RFP should be made in writing and sent either regular mail or email
(preferred) and must cite the RFP section in questions. Answers to substantive questions will be
provided to all proposers. Inquiries should be directed to:

Jessica DeslLauriers

Essex County Office of Community Resources
7514 Court Street, PO Box 217
Elizabethtown, NY 12932

518.873.3303
jessica.deslauriers@essexcountyny.gov
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PROPOSER INTERVIEWS
The Town of Schroon may elect to conduct interviews with the two to three (2-3) highest scoring
proposals. The intent of the interview process will be to provide the Town and the Zoning Advisory
Committee with an opportunity to obtain an understanding of:
e The extent of the firm’s depth of knowledge of the subject matter of the RFP, overall
project understanding, and insight into local conditions;
e Whether the methods and resources that will be used by the firm performing the services to
achieve the project goals and objectives are appropriate, and cost effective;
e The firm’s ability to draw together specialists and professionals with the necessary skills and
experience to contribute the overall project
e To allow proposers to further define the primary features and benefits of their proposal; and
e To evaluate the communication and public presentation skills of the proposers.

LIABILITY

The Town of Schroon and the ZAC are not liable for any cost incurred by any individual or firm for work
performed to prepare its proposal or for any travel and/or other expenses incurred in the preparation
and/or submission of its proposal. Further, the Town of Schroon is not liable for any costs incurred
prior to approval of the contract.

EVALUATION PROCESS

The Town of Schroon and Zoning Advisory Committee will review submitted proposals with reference to
the qualifications and criteria as detailed in this RFP. The intent is to select the planning consultant firm
having the technical capability and necessary experience to perform the services as outlined in this RFP
within the time frame required. The Town of Schroon will select a consultant through a qualifications-
based selection process. The selection of a consultant will be made without regard to race, color, age,
religion, national origin, or political affiliation.

SELECTION CRITERIA
The selection of a consultant for this project will be based on the following criteria:

1. Technical Proposal: Proposals will be evaluated based on their quality and clarity; creativity and
thoroughness in addressing the Scope of Work; demonstration of overall project understanding
and insight into local conditions and potential issues. Proposal must include a plan outlining
how each Task in the Scope of Work will be addressed. (25 pts)

2. Relevant Experience: Proposer must provide a list of projects similar in scope and nature
completed in the last 5 years. Proposer should demonstrate experience with New York State-
based land use and planning, local laws, and regulations. Proposals will also be evaluated based
on quality of representative work sample provided. (20 pts)

3. Implementation Schedule: Proposals will be evaluated based on ability and capacity to complete
project by 03/31/2027. Proposal must include an implementation schedule that lists all
milestones for the development and implementation of project deliverables. (15 pts)

4. Cost Proposal: A cost proposal outline organized to follow the outline of Scope of Work, with
detail of cost assigned for the task/action, including personnel costs and reimbursable
expenses. (10 pts)

5. Team Composition and Resumes: Evaluation will be based upon the experience of the
consultant personnel working together as a team to complete comparable projects. The
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Proposer must provide a list of all person(s) who will be assigned work pursuant to this RFP
(including subcontractors) and resumes showing qualifications and relevant experience.
Proposers must designate an individual as the Project Manager who will be directly responsible
for all activities of the organization relevant to this RFP and provide their resume and relevant
experience. The designated Project Manager must have managed the implementation of at
least one other project of similar scope and nature, a description of which must be submitted
with the Project Manager resume. (15 pts)

6. Presentation/Communication Skills: The proposer will be evaluated based on their knowledge of
the subject material, their overall understanding of the proposed project, their ability to relay
the message in a clear, concise, and timely fashion and their ability to field questions posed to
them from the Town and Comprehensive Plan Advisory Committee members. (15 pts)

NOTIFICATION OF AWARD
The Town of Schroon will notify the successful bidder by phone and/or email, followed by written
confirmation. Each bidder whose proposal is not accepted will be notified in writing.

The Town of Schroon will authorize the award of a contract to the successful proposer based upon the
evaluations and recommendations of the ZAC. In the event that a contract cannot be finalized within
thirty (30) days of the award, the Town reserves the right to enter negotiations with the consultant
which received the second highest evaluation. A copy of the executed contract between the planning
consultant(s) and the Town of Schroon, including any MWBE/SDVOB subconsultant contracts, will be
submitted to the NYS DEC Smart Growth Program Manager.
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