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GENERAL INFORMATION AND SCOPE OF WORK GUIDELINES
Introduction  
Trails vary greatly in size, type, location and purpose.  Therefore it is necessary to develop trails in a well-planned and collaborative manner.  For the purposes of these guidelines a trail is defined as a designated route on land or water with public access for recreation and/or alternative transportation opportunities such as walking, jogging, hiking, fitness, backpacking, cross country skiing, bicycling, mountain biking, horseback riding, snowmobiling, four-wheel driving, all terrain off-road vehicles, canoeing, kayaking, etc. for users of all ages and abilities.  For recreation sites such as off-highway vehicle parks, please refer to the Bureau’s scope of work guidelines for Master Site Development Plans.
Generally, trail studies examine the feasibility of developing a trail, as well as provide a “road map” on how to make the trail a reality.  The approach of such studies varies depending on public support, types of users, ownership status, intended use, surrounding land use, environmental hazards, and structural challenges.  A thorough trail study will provide local decision-makers with enough information to help them decide whether or not to pursue trail development.  These guidelines can be used for both motorized and non-motorized trails.  

The term "agency" is used throughout this Scope of Work Guidelines and refers to the entity that is preparing the study such as one municipality, an authority, an inter-governmental planning effort, non-profit entity, etc.  

Purpose  
The following information and guidelines are provided to assist in the creation of a scope of work (SOW) for Trail Studies that meet generally accepted planning standards and provide the information necessary to develop a trail.  A SOW is a written outline of the major work elements and tasks to be performed for the study.  The SOW fulfills three main purposes:

A. It provides a format for the agency to plan and determine the work that needs to be completed to produce a useable and satisfactory study document.

B. It provides work requirements for a Request for Proposal (RFP) so that a Qualified Trail Planning Consultant can submit a valid and competitive proposal to perform the project work.
C. It provides the work requirements for the consultant contract.
Requirements for DCNR-Funded Studies  
Successful trail studies include the required data, background research, analysis and provide an implementation strategy to effectively develop a sustainable trail.  The following requirements must be met for DCNR-funded trail studies:
A. Before submitting a grant application to DCNR and developing a SOW, contact your regional adviser from the Bureau of Recreation and Conservation (Bureau) to discuss the project.  A directory of regional advisers can be found at the following link, http://www.dcnr.state.pa.us/brc/aboutus/index.htm.  Bureau staff will assist in finalizing a SOW that best meets the needs of the project, community, and trail group.
B. A qualified trail planning consultant should be selected through an open and competitive selection process.  See the Bureau’s RFP Guidelines, RFP Template and Consultant Qualifications for additional guidance.
C. Substantial citizen involvement/public participation should be conducted throughout the process.  See the Bureau’s Public Participation Guide for additional guidance.
D. Conceptual or preliminary designs should reflect the findings of the study.  Designs must be signed and sealed by a design professional, such as a Professional Engineer or a Licensed Landscape Architect.
E. The study must include an implementation strategy that sets forth specific recommended actions, priorities and costs to develop, manage, and maintain the trail.  Actions should be in priority order and identify the entities responsible for implementation.

F. The final trail study report must cover all scope of work tasks in a logical order  beginning with an executive summary and followed by clearly labeled sections for each  component.  The Bureau requires three (3) bound copies of the final trail study report.  The exact number of printed copies must be stated in the RFP.
Overview of Trail Study Process  

All trail studies begin with assessing the feasibility of developing and maintaining a trail.  The degree of effort required to determine the feasibility is dictated by the specific needs and ownership status of your trail.  Once determined feasible, effort will be spent determining the physical layout of the trail and the necessary steps to develop and maintain the trail.

To determine the feasibility of the trail a study should, at a minimum, address Tasks B – F and I as outlined in the following SOW.  If the trail is determined feasible, then the study should be completed by including an Executive Summary, Conceptual Designs and a detailed Implementation Matrix (Tasks A, G, and J) which will carry the trail to the development and/or acquisition phase.  In addition, if the agency controls the property, can obtain control of the property or produce written permission from the current landowner(s), then the study should include Preliminary Designs (Task H).  However, the agency will have to determine whether or not their funding is sufficient to include Preliminary Designs in the study.
If it is determined that development or acquisition of the trail is NOT feasible, the study should not continue beyond Tasks B – F and I.  This type of determination could be the result of structural impediments (bridges, tunnels, etc.), lack of public support, landowners unwilling to provide access for the trail, extensive environmental clean-up requirements, etc.  The reasons for this determination should be summarized in the study so that in the future the hurdles to developing the trail might be overcome.

Developing a Request for Proposals (RFP) RFP Guidelines, RFP Template
When developing a RFP the request should provide a project background or overview that captures the expectations and circumstances surrounding the study to assist potential bidders with properly structuring their proposals and cost estimates.  The background should include, but is not limited to the following items:

A. Clear description of the agency’s roles and responsibilities in regards to the trail study, including any work tasks or products the agency will provide.  For example, the agency will provide GIS data and services.

B. Clear description of the roles and responsibilities of any other cooperating organizations, including any work tasks of products these organizations will provide.  For example, a non-profit organization will facilitate public meetings.

C. Description of whether the study includes a specific corridor that has already been identified or the study will find the best trail alignment options between two points.

D. State whether the agency owns or controls the land that’s being studied.  
1. If so, the RFP should Include Preliminary Designs (Task H) in the SOW.  
2. If not, the RFP should not include Preliminary Designs (Task H) in the SOW.  Unless, the agency believes there is a chance, during the duration of the study, they can obtain control of the property or written permission from the landowner to develop a trail.  In this case, Preliminary Designs should be included in the RFP as an optional task with a separate cost estimate.  This should be carried over to the consultant contract, so the agency has the ability to choose this option later in the study.  

Scope of Work
Provided below are the major tasks (A through K) needed to develop a SOW and RFP for a Trail Study.  Under each task is a narrative and sub-tasks.  Each major task should be included in the SOW; however, some situations may require the study to include additional tasks.
A. Executive Summary  
The purpose of this element is to provide a short and succinct summary of the trail study findings  to illustrate the vision, goals and findings of the trail study.  The executive summary can be graphic in nature and used as a marketing/public outreach document for the trail effort.  
B. Introduction and Context 
The purpose of this element is to describe the community or region and how this trail meets the needs of the public.
1. Provide a vision statement for the trail.
2. State the study purpose and goals.
3. Describe the trail corridor; including size, land use, character and geographic location.  Summarize any significant natural or man-made features, such as critical habitat, water bodies, geologic features, historic bridges, highways, etc.  
4. Describe the surrounding community(ies); including demographics, other trails and recreational resources.  
5. Provide general mapping of the study area. 

6. Identify any boundaries or limitations of the study.

7. A general description of how the trail fits into the context of existing State, regional, county or local planning efforts (e.g., Comprehensive Recreation, Parks and Open Space Plan, Community-wide Comprehensive and Land Use Plan, Watershed or Rivers Conservation Plan, County Greenway Plan, Downtown Revitalization Plan, Long Range Transportation Plan, community surveys, etc.)

C. Public Participation (Public Participation Guide)
This is a critical element in the planning process.  Generally, the most successful trails possess strong grassroots support.  The study must include a public input process that will engage the community through the development of the study, which can help gain public support for the trail and reduce potential conflicts.  Special attention should be given to involve impacted property owners and impacted local municipalities.  In some cases the agency undertaking the study will handle some of the public input and meetings.  These roles should be clearly defined between the agency and their consultant.  The study should include a summary of the public input efforts and results.

1. At a minimum the process must include:

a. A project study committee must be formed to meet with and guide the planning consultant throughout the creation of the study.  Based on the size and complexity of the project there should be between 4 and 8 study committee meetings.
b. At least two general public meetings must be held.  One meeting should include local elected officials.  
c. Study committee meetings and public meetings must be held with representatives from impacted municipalities, local business leaders, neighborhood and community groups and impacted property owners.
2. Depending on the scope of the trail study or issues surrounding the potential trail, other techniques may be required such as: 
a. Key person interviews.  Based on the size and complexity of the project consider a range between 5 and 15.
b. Potential trail user interviews. 
c. Additional public meetings which may include onsite meetings, additional public input sessions, etc.
d. Random Sample Citizen Survey.  Describe the survey method to be used (e.g., written, telephone, internet, follow-up contacts, etc.) and the anticipated number of survey questionnaires to be conducted.  Include a copy of the survey as appendix to the trail study.  

e. Focus Group Meetings.  Meetings with the following groups can be held:


i. Neighborhood meetings

ii. Land owner meetings 

iii. Stakeholder meetings

iv. Additional meeting with Elected Officials 

3. Summarize public input process and findings.

D. Physical Inventory and Assessment 
Site information must be mapped and analyzed to determine the managed uses for the proposed trail and facilities.  
1. Prepare detailed mapping of proposed trail corridor or trail alignment(s) at an appropriate scale.  Identify mapping which may be available from local planning agencies, USGS, railroad company, etc.

2. Physiographic Features
a. The length, dimensions and right of way (ROW) boundaries

b. Topography

c. Soils or trail base composition

d. Surrounding land use

e. Erosion and drainage

f. Political boundaries

3. Natural Features 

a. Significant natural features (rivers, lakes, ponds, rock outcroppings, wetlands, floodplains, etc.)

b. Existing vegetation (rare and endangered plants, invasive species).
c. Existing wildlife (rare and endangered species, sensitive habitat areas). 

4. Cultural Features 

a. Historic structures.
b. Archaeological sites.
5. Structures within the Corridor

a. Existing bridges, canals, culverts, and/or tunnels. 

b. Existing buildings.
c. Potential trail encroachments.
6. Utilities

a. Location of utilities (water, sanitary sewers, electrical and gas lines, telephone, etc.)

b. Capacity of utilities to serve trail development.
c. Potential conflicts.
7. Intersections and Access Points

a. Existing road crossings, active rail lines, driveways, easements, etc.

b. Existing and potential pedestrian and vehicular access points.

c. Existing community assets and other trails.
8. Environmental Hazards  
a. Preliminary environmental assessment studies.  
b. Potential Phase I Environmental Assessment.
E. Needs, Wants, and Desires 
This task will utilize the information gathered through the public participation process and combine it with the physical characteristics of the trail corridor(s) to define the trail vision and uses.
1. Discuss how the project relates to and implements existing local, county, regional, and statewide planning efforts.  For example, Comprehensive Plans; Greenway, Open Space, and Recreation Plans; Long Range Transportation Plans; Statewide Comprehensive Outdoor Recreation Plan, etc.  
2. Describe the character of the project area (rural, urban centers, suburbs, industrial zones, etc.).
3. Describe the planned trail uses. (bicycling/mountain biking, cross country skiing, hiking/jogging/fitness/nature trail activities, horseback riding, snowmobiling, aquatic of water activity, motorcycling, four-wheel driving, all terrain off-road vehicles).  
4. Describe the managed trail uses (transportation, nature, cultural, historical, recreation, etc.).   

5. Describe the population information and demographic patterns of the project area (current and projected).

6. Develop a socioeconomic profile of potential trail user groups (age, income, physical abilities, minority, disadvantaged populations, etc.). 
a. Analyze demand.
b. Estimate initial usage levels.

c. Project future usage levels.

d. Estimate seasonal demand versus year-round demand.

e. Trail assessment for use of other power-driven mobility devices.

7. Determine the impact of potential trail uses and user groups on the development of the trail (surface, width, conflicting uses, facilities, etc.).
8. Identify and address potential impact of the trail on adjacent land uses (agricultural lands, industrial properties, school facilities, businesses, residences, etc.).
F. Legal Feasibility  
The ownership status of the trail corridor or trail alignments will be a major factor in determining the legal feasibility of the trail.   Many issues affect the feasibility of a trail, such as land use regulations, environmental regulations, title issues, etc.
1. If the trail corridor is NOT owned or controlled by the agency wishing to develop the trail, the study must include:  
a. Determine the ownership status of the trail corridor or potential trail alignment(s).  
i. Identify current property owners.
ii. Develop a strategy for approaching property owners. 
iii. Determine the required level of title search activity for each parcel.
b. If the trail is on a rail corridor that is being abandoned, see the Rails-to-Trails Conservancy’s fact sheet entitled, “Railbanking – What, Where, Why, When and How”, as well as their publication entitled, “Secrets of Successful Rail-Trails: An Acquisition and Organizing Manual for Converting Rails to Trails.”
c. If multiple trail alignments are being proposed, it is best to closely examine the preferred alternative with a more cursory review of other alternatives.  
d. Identify adjacent property owners and develop a strategy for gaining support.  
e. Determine preferred method for establishing the trail, such as fee simple acquisition, long-term easement or lease, cooperative agreement, etc.  
2. If the trail corridor is owned or controlled by the agency wishing to develop the trail, the study must include:  
a. Review easements, land use agreements, deed restrictions and local zoning to determine if there are any impediments to opening a trail.
b. If the corridor is owned or controlled by multiple agencies, a cooperative agreement or memorandum of understanding should be signed by all parties outlining roles and responsibilities, etc.  
c. Identify adjacent property owners and develop a strategy for gaining support.
G. Prepare a Trail Concept Plan 
All trail studies should include a conceptual plan that illustrates the vision for the trail and builds upon the physical inventory and assessment mapping.  Concept plan should include:
1. Base map:

a. Trail Name, Phase, Location (political subdivisions), and Owner/Grantee.
b. Scale, North Point, Legend, and Date.
c. Distance of the trail and, if applicable, acreage.
d. Show exterior boundaries of site with metes and bounds or best available information.  Indicate name of owner or lease.

e. Political boundaries.

f. Show rights of way and easements that intersect the trail.

g. Surrounding properties and uses.

h. Topography:  One to ten foot contours.  If not available, show spot elevations indicating land character and significant grade changes.  Free statewide topographic information is available and can be obtained for your site thorough the following link: http://www.pasda.psu.edu/uci/MetadataDisplay.aspx?entry=PASDA&file=PAMAP_Contours.xml&dataset=1245  

i. Water Bodies:  Streams, rivers, ponds, lakes, etc.

j. Floodplain:  Delineate floodway and limits of 100-year (1%) floodplain.

k. Wetlands:  Identify locations on and/or immediately adjacent to site.

l. Soils.

m. Access points other than trailheads.

n. Utilities:  Railroads, water, electric, sewage, gas, phone, etc.

o. Existing structures and manmade features:  bridges, tunnels, culverts, fences, encroachments, utility structures, etc.

2. Identify and describe proposed features:

a. Trail location and any alternative routes.  Alternatives should be given priority order. 
i. Develop preliminary alternative sketch drawing(s) and present the drawing(s) at a study committee meeting for review and discussion.  
ii. Prepare a written evaluation of each alternative highlighting both the positive and negative points, and through community discussions and public participation determine which solution, or combination of ideas from the alternatives, offers the best compromise.  
b. Location of trailheads and related facilities (restroom, water, emergency telephone, lighting, parking, maintenance, etc.)
c. Areas for trail access control structures and emergency access points.
d. Areas needing natural buffers and/or screening.
e. Linkages to parks, schools, neighborhoods, other trails, etc.
f. Areas where structures are needed (bridges, tunnels, etc.)
g. Significant natural and cultural resources and opportunities for their interpretation.
h. Areas requiring significant effort or large dollar figure to complete the trail.
i. Areas of potential user conflict.
j. Opportunities for interpretation of natural and cultural resources.
k. Constraints and opportunities related to ADA access.
l. Consideration of the use of Other Power-Driven Mobility Devices as required in subtitle A of title II of the Americans with Disabilities Act of 1990, § 35.137 Mobility devices. (http://www.ada.gov/regs2010/titleII_2010/titleII_2010_withbold.htm)  
H. Preliminary Designs 
Preliminary designs will build upon the conceptual plan.  Designs will guide the development of the trail and trail facilities by providing sufficient detail to meet applicable standards, protect and/or enhance natural resources, and develop accurate cost estimates for construction.  If there are alternative alignments, preliminary designs are needed for the preferred alternatives.    
For DCNR-funded studies:  If the trail corridor is owned or under the control of the agency, then the designs must be signed and sealed by a design professional.  If the property is not under the control or ownership of the agency, then written approval from the current landowner or a signed sales agreement is required before preliminary designs are prepared.  The trail study RFP and consultant contract should include an option for preliminary designs if control of the property is obtained during the study period. 
General design and construction specifications should be based on anticipated uses and accessibility for disabled persons as prescribed in the current ADA Standards for Accessible Design available at the US Department of Justice website.  Preliminary designs will include: 
1. Location and layout of trail, trailheads, structures and trail amenities.  
2. Connections and linkages to parks, schools, neighborhoods, businesses, transit facilities, other trails, etc.

3. Trail surface materials with typical cross sections.  This may include multiple options for trail surfaces.
4. Proposed trailheads, including parking (including ADA accommodations), comfort stations, utilities, landscaping, and routes to connect parking areas and trailhead facilities to the trail.

5. General floor plan for all structures and indoor facilities.

6. Road crossings and required crossing features, including signals, signage, pavement markings, etc.

7. Design of proposed bridges or other significant structures.  More detailed evaluations of trail structures such as culverts, underpasses, bridges, tunnels, etc. may be required to determine present condition and potential rehabilitation cost.
8. Proposed drainage infrastructure, including culverts, catch basins, inlets, drain tile, swales, rain gardens, etc.

9. Site control structures, including fences, walls, gates, etc.

10. Lighting types and locations.

11. Signage types and locations.

12. Landscaping/vegetation types and locations (native species are encouraged).
13. Designs for mitigating potential conflicts between proposed trail users.
14. Delineation of potential phases of development.
15. Protection/enhancement of environmentally sensitive areas.
16. Sustainable site design and green infrastructure.  For more information:

a. http://www.sustainablesites.org/ (Sustainable Sites Initiative)

b. http://www.usgbc.org/ (LEED)

c. http://www.dcnr.state.pa.us/brc/grants/  (Green Principles)
I. Trail Management, Operation, Maintenance, and Fiscal Feasibility
The purpose of this work element is to estimate the costs of building, operating and maintaining the trail and associated facilities based on the conceptual/preliminary designs.
1. Provide detailed cost estimates for land acquisition and development of the trail.  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. Develop a phased and prioritized multi-year capital development program.  Explain the implementation strategy, identify the trail infrastructure to be developed, and provide the costs associated with each phase.  
a. Identify sources of funding, including in-kind, volunteer, and donated services.

b. Phases of development should coordinate with other planned capital improvements such as transportation projects, sewer expansions, flood mitigation projects, etc.  

3. Determine ownership/maintenance/management options for the trail.

a. Identify potential roles of public and private organizations through the use of cooperative agreements or memorandum of understandings.
b. Identify the organizational structure. 
Develop a business plan.
J. Implementation Matrix 
This portion of the study should summarize the study’s recommendations and implementation strategy into specific action steps.  Each step should identify responsible party(ies), time frame for beginning implementation, associated costs, potential funding sources, and any additional notes.
K. Optional Components  
When responding to an RFP, consultants may propose revisions or additions to the SOW based on their experience and professional judgment.  There may be new concepts and approaches to trail planning that are not outlined in this scope of work.  DCNR encourages innovation.  Be creative and resourceful.  
1. Graphics and renderings – It may be helpful for promotional and public outreach efforts to have a few renderings of graphics illustrating how the trail may look once developed.  
2. Signage plan – When developing a new or upgrading a trail system, it might be beneficial to a logo and/or sign type to identify your trail.  A consistent sign design can help users to easily identify your trail.  In addition, a signage plan can layout the necessary regulatory, safety, and interpretive signage in a logical and consistent manner. 
3. Property title search – Establishing clear ownership to a property may require title research beyond obtaining the current tax records.
4. Property boundary surveys – Generally, a detailed boundary survey of the entire trail is too costly.  Depending on the findings of the study, it may be necessary to survey specific portions of a trail corridor to answer questions of feasibility.  A survey should have been performed when the property was purchased or the easement/lease was signed.    
5. Design and maintenance guide – This may be necessary for longer trails with multiple agencies responsible for construction and maintenance to establish a consistent and cohesive trail.
L. Resources

Pennsylvania Trail Design & Development Principles, DCNR
The Pennsylvania Trail Design Manual for Off-Highway Recreational Vehicles, DCNR
Trail User Survey Workbook, Rails-to-Trails Conservancy
Model Trail Easement Agreement and Commentary, PA Land Trust Association 
http://www.railstotrails.org, Rails-to-Trails Conservancy   
http://americantrails.org/, American Trails 

http://www.fhwa.dot.gov/environment/bicycle_pedestrian/publications/ - Federal Highway Administration, Bicycle & Pedestrian Publications 

http://www.dirtandgravel.psu.edu/ - Penn State Center for Dirt and Gravel Road Studies 
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