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Water Efficiency Grant Fund 

Scope of Work 

Date: October 23, 2019 

Project Name: Town of Erie Water Efficiency Plan Update 

Grant Applicant: Town of Erie 

The scope of work shall state the purpose and primary features of the project, end products to be delivered, 
clear timelines and provide a detailed narrative of all tasks to be performed for completion of plan. 
(Timelines must include 50 and 75% progress reports and final plan submission dates.) Each task within 
the scope of work must:  

 Be numbered  
 Contain a detailed description of work to be performed  
 Identify those responsible for performing the task  
 Identify funding sources, such as; grant monies, entity funds, in-kind services, and cash 

contributions, necessary to complete the task. 
 Include estimated dates for progress reports and the final report.  

 
 
The Town of Erie (Erie) is submitting this grant application for the update of its State approved 2014 
Water Efficiency Plan. This Water Efficiency Plan (Plan) update will be developed in parallel with Erie’s 
2015 Drought Management Plan.  This provides an opportunity for Erie to streamline the planning 
processes where appropriate while also ensuring that the plans are integrated in a manner that optimizes 
both Erie’s Water Efficiency Program and Erie’s approach to drought mitigation and response.    A 
separate grant application is being submitted to the CWCB for the Drought Management Plan update.  
This grant application covers the level of effort needed to update the Water Efficiency Plan and does not 
include any work necessary for the Drought Management Plan update.   Hours dedicated to each of 
these plans will be independently tracked for contractual billing purposes between Erie and INTERA 
Incorporated (INTERA) as well as for administration of CWCB grants.   
 
Erie has convened a robust Planning Team for updating their 2014 Water Efficiency Plan and will be 
entering into contract with INTERA to guide the update process and author the Plan.  Members of the 
Erie Team are listed in this application along with their position.  Erie will be working closely with INTERA 
staff in updating the Plan. Erie will provide INTERA with the data/information necessary to develop the 
Plan and INTERA will help ensure that the Plan is developed in accordance with CWCB’s Municipal 
Water Efficiency Plan Guidance Document and the Best Practices for Implementing Water Conservation 
and Demand Management Through Land Use Planning Efforts Addendum to the 2012 Guidance 
Document.   
 
The primary tasks associated with the Plan update: 
 
 Preparation and facilitation of workshops 
 Land use planning and water efficiency 
 Plan development  
 Plan review process 
 Project management and grant related administration 

Objectives: (List the objectives of the project) 
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 Ensure that the Erie continues to implement a productive water efficiency program that ensures water 

savings and meets the needs of the community    
 Consider the holistic nature of urban water which spans human health, flood protection, pollution, 

economics, reliable water supplies, climate change, etc. and ensure the Plan update incorporates 
other related Town planning efforts (e.g. drought plan, capital improvement plan, land use planning, 
etc.).  

 Foster community buy-in and support of the Plan through a public outreach process where 
representatives can provide input into the Plan. 

 Engage with CWCB when necessary to affirm grant funding and ensure the Plan meets CWCB 
guidelines. 

 
 
 

Tasks 

Provide a detailed description of each task using the following format: 

Task 1 – Preparation and Facilitation of Workshops 

Description of Task: 

 
Five workshops will be held with Erie Staff during the development process to obtain input necessary to 
develop both the Drought Management Plan and Water Efficiency Plans. The workshops will provide an 
efficient means for incorporating the diverse operational and managerial knowledge of Erie staff 
responsible for implementing and monitoring the Plan.  

 

Method/Procedure: 

 
The workshops will be held with members of the Planning Team to cover the following Drought 
Management Plan items provided below.  Applicable worksheets provided in the CWCB Guidance 
Documents, visual aids and other materials will be used throughout the workshops to obtain information 
for the Plan.  
 
INTERA will organize and facilitate the following workshops.   
 
 Workshop A: Overview, Review of the Past and Setting Vision – This workshop will address the 

difference between drought management and water efficiency planning and introduce the CWCB water 
efficiency Guidance Documents and major components of the Plan.  Erie staff will be asked to provide 
input on “big picture items” such as what works will in the existing Water Efficiency Plan, are there any 
major changes/additions to consider, who is the primary audience of the Plan, etc.  An overview will be 
provided on existing water efficiency measures and demand trends and how well Erie accomplished 
their water efficiency goals specified in their 2015 Water Efficiency Plan.   In addition, discussion will 
be facilitated to identify the benefits associated with Erie’s water efficiency program and qualitative 
goals.  

 Workshop B: Technical Discussion – This workshop will focus on the quantitative water efficiency goals 
(water saving targets) and future demand projections. 

 Workshop C: Selection of Water Efficiency Measures and Integration with Land Use Planning – During 
this workshop participants will screen and select new water efficiency measures. Results from the Task 
2 land use planning and water efficiency planning effort will be presented and integrated into the 
discussion.  

 Workshop D: Messaging to Stakeholder Groups – This workshop will focus on targeted messages to 
stakeholders and the public.  The integration of land use planning with water efficiency may also be 
addressed if additional discussion is needed.  
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Tasks 
 Workshop E: Implementation and Monitoring – This workshop will address the implementation, 

monitoring and review and updates of the Plan. 

This task also includes correspondence with one Erie staff member to develop supporting materials for 
the workshops, coordinate the workshops and debrief on each meeting. 
 
Assumptions: 
 INTERA will develop the workshop materials and Powerpoint presentations, will present those materials 

at the workshops, and will act as a technical facilitator at the workshops. 
 Erie will be responsible identifying and inviting the workshop attendees, scheduling the time and 

providing AV and meeting room accommodations for the workshops.   
 The workshop attendees will consist of the Planning Team and any additional stakeholders who can 

provide constructive input in the Plan. 
 The workshops will be three to four hours. 
 In efforts to streamline communication, outside of meetings, INTERA will work with one point of contact 

representing Erie staff through the Plan update process.  

 

Applicant Deliverable: (Describe the deliverable the applicant expects from this task) 

 
 Agendas, Powerpoint presentations and handouts developed for the workshops 
 Electronic images of relevant workshop materials following each workshop 

CWCB Deliverable: (Describe the deliverable the applicant will provide CWCB documenting the 
completion of this task) 
 
See task 4. 
 

 
 

Tasks 

Provide a detailed description of each task using the following format: 

Task 2 – Land Use Planning and Water Efficiency 

Description of Task: 

The task focuses on the integration of water efficiency and land use planning. While this subject will be 
addressed in the workshops describe above, additional working sessions will be held to focus on this 
topic.  Information from the Best Practices for Implementing Water Conservation and Demand 
Management Through Land Use Planning Efforts Addendum to the 2012 Guidance Document will be 
used to help direct this process. 

Method/Procedure: 

 
A special session will be held with the Planning Department and appropriate water resources staff to 
discuss measures itemized in the Guidance Documents that integrate water efficiency with land use 
planning.  In addition to this session, it is anticipated that up to 2 additional conference calls with key Erie 
staff will be facilitated by INTERA to further address land use planning and water efficiency.   
 
Assumptions: 
 INTERA will develop the special session materials and Powerpoint presentations, will present those 

materials at the special session, and will act as a technical facilitator. 
 Erie will be responsible identifying and inviting the participants and scheduling the time for the special 

session and call(s).   
 The special session will be two to three hours. 
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Tasks 
 Up to 2 additional conference calls may be facilitated by INTERA to continue discussion of land use 

and water efficiency planning 

Applicant Deliverable: (Describe the deliverable the applicant expects from this task) 

 
 Agendas, Powerpoint presentations and handouts developed for the special session and call(s) 
 Electronic images of relevant workshop materials following each workshop 

CWCB Deliverable: (Describe the deliverable the applicant will provide CWCB documenting the 
completion of this task) 
 
See task 4. 
 

 
 
 

Tasks 

Provide a detailed description of each task using the following format: 

Task 3 – Plan Development 

Description of Task: 

 
This task focuses on the development of the Plan. 
 

Method/Procedure: 

 
INTERA will work closely with Erie staff to develop an effective Plan that meets the needs of the 
community while also improving Erie’s ability to use water efficiently. The Plan will be developed 
according to the template provided in CWCB's Guidance Document and include the following sections: 
 Introduction  
 Profile of Existing Water Supply System  
 Profile of Water Demands and Historical Demand Management Integrated Planning and Water 
 Efficiency Benefits and Goals Selection of Water Efficiency Activities 
 Implementation and Monitoring Plan 
 Adoption of New Policy, Public Review and Formal Approval 

Assumptions: 
 INTERA will coordinate planning efforts with one Erie staff member during Plan development. 
 INTERA will organize and content of the plan according to the template provided in CWCB’s Guidance 

Document.  
 Erie will provide available data necessary for the Plan development in a consolidated electronic format.
 Erie will provide consolidated to comments from key Erie staff in one track changes Word document. 

Applicant Deliverable: (Describe the deliverable the applicant expects from this task) 

 
 First draft of the Plan for review by key Erie staff (no more than two or three people) 

CWCB Deliverable: (Describe the deliverable the applicant will provide CWCB documenting the 
completion of this task) 
 
See task 4. 
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Tasks 

Provide a detailed description of each task using the following format: 

Task 4 – Plan Review Process 

Description of Task: 

This task entails the review process necessary to ensure an adopted Plan that the community and 
decision-makers have had an opportunity to provide input on. 

Method/Procedure: 

 
Several draft reviews of the Plan are necessary for Erie to officially adopt a Final Plan and receive Plan 
approval from CWCB. These drafts include: 
 
 Draft for Erie Planning Team Review  
 Draft for the Public Review 
 Draft for the Erie Board Review 
 Draft for the CWCB Review 
 Final Plan 

A 30-day public review process for the Plan will be done in conjunction with the Drought Management 
Plan public review process. 1 INTERA will develop a single page fact sheet on the Water Efficiency Plan in 
support of the public review process and participate in an Open House at the Erie Recreation Center. 
This will include assisting Erie with the development of an activity to engage members of the public during 
the Open House. The 30-day public review period will also consist of advertisement of the Plan on Erie's 
website and through other supportive media. The Plan and fact sheet will be posted on Erie's website and 
the public will be encouraged to provide comments.  
 
Additionally, INTERA will develop a brief Powerpoint presentation (approximately 10 slides) summarizing 
the Plan for presentation to the Board and attend one Board meeting. Five drafts of the plan will be 
developed to address applicable comments from the following reviews: 
 
Assumptions: 
 A single set of comments will be consolidated by Erie staff following each review and provided to 

INTERA for incorporation in the draft Plan document. 
 INTERA will attend/help facilitate one public meeting/open house during the public review period. 
 Erie will be responsible for all coordination of the public review period include advertising, collection of 

public comments into one consolidated document, and making the Plan publicly available. 
 The open house will be held for both the Drought Management Plan and Water Efficiency Plan.  This 

scope of work includes effort necessary for the Water Efficiency Plan. 
 INTERA will attend one Board meeting to answer questions during the Board review period and provide 

up to ten Powerpoint slides that may be used to present the Plan to the Board.  It is assumed that the 
Board meeting will cover both the Drought Management Plan and Water Efficiency Plan. 

 Erie staff will be responsible for authoring and adopting all applicable ordinances and formal 
agreements with other entities to facilitate implementation of the Plan. 

 

Applicant Deliverable: (Describe the deliverable the applicant expects from this task) 

 
 Draft No. 1 - Plan for Planning Team 
 Electronic copy of one-page Fact Sheet for Erie's distribution during the public review period 
 Draft No. 2  - Draft Plan following the public review  
 Draft No. 3 – Draft Plan for Board review 

                                            
1 Erie adopted an ordinance during the development of their previous Water Efficiency Plan requiring a 30‐day 
public review for the development of water efficiency plans. 
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Tasks 
 Short Powerpoint presentation (around 10 slides) for the Board Meeting  
 Draft No. 4 - Draft Plan for CWCB review  
 Draft No. 5 - Final Plan following CWCB review electronically provided to Erie and CWCB 

CWCB Deliverable: (Describe the deliverable the applicant will provide CWCB documenting the 
completion of this task) 
 Draft Plan for CWCB Review 
 Final Plan following CWCB review  

 
 
 

Tasks 

Provide a detailed description of each task using the following format: 

Task 5 – Project Management  

Description of Task: 

This task focuses on the management of the Plan development and grant administration. 

Method/Procedure: 

 
INTERA will conduct project management activities and administrative support activities required under 
CWCB's grant program. This task includes the following activities and assumptions. 
 
 INTERA will submit monthly invoices to Erie including brief progress reports and initiate start-up and 

close out activities. 
 Erie will be responsible for correspondence with CWCB regarding grant monies. 
 Progress reports at 50% and 75% completion are required by CWCB for Water Efficiency Plan grant 

recipients. These reports will be submitted electronically to CWCB and Erie, providing the status of 
each task in the Plan development.    

 Development of the progress reports will be limited to a single draft.  

 

Applicant Deliverable: (Describe the deliverable the applicant expects from this task) 

 
 Monthly invoices with brief progress reports. 
 Electronic copies of draft 50% and 75% progress reports and final letter to Erie  

CWCB Deliverable: (Describe the deliverable the applicant will provide CWCB documenting the 
completion of this task) 

 
 Electronic copies of 50% and 75% progress reports and final letter to CWCB on Erie letterhead 

 
 

Reporting Requirements 
Reporting: The applicant shall provide the CWCB a Progress Report at 50% (Feb 1, 2020) & 75% (May 
15, 2020) completion of the project. The Progress Report shall address the following:  

 the success of meeting previously identified goals and objectives  
 obstacles encountered  
 preliminary findings or accomplishments  
 potential need for revisions to the scope of work and timelines 

 
(The CWCB may withhold reimbursement until satisfactory Progress Reports have been submitted.) 
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Reporting Requirements 
 
Final Deliverable: At the completion of the project (March 30, 2021), the applicant shall provide the CWCB 
a final Plan on the applicant’s letterhead including a review of the activities completed, an estimate of actual 
water savings realized (for covered entities), and other information that is relevant to the Board’s record of 
the Project and future use of the Project outcomes. 
 
The CWCB will withhold the last 10% of the grant request until the Final Report is completed to the 
satisfaction of CWCB staff.  Once the Final Report has been accepted, and final payment has been issued, 
the purchase order or contract will be closed without any further payment.  

 



$175 $150 $125
1 Preparation and Facilitation of Workshop 11/11/2019 6/7/2020 8 88 6 $500 $15,850 $0 $12,058 $15,850 $27,908

2 Land Use Planning and Water Efficiency 1/28/2020 4/27/2020 0 40 16 $100 $8,100 $0 $5,441 $8,100 $13,541

3 Plan Development 11/11/2019 7/27/2020 8 48 8 $0 $9,600 $3,550 $1,050 $6,050 $10,650

4 Plan Review Process 7/27/2020 3/30/2021 0 60 0 $0 $9,000 $9,000 $3,966 $0 $12,966

5
Project Management and Grant Related 

Administration
11/11/2019 3/30/2021 0 22 0

$0 $3,300 $3,300 $438 $0 $3,738

16 258 30 $600 $45,850 $15,850 $22,952 $30,000 $68,802

Applicant: Town of Erie

Water Efficiency Grant Fund
BUDGET & SCHEDULE

Date: August 20, 2019
Project Name: Water Efficiency Plan

Total

WEGF Grant 
Request

Total

Hours Reimbursable 
Expenses

Sub Total Cash In‐Kind

Matching Funds 
(Cash & In‐kind)

Task No. Description Start Date End Date

Consultant 
(Provide hours & hourly rate)
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