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I. Summary 
The Village of Butler, WI is seeking consultant services to facilitate the creation of a 
Strategic Plan.  All proposals should clearly define how consultants will work with 
the Village to assist in a comprehensive and participatory planning process. 

 

II. Background 
Butler is located in Waukesha County just blocks west of Interstate 45. Located on 
.79 square miles, the Village is bordered on the southwest by the City of Brookfield, 
on the southeast by the City of Wauwatosa, on the east by the City of Milwaukee, 
and on the north by the Village of Menomonee Falls.  
 
The Village of Butler’s major roadways include Silver Spring Drive, 124th Street, and 
Hampton Avenue.  The Village has a 2018 population of 1,883.  The Village is 
governed by a Village Board.  Under this form of local government, the Village 
President and Village Board determine policy and legislative direction while the 
Village Administrator is in charge of day-to-day operations of the Village. The Village 
provides a full range of services including police, public works, parks and recreation, 
library, public water, sanitary and storm sewer utilities; contracts for fire/EMS and 
building inspection services.  
 

III. Scope of Work 
The Village Board is seeking a consultant to lead them and Village Staff through the 
process of updating the current strategic plan with the deliverables outlined below. 
The Village desires an inclusive process involving input from the Village Board, 
Village Staff, as well as any input that can be derived from historical planning efforts 
(i.e. past strategic plans, needs assessment studies, comprehensive planning, 
downtown revitalization plan, etc.).  The anticipated timeframe for this project would 
be early 2019. 
 
The following activates are anticipated to be a part of this assignment: 

 Interviews with the Village Administrator and Department Heads. 

 Survey or interviews with Village President and Village Board. 

 Public input session/public meeting. 

 Public outreach to stakeholders 

 Facilitation of Strategic Planning workshops with the Village President, 
Village Board, Village Administrator and Department Heads. 

 Preparation of a draft report and draft findings. 

 Preparation of a final report and presentation to Village Board. 
 

IV. Deliverables 

The following deliverables are desired in the strategic planning process and 

document: 
 

 Mission Statement: Review and possible update of current mission statement 
that is relevant to the community it serves. 

 

 Vision Statement: Review and possible update of current vision of what the 

Village Board members and other community stakeholders perceive the 

Village will look like in the future. 
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 Statement of Values: A statement of the values that are important for the 
fulfillment of the Village’s mission. 

 

 Environmental Scan: A review of the Village’s external 
community/environment including an assessment of local, state and national 
trends that may impact the Village; local, state and national best practices, 
innovations of similar cities, as well as, opportunities for collaboration. 

 

 SWOT Analysis: A review of the Village’s strengths; weaknesses; 
opportunities; and threats – including the value related to the natural habitat 
within the community. 

 

 Goals, Objectives & Strategies: An outline of what the Village hopes to 

achieve over the next immediately 3-5 years, and long term 10-20 year goals. 

 

 Timeline, Responsible Parties & Costs: An overview of when the Village’s 
strategies are to be started and completed; a listing of individuals who take 
responsibility for making sure each strategy is addressed and an estimated 
financial cost of implementation. 

 

 Monitoring Success and Key Performance Indicators: A strategy for 

identifying key performance indicators to be used to regularly monitor 

progress on the strategic plan. 
 

 Considerations for the Next Planning Process: An overview of the successes 
and challenges of the strategic planning process. This section may include 
advice to linking strategic plans to budget priorities and capital/operational 
plans. 

 

V. Proposal Content 

 

   V.1 Step One (Technical and Qualifications) 

 

Proposals should include the following information, presented in a clear, 

comprehensive, and concise manner, to illustrate the firm's capabilities and 

technical approach to the work. 
 

Information Required of Respondents  

 

1. Firm name, business address, telephone and contact. 

 

2. Description of firm. 

 Include history, size, and statement of ability to perform the work. 

 

3.  Summary of the Proposal. 

   Provide a brief summary of the proposal. 
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4.  Descriptions of the Planning Activities Recommended. 
Provide a description of your strategic planning efforts. Please also indicate 
where the Village can add value to create deliverables. 

 

6. Work Plan & Timeline. 
Provide information about proposed activities including a timeline for 
completion and deliverables. 

 

7.  Staffing Plan, Including Resumes. 
Please identify each person who will work on the project and identify his or 
her role. Please provide a resume and references for each member. 

 

8. References. 
Please provide the names of three references that you have worked with 
on similar strategic planning projects. 

 

9. Examples. 
Please provide three examples of adopted Strategic Planning documents 
from other communities that you have worked with on similar strategic 
planning projects. 

 

   V.2  Step Two (Pricing) 

 
Included in a separate document:  

 A project budget that includes a “not to exceed” cost for professional 

services to complete strategic planning facilitation and final deliverables.   

The “not to exceed” costs should be an all-inclusive cost to include all 

elements of this assignment, including travel, meeting facilitation, 

document preparation and printing costs.  The budget shall also include 

any limitations to the scope of work. 

 The pricing document should also include any potential work not defined 

within the proposed scope of services, or which has not been mentioned 

in this RFP. 

 

VI. Submission of Proposals 

 

A two-step selection process will be used.  The first step will consist of evaluation 

of qualifications and technical information submitted by the vendor and will result in 

a short list of firms who are considered best qualified based upon the evaluation 

process described below.  The second step will consist of opening of the priced 

proposals from the short-listed firms.  Interviews may be scheduled. 

 

Ten (10) complete bound copies and one electronic copy (emailed) of the technical 

proposal for Step One along with a separate sealed envelope labeled “Cost to 

Complete Update of Strategic Plan” must be received by 10:00AM CST on Friday, 

March 8, 2019 at the address below: 

 

 



Village of Butler Strategic Plan Creation RFP  5 
 

Village of Butler 

Attn: Kayla Chadwick, Village Administrator 

12621 W. Hampton Ave 

Butler, WI 53007 

 

The electronic copy may be e-mailed to: kchadwick@butlerwi.gov 

 

Envelopes containing the proposal shall be marked "Strategic Plan Proposal". 

Costs shall be submitted in a separate envelope labeled “Cost to Complete 

Creation of Strategic Plan" and marked with the name of the submitting firm. 

 

VII. Evaluation of Proposals 

 

Evaluation Procedure: 

The responses to the RFP will be internally reviewed by Village Staff.  The Village 

reserves the right to narrow the applicants to a “short list” and interview potential 

firms to establish a final award determination and to negotiate with the successful 

respondent in the addition or deletion of any or all tasks included within the RFP.  

The Village of Butler also reserves the right to accept or reject any or all RFP’s and 

to accept the RFP most advantageous to the Village. 
 

VII.1 Evaluation Factors and Points 

 Step One 
1. Relevant knowledge, experience and qualifications of firm and 

team members. 
2. Proposed methodology and work plan to be used in the 

process. 
3. Understanding of the project and overall completeness of 

submission. 
4. Experience on similar projects/References.  

 

 Step Two 
1. Proposed project costs and fee schedules. 

 
VII.2   Disqualification 
Non-responsive proposals will also receive no consideration.  A 
“responsive” proposal conforms in all material respects to the RFP. 

 

VIII. Questions Regarding the RFP 

 

Questions regarding this RFP must be received by 10:00 am CST March 1, 2019.  
Responses to questions will be provided by 4:00 pm CST March 1, 2019. 

 
Contact for questions: Kayla Chadwick, Village Administrator  
 kchadwick@butlerwi.gov 

 

IX. General Provisions 
 

1. Non-Discrimination Statement:  The Village of Butler does not discriminate on 



Village of Butler Strategic Plan Creation RFP  6 
 

the basis of race, color, religion, age, marital or veterans’ status, sex, national 
origin, disability, or any other legally protected status in the admission or 
access to, or treatment or employment in, its services, programs or activities. 

2. Proposal Cost: The Village shall not be liable for any costs you incur to prepare 
or submit a proposal for this project. 

3. Withdrawal of Proposals: The proposer upon submission of a written request 
may withdraw Proposals. 

4. Rejection of Proposals:  The Village reserves the right to reject any or all 
proposals, to divide responsibilities among one or more applicants or firms, to 
waive formalities, and to select the individual or firm which, in the Village’s sole 
judgment, can best perform the scope of services required. 
 

X. Tax Exemption 
 

The Village of Butler is exempt from payment of all federal, state and local taxes in 
connection with this proposed Contract. 

 


