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January 6, 2023

Ms. Lesley King
Purchasing Officer
Town of Smithfield
Via Email: lking@Smithfieldva.gov

Re: 	 Request for Proposals #22-006
	 Historic District Guidelines and Entrance Corridor Overlay Guidelines Update

Dear Ms. King,

CPG is pleased to submit the attached Response to the RFP for Historic District Guidelines 
and Entrance Corridor Overlay Guidelines Update. We are appreciative of the background 
information provided, and are enthusiastic about the prospect of helping the Town advance its 
local historic district and entry corridor design guidelines, in alignment with the requirements of 
the Certified Local Government program.  

CPG is a small, woman and minority owned historic preservation consulting firm located in 
Norfolk, VA.  We have recently completed design guidelines for several communities, including 
the City of Virginia Beach, the Town of Herndon, and the Town of Cape Charles.

We do believe that in order to have a smooth process of adoption and implementation of the 
new guidelines, it is important to get input from the property owners within the district during 
development of the guidelines and also review and evaluate the impact of proposed updates on 
existing policies and ordinances. You will see in our pricing document that I have clearly identified 
the time and fee associated with that endeavor, as I recognize it is outside of the Scope of Work 
requested in the RFP.

As the founding Principal, I will be the primary point of contact should we be selected for this 
project.  Please feel free to contact me with any questions or for clarifications. I can be reached 
directly at (757) 286-8602 or by email at paige@commonwealthpreservationgroup.com.

Sincerely,

Paige L. W. Pollard
Principal
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EXPERIENCE & QUALIFICATIONS
Commonwealth Preservation Group (CPG) is a small, micro, woman-owned, minority-owned business 
(see attachment 1 below) established in 2004. CPG provides preservation planning and design, historic 
rehabilitation tax credit, and historic resource and National Register nomination consulting services. CPG has 
worked with homeowners, architects, historical societies, developers, religious institutions, and state and local 
governments to guide proper rehabilitation of historic buildings, to identify and survey historic resources, to 
ensure compliance with appropriate state and federal regulations, and to promote sound preservation planning. 

CPG performs work all along the east coast. To date, CPG has consulted on over 450 preservation projects to 
ensure compliance with the Secretary of the Interior’s Standards for Rehabilitation. In addition, CPG has completed 
over 75 historic district and individual nominations for properties listed on state historic registers and the National 
Register of Historic Places; this designation not only provides state and federal recognition of historic resources, 
but it also opens the door to the opportunity to pursue historic tax credits for contributing buildings. CPG staff 
has consulted on Section 106/Environmental Compliance projects for the US Navy, US Army, US Army Corps of 
Engineer, National Park Service, US Department of Agriculture, and various state and local governments as well as 
private sector clients. CPG has also provided preservation planning services for the Town of Cape Charles, City 
of Virginia Beach, Brunswick County, the City of Alexandria, VA, the Town of Herndon, VA, the City of Norfolk, 
VA, the City of Suffolk, VA, the Virginia Department of Historic Resources, and Preservation Virginia.  

CPG has a long track record of working with local governments on their local historic district review process, 
guidelines, and ordinances. CPG staff has recently completed several design guidelines projects which also involved 
ordinance review and updating recommendations for the Town of Herndon, the City of Virginia, and the Town 
of Cape Charles, VA – projects similar to what is described in the RFP distributed by the Town of Smithfield, 
VA. For more specific information about our experience in developing historic district zoning 
ordinances, historic district zoning action procedures, and historic district design guidelines, 
please see enclosed team member resumes.

Principals-in-Charge

Paige and Marcus Pollard own CPG and are personally involved in each project that the firm undertakes. In addition 
to the principals, CPG’s team is comprised of nine (9) employees, including a Director of Operations, a Preservation 
Associate, and seven (7) staff who meet the US Department of the Interior’s Professional Qualification Standards 
for History, Architectural History and Historic Architecture.  

Paige received her undergraduate degree in City Planning with a minor in Architecture from the University of 
Virginia, and a graduate degree in Historic Preservation from the University of Georgia. Prior to establishing CPG, 
she managed the Virginia Department of Historic Resources Local Government Assistance Programs (including 
managing the Certified Local Government program and Cost Share Survey and Planning program) as well as the 
department’s Tidewater Region Preservation Program, working with property owners and local governments 
from over 30 cities and counties. In addition, Paige has experience at the municipal level having worked for 
the City of Norfolk as a historic preservation planner; in that role, she revised the local historic district design 
guidelines, expanded the Virginia Landmarks Register and National Register listed Downtown Norfolk Historic 
District, and reported to the Norfolk Design Review Committee, City Planning Commission and City Council 
on issues related to historic resources. Paige started her career as staff Architectural Historian for the Georgia 
Department of Transportation, handling Section 106 and Section 4(f) compliance, evaluation, and mitigation for 
projects throughout the state.
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Marcus received his undergraduate degree in History and Art History from the University of Virginia. Prior to 
working at CPG, Marcus taught advanced placement high school courses in European History, Government and 
Art History.  Marcus left a teaching position with Norfolk Collegiate School in 2005 to take over the development 
of various state and National Register nominations for the firm. Since then, he has led the preparation of numerous 
nominations ranging from an historic African American public school to industrial warehouse complexes to 
small and large historic district nominations. Marcus’s strong background in history and research is evident in the 
nominations he prepares, as they are known for the breadth and depth of information used to explain the context 
and significance of the resources being nominated.

For more information on CPG’s team’s qualifications, please see resumes below.
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Preservation Plan Phase 1, City of Richmond
Richmond, VA
Community Engagement 
Content Development/Policy Review

Underway

Chesterfield Heights Flood Retrofit Design 
Guidelines
Norfolk, VA
Project Management/Content Development

Completed 2022

Cape Charles Design Guidelines
Cape Charles, VA
Community Engagement
Content Development

Completed 2022

Virginia Beach Preservation Plan
Virginia Beach, VA
Stakeholder Engagement
Content Development

Completed 2022

Virginia Beach Historic & Cultural Districts 
Design Guidelines
Virginia Beach, VA
Stakeholder Engagement
Content Development

Completed 2021

Suffolk Design Guidelines
Suffolk, VA
Project Manager/Content Development

Underway

FOUNDER/PRINCIPAL

Professional Affiliations

Qualifications
Meets the Secretary of the Interior’s 
Professional Qualification Standards 
for Architectural History & Historic 
Architecture 

Memberships
City of Norfolk 

Architectural Review Board, 2014-2018
City of Norfolk Historic & Architectural 

Preservation Committee, 2010-2014
National Alliance of Preservation 
Commissions

Member, 2001-Present
NAPC CAMP Trainer, 2021-Present
NAPC Representative to Advisory 

Council on Historic Preservation, 
2010-2012

Preservation Virginia
Member, 2004-Present

Education

1999
Master of Historic 
Preservation
University of Georgia 

1995
Bachelor of City Planning
Minor in Architecture
University of Virginia

Experience

Year Started Professional 
Practice: 1995

Year Started at CPG: 2004

Relevant Project Experience

PAIGE POLLARD

Paige Pollard oversees the office with an emphasis on client engagement and project design and development. 
Specifically, Paige leads the efforts to position buildings to be eligible for historic rehabilitation tax credits and works 
with the design team to ensure the proposed renovation plans are favorably reviewed by state and federal agencies. 
CPG is known for seeing difficult projects through this process in an efficient manner with outcomes that meet 
the client needs and schedule. Paige ensures that the team brings strong research, analysis, strategic planning, and 
attention to detail to each rehabilitation project.  

CPG places an emphasis on strong public engagement and big picture thinking, particularly for public projects. Paige 
leads outreach and engagement efforts, and assists private sector clients through the public engagement process. The 
company sees historic rehabilitation projects as one tool in the process of placemaking to build stronger communities.

Profile
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Cape Charles Design Guidelines
Cape Charles, VA
Project Manager/Content Development

Completed 2022

Suffolk Design Guidelines
Suffolk, VA
Project Manager/Content Development

Underway

Herndon Design Guidelines
Herndon, VA
Content Development

Completed 2020

“Caught with Curb Appeal” Grant Project
Hampton, VA
Content Development for Design Guidelines

Completed 2016

309 North Street
Portsmouth, VA
Historic Rehabilitation Tax Credit Project 

Underway

231 North Sycamore Street
Petersburg, VA
Historic Rehabilitation Tax Credit Project 

Completed 2019

PRESERVATION 
PROJECT MANAGER

Professional Affiliations

Qualifications
Meets the Secretary of the Interior’s 
Professional Qualification Standards for History 
& Architectural History 

Memberships
Virginia Beach Historic Preservation Commission

Member, 2014-Present
Historic Buildings & Districts 

Committee, Chair, 2014-Present
Executive Committee, Secretary, 

2015-2017
National Trust for Historic Preservation

Member, 2012-Present
National Alliance of Preservation Commissions

Member, 2016-Present
Southeast Chapter of the Society of Architectural 
Historians

Member, 2019-Present
Preservation Virginia

Company Member, 2014-Present
Preservation North Carolina

Company Member, 2021-Present

Education

2013
Master of Science, 
Historic Preservation
University of Texas at Austin

2006
Bachelor of Arts, Media 
Arts & Design
Minor, Art History
James Madison University

Experience

Year Started Professional 
Practice: 2013

Year Started at CPG: 2014

Relevant Project Experience

KATIE PAULSON

Katie Paulson specializes in building treatment, specifically Historic Rehabilitation Tax Credit applications. Katie’s 
responsibilities at CPG include researching properties, documenting building conditions, reviewing architectural 
plans, describing proposed scopes of work, and coordinating with homeowners, developers, and architects to create 
sensitive rehabilitations that adhere to and comply with the Secretary of the Interior’s Standards for Rehabilitation.

Katie also provides support for general preservation consulting projects, including local historic district design 
guidelines, treatment plans, easement review, and Section 106 compliance. Deliverables for completed projects 
include local historic district guidelines for Cape Charles, Herndon, and Suffolk, a prototype for an Architectural 
Review Board training program for Preservation Virginia, and Section 106 mitigation documentation for various 
projects at Norfolk Naval Shipyard.

Profile
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Preservation Plan Phase 1, City of Richmond
Richmond, VA
Graphics Development

Underway

Cape Charles Design Guidelines
Cape Charles, VA
Graphics Development 

Completed 2022

Virginia Beach Preservation Plan
Virginia Beach, VA
Graphics Development 

Completed 2022

Virginia Beach Historic & Cultural Districts 
Design Guidelines
Virginia Beach, VA
Graphics Development 

Completed 2021

Suffolk Design Guidelines
Suffolk, VA
Graphics Development

Underway

Sledge & Barkley Building
Lawrenceville, VA
Preliminary Architectural & Engineering Report/ Graphics

Completed 2020

GRAPHICS SPECIALIST/ 
ARCHITECTURAL HISTORIAN

Professional Affiliations

Qualifications
Meets the Secretary of the Interior’s 
Professional Qualification Standards 
for Architectural History

Memberships
National Trust for Historic Preservation

Member, 2014-Present
Southeast Chapter of the Society of 
Architectural Historians

Member, 2013-Present
Society of Architectural Historians

Member, 2012-Present
Preservation Virginia

Company Member, 2019-Present
Preservation North Carolina

Company Member, 2021-Present
National Alliance of Preservation 
Commissions

Company Member, 2019-Present

Community Engagement
Village Studio Arts

Potter/Guild Member, 2022-Present

Education

2014
Master of Arts, Architectural History
Certificate in Historic Preservation
Savannah College of Art & Design

2012
Master of Arts, Interior Design
Washington State University

2004
Bachelor of Family & Consumer 
Sciences, Furnishings & Interiors
University of Georgia

Experience

Year Started Professional 
Practice: 2005

Year Started at CPG: 2019

Relevant Project Experience

JESS ARCHER

Jess Archer joined CPG in 2019 after pursuing a career in interior design which included work for a private college 
in upstate New York and a film studio in California. Combining her professional passions of design and architectural 
history, Jess serves as the graphics specialist at CPG. Her focus is to provide attractive and informative deliverables 
utilizing programs such as PowerPoint, Adobe Photoshop, Adobe InDesign, Wix, and Wordpress. Jess creates 
presentations, marketing tools, design guideline booklets, websites, and other graphic-oriented materials for CPG 
and our clients. With her knowledge of AutoCAD, Jess also produces preliminary and proposed drawings.

Beyond graphics, Jess also assists in preservation-related projects for the company. She has produced tax credit 
projects, authored portions of National Register Nominations, created preliminary architectural reports, and led 
reconnaissance-level surveys for new and updated historic districts.

Profile
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PRESERVATION ASSOCIATE

Professional Affiliations

Qualifications
Meets the Secretary of the Interior’s 
Professional Qualification Standards for 
Architectural History  

Memberships
Preservation Virginia

Company Member, 2022-Present
Preservation North Carolina

Company Member, 2022-Present
National Alliance of Preservation 
Commissions

Company Member, 2022-Present
Historic Hawaii Foundation

Member, 2017-2020

Community Engagement
Beach FC

Coach, 2021-2022

Education

2016
Bachelor of Fine Arts, 
Historic Preservation
Concentration in 
Architectural History
Savannah College of Art & 
Design

Experience

Year Started Professional 
Practice: 2016

Year Started at CPG: 2022

Relevant Project Experience

Fort Monroe Historic Tax Credit Analysis & 
Planning
Hampton, VA
Consultation for Fort Monroe Authority

Tax Credit Positioning of Development Areas &
Consultation for Prospective Development Teams
During Due Diligence Period 

Underway

112-114 N. Sycamore Street
Petersburg, VA
Part 2 Rehabilitation Tax Credit

Underway
Mixed-use commercial & residential Historic 
Rehabilitation Tax Credit Project

Phase II Underway

NATALIE BESL

Natalie Besl is a historic preservation associate and focuses on historic tax credits and historic building treatment. 
At CPG, Natalie’s responsibilities include property research, historic building analysis, documentation of existing 
conditions, tax credit application preparation, plan review, and evaluation of proposed work. Natalie also assists with 
advising homeowners, developers, and architects on creating sensitive rehabilitations that adhere to and comply with 
the Secretary of the Interior’s Standards for Rehabilitation.

In addition to her current focus on historic tax credits, Natalie has previous experience with writing National Register 
Nominations, Historic American Building Surveys, Section 106 mitigation documentation, and grant writing. 

Profile

Historic Bell Tower Restoration, Montokuji 
Mission
Paia, HI
Historic research, documentation, planning, & on-site 
monitoring

Completed 2018

Lahaina Residence
Paia, HI
Historic research, documentation, planning, & on-site 
monitoring

Completed 2019

Burbank Street Multi-property Historic 
Nomination
Honolulu, Oahu, HI 

Completed 2019
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ARCHITECTURAL HISTORIAN/ 
PRESERVATION CONSULTANT

Professional Affiliations

Qualifications
Meets the Secretary of the Interior’s 
Professional Qualification Standards 
for Architectural History

Memberships
National Trust for Historic Preservation

Member, 2016-Present
Historic Fredericksburg Foundation

Member, 2012-Present
Smithsonian Institution

Member, 2016-2018
National Alliance of Preservation 
Commissions

Member, 2016-2018
Preservation Virginia

Company Member, 2017-Present
Preservation North Carolina

Company Member, 2021-Present

Education

2015
Master of Historic Preservation
University of Georgia

2013
Bachelor of Arts, Historic 
Preservation
University of Mary Washington

Experience

Year Started Professional 
Practice: 2014

Year Started at CPG: 2017

Relevant Project Experience

Barrier Islands Center 
Machipongo, VA
Easement Remediation 

Historic Research & Documentation 
Completed 2021 

Quarter Kitchen – Summary of Building Treatment 
c.1950s-2019, Report 

Completed 2019
National Register Nomination Update 

Completed 2021
Architectural Survey

Completed 2021
Easement Remediation Negotiations

Completed 2021
Consultation for Easement Remediation Completion 

Ongoing 

VICTORIA LEONARD

Victoria Leonard provides support in all CPG services areas including the development of Historic Rehabilitation 
Tax Credit applications, National Register Nominations, easement review and remediation, condition assessments, 
architectural survey, and preliminary feedback on tax credit eligibility and feasibility. Victoria’s responsibilities include 
researching properties; documenting existing building conditions; reviewing architectural plans; preparing written 
descriptions of work; and, coordinating with homeowners, developers, and architects to create sensitive and 
intentional rehabilitations that adhere to and comply with the Secretary of the Interior’s Standards for Rehabilitation. 
Additional responsibilities include field survey, photographic documentation, architectural descriptions, and site plan 
sketches.  

As a result of understanding all project types and aspects of each project, Victoria is also the head of QAQC to 
provide a consistent level of excellence for all projects and deliverables within the office. 

Profile

Hunter House Victorian Museum 
Norfolk, VA
Comprehensive Conditions Assessment & Report  

Completed 2021
	
IP Configure
Norfolk, VA
Historic Rehabilitation Tax Credit Project 

Completed 2020

MacArthur Memorial 
Norfolk, VA
Dome Analysis Memo 

Historic Research & Condition Assessment
Completed 2022
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PRESERVATION ASSOCIATE

Professional Affiliations

Qualifications
Meets the Secretary of the Interior’s 
Professional Qualification Standards 
for History & Architectural History  

Memberships
Preservation Virginia

Company Member, 2020-Present
Preservation North Carolina

Company Member, 2021-Present
National Alliance of Preservation 
Commissions

Company Member, 2020-Present

Education

2020
Master of Historic Preservation
Certificate in Cultural Landscape 
Conservation
University of Georgia

2017
Bachelor of Arts, History
Minor in American Studies
Concentration in Public History
James Madison University

Experience

Year Started Professional 
Practice: 2020

Year Started at CPG: 2020

Relevant Project Experience

African American Watermen Project
Chesapeake Bay Watershed of Virginia
Multiple Property Document, National Register 
Nomination, Survey, & Public Engagement

Underway

Downtown Winston-Salem Historic District
Winston-Salem, NC
National Register Historic District Nomination & 
Survey, Statewide Significance

Completed 2022

Vint Hill Farms
Vint Hill, VA
National Register Historic District Nomination & 
Survey, National Significance

Completed 2021

ASHLEN STUMP

Ashlen Stump specializes in historic and architectural research and survey to support the development of National 
Register of Historic Places nominations, architectural survey reports, historic context documents, Historic 
Rehabilitation Tax Credit projects, and Section 106 review and compliance documents. Ashlen also focuses on 
projects involving flood mitigation and Special Flood Hazard Area Exemption Applications for historic properties, 
and provides data analysis for CPG and our joint venture, Building Resilient Solutions (BRS).  

Ashlen is involved in a variety of public engagement activities associated with CPG projects including oral histories 
and outreach, public meetings, public input surveys, and participating in Virginia Board of Historic Resources and 
State Review Board meetings. She also provides support for CPG preservation projects including local historic district 
design guidelines, historic preservation plans, and strategic plans.

Profile

Chesterfield Heights Flood Retrofit Design 
Guidelines
Norfolk, VA

Completed 2022

Berkley North Historic District Update
Norfolk, VA
National Register Nomination & Survey Update

Completed 2022

Richmond Redevelopment & Housing Authority 
Richmond, VA
Architectural Survey & Historic Context Study, Section 
106 Compliance

Completed 2020
Frederice A. Fay Towers Historic Rehabilitation Tax 
Credit Project & National Register Nomination

Underway
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DIRECTOR OF OPERATIONS

Professional Affiliations

Qualifications
Project Management Institute
Disciplined Agile Scrum Master 
Certified

2022

Memberships
Project Management Institute, 
Hampton Roads Chapter

Member, 2021-Present
Preservation Virginia

Company Member, 2022-Present
Preservation North Carolina

Company Member, 2022-Present
National Alliance of Preservation 
Commissions

Company Member, 2022-Present

Community Engagement
Friends of the Norfolk Public Library

Board Member, 2018-2020
Member, 2017-Present

Education

2012
Master of Arts, English & American 
Literature
University of Virginia

2008
Bachelor of Arts, English, cum laude
Washington & Lee University

Experience

Year Started Professional 
Practice: 2008

Year Started at CPG: 2022

Relevant Project Experience

One Shared Story
National Park Service African American Civil 
Rights Grant Proposal
Virginia
Grant Materials & Timeline Management
Revision & Editing

Completed 2022

Experience Institute’s Experience Lab at Penn 
Program
Online
Workshop Design & Facilitation

2021-2022

ASHLEY KING

In her role as the Director of Operations, Ashley King supports day-to-day and long-term office operations for CPG 
and its staff. Her responsibilities include but are not limited to general office management, admin and bookkeeping; 
project assistance and tracking; proposal and grant writing; and, community and client engagement. Ashley views 
her role at CPG as one that enhances the creative talent of the firm’s staff by implementing project coordination 
and execution strategies. 

Prior to her work at CPG, Ashley worked at Norfolk Collegiate School from 2012-2021 fulfilling multiple roles. 
Ashley served as their Director of Experiential Education and Community Engagement, Coordinator for Technology 
Integration, and teacher as well as an advisor and faculty coach. While at Norfolk Collegiate, Ashley designed and 
managed specialized programming for all divisions, conducted strategic planning efforts, trained faculty, developed 
and implemented budgets, initiated community partnerships, and wrote curriculum.

Profile

Learning to Elevate Action Program (LEAP)
Norfolk Collegiate School
Strategic Planning, Program Design & Development
Partnership Development
Faculty Training
Budget Management
Parent & Community Engagement

Launched 2019-2020, following multi-year strategic 
planning cycle

Summer Internship Program
Norfolk Collegiate School
Program Design & Development
Student & Community Partner Recruitment
Resume & Workplace Professionalism Workshop Design 
and Facilitation
Internship Placement
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References
Katie Nunez, Zoning Administrator, Town of Cape Charles, VA, 2 Plum Street, Cape Charles, 
VA 23310 | 757-331-2036
CPG conducted stakeholder engagement, reviewed all current policies, ordinances, guidelines and supplementary 
material, and prepared an update to the historic overlay district design guidelines. This project took slightly over 
one year due to the need for significant stakeholder engagement and delays due to the COVID-19 pandemic and 
to accommodate the Town staff’s schedule. The project principal at CPG was Paige Pollard, (757) 286-8602. The 
principal contact with the Town of Cape Charles was initially John Hozey, Town Manager; however, toward the 
end of the project, Katie Nunez, Zoning Administrator (and staff to the local review board), took over as the 
principal contact.  

Blake McDonald, Manager, Architectural Survey & Cost Share Grant Program
Survey & Info. Management Division, Virginia Department of Historical Resources, 2801 
Kensington Avenue, Richmond, VA 23221 | (804) 482-6086
CPG prepared the first ever design guidelines for the City of Virginia Beach Historic & Cultural Districts as well 
as an update to the City of Virginia Beach Historic Preservation Plan. Both projects were funded with grants 
from the Virginia Department of Historic Resources and were developed in tandem. The project principal at 
CPG was Paige Pollard, (757) 286-8602. CPG coordinated directly with staff from both VDHR and the City of 
Virginia Beach, and Blake McDonald served as the primary project contact for VDHR. The Design Guidelines 
component was completed in approximately seven months and the Preservation Plan was largely complete in a 
year, with local review and final revisions occurring over another year due to the detailed internal review process 
at the City of Virginia Beach.

Mel Price, Principal, Work Program Architects, 400 Granby Street, Suite 301, Norfolk, VA 
23510 | (757) 227-5310
CPG provided content development in support of the Town of Herndon Design Guidelines update, working under 
our prime, Work Program Architects. WPA provided urban design content and graphic layout, while we teamed 
on public engagement and outreach, as well as final content development.  This project took approximately two 
years, with delays experienced during COVID, and also to accommodate significant community engagement. The 
project principal at CPG was Paige Pollard, (757) 286-8602. Mel Price was our primary contact for the project.

Innovation and Technology in Project Execution
CPG has prepared multiple sets of design guidelines and standards for local governments across Virginia; we have 
found that updating design guidelines and/or standards requires significant public engagement. We applaud the 
Town of Smithfield for recognizing that the Entrance Corridor and Local Historic District guidance documents 
should be revised at the same time and by the same project team. As we found in our recent work for the City of 
Virginia Beach (funded in part by the Virginia Department of Historic Resources), this decision will lead to a more 
streamlined set of documents which will be easier for all stakeholders to use and which will establish a consistent 
identity for the Town from the entry corridor through the local district.

CPG’s process begins with individual stakeholder interviews and an in-depth analysis of existing policies and 
procedures to determine if there are any issues with current guiding documents and process. This initial 
comprehensive audit enables us to directly address any recurring issues, debunk any stated concerns that are not 
borne out by further investigation, and maintain a transparent process throughout development of the guidelines 
and standards. The results of stakeholder engagement are presented in a public meeting that, ideally, includes 
staff, members of the review board, Town Council and the community – this enables us to share the results of 

REFERENCES, INNOVATION, & TECHNOLOGY in 
PROJECT EXECUTION & WORK SAMPLES



14

the engagement effort, which, in turn, forms the basis of design for our guidelines and/or standards. CPG uses 
the stakeholder engagement and document review results to tailor the content, organization, layout, and language 
within the new/updated guidance documents to meet the specific needs of the community. We ensure that our 
design guidelines are a useful tool for all stakeholders, including property owners, business owners and tenants, 
local staff, review board members and Town Council. During the COVID-19 pandemic, we completed three sets 
of design guidelines and modified the method of public engagement to a virtual or hybrid format as necessary to 
ensure stakeholders felt safe and all activities were compliant with public health recommendations. The means and 
method of stakeholder engagement was continuously revised to respond to conditions at the time stakeholder 
input was needed.

In order to effectively and efficiently implement our project approach, CPG utilizes ArcGIS, Adobe InDesign, and 
standard Microsoft Office software for most of its design guidelines projects. Additionally, for public engagement, 
beyond in-person strategies, CPG employs various social media and other technology platforms depending on 
client preferences. We find that this amalgamation of resources addresses our needs and can typically be supported 
by the local government after we complete our work. In this way, the data remains available and the guidelines 
can be easily updated by local government staff as needed over time.  

Digital surveys are typically created and distributed and input is sorted and analyzed through our ArcGIS account. 
Adobe InDesign is used to create a graphic “brand” for the guidelines; we utilize the existing brand, graphic 
standards, colors, fonts and logos from the Town and will supplement that as needed to create guidelines that are 
graphically engaging, professional, and serve the users effectively.

Work Samples
Our most recently completed design guidelines projects were for the City of Virginia Beach, VA and the Town 
of Cape Charles, VA. In response to the file size limitations outlined in the RFP, we have provided one-sheet 
summaries of each project in the Attachment 2 section of this document; digital links to the full files are below.

Virginia Beach Historic & Cultural Districts Design Guidelines 
 
Town of Cape Charles Historic District Design Guidelines 

Each of these projects required a specifically tailored approach, a need CPG is uniquely poised to accommodate. 
Both communities have areas within their districts that required us to address flooding and mitigation efforts 
for historic properties. In both instances, we reviewed the local floodplain ordinance, made recommendations 
for utilization of exemption and exception opportunities (where appropriate), and set up application and review 
standards for historic property renovations which triggered flood mitigation efforts. In this way, we enabled the 
property owner, staff and review board to approach flood mitigation in a manner that is both responsive to the 
specific needs (and risks) of the property and to the level of risk and historic nature of the building.  

Additionally, both of these communities had specific concerns about alternative materials. We worked with the 
communities to understand their level of acceptance of alternative materials and also the circumstances under 
which alternative materials are most often requested. We then developed a process for evaluating the condition 
of the original (or existing) materials and determining whether the proposed alternative material is appropriate. 
We utilize a decision matrix instead of a static list so that future boards can evaluate any material that might 
come before them (rather than working from a fixed list of materials which will not respond to changes in what is 
available). Most importantly, we have developed this decision matrix to foster continuity in the board’s evaluation 
process and to ensure continued compliance with the requirements of the Certified Local Government program.

https://www.dropbox.com/scl/fo/3s7ohci3v4n62healcn85/h?dl=0&rlkey=kr5vx9lg9ryzfs0zbhb82rcmr
https://www.dropbox.com/scl/fo/3s7ohci3v4n62healcn85/h?dl=0&rlkey=kr5vx9lg9ryzfs0zbhb82rcmr
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CPG understands that the Town of Smithfield is requesting an update of the existing Historic District guidelines 
as well as an update to the existing Entrance Corridor overlay guidelines. While this will result in two distinct 
guidance documents, they are interrelated. Their implementation should result in a cohesive experience as one 
enters and proceeds through the Town of Smithfield. Therefore, it is important that these two documents are 
developed in tandem and that they are related to one another.  

CPG will meet with Town Staff at a project kick-off meeting. Prior to the meeting, CPG staff will review readily 
available information about both districts, and will be prepared with a list of questions and requests for additional 
information which would be helpful for the project. In addition, CPG will tour the districts with Town Staff in 
an effort to understand specific “hot button” issues, and to learn about the priorities and challenges within each 
district. (Note that CPG has prepared several historic tax credit applications for properties in Smithfield and thus 
has familiarity with the historic district through that experience.)  

In order to develop a responsive pair of guidelines, CPG will conduct a review of any additional material that the 
Town staff can provide, which should include all pertinent planning and policy documents related to the districts 
like plans, zoning information, histories, photographs, National Register nominations and maps from the planning 
staff and other sources as well as the existing design guidelines associated with both districts. CPG will then 
identify any inconsistencies among the articles, zoning districts, associated documents, and current state code. 
Using this information, we will develop map and boundary updates, recommended ordinance revisions, and items 
for Administrative Approval.  

CPG will develop both draft guidelines using a similar layout and branding in order to further underscore that they 
are related and intended to result in a cohesive set of expectations for development in the Town. In particular, 
the Historic District guidelines will include an educational component intended to assist property owners and 
designers in understanding the expectations of the board in application development as well as guidelines for 
the board to apply in review of applications. Both sets of guidelines will be broken into chapters and each will 
have similar topics, but the guidelines within each district will be tailored to the specific ordinance and zoning 
restrictions. For example, chapters will address contributing resources, non-contributing resources, and new 
construction as each, necessarily, will have different expectations. The Historic District guidelines will be developed 
in accordance with the Secretary of the Interiors Standards for Rehabilitation in order to ensure that the Town will 
maintain its CLG designation. The Entrance Corridor overlay guidelines will be developed to protect the heritage 
resources and guide design for new construction within the entry corridor.  

In all, this effort will result in a streamlined set of design guidelines for each district which will clarify the individual 
purpose of each district, review expectations, and the approach to treatment of designated properties (contributing, 
non-contributing, heritage, and new construction). The end result will be user friendly, graphically-oriented, yet 
technically sophisticated, documents for more effective and efficient implementation of the local historic district 
and entry corridor overlay regulations. The supplementary work will enable the Town to champion appropriate 
ordinance updates to address inconsistencies in existing documents, to establish Standards where feasible, and to 
accommodate Administrative Review in areas that are not detrimental to maintaining the character of the entry 
corridor and historic district.

WORK PLAN (PROJECT UNDERSTANDING)
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As a Certified Local Government, the Town of Smithfield must also coordinate its policies and procedures 
with the Virginia Department of Historic Resources (VDHR). CPG understands this obligation and welcomes 
the involvement of VDHR staff in any way. We will ensure the deliverables meet VDHR requirements and will 
coordinate any review or approvals which are necessary or desirable for the Town of Smithfield.

In order to ensure a seamless process of adoption (including the necessary public hearing), CPG strongly supports 
the goal of engaging property owners within the district during development of the guidelines. We recognize that 
excellent outreach and engagement results in a higher level of trust among property owners who will be regulated 
by the design guidelines, and that it is very important to intentionally engage them throughout the process. This 
approach will enable us to explain the process and address questions from property owners in advance of the 
public hearing to consider adoption of the guidelines. The schedule in the next section outlines our preliminary 
recommendations for stakeholder engagement, pending input from Town Staff.

As outlined in the RFP, CPG proposes to provide ten (10) bound copies each of the draft and final Design 
Guidelines for both the Historic District and the Entrance Corridor and will also provide digital copies of all draft 
and final materials via a platform and application that is acceptable to the Town of Smithfield. 
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COST & COST CONTAINMENT
Note: CPG anticipates that there will be overlap in local governing documents (the zoning ordinance, public engagement initiatives, and general goals for character within the 
Local Historic District and Entrance Corridor and therefore anticipates significant overlap and/or related development of the two documents. Therefore, pricing reflects total 
anticipated hours for each milestone of the project, as we believe breaking hours apart between the two documents would be arbitrary and would not accurately reflect the 
shared content and thought process in development of the two documents.

Preliminary Analysis Hours Rate Fee Role Notes

Review zoning, pres engagement, ordinance, guideliens, and processes 
for Local Historic District & Entrance Corridor 10 $120.00 $1,200.00 Project Manager

Review zoning, pres engagement, ordinance, guideliens, and processes 
for Local Historic District & Entrance Corridor 10 $105.00 $1,050.00 Arch Historian

Visit and document Locan Historic District & Entrance Corridor 8 $105.00 $840.00 Arch Historian

Coordinate input from Town Staff re: Needs of Update, 
Reorganization, Etc. for Local Historic District & Entrance Corridor 2 $120.00 $240.00 Project Manager

Coordinate input from Town Staff re: Needs of Update, 
Reorganization, Etc. for Local Historic District & Entrance Corridor 6 $105.00 $630.00 Arch Historian

Recommendations for ordinance update - including CLG agreement 
requirements (for Local Historic District only), preliminary draft 
language (for Local Historic District & Entrance Corridor)

16 $120.00 $1,920.00 Project Manager
This task doesn’t appear in scope, but is 
recommended for ease of adoption and 
implementation

Recommendations for ordinance update - including CLG agreement 
requirements (for Local Historic District only), preliminary draft 
language (for Local Historic District & Entrance Corridor)

8 $150.00 $1,200.00 Principal in Charge
This task doesn’t appear in scope, but is 
recommended for ease of adoption and 
implementation

Public Engagement
Stakeholder Interviews and analysis of input regarding Local Historic 
District & Entrance Corridor 30 $120.00 $3,600.00 Project Manager

This includes internal and external stakeholder 
engagement.

Stakeholder Interviews and analysis of input regarding Local Historic 
District & Entrance Corridor 30 $150.00 $4,500.00 Principal in Charge

This includes internal and external stakeholder 
engagement.

Draft Local Historic District Guidelines & Draft Entrance Corridor 
Standards Public Presentation (2 total) 12 $105.00 $1,260.00 Arch Historian

Draft Local Historic District Guidelines & Draft Entrance Corridor 
Standards Public Presentation (2 total) 12 $150.00 $1,800.00 Principal in Charge

Meeting/Presentation to Town Officials re: Draft Local Historic 
District Guidelines & Draft Entrance Corridor Standards 8 $105.00 $840.00 Arch Historian

Meeting/Presentation to Town Officials re: Draft Local Historic 
District Guidelines & Draft Entrance Corridor Standards 8 $150.00 $1,200.00 Principal in Charge

Public Hearing and presentation support for Local Historic District 
Guidelines & Entrance Corridor Standards 16 $120.00 $1,920.00 Project Manager

Document Development & Revisions
Design Local Historic District Guidelines & Entrance Corridor 
Standards Text 25 $120.00 $120.00 Project Manager

Design Local Historic District Guidelines & Entrance Corridor 
Standards Text 100 $105.00 $10,500.00 Arch Historian

Design Local Historic District Guidelines & Entrance Corridor 
Standards Graphic Development 150 $105.00 $15,750.00 Graphic Designer/

Arch Historian
Draft revisions - Local Historic District Guidelines & Entrance 
Corridor Standards 10 $120.00 $1,200.00 Project Manager

Draft revisions - Local Historic District Guidelines & Entrance 
Corridor Standards 20 $105.00 $2,100.00 Arch Historian

Pre-final draft revisions QAQC -  Local Historic District Guidelines & 
Entrance Corridor Standards 10 $150.00 $1,500.00 Principal in Charge

Pre-final draft revisions QAQC -  Local Historic District Guidelines & 
Entrance Corridor Standards 16 $105.00 $1,680.00 QAQC/Arch 

Historian
Final Local Historic District Guidelines & Entrance Corridor Standards 10 $105.00 $1,050.00 Arch Historian

Administrative Support 8 $65.00 $520.00 Office Operations

Printing
$,1,770.20

2 documents, 10 draft copies of each 
document, 10 final copies of each document, 
100 pages each, full color, 2 page spread 
double sided format, quality paper

Total Estimate 525 $61,270.20
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Proposed Schedule

February 1, 2023		  Notice to Proceed

February 1-15, 2023	
Review all existing documents and identify inconsistencies/recommended revisions

Conduct Project Kick Off Meeting & Site Visit

Town Staff to Provide (for each district type):

•	 Sample Application 
•	 Sample Staff Report(s)
•	 Sample Complete Application
•	 Sample Approval Letter
•	 Sample Appeal 
•	 Identify repeat complaints about current guidelines/process
•	 Identify items working well in current guidelines/process
•	 Copy of CLG agreement document 

February 15-March 15, 2023
 
Public Meeting/Citizen Engagement & General Public Meeting

•	 Introduce project/team
•	 Solicit Input/Interest in Stakeholder Interviews
•	 Outline Schedule and Deliverables

Stakeholder Interviews*

•	 Staff Perspective
•	 BHAR, PC and TC Perspective
•	 Property Owner Perspective
•	 Business Owner Perspective
*Town staff to schedule and provide location/notification of stakeholder meetings.

March 15-June 15, 2023 

CPG develops outline and graphic sample of both sets of guidelines	
	
CPG develops outline of recommended ordinance updates

CPG presents recommendations to BHAR
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June 15-July 15, 2023	 Town Staff (and VDHR as appropriate) review outlines and return comments

July 15-Sept 15, 2023	 CPG develops texts for both sets of design guidelines drafts

Sept 15-Oct 15, 2023	 Town Staff (and VDHR as appropriate) review drafts and return comments

Around Oct 1-15, 2023	 Public Engagement Meeting – Present Draft guidelines, Solicit comments

Oct 15-Nov 15, 2023	 CPG revises draft – delivers pre-Final draft 

Nov 15-Dec 1, 2023	 Town Staff (and VDHR as appropriate) review pre-final draft and return comments

Dec 1-Dec 8, 2023		 CPG finalizes Guidelines 

Dec 15, 2023		  CPG delivers final documents to Town (and VDHR as appropriate)

TBD				    Town of Smithfield public hearing for adoption
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ATTACHMENT 1: SWaM CERTIFICATE
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P R O J E C T  O V E R V I E W

VIRGINIA BEACH CULTURAL & HISTORIC DISTRICTS DESIGN GUIDELINES 
Virginia Beach, Virginia

Completion
November 2021

Scope of Work
Multiple districts unified under one 
set of Design Guidelines
Creation of a Graphics-Oriented Design Guidelines
Ordinance & Policy Review

Project Intent
Virginia Beach contains sixteen different Cultural & Historic Districts that 
contain anywhere from one to more than sixty buildings (contributing 
and noncontributing). These circumstances dictated a document 
tailored to each district’s unique features while still providing guidelines 
with a level of standardization that could be easily applied to all districts. 
CPG produced a final product where all districts were featured with 
general information relevant to any stakeholder to understand when 
proposing or reviewing a project. Additionally, the guidelines highlighted 
each district’s contributing characteristics that would be necessary to 
retain and preserve while providing design approaches to be considered 
when projects addressed noncontributing resources. Following these 
individualized sections, the document proceeded with more generalized 
guidelines in keeping with the Secretary of the Interior Standards for 
Rehabilitation best practices for all projects as well as flood mitigation 
guidelines necessary for the city’s geography.

ATTACHMENT 2: PROJECT SUMMARIES
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Cape Charles Historic District Overlay Design Guidelines: Chapter 55-42 Cape Charles Historic District Overlay Design Guidelines: Chapter 5

5 PRIMARY BUILDING TREATMENT  BOARD REVIEW

b. New buildings should not be placed 
at an angle on the lot if adjacent 
historic buildings are parallel to the 
lot lines.

3. Massing/Scale/Form: New buildings 
should maintain similar massing, scale, 
and form to adjacent historic buildings. 
a. Unless historically present, avoid 

c o m b i n i n g  l o t s  t o  c r e a t e  a n 
oversized or undersized site which 
is incongruous with the surrounding 
development.

b. N e w  c o n s t r u c t i o n  s h o u l d  b e 
cons istent  with  the establ i shed 
height and scale already existing on 
the block.  New structures should be 

no more than 10% taller or shorter 
than the average building on the 
block and at a maximum height of 40 
feet, as stipulated in Article 3 of the 
zoning ordinance.

c. Maintain a floor-to-ceiling height 
that is  general ly in keeping with 
adjacent buildings to ensure visual 
cohesion along a block. 

b. U t i l i ze  n e i g h b o r i n g  b u i l d i n g s  t o 
i nfo r m  t h e  ove ra l l  fo r m .  Adj a ce nt 
c o n t r i b u t i n g  r e s o u r c e s  c a n  h e l p 
determine appropriate and compatible 
building footprints and roof forms. Do 
not mix and match historic styles when 
proposing contemporary compatible 
new construction. 

Figure 5.46 - The above diagram shows a typical residential streetscape in Cape Charles. Placement of a new 
building should maintain similar heights as neighboring buildings to maintain a consistent rhythm.

AREA OF APPROPRIATE BUILDING HEIGHT 
(NOT TO EXCEED 40 FEET)

HOUSE HOUSE HOUSE HOUSE HOUSE HOUSE

PROPOSED 
INFILL

PROPOSED 
INFILL

APPROPRIATE 
LOCATION FOR 

DRIVEWAY/
ACCESSORY 
STRUCTURES

P R O J E C T  O V E R V I E W

CAPE CHARLES HISTORIC DISTRICT DESIGN GUIDELINES
Cape Charles, Virginia

Completion
December 2022

Scope of Work
Commun i t y  Ou t re a c h  & 
Stakeholder Engagement
Creation of a Graphics-Oriented Design Guidelines
GIS Mapping
Ordinance & Policy Review

Project Intent
As a Certified Local Government, the town of Cape Charles had an 
existing set of local design guidelines for their local historic district. 
Working within the town’s established preservation philosophy as 
well as the Secretary of the Interior Standards for Rehabilitation 
best practices, CPG was tasked with updating the guidelines. 
Extensive engagement was undertaken with the community and 
stakeholders through public meetings, an on-line survey, and 
interviews to garner input on issues involving current guidelines 
and local review procedures. The result was an updated version of 
the guidelines that relies on graphic-oriented examples, revisions to 
the local processes, and user-friendly guidance for all stakeholders 
to use when proposing and reviewing projects within the district. 
The guidelines recently received unanimous town council approval. 



TOWN OF SMITHFIELD 

"Th<. J-lam c.ap,tal of the \Vo,ld" 

CONDITIONS AND INSTRUCTIONS 

Re" 6 6 ]0/6 

I. Use of Form: All proposals should be submitted in electronic (.pdf) format in accordance
"ith this fonn. The Offeror ma) attach/scan other infonnation as required to the 
electronic document that" ill be made a part or the proposal. f:.lectronic !>Ubmittals on 
CD. DVD. memory sticks. or other electronic media "' ill be accepted if delivered 
prior to the closing time. The preferred method of deliver) is b) an attachment to an 
email addressed to: lking@smithfieldva.gov. The To",n·s published Conditions and 
Instructions shall supersede an) additional \\ ritings submitted "ith the proposal. 
Such writings shall be clear!) marl,.ed and noted as an exception. 

2. Submittals: E>-.ccpt as noted above. all proposals shall be sent as an attachment 10 email
to: lking@smithfieldva.gov. The subject line must sho \\ the proposal number and 
name. This form shall be included as part of) our submittal: else.) our response ma) 
be considered ·non-responsive." 

3. Late Proposals: Proposals and amendment thereto sent electronicall) to Purchasing
afier the date and time specified. \\ill not be considered. It "'ill be the responsibilit) 
of the Offeror to see that their proposal i properly sent to Purchasing as specified. 
There "ill be no e;,,.ceptions. Electronic proposals sent as an email attachment will 
sho,, the date and time sent. This date "ill be used to determine" hether a submittal 
\\as time!) or not. To be considered. the submittal must be sent prior to the closing 
date pub I ished on the rront cover. 

C 0\1\ll 11'\ l>I \JI or�,, Pl\

1Hl ln-;f1lull '-it, l'O Box 24'1/ �mithfJdd \ \ 2,4ll / 1-(7t;7)-%'i-4200/ I, x 1-("''ii)-,c;i-lJlJ,1 

www smithficld, <J.gov 

ATTACHMENT 3: SMITHFIELD RFP DOCUMENT


















































