Manitowoc Public Library
Strategic Plan Development, Consulting and Facilitation Services
Memorandum of Understanding
July 20, 2018

Introduction
The purpose of this memorandum of understanding (MOU) is to define the parameters and costs of the Strategic Plan

Development, Consulting and Facilitation Services WiLS will provide to the Manitowoc Public Library.

Contacts

Communication regarding this agreement and the provided service should be directed to:

WiLS Manitowoc Public Library
Bruce Smith Kristin Stoeger

1360 Regent Street, #121 707 Quay Street

Madison, Wl 53715-1255 Manitowoc, WI 54220
608-629-5421 920-686-3037
bsmith@wils.org kstoeger@manitowoc.org

Phase 1 - Initial Project Meeting and Information and Data Gathering — $1,625.00

Initial Project Meeting, Issues and Needs Review, and Community Conversation Planning - $ 375.00
o WILS will meet with the planning committee via a web meeting for a 1.5-hour session to start the
planning process. This will include: subcommittee of the board exists now.
= Reviewing an issues and needs questionnaire the planning committee will have been sent in
advance of the meeting.
= Developing a community map of individuals and organizations that may include key community
and library stakeholders and groups to engage in community conversations
= Review of roles, timeline and expectations of the planning process.
SWOT analysis with a focus group of library staff - $800.00
o  WILS will coordinate a process and facilitate a 3-hour in-person meeting of a focus group of library staff
to perform a Strengths, Weaknesses, Opportunities and Threats analysis. WiLS will work with the
planning committee to identify a focus group selection process. WiLS will document and theme
information gathered during this process to be shared as part of the information gathered with the
planning committee for developing the strategic plan.
Community Information and Data Assessment
o Demographic and Economic Data Assessment - $225.00
= Using data and tools from American Fact Finder, WiLS will identify and assess relevant
demographic and economic information in the library’s community.
o DPI Annual Report Data Comparison - $225.00



= Using data and information provided to DPI in annual library reports, WiLS will do a comparison
with four other libraries with comparable population and revenues to assess service results,
costs and trends.

Phase 2 — Community Assessment — $3,150.00
e Standard —$1,350.00

o WILS will work with the library to administer a community survey to area residents. The survey will
focus on the broader community and its perceptions of the library, in addition to specific service and
usage questions. The library, with input from WiILS, will promote the survey to area residents through
channels that will likely result in getting a high response rate. The survey WILS has developed is a
standardized survey we use with libraries for strategic planning.

o Using the community mapping results from Phase 1, the library will identify target
audiences/populations/groups to send out a survey. A shorter version of the standard survey may be
developed to send to the identified target audiences.

e Community Conversations - $600.00 x 3 ea. = $1,800.00

o  WILS will, with assistance from the library, coordinate up to three 1.5-hour community conversations to
gather information about how the library can align its resources and services to support the community
in reaching its aspirations and addressing its challenges. WiLS will work with the library to develop a
protocol to identify and invite community conversation participants. WiLS will provide a facilitator to
lead the conversations and document the input gathered during the conversations. WiLS will compile
and theme the results of the conversations. The number of community conversations will be
determined with the library based on discussions about key community and library stakeholders and
groups.

Phase 3 — Strategic Plan Development — $1,925.00
e Data and Information Webinar Review - $900.00
o  WILS will develop and deliver a 1.5-hour webinar to review the data and information gathered in Phases
1 & 2 with the library planning team before the strategic plan development meeting. The committee
will be provided a slide deck of the compiled information along with the data used for the slide deck.
e Strategic Plan Development Meeting - $1,025.00
o  WILS will develop processes and provide facilitation services for a 4-hour in-person strategic plan
development meeting of the library strategic planning team. The result of this meeting will be
identification of strategic service goals for the library and initiatives that can be done to reach the goals.

Phase 4 — Writing the Strategic Plan Document - $1,200.00.

o WiILS will compile the results of the planning meetings to include with other documentation, including, when
relevant, the data and information gathered, assessed and summarized during the course of the planning
process report, to develop and write a strategic plan document.

e WiILS will coordinate a schedule with the library to complete writing the plan. This schedule will include
coordination for library committee input to create a final draft for presentation to the library board.

e  WILS has allocated 16 hours for writing the strategic plan document. If additional writing time is requested
beyond the 16 hours as it will be scheduled with the library in the previous bullet point, an adjusted cost for this
component will be required.

Optional — to be determined upon completion of the final draft of the strategic plan document.
e |mplementation, Communication and Ongoing Planning Process Development - $800.00



o  WILS will facilitate the development of a framework for an ongoing planning assessment, prioritization,
implementation and communication process that will be scheduled and coordinated on an annual basis
to align with the library’s budget planning calendar. This includes administering a plan activity
prioritization survey prior to 4-hour in-person session to provide the library with a toolkit for the library
to project plan and assess strategic plan goals and activities.

Cost Allocations and Terms of Agreement

Cost Totals

Phase 1: $1,625.00
Phase 2: $ 3,150.00
Phase 3: $1,925.00
Phase 4: $1,200.00
Total: $7,900.00

e Costs include all preparation time; facilitation time; travel and mileage expenses; and supplies for facilitation
processes and documentation development.

Payment Schedule
Upon start of project: $2,000.00
Upon completion of Phase 4: $5,900.00

Duration of agreement/cancellation

e WIiLS and Manitowoc P.L. will work together to identify a timeline of the different activities to complete each
phase of service. If either WiLS or Manitowoc P.L. need to alter the previously agreed upon timeline, such
alterations should be made prior to the deadline date of the activity that will need to be rescheduled. If
deadlines are repeatedly not met by Manitowoc P.L. without communicating with WILS, WiLS reserves the right
to change the project timeline with Manitowoc’s approval of the new timeline. If the change in timeline will
result in overlap with other projects to the extent that WiLS will not be able to complete the work with existing
staff resources, WiLS reserves the right to delay the project to a mutually agreed upon time or to cancel the
project.

e During the course of the agreement the contracting parties have the right to stop work at any time and WiLS will
be paid for any work and expenses incurred through the time of cancellation.

Other Terms

e In-person meetings and sessions will have an end time of no later than 6:00 p.m.

e WiILS indemnifies the City of Manitowoc and the Manitowoc Public Library from any and all debts, claims, and
liabilities arising out of the proposal or the performance of the project as a result of the consultant’s error,
omissions, neglect, etc.

e As part of the above costs, WILS calculates approximately 2 hours per month of communication time with the
library to coordinate next steps, answer questions and discuss any potential changes to the project. This is
beyond the meetings scheduled in the different phases of the project as documented in each phase of the MOU.
Should communication be required by the library beyond this amount of time each month, WiLS will discuss



with the library either creating a communication plan to maintain communications within this time range or

providing a cost estimate to provide more communication time for the project.

A strategic planning process is often an iterative process. There may be points during the planning project were

information is discovered that leads to the potentially adding or removing a step or two to the planning process.

When this occurs, if requested, WiLS will provide a cost estimate to perform the additional work.
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