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2023 MME Winter Institute | 
Future-Proofing Your Planning and Zoning Department

www.menti.com
Code: 7961 8880

What kind of government 
or organization do you 
work for? 

http://www.menti.com/
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Code: 7961 8880

If you work for a 
municipality, do you have a 
planning or community 
development department?

http://www.menti.com/
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What we are talking 
about applies to 
communities of any size 
and type

Your Community

Picture Credits: Giffels Webster
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Part 1 Assess | Sri

Part 2 Document | Joe

Part 3 Implement | Eric
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Part 1 | Assess
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BUILDING & ENFORCEMENT
Collaborate to ensure 

consistency and transition post 
approvals and construction

CONSULTANTS
Legal and outside 

consultants as needed for 
review and approvals

FIRE AND POLICE
Collaborate regarding long range 
planning and current planning 
needs

PLANNING 
ZONING

PUBLIC WORKS

Collaborate regarding capital 
improvement projects, long range 
planning and current planning 
needs

LOCAL GOVERNMENT
Adapt to changing political 

environment

COMMUNITY
Engage with community with 

current planning needs

PARKS AND RECREATION

Collaborate regarding long range 
planning

ECONOMIC DEVELOPMENT
Collaborate developments with 
economic development goals
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• Administrative assistants across all departments

• Gate keepers for submittals

• Long tenure with access to institutional knowledge

• Responsible for updating tracking systems

• Offer training opportunities

• Keep them in the loop

• They can make or break a system!
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www.menti.com
Code: 7961 8880

Is your community 
engaged in the MEDC’s 
Redevelopment Ready 
Communities program? 

http://www.menti.com/
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Developed by public and private sector experts, the RRC Best 
Practices are the standard for evaluation

 provide a predictable development experience

 meet local planning and zoning responsibilities under Michigan 
law.

 proactively seek out community development opportunities

CERTIFIED RRC Certified communities 
 Integrated all the Best Practices into their local processes

ESSENTIALS Communities 
 All the key documents and practices in place
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BP 1: Plans and Engagement

BP 2: Zoning

BP 3: Development Review

BP 4: Boards and Commission

BP 5: Economic Development and Marketing

BP 6 : Redevelopment Ready Sites
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• Evaluate your ordinance periodically, typically following a master plan 
update.

• A Zoning Ordinance Health Check-up

 Evaluates and identifies outdated language, conflicting provisions, 
confusing text.

 Identifies opportunities for improvement, based on guiding principles 
listed in RRC’s best practice 2.  

• Follow best practices while drafting language for text amendments
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CLEAR PROCESSES
The zoning ordinance includes clear steps for 
major development review processes.

01

ESTABLISH ROLES
The community has clearly identified a point 
of contact for development review activities.

02

TIMELY ASSISTANCE
The community defines and offers conceptual 
review meetings for applicants.

03

STAFF REVIEW
The community has a clearly documented 
internal staff review policy.

04

DEVELOPMENT PROCESS
The community streamlines the approval process by 
using administrative and planning commission approval 
authority. 

05

FEES & PAYMENT
The community maintains a fee schedule. The 
community offers clear methods of payment.

06

FORMS AND MANUALS
The community makes development review 
information and forms readily available online.

07

TRACKING SYSTEM
The community has a method to track 
development projects.

08
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The Passage of Knowledge
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Flowchart of Journey Through Duat (Underworld)
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they did because they 
believed it would help the 
person’s afterlife journey.

Person dies

Body prepared

Interment

Soul enters 
Duat

Board Anubis’ 
Boat

Pass through 
gates

Heart weighed

Soul enters 
Aaru

Ammit
swallows heart, 
soul is trapped

Heart is heavy
Heart is light
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From Papyrus to Paper and Databases
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 How many application forms are there? 
 Are they all in a good format, digitally? If so, are they fillable?
 Is the format of your forms consistent?
 Do the forms capture all the information required in your ordinances? 
 Do you have all the forms you need?
 Do you need all the forms you have? 
 Are your forms available online?
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Is it clearly documented who is responsible for each part of development review?
 Intake
 Distribution/communication with consultants, agencies, etc
 Review
 Noticing
 Follow-up
 Communicating information/expectations to applicants
 Etc.
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 Are development procedures clearly outlined in ordinances?
 Are the development procedures outlined in ordinances followed?
 Are application deadlines and approval timeframes published?
 Is it clear how much to charge for each application, and where the money goes?
 How is the progress of an application tracked? 
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 Has the community articulated its goals for development? 
 Is it clear who to ask for help if an issue arises regarding interpretation? 
 Do internal deadlines allow adequate time for quality control?
 Does the community have a public participation plan?
 Does the community have a written training policy in place?

• Staff
• Elected officials
• Appointed officials

 Are time-sensitive policy items on a widely-accessible calendar?
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Putting it all together
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staff and applicants alike.

Anything that is easy to use for a member of 
the general public will be easy for you and 
your successors to use too!

Development Review Guide
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Development Manuals
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this before—assume they don’t know what 
the boards and applications are. 

This will also help anyone who is filling in or 
starting new behind the counter. 
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 Illustrate processes with flowcharts.

 Explain when and why things happen.

 Include all steps in the process so that 
novice applicants aren’t surprised by, for 
instance, engineering review. 
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 Include forms right in the 
development manual.

 Forms should be clean, 
simple, and easy to fill out.

 Forms can usually be 
consolidated to require as 
few as possible. Pa
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Development manuals and 
forms should also include 
useful information, such as 
 who to call with questions, 
 which agencies the 

applicant may need to 
reach out to. 
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 The key tool for implementing a community’s master plan and guiding 
development

 Clear standards, supported by intent statements, aid interpretation

 A well-organized ordinance means things don’t get missed
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Picture Credits: Future-Proofing Your Planning 

 Make your intent 
statements as long as they 
need to be to convey the 
purpose of a regulation.

 Cite legal cases if they 
support the regulation.

 Make sure intent 
statements match the 
Master Plan. 
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 Make your intent statements as long as they need to be to 
convey the purpose of a regulation.

 Cite legal cases if they support the regulation.

 Make sure intent statements match the Master Plan. 
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Applicability statements are also valuable 
tools, clarifying for all involved when a 
particular set of regulations applies. 
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 The fewer clicks people 
need to access 
information, the better.

 It’s still necessary to 
provide physical forms.

 Websites should include 
accessibility elements, 
such as the ability to 
increase type size and 
tools for the visually 
impaired. 
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Where do we go from here?
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Picture Credits: Kevin Carrera-Pexels

Laying the foundation for 
navigating unchartered waters.
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 Understand the current, local political climate.

 Anticipate political and structural transition.

o Gubernatorial
o Mayoral
o Commissions
o Administrative
o Local stakeholders
o Community leaders
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Ordinance Interpretation

Policy Clarification

Application of Law

Establish Legal Representation
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Training
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• Elected officials

• Department & municipal staff

• Consultants

• Applicant community
(architects, engineers, 
surveyors, planners)
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Training Resources
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• MML/MME
• APA (national, state, local)
• MAP (Michigan Association of Planning)
• Planetizen
• MSU Extension (Citizen Planner)
• MTA (MI Township Association)
• Others relevant to the industry
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Technology
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• Project Tracking Software (BS&A)

• Geographic Information Systems (GIS)

• Computer Aided Design (CAD)

• SketchUp

• InDesign

• Other
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Picture Credits: Future-Proofing Your Planning 

www.menti.com
Code: 7961 8880

What kind of system do 
you use to track 
applications?

http://www.menti.com/
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Rely on Leadership
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Image Credits: Thirdman -Pixels 

• Tap into senior management and 
administrative staff

• Value and benefits of institutional 
knowledge

• Resources

• Internal accessibility
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Rely on External Resources
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Image Credits: The Coach Space -Pixels 

• Consultants

• County & State level offices

• Professional networks

Picture Credits: Pexels





45

2023 MME Winter Institute | 
Future-Proofing Your Planning and Zoning Department

Questions & Thoughts?



THANK YOU
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