MEMORANDUM

TO: Mayor and Members of City Council
FROM: Rich Olson, City Manager
Matthew Schelly, Community Development Director
DATE: November 9, 2017
REF: Discussion / Update — Workflow and Process Mapping Diagrams
BACKGROUND:

In the FY 2017-18 Goals & Obijectives adopted by the City Council, Community
Development staff was tasked to produce workflow maps of all Community
Development land use related processes. An update was provided to the Council on
June 12, 2017, at which time Director Schelly advised that the workflow maps would be
produced in-house and then sent to consulting firm vector/CSP and other private sector
consultants who have volunteered to review the documents for quality assurance.

UPDATE:

The Community Development Department has drafted the workflow diagrams for 10 of
its processes. These processes include:

Sign Permits

Zoning Permits

Home Occupancy Permits
Certificate of Appropriateness
Sandwich Board Permits
Special Use Permits
Conditional Use Permits
Sketch Plan

Preliminary Plat

Final Plat



Out of the 10 workflow processes presented, three are the most frequent encountered
on a day-to-day basis in the department: Zoning permits, Sign permits, and Certificate
of Appropriateness.

The workflows attached are draft diagrams. This is the first step before finalization of
these diagrams. With the blessing of the City Council to proceed, the next step is to
provide copies of these to the volunteer workflow diagram experts for their professional
review. We do not know how long these reviews will take, but we expect it will likely
be less than 30 days, but, with the holidays, this could be longer. We expect to make
some changes as a result of those reviews and we will update you at that time.

At the same time as these expert reviews are proceeding, we will be drafting up the
remaining workflows for the Planning Division. With the input from the experts on the
first batch of diagrams (the ones attached here), we would be able to draft the
remaining diagrams with less revisions after the expert review for the second batch.

STAFF RECOMMENDATION:
For informative purposes, as requested by the City Council.



