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SECTION 1-INTRODUCTION

1.1 Objectives

The Seminole County Planning and Development Department (P&D) has the major
objective to exceed internal and external customers’ expectations as well as to communicate
and provide access to all planning and development information and services through the
automation of processes and information.

This report is the evaluation of the Impact Fees, Concurrency, and Cash Receipt Sections,
which are all part of the P&D. This report includes the methodology used, results of the

business and technical evaluation, and the business requirements.

The Obijectives are:
i+ Develop, review, and document the common processes.

i# Develop a set of flow diagrams, reflecting the common processes.

s+ Develop a set of recommendations to improve common processes and work flow.
i+ Simplify the way to do business.

To accomplish this project, the scope of the work is divided into phases. Each phase will

generate information that will lead into the next phase.

1.2 Justification

Seminole County is one of the fastest growing counties in the United States. It is located
just north of Orange County and the City of Orlando in Central Florida, and its population is
expected to increase by 20% over the next twenty years. The expected growth brings
customer service challenges to the County, both internally and externally. Rapid growth has

brought a number of customer service related issues to light.
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1.3 Process Description

What are the responsibilities of these three processes?

The Impact Fees Section manages the assessment and collection of impact fees. These
fees are required for new construction units and change of uses to contribute its fair share of
the cost required for transportation, fire, library, and school capital improvements in the

designated areas of the County.

The Concurrency Section requires that all cities and counties in Florida ensure that
certain Public Facilities are available as new developments are completed. In 1985, the
Florida Legislature adopted the "Growth Management Act” to provide a framework for local
governments to use as they developed their long-range comprehensive plans. One of the
major provisions of the act required local governments to insure that the public facilities and
services that are necessary to support development be available "concurrent” with the
impacts of development. This means that all new developments must be located where
existing service areas are available or where there are plans and funds to provide these
services. On March 30, 1992, the Seminole County Board of Commissioners adopted a
concurrency review process in order to implement this requirement. The process was
subsequently amended with provisions effective on July 1, 1995. Seminole County cannot
issue a Final Development Order under which construction will ensue unless (1) there are
sufficient facilities and services reserved for each of the following public facilities: Roads
(arterial and collector only), Mass transit, Drainage, Water, Sewer, Solid Waste, Parks; or (2)

the development is vested from the concurrency review.

The Cash Receipt Section manages the receipts when a customer from the different cities
or from the county pays with cash and checks.

Who is involved in these Processes?
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Multiple Departments and Divisions are involved in these procedures. The primary
Divisions involved in the portion of the processes reviewed for this research come from the

Seminole County Planning and Development Department:

1. Building & Fire Inspections.
2. Development Review.

3. Planning & Zoning.

The Impact Fees, Concurrency, and Cash Receipt Sections work directly with Seminole
County Departments, P&D Divisions, and the seven municipalities located within Seminole

County.

The table below shows the type of procedures, sources, number of items, resources,
issues found, bottlenecks, and improvements expected by the Impact Fees, Concurrency, and

Cash Receipt staff of the current system.
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# EXPECTED
PROCEDURE TYPE SOURCE ITEM RESOURCES ISSUES BOTTLENECK IMPROVEMENT
Impact Fees for Impact Fees 80/day Applicants Human errors | ¢ No information Link of information
the City sSection GIS Collection of available from Searching
Impact Fees for Building & Front desk fees the system to capability
the County: Fire Inspection peoplestaff Generation of generate the Provide flexibility
Project from Division HTE Reports cash balance to input the data
the different Development Project Information Integrate reports
CASH dDepartments Review Manager is not linked and consolidation
RECEIPT Concurrency Division Plans between of the fees
Community provided databases Tracking system
Resources Staff
Division Assistant
Project from
different
Departments
Single Family Internal 5/ day Applicant Building & e Building & Specific design that
Non- External for Front desk Fire Fire Inspection fills whole process
Residential Single staff Inspections Applications Link of information
Multi-family Family HTE and Search capability
.6/ Planner [R)ev_elopment Data input
-o/aday Plans eview flexibility
IMPAF%TRFEES for provided Information Integrate reports
Non- Staff and consolidation
SEMINOLE Reside Assistant of the fees
COUNTY ntial

Integrate the
generation of the
tables

Tracking system
Tracking tables and
automatic
generation
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EXPECTED

PROCEDURE TYPE SOURCE #ITEM RESOURCES ISSUES BOTTLENECK IMPROVEMENT
e Single Family | ¢ External 5/day e Applicant Double-entry No integration of Review the city
e Non- e Front desk staff of input databases information
”\F/Igé%-ll—'rFIEEES Residential e HTE through the Web
Multi-family e Planner
e Plans provided
e  Staff Assistant
e Concurrency | e Internal 5/week e Applicant Development No information Provide flexibility
procedure e Front desk people | Review available from the to input the data
e GIS Information system Integrate reports
e HTE and consolidation
CONCURRENCY e Planner of the fees
e Plans provided Integrate the
e Staff Assistant generation of the
table automatically
Tracking system
e For County External 20-25/year | o  Applicant Historical No integration of Provide flexibility
e For Cities e Front desk people | information is | the data to input the data
REFUND e HTE not available Integrate reports
e Project Manager and consolidation
e Plans provided of the fees
e  Staff Assistant
o Appeals
procedure | Applicant N/A e Applicant Historical No integration of Provide flexibility
e Deputy County information is | the data to input the data
Manager not available Integrate reports
APPEALS e Front desk staff and consolidation
e HTE of the fees
e Project Manager
e Plans provided
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How Impact Fees are processed

The Impact Fees Section manages six different procedures to process fees. Each

procedure includes sources, resources, staff, Divisions, Departments, and cities involved.

Impact Fees for the City — Single Family (Figurel.1)

Impact Fees for the City — Non-Residential Multi-family (Figure 1.2)
Impact Fees for the County — Single Family (Figure 1.3)

Impact Fees for the County — Non-Residential Multi-family (Figure 1.4)
Impact Fees — Refund Procedure (Figure 1.5)

o ok~ DN

Impact Fees — Appeal Procedure (Figure 1.6)

The Concurrency Section manages one procedure. This procedure includes sources,

resources, staff, Divisions, Departments, and cities involved.

1. Concurrency Procedure (Figurel.7)

The Cash Receipts Section manages one procedure. This procedure includes sources,

resources, staff, Divisions, Departments, and cities involved.

1. Cash Receipt Procedure (Figurel.8)
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FIGURE 1.1 PROCESSING CITY IMPACT FEES
SINGLE-FAMILY RESIDENTIAL

COUNTY PROYIDES EACH OF THE CITIES
FPRE-PRINTED IMPACT FEE STATEMENTS
WITH THE AMOUNT DUE ALREADY
ASSESSED.

Y

THE CITY THEM COMPLETES THE
APPLICANT MAME & ADDRESS AMD OTHER
PERTIMNEMT INFORMATION ONTHE
FPREFRINTED STATEMEMT.

* OMCE AWEEK COUNTY STAFF WISITS EACH
+ OF THE CITIES TO FICK UP & COPY OF THE
SIGMED IMPACT FEE STATEMEMT.

APPLICANT SIGNS & DATES THE IMPACT ¥
FEE STATEMENT. IMPACT FEE STATEMEMT '"WITH ALL THE

PERTINENT INFORMATION (INCLUDING PRE-
PRIMTED FEES) PROVIDED BY THE CITY 13
Y IMPUT IMTO THE HTE GUI COMPLUTER
PROGRAM.

THE AFFLICANT PAYS THE IMFACT FEES
TOTHE CITY AMD RECEIVES A RECEIPT
FROM THE CITY.

Y

CITY FINANCE DEFARTMENT PREFARES A MOMNTHLY
LISTOF ALL IMPACT FEE STATEMEMNTS AMD MAILS THE
LIST ALOMNGWITH A CHECK FOR THE COLLECTED
AMOLUIMNT OF IMPACT FEES MINUIS A 3% TO §$250.00
MAXIMUM PROCESSING FEE.

Y

COUNTY STAFF RECEIVES PAYMENT FROM THE
CITY AMD BATCH RECEIPTS THE AMOUNT IN THE
COMPUTER. THE IMPACT FEE STATEMEMT INPUT

By COUNTY STAFF WILL MOV SHOW THE FEES

PAID.

¥

CLERK IM THE BUILDING DEFARTMEMNT
FROCESSES THE CHECK AT THE EMD
OF THE DAY.

EMD
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FIGURE 1.2 PROCESSING GITY IMPACGT FEES
COMMERGIAL/OFFIGE/INDUSTRIAL/IMULTIFAMILY
RESIDENTIAL & OTHER

CITY NOTIFIES APPLICANT TO CONTACT
THE COUNTY TO OBTAIN AM IMPACT FEE
STATEMENT PRIORTO THE ISSUANCEQF A
CITY¥BUILDING PERMIT

'

APPLICANT SUBMITS TOTHE COLNTY A
COMPLETED APPLICATION FOR IMPACT
FEE STATEMENT ALOMG WITH ONE COPY
OF ASITE PLAN AND COMSTRUCTION
DRAMING 5.

!

PERTIMENT INFORMATIOMN IS INPUT,
IMPACT FEES ARE CALCULATED AND AN
IMPACT FEE STATEMENT IS PRINTED
USING THEHTE GUIPROGR A,

¥

APPLICANT SIGMS & DATES THE MPACT
FEE STATEMENT

PAY AT THE

NE COUNTY? HES
Pay & the City
APPLICANT |5 PROVDED Tww COPIES OF APPLICANT PAYS THE IMPACT FEES AMD 1S
THE SIGHED IMPACT FEE STATEMENT TO FROVIDED ONE COPY OF THE SIGNED
TAKETO THE CITY. MPACT FEE STATEMENT.

' 1

APPLICANT PAYS THE MPACT PAYMENT 15 ENTERED INTD THE

COMPUTER (BLDG. DS 10N
FEES AND RECEINVES A RECEIPT

FOR PAYMENT FROM THE CITY CASHRECEIPTS)AND ARECEIPT

: 15 PROVIDED TO THE APPLICANT.

THECITY FINANCE DEPARTMENT PREPARES A THE MPALCT FEESTATEMENT IN
WO NTHLY LIST OF ALL PAID IMPACT FEES AND HTE G LI PREPARED AT THE
MAILS THE LIST ALONG WITH A CHECK FOR THE BEGINMIMG OF THE PROCESS

COLLECTED AW OUNT MINIS A 3% TO $250.00 WILL MOwy S HOWTHEFEES PAID.

M2 MUM PROCESSING FEE.

!

COUNTY STAFF RECEMRES PAYMENT FROM THE
CITY AND BATCH RECEIPTS THE AMOUMNT INTHE
COMPUTER. THE IMPALCT FEE STATEMENT
PREPARED AT THE BEGINNING OF THE PROCESS
WILL MOwWY SHOW THEFEES PAID.

CLERK IN THE BUILDING DEP ARTMENT
PROCESSES THECHECK AT THE END |
OF THE DAY,

L

EHD
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FIGURE 1.3 PROCESSING SEMINOLE COUNTY IMPACT FEES
SINGLE-FAMILY RESIDENTIAL

BUILDING DEPARTMENT ZOMING TECHNICIANS
REVIEW EUILDING PERMIT APPLICATION AND
ASSESS THE IMPALCT FEES IM THE HTE GUI.

REVIEW THE FEES BY ACCESSING
THE COMMITMENT CARDS.

YES

FERMIT TECHMICIAN PRINTS AN IMPACT
FEE STATEMENT AND BUILDING PERMIT
WHEN THE CUSTOMER ARRIVES.

'

APPLICANT SIGNS THE IMPACT FEE
STATEMENT AND |5 FROVIDED A COPY.

Y

DEFER
FAYMEMT?

¥

APPLICANT PAYS THE IMPACT FEES (ALOMNG APPLICANT CHOOSES TO PAY THE IMPACT
WITH THE OTHER PERMIT FEES) TO THE FEES AT A POINT LATER IN THE FROCESS,
BUILDING DIVISION CASHIER AND 15 PROVIDED (Fees may be deferred until applicantion for a pre-
A RECEIPT. THE IMPACT FEE HTE GUI RECORD power inspection or when full power is called into the
WILL MOW SHOWY FEES ARE PAID. poweer comipany, whichewver occurs first )

L ] Y

BLILDING PERMIT IS5 1ISSUED, BUILDING PERMIT IS ISSUED.

!

APPLICANT FILES AN APPLICATION WITH BLDG.
DIVISION FOR PRE-POWER. ELECTRICAL
INSPECTION OR REQUESTS THAT THE
ELECTRICAL POWER BE CALLED TO THE
FOWER COMPANY.

!

APPLICANT PAYS THE IMPACT FEES TO THE
BUILDING DIVISION CASHIER AND 1S PROVIDED
A RECEIFT. THE IMPACT FEE HTE GLI
AUTOMATED RECORD WILL NCW SHOW THE
FEES PAID.

¥

CLERK IN THE BUILDING DEPARTMENT
PROCESSES THE PAYMENT AT THE END OF
THE DAY.

¥

Y

(oo )
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Figure 1.5 Refund Impact Fees Procedure

Feview case

l

Ganerate Memo

h 4
Send Memo to the countyfcity Finance Department

Update HTE
Add Mote specifying the refund process
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Figure 1.6 Appeal Procedure

RECEI"E
APPEAL
REQLEST FROM
CUSTOMER

APPEAL
REGQLUEST
REEWNED BY
COUMTY
bl AHAGER

v

THECASEIS
UPDATED IN THE
SYETEM

¥

THE CASE GOES
TOPUBLC
HEARING

: J
PROCEED
BASED OM THE
REZOLUTION
FROM THE
HEARIMG

:

CLOSECASE

END
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Figure 1.8 Cash Receipt Procedure

Feceive information from Impact Fees and
different Divisions in the county as well as cash & checks

¥
Zenerate the batch

Y
zenerate the receipts associated with the projects

h 4
ive receipts and keep a copy for records

Y
Generate the cash balance and daily report

h 4
Send repaort and cash balance to Finance
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