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Executive Summary 

 
The purpose of this project is to provide the Town of Mint Hill with a proposed plan for 

establishing an internal department to provide land development services. The final business 

proposal includes a staffing model, a capital budget, an operating budget, cost recovery schedule, 

and workflow mapping of both current and future-state processes.  

 

Currently, the Town of Mint Hill contracts with Mecklenburg County Land Use and 

Environmental Services Agency (LUESA) for all “flat” permitting work.  This arrangement was 

established through an Interlocal Agreement.  Under the proposed plan, the new land 

development department would perform these services in-house.  

 

This business plan is developed using information from interviews and historical documents 

within the current administration in Mint Hill and LUESA, literature concerning best practices, 

feedback from stakeholders in the development community, and benchmarks from comparable 

North Carolina towns. These sources informed a workflow model, operating budget, capital 

budget, cost recovery fee schedule, suggested staffing structure, and transition plan.  

 

In the proposed plan, the personnel expenditures comprise the majority of operating expenses.  

The proposed department would consist of 6.7 positions totaling $271.353.72 allocated for 

salaries.  The proposed operating budget would then total $332,354.03.  A cost recovery fee 

schedule has been developed to ensure that this department is 100 percent supported by user fees.  

Additionally, Mint Hill would need to invest approximately $91,000.00 in total capital expenses 

for the proposed department.  

 

A four-phase transition plan was developed to help town administrators prepare for a potential 

launch of the proposed department. Phase 1 would involve research and development; phase 2 

would center on Town Board and departmental approval and preparation; phase 3 would feature 

hiring and training new staff; and phase 4 would culminate with the separation from LUESA 

Land Development.    

 

The structure of this document provides relevant background information, methodology, research 

findings, and recommendations.  A detailed plan for the proposed department is located in 

Appendix A of this document.  Additional resources and findings are also provided in the 

Appendices.  
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Background 
 

Defined in an Inter-Local Agreement, the Town of Mint Hill currently utilizes Mecklenburg 

County‟s Land Use and Environmental Services Agency (LUESA) for technical, engineering and 

building code review on all development.  In 2007, the Town of Mint Hill drafted a Unified 

Development Ordinance (UDO) to reorganize the Town‟s zoning and subdivision regulations.  

The Ordinance also sought to clarify the administrative and procedural channels that exist 

between Mint Hill, LUESA, and other agencies involved in the land development permitting 

process.  Although the UDO has not been adopted, Mint Hill has begun to formalize and 

streamline the development review process.  By formalizing the Town‟s land development 

practices, Mint Hill can better ensure that reviews are consistent and efficient across application 

types. 

 

Scope of Work 

 

The Town of Mint Hill contracted with the University of North Carolina at Charlotte (UNCC) 

Masters of Public Administration (MPA) program to draft a proposed plan for an internal 

department to provide land development services.  This document includes the following 

deliverables, agreed to on September 8, 2010: 

 

 An analysis of historical plan review volume from LUESA Land Development and 

comparable North Carolina towns. 

 An analysis of current organizational charts from LUESA Land Development 

 An analysis of current Mint Hill & LUESA Land Development process. 

 An analysis of future Mint Hill & LUESA Land Development staffing levels based on 

projected development volume. 

 A determination of time required for each of the four permit application types (Major 

Subdivision, Minor Subdivision, By-Right, and Conditional Zoning District). 

 Creation of an overall transition plan for the proposed department. 

 Preparation of an operating budget for the proposed department. 

 Preparation of a capital budget for the proposed department. 

 Preparation of a 100 percent cost recovery fee schedule in an Excel spreadsheet for each 

application type within the proposed department. 

 

This research is primarily intended to provide helpful information to the Mint Hill Board of 

Commissioners and Town officials for any future decision making concerning land development. 

 

The following section describes the methods used to complete the preceding tasks. 
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Methodology 

 
Several methods of research were used including direct interviews, analysis of documents, web-

based research, and review of relevant literature.  Table 1 below details the specific methodology 

used and application of the information attained. 

 

Table 1 – Research Methods Overview 

Method Application of Information to Proposal 

Interviews with Mint Hill administrators Process maps, capital budget, operating budget, cost 

recovery fee schedule, and transition plan 

Interviews with LUESA administrators Process maps, capital budget, and operating budget 

Survey of external stakeholders Process maps, transition plan, and cost recovery fee 

schedule 

Analysis of Mint Hill and LUESA 

documents 

Process maps, capital budget, operating budget, cost 

recovery fee schedule, and transition plan 

Literature Review Benchmarking and transition plan 

Benchmarking Data Capital budget and operating budget 

Charlotte/Mecklenburg County Human 

Resources 

Capital budget and operating budget 

 

Interviews with Key Personnel and 

Document Analysis 

 

Interviews with Mint Hill officials and LUESA 

staff provided invaluable information on 

current processes and desired elements for the 

proposed future process.  These interviews, in 

addition to documents provided by these 

personnel (listed in Table 2), led to the creation 

of process maps and formed a basic foundation 

from which other research was built.  These 

interviews were performed primarily in the 

months of September and October 2010.  More 

information on these interviews can be found in 

the Appendix B. 

 

Documents such as current process maps, organizational charts, historical data, and budget 

information were received from these key personnel.  The received documents provided a 

framework of current processes, and this information helped to develop the proposed budget, 

staffing requirements, and fee schedule. 

 

 

 

 

Table 2 – Interview Subjects 

Mint Hill 

Lee Bailey – Deputy Town Manager & 

Planning Director 

John Hoard – Town Planner 

Brian Welch – Town Manager 

LUESA 

Dave Canaan – Water & Land Resource 

Director 

Tom Hodge – Project Manager 

Keith Jefferson – IT Analyst 

Gay Nyberg – Senior Engineering Technician 

Liz Thomas-Hollier – Senior Fiscal Analyst 
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Stakeholder Survey 

 

An open-ended 10-question stakeholder survey was conducted over a four-week period between 

September and October using the web-based survey resource Survey Monkey.  Stakeholders from 

the Mint Hill development community were invited to complete the survey.  These subjects were 

identified based on their association with the Mint Hill Chamber of Commerce in addition to 

input gathered from interviews with Mint Hill personnel.   

 

Survey questions were created in an attempt to determine stakeholders‟ experience with and 

perceptions of the land development review process in its current arrangement under the Inter-

Local Agreement.  Two questions specifically targeted feelings about the impact and feasibility 

of a proposed land development department in Mint Hill.  In an effort to increase the response 

rate by minimizing the time and effort required of respondents, questions were short and open-

ended.  A list of questions used and stakeholder responses can be in the Appendix C. 

 

In total, fifteen developers in the Mint Hill community were contacted via email.  Four follow-up 

contacts with these developers yielded six responses within the four week timeframe.  These 

responses are reported with the anonymity of the respondents in mind.  The survey responses 

helped clarify elements of current processes and shaped both the proposed transition plan and fee 

schedule. 

 

Relevant Literature 

 

In addition to direct interviews with key stakeholders, both internally and externally, three 

professional resources were used in the creation of this document.   

 

The design of a transition plan for the proposed department was shaped by the book The 

Transition Equation: A Proven Strategy for Organizational Change.
1
  This book provided 

information about why and how to create an effective transition plan for an organization.   

 

 “Budgeting Capital Outlays and Improvements, an article concerning the distinction between 

capital outlays and a capital budget, 
2
  was referenced in the creation of the proposed capital 

budget. 

 

Development Review in Local Government: Benchmarking Best Practices
3
, a report published by 

the University of North Carolina at Chapel Hill, was consulted to provide an understanding of 

best land development practices throughout the United States.  These best practices are utilized 

by Henderson Nevada, Tallahassee Florida, and San Diego California, and provide efficient and 

                                                 
1
 McCarthy, J. (1995).  A Proven Strategy for Organizational Change.  New York: Lexington Books. 

2
 Vogt, A. Budgeting Capital Outlays & Improvements.  In J. Rabin, W. Hildreth, & G. J. Miller, Budgeting: 

Formulation & Execution.  Athens, GA: Carl Vinson Institute of Government. 
3
 Ammons, D., Davidson, R., & Ewalt, R. (2009).  Development Review in Local Government: Benchmarking Best 

Practices.  Chapel Hill, NC: UNC School of Government 
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effective approaches to land development review processes. The information found in this text 

was combined with benchmark information collected from comparable municipalities for 

planning the proposed department. 

 

 Town Benchmarking 

 

Many of the municipalities discussed in the best practices text differ from Mint Hill in significant 

ways including budget size and population.  In order to provide Mint Hill with the most 

appropriate proposal possible, additional information was gathered on comparable municipalities 

in the state of North Carolina. 

 

The benchmarking process began with an analysis of 20 North Carolina towns using a few key 

criteria such as size, demographics, tax base, proximity to a major metro area, and land 

development services (Please consult the Appendix D for this list).  After preliminary research, 

the list was narrowed to five towns: 

 

 Apex (Wake County) 

 Cornelius (Mecklenburg County) 

 Kernersville (Forsyth County) 

 Wake Forest (Wake County) 

 Indian Trail (Union County) 

 

After this list was created, planning and land development departments in these towns were 

contacted (via email, phone, or in-person interviews) to gather additional information regarding 

land development processes, departmental revenues and expenditures, employee salaries, and job 

descriptions.  Demographic and economic information was collected from the U.S. Census 

Bureau, North Carolina Department of State Treasury, and each respective town‟s FY 2010-2011 

budget.  Town benchmarking information was used in the development of the operating budget, 

capital budget, salary ranges, and staffing models for the proposed department. 

 

City of Charlotte & Mecklenburg County Human Resources 

 

In many cases, employee salary and benefit information was difficult to obtain from the 

benchmark municipalities.  Additionally, many of these benchmark departments were structured 

differently from LUESA.  As a result, job descriptions and salary ranges for the proposed 

department were obtained from the Human Resources Departments of the City of Charlotte and 

Mecklenburg County.  This information can be found in the Appendix A. 

 

The next section discusses the findings from this research. 
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Findings 

Assumptions for Proposed Department Plan 

 

Based on interviews with key Mint Hill administrators, the following assumptions for a proposed 

department were established: 

 General Assumptions 

Proposal recommends how implementation should occur. 

o Proposed Department should be separate from Planning Department, but should 

be housed under the same roof. 

o Proposed Department will be called Engineering Department. 

 Operating Budget and Staffing Model 

o Engineering Department should cover 20% of the Planning Director‟s Salary. 

 Capital Budget 

o Should reflect start-up costs for the first year of the proposed Engineering 

Department. 

 Cost Recovery Fee Schedule 

o Should not recover overhead costs or capital expenditures. 

o Should create competitive fee schedule. 

o Should expect 25% commercial development in the future. 

o Should be designed to cover 100% of departmental operational expenses. 

 Future Processes 

o Should be influenced by mandatory regulatory functions of state and local 

agencies. 

o Should reflect increased customer responsiveness and streamline processes. 

o Town of Mint Hill should track permit data. 

o Town of Mint Hill should monitor and approve all land development permitting 

requests within Town boundaries. 

 

With these assumptions in mind, the plan outlined in Appendix A was developed for a proposed 

Engineering Department within the Town of Mint Hill. 

 

Current Process 

 

Information gathered during Mint Hill and LUESA interviews uncovered the current processes 

and led to the assumptions and guidelines used for planning purposes of the proposed 

department. 

 

Currently, the complete land development review process in Mint Hill typically takes three to 

four months, depending on project complexity.  As is, a total of five entities are involved in the 

complete land development plan review process.  The current arrangement requires 
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communication between governmental agencies, elected officials, and Town administrators.  The 

participating entities and their responsibilities are listed below:
4
 

 

 Board of Commissioners: The Board of Commissioners is charged with the responsibility 

of considering and adopting land use area plans, proposed amendments to the Unified 

Development Ordinance (UDO), and proposed changes to Mint Hill‟s zoning map.  The 

Board of Commissioners also issues final approval or denial on any Conditional Re-

zoning permit requests. 

  

 Planning Board: The Planning Board is charged with the responsibility of approving 

Major Subdivision projects that have been submitted to Mint Hill.  The Planning Board 

may, however, reject any project that have not been fully reviewed and approved by 

LUESA Land Development.  The Planning Board may also make recommendations on 

Conditional District Re-Zoning applications. 

 

 Planning Department: The Planning Department accepts plan submittals from 

developers.  The Department also works closely with LUESA, NC Department of 

Transportation (NCDOT), and other external agencies throughout the plan review 

process.  Planning Department staff report to the Planning Director, whose responsibility 

it is to check plans for conformity with the UDO and other Mint Hill ordinances. 

 

 Mecklenburg County LUESA:  Mint Hill has contracted its land development review 

process to LUESA.  LUESA acts as Mint Hill‟s agent for specific review and approval 

functions.  LUESA has been authorized to provide the following services for Mint Hill: 

 

o Review of sketch plans, site plans, preliminary subdivision plats, traffic impact 

studies, and review and acceptance of bonds. 

o Code Enforcement review of all plans, drawings, and schematics. 

o Permit issuances subject to Town approval. 

 

 Technical Review Committee (TRC): The Technical Review Committee reviews 

preliminary plat, sketch, and site plans.  The TRC acts as an advisory board and includes 

representatives from the Mint Hill Planning Department, Mint Hill Public Works 

Department, LUESA, and the NCDOT.  The TRC is charged with the following duties: 

 

o Identify if an application fails to be in compliance with Town, County, or State 

statutes. 

o Suggest ways in which projects can be brought into compliance with statutes. 

o Make any recommendation that may enhance a proposed development project. 

 

Plans are reviewed by LUESA engineers to ensure they meet building and engineering codes for 

Mecklenburg County and Mint Hill.  Reviewers perform assessments of storm water, water 

quality, erosion control, transportation, and site plans.  The LUESA plan review process 

                                                 
4
 All entities are responsibilities in this list were developed using the Unified Development Ordinance (UDO) for the 

Town of Mint Hill.  This document was supplied by Lee Bailey during initial communications. 
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typically takes 21-30 days for completion.  A detailed visual description of the current process is 

found in Appendix B.   

 

External Stakeholder Feedback 

 

Respondent feedback identified a number of themes that may inform the Town of Mint Hill‟s 

decision process regarding the proposed Engineering Department.  The most common themes 

have been outlined in the following paragraphs.  External stakeholder feedback suggested 

differing views on the current state of Land Development in Mecklenburg County and the Town 

of Mint Hill.  Common concerns that stakeholders expressed regarding the land development 

process include bureaucratic process, length of review process, customer service, and overall 

expense.  

 

Bureaucracy of process: Respondent perception was split regarding process efficiency within 

the agency.  Some think the current permitting process is effective due to clearly stated process 

rules.  Other stakeholder feedback suggested the process had too many layers of organizational 

structure and that this diminished overall efficiency.   

 

Length of review process: External stakeholder feedback suggested the permitting and approval 

process may take up to eight weeks or more.  Some stakeholders shared that they often incur an 

additional expense to bypass lengthy approval.  

 

Customer responsiveness: This feedback also suggested professional relationships with the 

Town are important to the development community.  Some stakeholders perceive the current 

process as effective, while other stakeholders expressed frustration with inefficiencies due to 

inflexible rules and inadequate customer service.  

 

Overall expense: External stakeholder respondents consistently stated that permitting fees are 

currently too high.  Some developers go to great lengths to expedite the process by accepting 

penalties for sidestepping process rules and using subcontractors to complete legwork necessary 

for permitting.  Penalties for sidestepping process rules range from $2,500 to $3,500 and 

subcontract work is priced at $850 for permitting legwork.  

 

Literature Review 

 

Of the literature reviewed, the Development Review in Local Government: Benchmarking Best 

Practices text was the most useful to the creation of this proposal.   

 

Generally, public sector benchmarking techniques are used to compare government operations.  

Benchmarking compares the performance statistics of one government to the performance 

standards or statistics of other governments.  The aim of public sector benchmarking is to 

determine the strengths and weaknesses of government organizations.  For this report, corporate 

benchmarking was used to identify organizational best practices.  Corporate benchmarking is 

narrower and more prescriptive than public sector benchmarking and focuses on the details of 

key processes rather than overall outcomes of entire departmental functions.   
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The UNC School of Government report suggests many best practice techniques that may be 

relevant to the proposed Engineering Department in Mint Hill.  The practices featured in this 

report that apply to the new proposed department are: (1) providing customer-focused services, 

(2) a commitment to delivering services at a level and cost that matches the scale of development 

its community, and (3) transparency. 

 

Town Benchmarking 

 

While the benchmarking information obtained from the literature is helpful, more comparable 

benchmark municipalities were also helpful in this proposal.  The following sections provide 

basic information about the five municipalities analyzed as benchmarks for Mint Hill.  

Organizational and municipality quick facts sheets can be found in Appendix D. 

 

Apex: The Town of Apex is a short 25 minute drive to the Raleigh Metropolitan Area off 1-40 

and US 64.  Located in Wake County, Apex is a close neighbor to Durham, Cary, Raleigh, and 

Chapel Hill.  Apex is demographically similar to Mint Hill.  Apex also has similar development 

patterns and has seen rapid population growth within the past decade.  Apex is highly residential 

but does have a larger commercial tax base (22%) compared to Mint Hill.  

 

The Town of Apex has local control of its water, sewer and electric utilities so the  

Town is better able to determine strategic growth.  Like Mint Hill, Apex has strong town 

ordinances, including architectural, sign, and landscaping requirements in their Unified 

Development Ordinance.  Apex employs full time planners in its independent Planning and 

Community Development Department.  Apex faces similar challenges to Mint Hill as a result of 

lack of funding for transportation infrastructure projects and decreased private development. 

 

Indian Trail: The Town of Indian Trail is situated approximately 15 miles southeast of the 

Charlotte Metropolitan Area off US-74.  Located in Union County, Indian Trail is a close 

neighbor of Mint Hill.  Compared with Mint Hill, Indian Trail has similar demographics and 

development patterns and has seen rapid population growth within the past decade.  Both towns 

face comparable challenges in regard to the Goose Creek River Basin and have partnered 

together with surrounding municipalities to restore water quality.  

 

Moreover, Indian Trail has its own in-house Planning and Engineering Departments.  The 

Planning Department follows a community planning approach, which divides the town into four 

“planning areas.”  Each area is assigned to one of 4 planners.  This approach allows each planner 

to specialize in each area and become very knowledgeable with developments and stakeholders 

in their respective zone.  In theory, this expertise helps planners to more quickly and accurately 

identify and address problems.  Planner specialization in turn helps the town to be more 

responsive to community needs. 

 

Cornelius: The Town of Cornelius is in Mecklenburg County and lies just north of the Charlotte 

Metro Area, along the western side of Lake Norman and Interstate 77.  Like Mint Hill, Cornelius 

is largely residential, and has seen a significant increase in population in the last ten years.  As a 

suburb of Charlotte, and with lakeside property as major attractions, the median income in 
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Cornelius is slightly higher than the median income in Mint Hill.  Residential property taxes 

account for over 80% of Cornelius‟ revenue.  

 

As one of the seven Mecklenburg towns, Cornelius, like Mint Hill, uses Mecklenburg LUESA 

for land development, zoning and engineering work.  That said, Cornelius does have its own 

small planning department, comprised of a Director, three Planners, Communication Specialist 

and Administrative Assistant, all of whom report to the Assistant Town Manager of Cornelius.  

This department, however, is in the beginning stages of a departmental change.  If Cornelius 

decides to consider their own land development department, the two towns could learn from one 

another‟s potential redesigns. 

 

Kernersville: The Town of Kernersville is located in the center of the Piedmont Triad Area of 

North Carolina off of Interstate 40 and Highway 66. Located in Forsyth County, Kernersville 

neighbors Greensboro, Winston Salem, and High Point.  Kernersville has a population of 

approximately 24,000, but has a larger commercial tax base (47%) than Mint Hill.  

 

The town of Kernersville has its own Engineering Department which employs 5 Full-Time staff 

members.  The Engineering Department provides development review and regulatory oversight, 

land surveying, construction services, storm water and watershed management.  The department 

also provides environmental & transportation management and issues permits for construction 

services. 

 

Wake Forest: The Town of Wake Forest is located 35 minutes from downtown Raleigh off US 1 

and Highway 98.  Wake Forest is also close to Durham, RTP, and Chapel Hill.  Similar to Mint 

Hill, Wake Forest has experienced a large growth in its population (92.4%) over the last 10 

years.  Wake Forest has a residential tax base of 77%, similar to the desired tax base of Mint Hill 

(76%).  

 

Wake Forest has a very well organized in-house Engineering Department and employs seven 

Full-time staff members.  The department is responsible for plan review, design work, and 

construction.  The department is also responsible for inspections and erosion and sedimentary 

control. 

 

The above findings led to the following recommendations for the proposed department.  
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Recommendations 
 

Recommendations in this section are grounded in the research performed over the last four 

months.  Within each subsection, the research that led to each recommendation is identified and 

described.  These recommendations apply to the implementation of the proposed department.  

The scope of this proposal does not include recommending whether or not to establish an 

Engineering Department for land development functions, but rather provides relevant 

information to Town officials for decision making purposes. 

 

Clearly Define Processes for Stakeholders 
 

Stakeholder feedback identified the importance of rules and processes that are clearly defined 

and communicated to developers.  Policy considerations should emphasize a process that is cost 

effective for the development community while satisfying land development requirements for the 

Town of Mint Hill. 

 

Utilize Best Practices 

 

In order to successfully operate as a fee supported department, it is imperative that the proposed 

department meet the needs of all its stakeholders.  Since the customer base will change 

periodically, it is important to evaluate customer needs on an annual basis.  Streamlining 

processes that are tailored to customer needs is the most common method of providing effective 

customer service.  

 

One of the most well documented methods for matching service level and cost with development 

is to operate land development departments as an enterprise.  These departments run like a 

private business and revenues are expected to meet or exceed the cost of operating the 

department.  As indicated by Mint Hill officials, the proposed Engineering Department will be 

funded entirely through fees.  

 

As the proposed department would be funded entirely by fees, processes must be efficient in 

order to keep costs down and fees reasonable.  If the proposed department is run as an enterprise 

fund, Mint Hill must plan for fluctuations in permit volume. One strategy suggested by the UNC 

School of Government report is to develop “peak-load” strategies such as Inter-Local 

Agreements and contracts with private firms for supplemental reviews. 

  

While many organizations that are responsible for performing technical operations emphasize 

efficiency and accuracy over transparency and accountability, it is imperative that the proposed 

department encourage transparency and accountability in all departmental practices as a way to 

gain and maintain the trust of both the public and customers.  The proposed department can 

promote transparency by encouraging open communication and dialogue between all interested 

parties.  
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The proposed Land Development Department should share information and ensure that all 

policies and regulations are made readily available to the public.  One method is to develop a 

website for the proposed department that would allow access to all relevant documents including 

forms, applications, and Town ordinances.  The proposed department should also develop 

periodic surveys as a way to collect and analyze the concerns of stakeholders.   

 

In order to maintain an environment of transparency and accountability, it is recommended that 

the proposed department invest in software that can allow developers to track and edit plans 

online.  By allowing developers to track projects online and using common language, the 

department can encourage consistency and transparency.  While application failures are 

inevitable, such instances may be decreased if developers are made aware of the common 

mistakes.  Therefore, it is also recommended that the Department publish a list of the most 

common reasons that applications fail in the proposed review process.  

 

Finally, the proposed Mint Hill Engineering Department should develop realistic plan review 

timelines and performance measures to focus on reaching targeted outcomes.  Disclosing 

performance measures to the public would ensure that the department is held accountable for 

adequately performing land development reviews for the Town.  Additional best practices are 

listed in Appendix E. 

 

Proposed Future Process  

 

The goal of merging the separate processes of LUESA Land Development and the Town of Mint 

Hill Planning Department into the proposed Town department is to minimize miscommunication 

and increase efficiency.  The proposed process assumes that the proposed Engineering 

Department would monitor and approve all land development permitting requests within the 

Town‟s jurisdiction.  For detailed recommendations concerning potential future processes, 

consult the process maps included in the Appendix A. 

 

Staffing Model 

 

Using town benchmark information as well as interviews and documents from LUESA, staffing 

positions for the proposed department were determined.  In total, 6.7 employee positions are 

recommended.  This figure includes one part time administrative assistant (.5) and 20% of the 

Planning Director‟s salary (.2)
5
.  The remaining six full-time positions include Planner, 

Professional Engineer, Engineer-in-Training, Senior Engineering Technician, 

Inspector/Construction Administrator, and an Administrative Coordinator.  Detailed job 

descriptions, approximate staffing costs, and justifications for each position can be found in 

Appendix A. 

 

 

 

                                                 
5
 Per instructions from Mint Hill administration. 
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Operating Budget 

 

Using the staffing model recommended above, the annual salary expense for the proposed 

department is estimated to be $271,353.72.  Using data acquired from Charlotte/Mecklenburg 

County Human Resources, benefits were estimated bringing the total staffing cost of the 

proposed department to $332,354.03.  Additional operating expenses for supplies, training, and 

mileage are estimated to cost $43,859.  Refer to Appendix A for a detailed operating budget for 

the proposed department.  These costs would be offset by the revenues generated from the cost 

recovery fee schedule discussed below. 

Cost Recovery Fee Schedule 

 

The electronic materials accompanying this document include an Excel spreadsheet used to 

generate a cost recovery fee schedule for the proposed department.  It is important to emphasize 

that the attached cost recovery spreadsheet is a general tool that will need to be modified to 

match the needs of the Town. Specifically, input data such as the percentage of time spent on 

each review type per employee, percentage of time per employee dedicated to sick time, 

vacation, etc. will need to be updated with data obtained from internal human resources time 

management and tracking software. The input data shown on the attached spreadsheet represents 

a combination of data obtained from the benchmark municipalities, the City of Charlotte (Land 

Development), and Mecklenburg County LUESA (Land Development). As such, the proposed 

user fees shown in the spreadsheet are illustrative in nature and should not be used for the 

proposed Engineering Department unless the input data accurately represents the development 

data and human resource conditions of the Town of Mint Hill.  Due to the lack of accurate Mint 

Hill permit volume data, benchmark town and LUESA data was used to approximate permit 

volume.  At the request of Mint Hill administrators, capital costs are not included in the cost 

recovery fee schedule.  More detailed information regarding the cost recovery fee schedule and 

estimated fees for the proposed department are evident in Appendix A.  

Capital Budget 
 

Anticipated capital costs for the proposed department were determined using information 

gathered from interviews with Mint Hill and LUESA personnel as well as benchmark 

municipalities.  The total capital expense of the proposed department is $91,000.  

Major capital expenses include vehicles ($45,000) and software ($20,000).  A detailed capital 

budget and supporting information can be found in Appendix A.   

Transition Plan 

 

A detailed transition plan is also included in Appendix A.  This transition plan is intended to 

provide town administrators with resources and guidelines to efficiently and effectively launch 

the proposed Engineering Department, if that decision is made by Town officials.  This plan 

provides phases and recommended steps based on benchmark information, literature review, and 

interviews with Mint Hill and LUESA personnel. 

 

Please consult the appendices and attached electronic materials for any further questions or 

concerns about this proposal. 



 

17 

 

Appendix A - The Proposed Plan 
 

Summary 

 

The Proposed Plan for Mint Hill‟s Engineering Department includes sections on the proposed 

operating budget, capital budget, cost recovery fee schedule, proposed future state and transition 

plan. 

 

The operating budget was formulated by using departments that conduct similar land 

development services as the proposed Mint Hill Engineering Department.  The Operating Budget 

contains the essential line-item operating budget costs such as travel, training and supplies.  

Salary costs and benefits tables are included for the proposed 6.7 employee positions.  A salary 

methodology was created to describe the proposed positions and how the salary ranges were 

calculated in the proposed operating budget.   

 

The capital budget shows items for the proposed department that will need to be financed upon 

Mint Hill‟s start-up of the proposed Engineering Department.  Computer hardware, vehicles and 

inspection tools will need to be purchased for the department.   

 

The cost recovery fee schedule was designed as an example of how much the proposed 

Engineering Department would need to charge users based on review and application type. The 

cost recovery fee schedule will need to be modified based on Mint Hill‟s development activity. 

 

The proposed future state description includes the 6.7 proposed employees in the plan review 

process.  Conditional, Major Subdivision, By-Right and Minor Subdivision process maps for the 

future state process are included. 

 

The transition plan provides both a timeline and recommended tasks that the Town of Mint Hill 

could use as a guide to start the proposed department.   

 

Operating Budget 

Line-items 

 

The purpose here is to identify line-item costs for the Town of Mint Hill utilizing similar costs 

outlined in the 2010-2011 budgets of a number of municipalities.  The towns of Indian Trail, 

Kernersville, and Wake Forest are benchmark towns selected based on their population size and 

relative staff size.  Other municipalities (Cornelius, Huntersville, and Concord) were used to 

supplement any line-items not included in the budgets of Wake Forest, Kernersville, Indian Trail, 

or Mint Hill‟s Planning Department.  The essential line-items for other operating costs are: 
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Table 1: Line-Item Operating Budget 

Line Item Amount Description     

Travel $3,500 (Indian Trail, Cornelius, Huntersville, and Mint Hill); these 

can actually be separated.  Some budgets conjoin these two 

areas, while others treat them as separate line-items   

Training $2,579 Those training services not including travel 

Professional 

Services 

$15,000 In the event that Mint Hill transfers bonds from LUESA, the 

town may incur legal fees as well as other consultant and 

services fees 

Bad Check Debt $400  

Auto-Allowance 

for Department 

Manager 

$600 Figure comes from Mint Hill Planning Department 

Cell Phone 

Allowance for 

Department 

Manager 

$120 Figure comes from Mint Hill Planning Department 

Continuing 

Education and 

Subscriptions 

$1,575 (Indian Trail, Cornelius, and Mint Hill) A respectable 

Engineering department will provide for operating expenses 

that allow it to subscribe to contemporary periodicals, and 

scholarly journals.  This figure also includes a book 

allowance for staff. 

Office Supplies/ 

Equipment 

$6,142 (Average Indian Trail, Cornelius, and Mint Hill) Letterhead, 

paper, copy/fax machines (industrial grade) staplers, and 

computers for office use. 

Professional 

Dues 

$1,450 Cost may include dues paid for professional memberships 

and associations, as well as conference fees. 

Printing/Binding $1,500 Figure comes from Huntersville 

Postage $1,357 Figure comes from Huntersville 

Uniforms $600 (LUESA and Cornelius) A non-essential item, but one that 

carries with it prestige.  Might be worth considering, though 

at significant cost. 
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Table 2:  Mint Hill Engineering Department Operating Cost Sheet 

SUPPLIES AND MATERIALS   $12,624.00  

Uniforms/Logo Shirts $600.00    

Office Supplies/Equipment $6,142.00    

Continuing Education and Subscriptions $1,575.00    

Professional Dues (APA) $1,450.00    

Postage $1,357.00    

Printing and Binding $1,500.00    

      

TRAINING AND MILEAGE   $6,799.00  

Training (Regional Workshops and Other)   $2,579.00    

Travel    $3,500.00    

Auto Allowance for Dep. Mgr./Plan Dir $600.00    

Cell Phone Allowance for Dep. Mgr./Plan Dir $120.00    

      

OTHER OPERATING COSTS   $24,436.00  

Advertising $1,100.00    

Insurance and Bonds $4,586.00    

Insurance-Vehicles $1,100.00    

Vehicle Maintenance $250.00    

Fuel Costs $2,000.00    

Bad Check Debt $400.00    

Professional Services $15,000.00    

      

OPERATING EXPENDITURES SUBTOTAL   $43,859.00  

 

 

 

 

 

 

 

 

Fuel Costs $2,000  

Insurance/Bonds $4,586 Figure comes from Cornelius 

Advertising $1,100 First year operating cost during start-up 

Insurance-

Vehicle 

$1,100 Figure comes from Huntersville 
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Table 3: Salaries in Operating Budget 

Positions Salary/year 

Planning Director (20%) $ 14,883.72* 

Planner $ 41,020.40 

Professional Engineer (PE) $ 52,770.25 

Engineer in Training (EIT) $ 41,368.00 

Senior Engineering Technician $ 38,498.40 

Inspector/Construction Administrator $ 39,699.20 

Administrative Coordinator $ 28,742.50 

Administrative Assistant (50%) $ 14,371.25* 

TOTAL $ 271.353.72 

Notes: *Denotes a part-time portion of salary  

 

 

 

Table 4: Operating Budget with salaries and benefits 

DESCRIPTION EXPENDITURE Rate 

Salaries Total      $271,353.72  

FICA     $20,758.56 7.65% 

Retirement Contribution     $13,106.38 4.83% 

Hospitalization Insurance     $13,567.69 5.00% 

401K Contribution $13,567.69 5.00% 

TOTAL $332,354.03  
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Methodology for Salary Calculations in Proposed Operating Budget 
 

Background 

 

The goal of this proposed Operating Budget was to provide salaries both reasonable for start-up 

as well as feasible during a recession.  An underlying assumption was that the Engineering 

Department‟s expenditures would be 100% fee supported.  Because in 2010, economic 

conditions kept permit volume low, a lean approach to salary calculations was taken.   

 

Explanation 

 

Salary recommendations are listed below, along with ranges for each position.  The positions and 

salaries correspond with those listed in the Operating Budget.  Each position is accompanied 

with the origin of its respective salary recommendation.  

 

In addition, a range of pay for each position is provided, since the hiring process involves 

candidates with a range of experience and therefore, a range of pay expectations. 

 

Positions 

 

20% of the Planning Director’s salary:  20% of the Planning Director‟s salary is allocated in 

the proposed Engineering Department‟s Operating Budget as a result of recommendations made 

by Town of Mint Hill administrators.  The Planning Director will have duties in the proposed 

Engineering Department. 

 

The recommended salary of $14,883.72 was researched from previous fiscal years of the Mint 

Hill Planning Department budget, which listed a salary of $74,418.58.  20% of this salary is 

$14,883.72.  A cost of living increase was not considered, due to the current recession and the 

fact that many local governments are withholding such increases.  

 

Further research provided a range of $63,439.33 - $100,538.67 for similar Planning Director 

positions.  This range was derived from researching the towns of Apex, Cornelius, and Indian 

Trail, as well as Mecklenburg County‟s LUESA department to find the minimum and maximum 

salary for the position of Planning Director.  From these four governmental organizations, the 

average minimum and average maximum salary was used to establish the range of pay. 

 

1 Full-time Planner:  The recommended salary of $41,020.40 was researched from previous 

fiscal years of the Mint Hill Planning Department budget.  Further research provided a range of 

$35,990.25 - $54,400.73 for this Planner position.  This range was derived from researching the 

towns of Apex, Cornelius, and Indian Trail, as well as Mecklenburg County‟s LUESA 

department to find the average minimum and average maximum salary for the position of 

Planner.   
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1 Full-time Professional Engineer (PE): This position would provide senior-level management 

to the new Engineering Department and would supervise the Engineer-in-Training (EIT).  This 

position also includes project management duties and storm water administration responsibilities.  

 

A range of $52,770.25 - $78,909 is recommended for this PE position.  This range was derived 

from researching the towns of Apex, Cornelius, and Indian Trail, as well as Mecklenburg 

County‟s LUESA Division to find the average minimum and average maximum salary for the 

position.   

 

A salary of $52,770.25 (the minimum of the range) is recommended for this position, because 

the new hire will not have seniority with the Town of Mint Hill.  This hiring opportunity 

provides the Town with the ability to hire a qualified PE at a lower salary.  However, a range is 

provided in order for Mint Hill to consider candidates with considerable past experience serving 

other governments. 

 

It should be noted that regardless of the jurisdiction, the title of “Town” or “City Engineer” 

typically indicates a larger salary than a Senior Engineer or a PE.  The above recommendation is 

not for a “Town Engineer” or a “City Engineer.” 

 

1 Full-time Engineer-in-Training (EIT):  This position would report to the Professional 

Engineer (PE) and entails Engineering duties.   

 

There was no salary data for this position among the comparable towns or LUESA department.  

Therefore, salary recommendations were derived from the City of Charlotte FY 11 Market Rate 

for an Engineering Assistant of $51,710.  The recommended salary is 92% of the market rate or 

$41,368.00.   

 

A range of $41,368 - $54,295.50 was established by taking 80% of the $51,710 market rate as a 

minimum and 105% of the market rate as a maximum.  A salary of $41,368 (the minimum of the 

range) is recommended for this position, because the new hire will not have seniority with the 

Town of Mint Hill.  This hiring opportunity provides the Town with the ability to hire a qualified 

candidate at a lower salary.  However, a range is provided in order for Mint Hill to consider 

candidates with considerable past experience serving other governments. 

 

1 Full-time Senior Engineering Technician (SET):  This position will act as the bonding 

administrator for the proposed Mint Hill Engineering Department.  The Senior Engineering 

Technician will spend 70% of his or her time working with bonding.  Other responsibilities 

include administrative duties. 

 

The recommended salary for this position is $38,498.40.  Mecklenburg County LUESA research 

provided a range of $38,498.40 - $50,529.15, which is 80% of the market rate to 105% of the FY 

2010-2011 market rate.  A salary of $38,498.40 (the minimum of the range) is recommended for 

this position, because the new hire will not have seniority with the Town of Mint Hill.  This 

hiring opportunity provides the Town with the ability to hire a qualified candidate at a lower 

salary.  However, a range is provided in order for Mint Hill to consider candidates with 

considerable past experience serving other governments. 



 

23 

 

1 Full-time Inspector/Construction Administrator: This position has different titles among 

the benchmarked municipalities, i.e. Indian Trail calls this position a Field Operations Manager.  

This position includes inspection of plans and site work.  

 

The City of Charlotte‟s FY 2011 market rate of $49,624 was used to make this recommendation.  

The salary range of $39,699.20 - $52,105.20 is 80% to 105% of the Charlotte market rate.   

A salary of $39,699.20 (the minimum of the range) is recommended for this position, because 

the new hire will not have seniority with the Town of Mint Hill.  This hiring opportunity 

provides the Town with the ability to hire a qualified candidate at a lower salary.  However, a 

range is provided in order for Mint Hill to consider candidates with considerable past experience 

serving other governments. 

 

1 Full-time Administrator Coordinator:  This position is based on recommendations provided 

by Mint Hill administrators to include administrative functions in the proposed department.  The 

Administrative Coordinator will aid with budget and administrative activities. 

  

The recommended salary range for this position is $28,742.50 - $50,254.75.  This range was 

derived from researching the towns of Apex, Cornelius, and Indian Trail, as well as Mecklenburg 

County‟s LUESA department to find the average minimum and average maximum salary for the 

position.   

 

A salary of $28,742.50 (the minimum of the range) is recommended for this position, because 

the new hire will not have seniority with the Town of Mint Hill.  This hiring opportunity 

provides the Town with the ability to hire a qualified candidate at a lower salary.  However, a 

range is provided in order for Mint Hill to consider candidates with considerable past experience 

serving other governments. 

 

1 Part-time Administrative Assistant:  This position is derived from recommendations from 

Mint Hill administrators.  The proposed Engineering Department would utilize a receptionist 

who would be shared with the Planning Department.  This shared-work arrangement would 

allocate half of this employee‟s salary in the Engineering Department‟s proposed Operating 

Budget.  This person would act as a front window permit clerk for both departments.  He or she 

could also assist with budgeting duties and other administrative functions for both departments.   

 

A salary of $14,371.25 was determined by taking half of the recommended salary for the 

Administrative Coordinator (50% of $28,742.50).  A range of $14,371.25 - $25,127.38 also was 

derived from taking 50% of the range for the Administrative Coordinator. 

 

Summary 

 

Total Salary Expenditures Recommended:  $271,353.72 

 

Total Number of Positions Recommended:  6.7 

 

Total Personnel Costs (including benefits, etc.):  $332,354.03 
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Capital Budget 

 

The purpose of a capital budget is to finance fixed assets, or tangible property, that are held or 

used for a period of time greater than one year. Such assets can include the following: land, 

buildings, improvements (such as sewer lines or bridges), and unattached equipment, vehicles, or 

furnishings. The Mint Hill Finance Department generally considers an expense of $5,000 or 

greater to constitute a capital outlay. In compliance with the scope of work, a capital budget was 

developed. 

 

One advantage of developing a capital budget for the proposed Engineering Department is that it 

will allow the Town to finance start-up expenditures over a five year period. In addition, capital 

budgets encourage decision makers to conduct cost-benefit analyses to determine whether capital 

expenses should be incurred by a department. Such analyses may provide town staff with a tool 

for prioritizing capital expenses for the proposed Engineering Department. Over time, the 

department can develop analytic devices for prioritizing long-term expenses, while also 

providing financial projections to substantiate capital budget requests. 

 

Interviews with Mint Hill administrators indicate future plans for the construction of a new Town 

Hall.  Mint Hill does not require individual departments to pay any overhead costs for facility 

use. Therefore, the Town will not have to finance the purchase or construction of a building 

specifically for the proposed department nor will the department be required to pay annual 

overhead costs. However, the proposed Engineering Department will need to acquire a number 

of capital assets necessary to provide land development services for Mint Hill. 

 

Capital expenditures associated with the creation of the proposed department include computer 

hardware and software, furniture, vehicles, and inspection tools.  The creation of several new full 

time equivalent (FTE) positions requires the purchase of at least six new computers.  Furniture 

will need to be purchased for eight employees. Additionally, the inclusion of land development 

plan review in the new Engineering Department will require the purchase of several software 

systems; including, but not limited to: AutoCAD, Adobe, and a Project Tracking System (may be 

leased or lent to the Town of Mint Hill by LUESA Land Development).  Bringing land 

development inspections under the Town of Mint Hill will require the purchase of two vehicles 

(small SUVS) and the necessary tools/gear needed for inspections. 
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Table 5: Proposed Town Of Mint Hill Capital Budget for Engineering Department  

Expenditures Cost 

Furniture $15,000.00 

Computers $6,000.00 

Software $20,000.00 

AutoCAD 

 Adobe 

 PTS 

 Survey Vehicles (2) $45,000.00 

Inspections Tools/Gear $5,000.00 

Steel Toed Boots 

 Spray Paint 

 Hard Hats 

 Smart Level 

 Walking Wheel 

 Protective Vests 

 Probing Pole 

 Ear Protective 

 Level Rod 

 Builders Level 

 Machete 

 Manhole Removing Tool 

 Total Capital Costs $91,000.00 

 

Cost Recovery Fee Schedule  

 

Town administrators requested that the project fee schedule be competitive with other 

jurisdictions, therefore it is recommended that Mint Hill use the five-year average permit fees, 

instead of last year‟s permit projections. This recommendation is due to the erratic development 

activity that has occurred since 2008.  As such, this five-year average better represents the 

development conditions that are likely to occur once the national and local economies have fully 

recovered. By using a five-year average will result in lower revenues and allow the Town to stay 

competitive with LUESA and other municipalities‟ fees.   

 

It is also recommended that Mint Hill immediately institute the practice of recording man hours 

per project for plan reviews. Such information is imperative for establishing an appropriate fee 

schedule. For instance, the City of Charlotte uses man hours per land development task as an 

input parameter in its fee schedule projection process. If the Town of Mint Hill keeps track of its 

man hours per task, then the Cost Recovery Spreadsheet provided would accurately reflect 

Town-specific permit fees.  

 

 The daily practice of time keeping can make a positive impression on the organization and assist 

managers to determine time efficiency. While employees may initially view the practice of 
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maintaining time records as laborious or distracting, the value of such records has an impact on 

the organization.  The practice will eventually become ingrained in the work habits of 

engineering personnel leading to more accurate permit fee projections as a result. 

 

Proposed Engineering Department Description 

 

The proposed Mint Hill Engineering Department will provide a professional and technical staff 

responsible for design/plan review, permitting, assisting LUESA with phase II Storm Water 

permitting, and providing customers with the highest level of service pursuant to best 

management practices.  In this capacity, the proposed Engineering Department will interact, 

integrate, and assist in coordinating activities with Mint Hill‟s Planning Department, the North 

Carolina Department of Transportation, the Mint Hill Board of Commissioners and Planning 

Board, as well as various applicable external agencies that may be involved in the plan review 

process.  In addition to the procedurally structured oversight, review, permitting and inspection 

activities noted above, the proposed Mint Hill Engineering Department staff will respond to 

inquiries from the general public, Home Owner Associations (HOAs) and the development 

community regarding interpretation and implementation of engineering standards and policies 

employed within the Town of Mint Hill. 

 

While delivering the highest quality of service to the development community, the proposed 

Mint Hill Engineering Department will conduct traffic analyses, erosion control, and storm water 

calculations.  Contingent upon the type of development, the Town, as well as essential and 

requisite staff, will outline the procedures required for the following development categories in 

the future Mint Hill Engineering Department.  Delivery of a quality review process necessitates 

not only the incorporation of specific LUESA processes into the Engineering Department, but an 

overview of these recommended changes once a transition is fully realized.
6
 

 

The Town of Mint Hill, pursuant to Article 8, has designated procedures for reviewing four types 

of development: Conditional, Major Subdivision, Minor Subdivision, and By-Right (Mint Hill, 

2010d).  In the future state, the proposed Mint Hill Engineering Department will continue to use 

the aforementioned permit types, however, it will absorb, streamline, and execute the review 

process currently performed by LUESA Land Development.  While the newly formed 

Engineering department will absorb the LUESA review process, effectively integrating „flat 

work‟ procedures, LUESA will continue to provide „vertical‟, code enforcement services for the 

town. 

 

Appendix A also includes four process maps to illustrate the shift in processes after Mint Hill 

assumes land development responsibilities from LUESA.  These maps give an overview for the 

entire process depending on the permit type.  

 

In streamlining the process, the Technical Review Committee was given a more formalized role 

in the plan review process. For example, the TRC will meet with the applicant to discuss the 

                                                 
6
 In order to further evaluate the plan review process in depth, please refer to the proposed Mint Hill Engineering 

Department in Appendix (A). 
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sketch and permit process. During this initial meeting, the TRC will determine the scope of the 

project and determine whether a Traffic Impact Analysis (TIA) is required. A TIA is only 

required if a project exceeds a threshold of 200 peak-hour trips or 2000 off-peak our trips per 

day. If an application is denied by the TRC, it will be resubmitted and will not go on to the 

Planning Board. By giving the TRC formal authority to deny a plan from moving forward, there 

is an anticipated decrease of lag time in plan review. As the Planning Board only meets once per 

month, the applicant can revise plans in the meantime. Involving the TRC from an early stage 

will also encourage better communication between various departments. Additionally, a more 

formalized Technical Review Committee will expedite the entire permit/plan review process by 

coordinating departments involved in the final stages of the review. 

Proposed Future State  

 

The goal of merging the separate processes of LUESA Land Development and the Town of Mint 

Hill Planning Department into one consolidated future state is to minimize miscommunication 

and increase efficiency. The future state assumes that the current Planning Department and 

proposed Engineering Department will monitor and approve all land development permitting 

requests within the Town‟s jurisdiction.  

 

Phase One 

The Applicant submits two copies of the pre-sketch drawing and an initial processing fee to the 

TOMH Administrative Coordinator. The application type and processing fee is determined by 

the size and scope of the proposed development project.   

 

The Applicant is required to attend an initial informational meeting with the Technical Review 

Committee and/or all relevant actors to be provided with information regarding application 

requirements and fees. Such requirements can include a Public Information Meeting (PIM), 

Traffic Impact Analysis (TIA), and coordination with various external actors.  

 

Phase Two  

Once all requirements are met, the Applicant submits sketch plans and final fee to the 

Administrative Coordinator, who reviews the package to ensure completion.  If the package is 

not complete, the Applicant can resubmit the package up to two times without paying an 

additional fee.  All agency comments and redlines are compiled and sent to the Applicant.  

 

Phase Three  

The Applicant makes corrections and submits two copies of the formal plan. Plans are 

disseminated by Mint Hill to all relevant parties, who return redlines to the Administrative 

Coordinator. The future state process leaves governance of Water Quality and Code Enforcement 

building plan review with LUESA. If the plan is denied by LUESA Water Quality, the Applicant 

has to re-submit plans.   

 

Once project meets all requirements, plan information is entered into the project tracking system 

and plans are assigned to the Engineer. The Engineer uses a checklist to review site BMP, storm 

drain calculations, transportation, erosion control and the Declaration of Covenants (DOC) for 

the Applicant. If the Engineer approves the Declaration of Covenants with or without conditions, 



 

28 

 

the Engineer submits a Technical Review Committee Report and recommendation to the Town 

Planner, Mint Hill Board of Commissioners, Planning Board and LUESA Water Quality.  If the 

DOC is not ready for approval, the Administrative Coordinator gathers all plans and redlines and 

sends them to the Applicant.  The Applicant would then have to re-submit plans. 

 

All applicable agencies will approve or deny plans and coordinate with the Town Planner. The 

permit type, scope of project, and location of development will determine which agencies are 

involved in the approval process. Agencies that may be involved in the process include LUESA 

Water Quality, LUESA Code Enforcement, and NCDOT.  

 

 The Applicant is notified to upload his/her digital plans to the TOMH and LUESA Land 

Development database systems. Before final approval, the Applicant takes the Declaration of 

Covenants to the Register of Deeds to be recorded.   

 

The Administrative Coordinator sends the Applicant a NPDES packet. This packet includes a 

Storm Water Permit and provisions and conditions for the development project. To be in 

accordance with this permit, the developer must implement the approved Erosion and 

Sedimentation Control Plan, conduct regular monitoring and inspections, and provide the 

operations and maintenance necessary to ensure optimal performance of the storm water 

controls.  

  

The Engineering Department will notify the developer to set up the pre-construction meeting.  

Approved plans are also sent to the Inspector and holds are placed on the address. After Mint 

Hill receives notice from Mecklenburg County Code Enforcement, holds can be released. The 

Certificate of Occupancy will be issued by Mecklenburg County Code Enforcement. The 

Construction and Maintenance Bonds will be issued by the Town of Mint Hill.  

 

For a more detailed description of the process, see the process maps below, which are truncated 

for external distribution. A more comprehensive process map is attached electronically for 

internal use.  
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Process Maps 

 

Mint Hill Conditional Process Map 
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Mint Hill Major Subdivision Process Map 
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Mint Hill Minor By Right Process Map 
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Mint Hill Minor Subdivision Process Map 
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Transition Plan  

 

In order to balance Town covenants with regional growth, Mint Hill officials seek to integrate 

the land development services currently provided by LUESA into a new Town Engineering 

Department.  Leaders feel that such an in-house department will assist in the encouragement of 

commercial and residential development that maintains current community identity. The 

proposed department is designed to encourage greater consistency between land development 

practices and the character of the community.  

 

The following is a transition plan to facilitate the transfer of land development services currently 

performed by the Mecklenburg County Land Use and Environmental Services Agency (LUESA) 

to the proposed Mint Hill Engineering Department. This conceptual plan, while possessing no 

concrete implementation date, is designed to effectively integrate those land development 

services into an in-house department. 

 

Although such a transition will require significant planning and preparation, a departmental 

transfer is neither unattainable nor unprecedented. Recently, the Mint Hill Planning Department 

expanded its scope of work to include zoning administration, a service previously provided by 

Mecklenburg County.  As the current land development process is likely to change in the future, 

this transition plan can serve as foundation for the eventual dissolution of the current Inter-Local 

Agreement and facilitate the transfer of services from LUESA.  
 

Structure 

 

Town Administrators 

Town Manager 

Deputy Town Manager 

Planning Director 

  

 

 

Transition Team 
Senior Planner 

Junior Planner 

Town Engineer 

Professional Engineer (PE) 

Engineer in Training 

 

Expanded Team 
Administrative Assistant  

Senior Engineering 

Technician 
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Approach 

 
As per the Inter-Local Agreement, Mint Hill must provide a notice of non-renewal at least three 

months prior to the beginning of the fiscal year for which termination is requested. Therefore, a 

termination notice must be given no later than April 1. 
 
Due to the unique working relationship between the Mint Hill Planning Department and LUESA 

Land Development, it is recommended that the departmental transfer process begin at least one 

year in advance of the takeover date. The implementation of a new Engineering department will 

require substantial preparation by Mint Hill and open communication with LUESA.  

 

In order to assist with the transition process, a phased timeline has been developed for 

Department implementation.  

 

Implementation  

 
Phase 1: Research and Development  

 Identify key legal changes required for transition. 

  Notify LUESA of the intention to dissolve all or parts of the Inter-Local Agreement (at 

least 1 year in advance) 

 Begin collecting permit volume date to justify staffing levels and update the Cost 

Recovery tool (3-5 years in advance).  

 Collect data on salary and fringe benefits to update the Cost Recovery and Operating 

Budget tools enclosed (3-5 years in advance), 

 Research the costs for required software, equipment, and tools to update the Operating 

and Capital Budget tools (3-5 years in advance)  

 Present request for the creation of the new department (1 year in advance). 

 Determine the most appropriate method for completing development projects currently in 

the LUESA process.  

 Determine the most appropriate method for transferring bonds and duties from LUESA to 

Mint Hill. This will open dialogue and negotiations with Mecklenburg County.  

 Identify overlapping responsibilities and formalize division of responsibilities. 

 Conduct a risk management analysis of the transition process. 

 

Phase 2: Board and Departmental Approval and Preparation  

 Present updated Engineering Department plan for approval to Mint Hill Board of 

Commissioners. This should include updated Operating and Capital Budgets, Cost 

Recovery Schedule, and Staffing Plan (9 months in advance). 

 Update the Unified Development Ordinance (UDO) to reflect the new department (at 

least 1 year in advance). 

 Submit position requirements, salaries, benefit requests to the Human Resources 

Department (9 months in advance). 

 “Up-fit” offices and suites in the Town Hall building for the department (6-9 months in 
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advance). 

 Create website, forms and checklists for developers.  

 Notify public about the creation of the Engineering Department via the local media, 

including a notice on the Town website. 

 Identify and strengthen relationships with outside agencies such as NCDOT and Code 

Enforcement. 

 Develop a marketing strategy for users to access services from the new department. 

 

Phase 3: Hiring and Training 

 Determine the candidate pool for the positions and advertise the position availability (9 

months in advance). 

 Interview candidates (6-months in advance). 

 Present offers of employment (3-6 months in advance). 

 Determine the software, equipment, and tools required for the new position (3-6 months 

in advance).  We anticipate an investment in AutoCad, Adobe Acrobat, Microsoft Office, 

and a project tracking system. 

 Submit Capital Budget Request (3-6 months in advance). 

 Order required software, tools, and equipment (3-6 months in advance). 

 Training period (1-2 months in advance). 

 

 Phase 4: Separation from LUESA 

 Copies of all paperwork need to be made by LUESA and transferred to Mint Hill. 

 All bonds held by LUESA on behalf of the town of Mint Hill through the ILA should be 

reissued to the town. 

 Proposed Engineering Department begins to provide services on July 1 (beginning of 

Fiscal Year). 

 All development projects submitted after July 1 will be processed in the Mint Hill 

Engineering Department. Projects that were submitted prior to this date will be completed 

in the LUESA process.  

 Maintain a communication liaison with LUESA for mentoring and updates on land 

development projects.  
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Table 6: Six Month Pre-Implementation Timeline 

Based on Fiscal Year 

Date   Action    

January 1 Plan and recommendation for assuming the land development process presented to the 

Mint Hill Town Board 

March 1 Decision made by the Town Board 

March 2-15 Inter-Local agreement completed (amended) with Mecklenburg County; Update Unified 

Development Ordinance (UDO) 

March 16- 

April 1 

FY budget prepared for the Town Manager for this new activity to be presented with 

his/her recommendations to the Town Board during the annual budget review process. 

April 1-  

May 15 

Job descriptions, recruitment and employment of new staff to be completed  

 

April 1 Mecklenburg County/LUESA notified by April 1st that Mint Hill will assume Land 

development processes beginning July 1st 

April 15 Stakeholders notified of Mint Hill Department of change, and given instructions on 

transition 

April 15 – 

 June 15 

Printed and other media information on the Mint Hill Land Development process to be 

prepared and disseminated to stakeholders, Town staff and community. 

 

June 1 – 

 June 15 

Staff employed and two weeks of training provided. 

June 1 Mint Hill begins move to in house facility 

June 15- 

June 22 

Mint Hill begins training and shadowing of LUESA 

June 15 Stakeholders notified that plan reviews in process at LUESA as of that that date will 

continue to be processed by LUESA with new plans being submitted to Mint Hill as of 

July 1
st
 

 

July 1 Transition becomes operational 
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Goals and Outcomes 

 

In the development of a new Engineering Department, Mint Hill has indicated that several goals 

should be met. Therefore, the proposed department should: 

 

Reduce inefficiencies in application processes by allowing for effective communication between 

the Town Planning Board and the plan reviewers housed in a new Engineering Department. 

 Create better project management by housing building permitting and land use permitting 

in one central location. 

 Enhance consistency in the review process by creating a uniformed method of plan 

submittal and review.  

 Avoid governmental subsidization of development by utilizing a 100 percent cost-

recovery fee schedule to cover operating costs. 

 Meet or exceed the level of service currently provided by LUESA Land Development. 

 Increase Mint Hill‟s capacity to perform all tasks related to land development by hiring 

qualified staff, justified by projected development activity. 

 Work with LUESA water quality for compliance with phase II storm water permitting as 

well as compliance with the Clean Water Act and Site Specific Plan in Goose Creek. 

 Enhance customer service for stakeholders by creating a more streamlined application 

process.  
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Appendix B - Current State 
 

Current State Process for Mint Hill Review 

 

Mint Hill currently utilizes services provided by LUESA through an Inter-local Agreement with 

Mecklenburg County. According to this formal contract, the Town and the County‟s Land Use 

and Environmental Services Agency (LUESA) share the administration of Mint Hill‟s land 

development ordinances. Services currently provided by LUESA to the Town include: 

 

 Enforcement of North Carolina State Building Code 

 Enforcement of Mint Hill subdivision and zoning ordinances 

 Soil erosion and sedimentation control 

 Housing Code 

 Post-Construction Ordinance 

 

During this process, proposed development plans are reviewed by both Mint Hill‟s Planning and 

Public Works departments. The Planning Department reviews plans to ensure compliance with 

Mint Hill‟s zoning and subdivision ordinances. The Public Works Department determines 

whether certain street or equipment requirements have been met by a plan. The review process 

for the Town takes approximately three to four months, depending on the complexity of the 

project.  
 

Current State Process for LUESA Review 
  

LUESA plan reviews are conducted by engineers to that ensure development plans meet building 

and engineering codes for Mecklenburg County and Mint Hill. Plan reviewers perform 

assessments that include storm water, water quality, erosion control, transportation, and site plan 

reviews. The LUESA plan review process takes 21-30 days for completion.  
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Appendix C - Stakeholder Input 
 

Respondent feedback identified a number of themes that may inform the Town of Mint Hill‟s 

decision process before it activates a new Engineering Department.  The most common themes 

have been outlined in the Findings section of this report.   Stakeholder feedback suggested 

differing views on the current state of Land Development in Mecklenburg County and the Town 

of Mint Hill. Common concerns that stakeholders expressed regarding the Land Development 

process include bureaucratic process, length of review process, customer service, and overall 

expense.  

 

SWOT Analysis and Stakeholder Quotes 

 

Table 7: 

Strengths identified from stakeholder feedback 

regarding current LUESA processes 

 

Strengths Quotes 

LUESA‟s high ability to perform regulatory 

services 

“LUESA was able to integrate all of their 

respective regulatory areas-erosion control, water 

quality, floodplain management…” 

LUESA collaborates well with development teams 

throughout the plan review process 

“[LUESA}…through a collaborative process 

with our owner/design team to facilitate a very 

interactive and reasonable approach to 

addressing concerns and expediting the necessary 

…reviews…” 

Clear review process  “No major impediments, the whole processes to 

work very well.” 

Generally clear rules and procedures for 

application review 

“As a general comment the process currently in 

place is effective so long as the rules are clear 

and not left to undue interpretation.” 

Friendly and helpful service compared to select 

external jurisdictions 

“I find the permitting process much easier here, 

and the people much more friendly and helpful as 

well” 

County services compare favorably to those in 

other jurisdictions 

“For the size and socioeconomic characteristics 

of the Charlotte Region and with the various 

agencies having jurisdiction this area ranks in our 

opinion as about a 7 out of 10.” 

Plan reviewers are professionally trained, thorough, 

and fair 

“…[During a]complicated project the key 

LUESA reviewer…conducted the detail review 

of the plans but also maintained contact with 

other areas of LUESA review , performed 

admirably and while protecting and enforcing the 

LUESA regulations was also cooperative in 

resolving significant design issues in a fair and 

reasonable way.” 
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Table 8: 

Weaknesses identified from stakeholder 

feedback regarding current LUESA processes 

 

Weaknesses Quotes 

County, town and developer collaboration is 

limited 

“Both county and town staff are extremely 

difficult to work with…The town takes more of a 

us against you attitude.” 

Building permit plan review process is considered 

too bureaucratic 

“The fact that the Town is a separate body politic 

amongst all the other political jurisdictions in 

Mecklenburg County tends to add complexity to 

the approval process…” 

Fees  “The fees currently charged seem high-especially 

given current economic conditions…” 

Project timeline inefficiencies  “Suggest the county train employees on 

expediency and sense of urgency that is required 

to get a project going.” 

Limited awareness of customer needs “Suggest training on making employees aware that 

we are their customer not their adversary…” 

Physical site inspection is perceived unnecessary 

in the review process 

“Too many inspections that require a person to 

physically visit site.” 

 

Table 9: 

Opportunities identified from stakeholder 

feedback regarding current LUESA processes 

 

Opportunities Quotes 

Facilitate communication between plan reviewers 

throughout the land development process 

“The continued effort at integrating Town review 

and LUESA review from the conceptual stage 

through construction documents is essential to 

improving the process.” 

Allow LUESA staff to assist in integrating land 

development services in Mint Hill 

“…It might as well be the best time to [integrate 

land development services] while the pace of 

development is diminished and provide time to 

have new staff mesh with current staff.” 

Expedite excessively long periods of turnaround 

between submittal and issuance of permits 

“We allow eight weeks to acquire a permit and 

have resorted to the fast track method often…Out 

of frustration in dealing with the county we even 

sub out the leg work to acquire permits to 

others…” 

Develop partnerships with organizations “Try to find a way to work with groups trying to 

bring businesses and tax base to the town.” 

Evaluate and consider fee impact on customers “…Anything that can be done to make the process 

more efficient-and less costly-would be well 

received.” 
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Table 10: 

Threats identified from stakeholder feedback 

regarding current LUESA processes 

 

Threats Quotes 

Inflexible permit fees “I think a permit fee per trade is a little much, not 

just based on cost of work.” 

Economic conditions stifling future development “The general malaise that prevails in the 

residential and other private sector markets and 

the lack of debt financing will continue for several 

years to retard the rate of development in the 

Charlotte region and Mint Hill will be subject to 

these same forces.” 

Difficulty estimating future development in Mint 

Hill 

“It‟s difficult to estimate future development in 

Mecklenburg County at present, but I would 

expect higher than normal activity in Mint Hill as 

conditions improve.” 

High start-up costs for Mint Hill Engineering 

Department 

“The expense of personnel, office equipment, and 

procedures of an engineering department in Mint 

Hill is not very appealing to builders (and 

certainly not to the tax paying citizens of Mint 

Hill)…” 

Hiring staff to assume LUESA services in Mint 

Hill 

“It would be difficult to hire one or two new staff 

with sufficient credentials and experience to fully 

replace all of the services provided by LUESA.” 

Support for an Engineering department by the 

Development community is uncertain 

“I think it would be nice to have LUESA in Mint 

Hill, I don‟t know if amount of development 

would support it.” 

Complexity of regulations can prolong the review 

process 

“…Stormwater and water quality regulations 

come to mind.  The 20 acre max for land 

disturbance is problematic for certain larger 

developments…” 
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Table 11: Survey Questions 

 

1. In 2010, what percent of your work took place in the Town of Mint Hill? 

2. On a scale from 1-10 (10 being very satisfied; 1 being unsatisfied), how would you describe your 

level of satisfaction with LUESA Land Development generally, and the processes used in Mint 

Hill currently? 

3. What was the last major project undertaken in conjunction with Mint Hill and LUESA?  Were 

there any major impediments to the completion of your work? Was there anything about the 

process that you thought worked well or that caused frustration? 

4. Can you provide examples of flaws or inefficiencies that exist in Mecklenburg County (LUESA) 

or the Town of Mint Hill‟s current Land Development processes?   

5. Do you have suggestions for LUESA or town planning departments for how to lessen the time 

and cost of the submittal and approval process? 

6. How much time/effort is required in order for your business to have an application or permit 

approved in Mint Hill? Mecklenburg County? At what cost? 

7. What level of development do you anticipate in Mint Hill in the coming years? Do you have 

estimates for future development rates in Mecklenburg County? Where does the development 

community receive this information? 

8. Have you ever worked outside of Mecklenburg County? If yes, how would you compare the 

permitting/approval process in these other areas to that of Mecklenburg County? 

9. What regulations are necessary for the completion of your work? What, if any, are the 

regulations you think are necessary in the County? Which regulations/ordinances seem 

unnecessary? 

10. Do you think it is feasible to bring LUESA‟s land development functions into an engineering 

department housed in Mint Hill exclusively? Does it matter given the current level of 

development?  Does dealing with one source for submittal and approval make the process seem 

more appealing? Will it complicate the current arrangement? Create confusion? 
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Appendix D - Town Benchmarks 
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Table 12: Research summary for Town Benchmarks 

Municipality County 
Associated 

Metro Area 
Population 

Land 

Area – 

Sq. Mile 

Population 

Density 

Median 

Household 

Income 

Mint Hill Mecklenburg Charlotte 24,445 21.3 1148 $71,662.00 

Huntersville Mecklenburg Charlotte 37,599 31.2 1205 $86,210.00 

Cornelius Mecklenburg Charlotte 18,405 8.7 2116 $86,135.00 

Matthews Mecklenburg Charlotte 29,463 14.2 2075 $77,981.00 

Indian Trail Union Charlotte 19,422 15.2 1278 $51,896.00 

Gastonia Gaston Charlotte 72,934 46.3 1575 $42,338.00 

Apex Wake RDU 34,022 10.6 3210 $82,251.00 

Hillsborough Orange RDU 5,796 4.6 1260 $40,111.00 

Carrboro Orange RDU 18,368 4.48 4100 $33,527.00 

Knightdale Wake RDU 10,157 4.7 2161 $56,021.00 

Carolina Beach New Hanover Wilmington 5,881 2.5 2352 $37,662.00 

Sunset Beach Brunswick Wilmington 2,658 5.8 458 $47,356.00 

Burgaw Pender Wilmington 4,371 3.5 1249 $28,819.00 

Waynesville Haywood Asheville 10,191 7.8 1307 $40,697.00 

Hendersonville Henderson Asheville 12,223 6.9 1771 $30,357.00 

Graham Alamance Piedmont Triad 14,665 8.1 1810 $35,706.00 

Lexington Davidson Piedmont Triad 20,213 17.6 1148 $31,313.00 

Burlington Alamance Piedmont Triad 51,577 21.3 2421 $41,544.00 

Fort Bragg Cumberland & 

Hoke 

Fayetteville 29,183 19 1536 $36,233.00 

Hope Mills Cumberland Fayetteville 13,825 6.2 2230 $40,697.00 

Kernersville Forsyth Piedmont Triad 23,193 12.1 14 $41,520.00 

Wake Forest Wake Raleigh 27,496 15.08 1614 $52,307.00 

Sources: Population is from 2009 Census estimates with all other data from the 2000 Census 
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Appendix E - Literature Review 

Best Practices 

 

The literature review previously mentioned suggests a number of best practices that may be 

helpful for the implementation of a new department.  Many of these recommendations are 

highlighted in the body of this report.  However, additional best practices are listed below:   

 

 Hiring a staff member or creating an advisory group to serve specifically as a liaison with 

small businesses and developers. This liaison would be responsible for helping small 

businesses and developers understand and navigate through government processes more 

effectively and more efficiently. This liaison would also recommend changes in policies 

and procedures suggested by business owners and future developers. 

 

 Implementing a pre-application meeting to improve the quality of submitted applications. 

The pre-application meetings could be mandatory or at the developer‟s request. The 

purpose of the pre-application meeting would be to discuss the necessary requirements 

and procedures for application submittals. 

 

 Conducting annual information sessions that inform developers of review processes. 

Informative materials such as brochures, sample applications, and flowcharts should be 

supplied to stakeholders during these sessions. 

 

  When financial conditions permit, implementing an electronic review process and 

electronic workforce management is recommended. This would require sophisticated 

software such as Accela, ProjectDox, and Kronos. Such programs offer workforce 

management solutions, help organizations control labor costs, and can improve 

workforce productivity. 

 

 Implementing a “three strikes and you‟re out” rule. This rule would encourage more 

thorough and correct applications by requiring applicants to start over and repay for 

applications after three errors. 

 

 Performing exit interviews with developers 30 to 60 days after the permit review process 

will allow the proposed Engineering Department to capture reliable feedback. This 

feedback can be used to improve processes on a regular basis. 
 

 

 

 

 

 

 

 

 


