Michigan Association of Planning’s
On-site Workshop Program
The Michigan Association of Planning’s
(MAP) on-site workshops are an excellent
opportunity to bring training right to your
community. You can invite as many
participants as you’d like—neighboring
communities can even share the costs.
Partnering not only saves money, but also
provides land use leaders from your area
with a valuable networking opportunity.
Cut costs. Save time. This cost-effective
training conveniently provides the tools and
resources local officials need to make better
land use decisions. You secure the location,
identify the date, invite an unlimited number
of participants, and we bring the program to
you.

LEARN & LEAD

MAP has coordinated on-site workshops for neighboring counties, townships, cities, and villages throughout the
state. Add your community to our list. Schedule an on-site workshop today.
Topics include:
Planning and Zoning Essentials | ZBA : Beyond the Basics | Risk Management | Capital Improvements Programs | Site
Plan Review | Community Engagement | Master Planning Process
Contact Amy Jordan, MAP’s Director of Education, at (734)913-2000 or ajordan@planningmi.org

With MAP, you don’t have to worry:
Costs for an on-site workshop:
Program handouts (per registrant)
Planning and Zoning Essentials
$25
Site Plan Review*
$35
Zoning Board of Appeals
$25
All other programs
Varies

EDUCATION

WON’T BREAK THE BANK.

*includes engineer’s scale and hands-on exercises

Workshop fee**
APA/MAP Member
Non-Member

$900
$1000

**Community Engagement program fee may vary.

Shipping expenses

varies

Instructor mileage

$0.565/mile

The Michigan Association of Planning’s education programs provide participants with the skills and
knowledge to make good land-use decisions. Our highly experienced instructors enable new community
planning officials to better understand their roles and responsibilities and reacquaint experienced officials
with innovative planning tools and techniques. We make it easy for you to receive the education and
training necessary to keep up with the ever-changing land-use landscape.
Contact us to inquire about or initiate your next training session!
ajordan@planningmi.org or (734) 913-2000

MAP does the hard work and delivers training right to your community in
8 easy steps. Here’s how!
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Select a Topic: Planning and Zoning Essentials | Advanced ZBA : Beyond the Basics |
Making Bullet Proof Decisions (Risk Management) | Capital Improvements Programs | Site Plan Review |
Community Engagement | Master Planning Process
Want specific topics highlighted or community-specific issues addressed? We can customize!
Select a few dates, times, and identify a location: Determine the best time of the week that works
for your elected and appointed officials (week day evenings, Saturday morning, afternoons) and find a
location that will hold the approximate number of attendees you anticipate.
Contact MAP with the above information. We’ll provide you with a cost estimate.
MAP will confirm the date, time, and instructor.
Market the training: Let people know about it! Invite your own officials, partner with neighboring
communities, or open it up to the public. Let MAP know if you need guidance, we’re happy to help!
Register attendees: Keep a list of everyone who plans to attend!
Send MAP the list of attendees in a spreadsheet: MAP will prepare handouts, certificates of
completion, and send the materials directly to you.
Hold a quality training program: The experienced, AICP certified instructor will arrive with a
presentation designed to help your community officials make top-notch decisions.

Step

1 Select a topic (topics and program times can be tailored to fit your needs)

Planning and Zoning Essentials (“Basic Training”) | 4.5 hour program | This information-packed program is not only perfect for introducing new planning
commissioners and zoning board of appeals members to their roles and responsibilities, it’s a great course for more experienced officials looking to hone their
skills and knowledge. Newly elected officials will benefit too from this comprehensive overview which will explain how the zoning board of appeals, planning
commissioners, elected officials and staff interact. Roles and responsibilities of the board, site plan review, comprehensive planning, zoning ordinances,
conditional rezoning, consideration of variances, how to determine practical difficulty, and standards for decision-making are all presented. This workshop is
updated with the latest amendments to the Zoning Enabling Act, and incorporates requirements of the Planning Enabling Act.
ZBA: Beyond the Basics | 2.5 hour program | Quasi-judicial functions of the zoning process are handled by the Zoning Board of Appeals. This interactive, case
study based workshop goes into greater depth on the issues of practical difficulty and unnecessary hardship. Recent case law is also discussed, along with a
summary of voting and membership requirements, and other procedural requirements unique to ZBA operations.
Site Plan Review | 3.5 hour program | This program will demonstrate the site plan review and approval process and provide practical tools and techniques on
how to read a site plan. You’ll discuss site design principles, such as pedestrian and traffic considerations, lighting, utilities, ADA compliance, inspections, and
landscaping. Participants in this hands-on workshop receive an engineering scale, turning template and a sample site plan to evaluate.
Risk Management | 2.5 hour program | As more communities face litigation related to planning and zoning decisions, this is essential training for all elected
officials, planning commissioners and zoning board of appeals members. Topics include identifying a conflict of interest, applying discretionary standards during
special land use reviews, reasonable expectations of a developer and how your comprehensive plan can minimize risk.
Capital Improvements Programs | 2.5 hour program | When Public Act (PA)33, the Michigan Planning Enabling Act (MPEA), was adopted in 2008, it expanded
provisions for Capital Improvements Programs (CIP). City and village planning commissions are still required to prepare a CIP, and now townships that operate a
water or sewer system are too. Do you know what the Planning Enabling Act says about the CIP? Do you know what should be included, and how often it should
be updated? This program explains-- from start to finish-- everything you need to know to prepare and adopt a Capital Improvement Program, including: who
should be involved in the Capital Improvement Program process; the accounting and budgetary requirements of a CIP; how to tie the program into your
infrastructure capacity; and how to handle controversial topics.
Community Engagement | 3 hour program | Knowing which public engagement technique to use for which audience, and managing the public participation
process so that all voices can be heard, all the while ensuring that the input is meaningful and relevant is one of a planner’s greatest challenges. A process that
can be rife with politics on one hand, and rewarding and beneficial on another, is part and parcel of the effort. This interactive session explains best practices on
how to engage with community members and stakeholders in a more meaningful way.
Master Planning Process | Liked the overview of master plans in the Planning and Zoning Essentials? This workshop is for those who want to roll up their
sleeves and learn more about the details of the master planning process. Includes community-specific demographics discussion and brief overview of
community engagement principles.
Want specific topics focused on or community-specific issues addressed? We can customize! Contact us: ajordan@planningmi.org (734)913-2000.

Steps

2 - 4 We’ll work together to schedule the training

Select three dates: Determine the best time of the week that works for your elected and appointed officials
(weekday evenings and Saturday morning or early afternoons are always available),
and contact MAP at (734) 913-2000 or ajordan@planningmi.org.
Let us know how many people you expect to participate (consider
inviting your neighbors!) and, if you have a preferred instructor.
MAP will provide you with a cost estimate, and confirm the date,
time, and instructor.
Take into consideration:
•
•

•
•

•
•

Budget
If reaching outside your community, consider charging a small
fee for each workshop participant or sharing cost with another
community
Costs for coffee or any refreshments to be served
A facility that can be set in classroom style works very well for
training
Will anyone need directions to the facility?
Do you have a data projector, or will the instructor need to
bring one?

Step

5 –8 Market and Implement the training

Determine how you will keep track of registrants! You can ask attendees to sign up in any of the following ways:
Email | Survey Monkey | Phone | Mail | Fax
You will want to keep track of name, community/affiliation, mailing
address (MAP will mail any walk-ins the certificate of completion), and
email address.
Market the training: Begin early if you plan to include neighboring
communities. MAP has a template you can use to get started. Ask the
planning directors/zoning administrators or clerks of neighboring
communities to notify their elected and appointed officials of the
training program.
Register attendees: Keep a list of everyone who plans to attend!
Send MAP the list of attendees in spreadsheet: MAP will prepare
handouts, certificates of completion, and send the materials directly to
you. Extras are always included in case of walk-ins. You can return any
unused materials to MAP at no charge.
Hold a quality training program: Be sure to contact your instructor sometime before the workshop to discuss the
presentation, directions to location, and any other last minute details.
Evaluations and payment: Be sure attendees fill out the evaluation forms! We are always updating our curriculums to
make sure we deliver the best programs possible and would love to hear your feedback! If you have any unused packets,
please return and they will be credited to your total invoice. We will send you an invoice after the workshop once we
receive bill from instructor.

