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Digitalization Roadmap – Process Solutions

Scoping and Planning

Working Group of  
Key Stakeholders

Gather key stakeholders to provide 
input throughout the process:

•	 Building and code department 
staff

•	 IT Staff
•	 Jurisdiction general counsel
•	 Planning board members
•	 Elected officials

Goal Setting and  
Needs Assessment

Understand challenges facing 
jurisdiction such as:

•	 lapses in code compliance
•	 project review backlogs
•	 overextended staff

Thoroughly assess current policies 
and business operations to 
understand where digitalization can 
provide added value.

Go-Live, with File Sharing Process

Continuing Staff Training  
& Education 

Discovery
Jurisdiction staff work with their software provider to 
gather legacy data and paper-based forms and review 
current software, processes, and reports. 

Build Out Specialized Software 
The software provider(s) works with jurisdiction 
to configure specialized software to support the 
jurisdiction’s code/building department(s). 

Digital Code Access for Jurisdiction Staff ()
Procure online digital codes so staff can access codes from 
anywhere. Key features are search, bookmarking, and other 
features for quick access to important code sections.

Ongoing Maintenance
Jurisdictions, officials, and departments 
together maintain digital processes 
and resources. A feedback loop could 
incorporate user input and evaluation on 
accessibility, interface etc.

Implementation & 
Maintenance

Make local codes and ordinances live and 
available for staff and applicants.

Initial Configuration of Comprehensive Municipal 
Administration Software
Jurisdiction staff work with municipal software providers to begin 
configuring software and process needs – see Build Out Municipal 
Administration Software in Essential Digitalization. ()

Initial Configuration of Basic File Sharing System
Set up basic digital file transfer/submission process for 
submission of applications, drawings, etc.

OROR

Digitized Code Access for Jurisdiction Staff
Procure electronic PDF codes. However, recommend that jurisdiction invests in 
digital online codes – see Digital Codes Access in Essential Digitalization. ()

E S S E N T I A L  D I G I T A L I Z A T I O N

A D V A N C E D / A S P I R A T I O N A L  D I G I T A L I Z A T I O N

Build Out Municipal Administration Software ()
The municipal administration software provider team develops a software ecosystem to support the jurisdiction’s code/building 
department(s). 

Digitalize Forms, Applications, and Payment Processes
The jurisdiction and software provider convert forms and application 
documents to web-based forms that integrate with municipal 
administration software. 

Process and Data Review
The municipal software provider and jurisdiction 
review gathered data and workflows to integrate 
with the municipal administration software. 

Go-Live, Software Support 

Early Support Help Desk

Discovery
Jurisdiction staff work with their software provider to gather legacy data and 
paper-based forms and review current software, processes, and reports.

Self-Assessment
Opportunity to “rethink” current processes 
and not replicate inefficiencies.

25-24817

Jurisdictional Staff Training 
The software provider trains jurisdiction 
staff on the new software on functionality 
and processes.

D I G I T I Z A T I O N

Process and Data Review  
The software provider and jurisdiction review gathered 
data and workflows to integrate with the municipal 
administration software.

Municipality/Jurisdiction (MJ) Software Providers (SP)Joint Effort – Muni/Juri & Software (JE)Legend

Legacy Data Conversion
The jurisdiction staff and software provider development team convert data to digital format for integration with 
software solutions.

Digitize Planning & Zoning Ordinances & other Applicable Codes
Jurisdiction staff create digital resources for applicants and municipal staff to make codes readily available 
online if they are not already available.

MJ

SP

Testing and Rework
The jurisdiction and the software provider test 
the functionality and processes of the software 
ecosystem and make changes as needed. 

Ongoing Maintenance

Ongoing Maintenance

Data Gathering
Jurisdiction evaluate different  
tools and software to create digital 
workflows. Engage with multiple 
providers to find the best options 
that meet the jurisdiction’s needs 
and work with its current systems. 

•	 Research tools and processes 
for implementation

•	 Choose the tools to use and 
select software providers
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