
CP101-Administrative Design Review Application
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T
e

a
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Call or Visit Front 

Counter for 

information

(i.e., what is the 

land zoned for?)

START

Complete 

Application and 

other 

Applicable 

Documentation

Are

requirements 

met?

Collect Fee(s);

Enter information in Naviline to Create 

Project with Application Number;

Enter Due Date

Record Payment;

Generate Payment 

Receipt and mail it to 

customer

Public Works

Review Project 

File

Fire,

Aviation Department

(McCarran Airport),

Nellis A.F.B.

Review Project File

Comments

Comments

Conduct PreAgenda 

Review Meeting 

with Planner

Are

requirements 

met?

Submit 

pertinent 

information 

No

Receive Missing/

Corrected 

information

No

Yes

Yes

Review Project File, 

Staff Report & Agenda.

Conduct Hearing

(May receive agency 

comments to this point)

Disposition? Request To HoldApproved

Request 

Appointment (office 

staff/online) for 

Documentation 

Review Pay Fee(s)

Title 30  Section 30-16

Contact Customer 

for Missing Project 

Requirements

Enter Reasons and 

Conditions in 

Agenda Log 

Amendment (ALA)

Write Staff Report

(may begin 

receiving agency 

comments) 

Approval Letter

No

Categorize Documents 

for distribution

(i.e., Stamp “Fire Dept.”, 

“Planner Copy” or 

“Public Works 

Development Review”)

END

Send Approval 

Letter to Customer 

and Clerks Office

Resubmit Revised 

Documents to 

Public Works

Yes

Assistant Planning 

Manager Review 

and Approval

Appeal?

Yes

No

Create Agenda 

Map

Trigger:

Applicant wants to 

apply for Land Use 

Application

Receive Project File

Receive Project File  

for imaging

Major 

change?

Schedule 

Appointment for 

Documentation 

Review

Update Staff 

Report

Receive NOFA for 

Imaging

Send NOFA to Clerk’s 

Office for Certification 

and Records Office for 

Imaging

Submit 

Application and 

other applicable 

documentation

Review 

Application and 

other applicable 

documentation

Create Project Files 

(Application and 

Documentation)

Distribute Project Files to 

Planner, Agencies (mail) and 

Comp Planning Records Office 

for Imaging

Office Staff

Finalize Report

Create 

Approval Letter

 Create NOFA 

(For Conditions 

of Approval)

Reconsideration 

Request ?

Denied

Reconsideration 

Process

No

Yes



CP102-Administrative Application (Street Naming, Minor Deviations)
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Call or Visit Front 

Counter for 

information

(i.e., what is the 

land zoned for?)

Start

Complete 

Application and 

other applicable 

documentation

Enter Information in 

Naviline to Create 

Project with 

Application Number;

Enter Due Date

If applicable, Record 

Payment;

Generate payment 

receipt and mail it to 

customer

Public Works 

Development 

Review

Review Project File

Yes
No

(Street Naming)

Pay Fee(s)

Approval Letter

No

Categorize documents for 

distribution

(i.e., Stamp “Fire Dept.”, 

“Planner Copy” or “Public 

Works Development Review” 

if applicable)

End

Assistant Planning 

Manager Review and 

Approval

Appeal? No

Yes

(Minor Deviation)

Are fees 

owed?
Receive Project 

File

Trigger:

Applicant needs 

information

Are

requirements 

met?

Title 30  Section 30-16

Land Use 

Application

Yes

Receive Approval 

Letter for Imaging

Send Approval Letter to 

Clerk’s Office for Certifying 

and Recorder’s Office for 

Imaging

Submit Application 

and other applicable 

documentation over 

Front Counter

Review Application 

and applicable 

documentation

Process in Naviline 

and Create Project 

Files

(Application and 

Documentation)

Distribute Project Files 

to Planner and Agencies 

(by mail)

Create and Mail 

Approval Letter to 

Customer



CP103 – Administrative Temporary Use Application
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Call or Visit 

Front Counter 

for information

(i.e., what is the 

land zoned 

for?)

Start

Complete 

Application and 

other applicable 

documentation

Collect Fee(s);

Enter information in 

Naviline to Create 

Project with Application 

Number

Yes

No

End

YesIs it Approved?

Trigger:

Applicant needs 

information

Are

Requirements 

met?

Title 30  Section 30-16

Fire,

C.C. Public Response Office,

Business License

Receive Temporary Commercial 

Use Application & Supporting 

Documents

Receive Temporary 

Commercial Use 

Application & Supporting 

Documents for Imaging

Pay Fee(s)

Record and Input 

Payment;

Generate Payment 

Receipt and mail it to 

customer

Submit Application 

and other applicable 

documentation over 

Front Counter

Review Application 

and applicable 

documentation

Scan and Email Approval Information 

to Customer.

Hand Temporary Commercial Use 

Application and Supporting 

Documents to Customer

Temporary Commercial 

Use Application & 

Supporting  Documents



CP104 – Development Agreement for High Impact Project and Major Project
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Complete 

Application and 

Applicable 

Documentation

Are 

Requirements 

Met?

Collect Fee;

Enter Information in Naviline 

to Create Project with 

Application Number;

Enter Hearing Date

Record Payment;

Generate Payment 

Receipt and Mail 

Receipt to 

Customer

Are

Requirements 

Met?

Submit Pertinent 

Information 

No

Receive Missing/

Corrected 

Information

Yes

Yes

Introduction of 

Ordinance

BCC 

Disposition?

Request

To Hold

Maps and Notices

Approved

or Denied

Schedule Appointment 

with Planner for 

Documentation Review

Pay Fee(s)

Contact Customer 

for Missing Project 

Requirements

Enter Reasons and 

Conditions in 

Agenda Log 

Amendment (ALA)

Manager and Planner 

Review and Make 

Corrections to Staff 

Report and Agenda

Approval or 

Denial Letter

Send Staff Report to 

Customer

Receive Final Agency 

Comments.

Finalize Report and 

Draft Agenda.

Deliver Agenda to 

Planner

(who conducts meeting)

for Proofreading

No

Create Final 

Agenda.

Print, Distribute, and 

Post it on Website

Board 

Approval?

No

Ordinance, Development 

Agreement and Land 

Use Application Heard at 

Public Hearing

Approved

(Could be

Reconsidered)

Sign Development 

Agreement Document 

and Ordinance and 

Send Back to Staff

Distribute 

Documentation to 

Applicable Agencies

Send Follow up 

Letter to Customer 

requiring 

Development 

Agreement

Prepare 

Development 

Agreement 

Final Draft

Combine All Agency 

Comments into one 

Document and 

Send it to Developer

Prepare document 

with Agenda Sheet, 

Site Plan, and RISE 

Report if applicable

Send NOFA Letter 

to Customer 

requiring 

Development 

Agreement

Start

Prepare 

Development 

Agreement 

Document

Building Department,

Public Works (Traffic and Design),

Fire,

School District,

Metro,

Parks & Recreation,

Utilities,

Water Reclamation,

Water District

Agencies Return Comments

Schedule Separate 

Meetings with each 

Agency with Area of 

Concern and 

Facilitate 

Negotiation

Review 

Development 

Agreement 

Document for 

Language by 

Developer’s 

Attorney

Send Development 

Agreement to 

Developer for 

Signature

Development 

Agreement and 

Ordinance 

Recorded

Distribute First Original 

Copy of Development 

Agreement Document to 

all Agencies and 

Customer

Send Second 

Original Copy 

of Development 

Agreement to 

Clark County 

Clerk’s Office

Monitor 

Process

Continuous 

Negotiation 

Until 

Agreement is 

Reached

Send to 

Imaging

Send to 

Imaging

End

Sign and Return 

Development 

Agreement

Resubmit Project 

File to ROW

Yes

Reconsideration 

Request Received

Yes

No

Receive Recorded 

DA Document from 

Recorder’s Office

No

Facilitate 

Negotiations 

between 

Customer and 

Agencies

Agree?

Yes

Negotiate with 

Customer

Yes

No

Reconsideration 

Request?

Trigger:

Land Use Approval

Initiate 

Development 

Agreement

Process

NOFA 

Letter

Follow Up 

Letter

Agree?

No

Receive 

Project File 

for Imaging  

Major

Change?
No

Staff Report

Conduct Hearing/

Applicant Presents

TAB makes 

Recommendation

Review Project File, 

Staff Report and 

Agenda.

Conduct Hearing

(May Receive Agency 

Comments To This 

Point);

Approval Protest Card 

Results and TAB 

Recommendation are 

Read

Disposition?

Staff Enter the 

Approval 

Protest Card 

Results

Is it a Major 

Project ?

Yes

Approved

or Denied

Held

Withdrawn

Submit Application and 

Applicable 

Documentation

Review Application and 

Applicable 

Documentation

Write Staff Report and 

Prepare Development 

Agreement Summary

Create Project 

File 

(Application 

and 

Documentation)

Distribute 

Project File to 

Planner

Review Project 

File

If Conditions of 

Approval, 

Create Final 

NOFA

Create and Mail 

Approval or 

Denial Letter to 

Customer

TAB Receives Draft 

Staff Report if 

applicable

Receive Updated 

Decision In Staff 

Report

Create Agenda 

Maps

Create Aerial Map 

Locator, Public 

Hearing Notices and 

Save in File

Enter Reasons and 

Conditions in 

Agenda Log 

Amendment (ALA)

Receive Project 

File

Mail Public 

Hearing 

Notices



CP105-Pre-Submittal Application Process (Requires a pre-submittal conference and pre-submittal filing package)- Hazardous Materials Storage (HAZMAT), High Impact Project (HIP), Mixed Use Developments (MUD), MUD Text Amendments (MUDTA), Neighborhood Casinos (NC), Non-Conforming Zone Change(mandatory), Non-HIP Resort Hotels (RH) for all zoning districts and Planned 

Unit Developments (PUD)
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Start

Review 

Submitted 

Paperwork

Assign an 

Application 

Number and 

Collect Fees

Give Pre-

Submittal 

Package to 

Office Support

Call or Visit Front 

Counter for 

Information on Pre-

Submittal process

Complete 

Application and 

Applicable 

Documentation

Enter Pre-Submittal 

Conference Appointment 

Date and Time on the 

Application

Call Customer to Advise 

them of Pre-Submittal 

Conference Appointment 

Date and Time

Respond in Writing 

Prior to Meeting 

(Fax or Email)

Hold 

Conference to 

Discuss Issues, 

Concerns, & 

Technical 

Aspects

Complete 

Conference Letter 

Request Form

Verify with Customer that the 

Meeting Location Selected 

by the Developer is  

Appropriate Prior to Sending 

Notification

Give Planner Agenda 

Maps & Mailing List of 

All Surrounding Property 

Owners

Send 

Notification

Attend 

Neighborhood 

Meeting

Attend 

Neighborhood 

Meeting and 

Answer Technical 

Questions

Send a Letter to 

Applicant

(Summary of 

Agency Comments)

180 Days

 Grace Period

Yes

& No

Continue?

Land Use 

Application 

Workflow

Yes

No - Withddrawl
Two Consecutive

Batching Cycles

Grace Period

No

Process Fee 

Payment and 

Mail Receipt to 

Customer

Collect Agency 

Comments 

Prior to Meeting

Yes

Are All

Agencies 

Satisfied?

Is it a

High Impact 

Project?

No

Yes

Create Director 

Acceptance 

Letter

No

Resolve Issues

Advise 

Customer of 

Agency Issues

Are the Issues 

Resolved?

Yes

No

End

Agencies that are applicable to the 

application and use  attend the meeting

Planner

Applicant

Applicant's Architect

Applicant's Engineer

Public Works

School District

McCarran Airport

Fire Dept.

Metro

Water District

Other Agencies

HIP Distribution

ü CC Department of Aviation

ü Nellis AFB*

ü Business License

ü LV Valley Water District

ü Water Reclamation District

ü Development Services Building Department

ü Development Review

ü Public Works Traffic/Drainage

ü Public Works Design and Traffic Division for Non-

Conforming Zone Change and High Impact 

Projects

ü Regional Transportation Commission

ü Comprehensive Planning Transportation Planner

ü Department of Transportation (NDOT)*

ü Parks Department

ü Comprehensive Planning FLM, Parks and Trails

ü Air Quality

ü Regional Flood Control District

ü Clark County Fire Department

ü LV Metropolitan Police

ü Clark County School District

ü Commissioner of the District

Yes

Send Letter (Summary 

of Agency Comments) to 

Records Office for 

Imaging

Manually Submit 

Pre-Submittal Form 

and Applicable 

Documentation

Distribute Pre-Submittal 

Package to applicable 

Agencies via email.

Mail Copies of Plans to 

certain Agencies

Review the 

Pre-Submittal 

Package

Pay Fees

Fill Out Routing 

Form

Is it a

MUD TA?

Yes

Text 

Ammendment

Is it a

Pre-Submittal

 for NZC or 

Neighborhood

Casino?

Hold 

Neighborhood 

Meeting?

Receive Letter 

(Summary of Agency 

Comments) for Imaging



CP106 – Reconsideration Process
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Send Email to Inform 

Request for 

Reconsideration for an 

Item

Start

Prepare Letter to 

Applicant and ALA for 

Original Application

Agenda Item 

Action is 

Noted in the 

NOFA

Yes

Create & Schedule 

Agenda Item (AG) for 

the Request for 

Reconsideration

Trigger:

Request by board member 

to re-examine a action

Is

Reconsideration 

Agenda Item Denied 

or Withdrawn ?

Send to 

Imaging

ALA Verifies if the 

Dates are Correct 

in the Original 

Application

in NavilineNo

Mail New Public 

Hearing Notice 

(PHN) and Re-

Advertise if 

applicable

Was Original 

Application Notified 

and Advertised?

Yes

Original Item(s) 

is put on 

Agenda and 

Heard at BCC

Approval or Denial 

Letters Sent Out to 

the Customer for 

Original Action 

Approved by BCC

Change Date in Naviline to the 

Date of Meeting that the Request 

was Heard and

Note that the Agenda Item Request 

was Withdrawn or Denied

Create 

NOFA

Send Out 

Letter to the 

Customer

Notify Specific 

Agencies to Hold 

Permits or Licenses

NOFA note on Original 

Application – Request 

for Reconsideration

Enter 

Reconsideration 

Date from ALA into 

Original Applications 

in Naviline

Reconsideration 

Agenda Item (AG) 

goes to Meeting

No



CP107 – Text Amendment Process
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Start

Complete 

Application and 

Applicable 

Documentation 

at Front 

Counter

Is Application 

Complete?

Collect Fee;

Enter Information in 

Naviline to Create Project 

with Application Number;

Enter Hearing Date

Record Payment;

Generate Payment 

Receipt and Mail 

Receipt to Customer

Conduct 

Hearing

Yes

Review Project File, 

Staff Report & 

Agenda.

Conduct Hearing

Text 

Amendment 

Disposition

Pay Fee(s)

Customer

Withdraws Project

Manager & Planner 

Review

NOFA

(If applicable)

No

Create Final 

Agenda

Print, Distribute, and 

Post Final Agenda 

on the Web Site

Receive 

Reconsideration 

Request?

Commissioners’ 

Approval?

Yes

Yes

Sponsor 

Change ?
Yes

No

Call or Visit 

Front Counter 

for Information

Receive and 

Review Project File

Contact Applicable 

Agencies Directly 

via Phone

Write Staff 

Report

Approved

Create 

Ordinance to 

Change Code

Introduction of 

Ordinance – 

Section of 

Code that is 

Changing

After 2 Weeks, 

Public Hearing 

is Conducted

Disposition?

Approved

Supervisor 

Updates Title 

30 Land Use

Denied

Held

Return to Introduction,

if major changes

Return to

Public Hearing

Send Updated 

Title 30 to Print 

Shop

Front Counter 

Receives Updates 

from Print Shop and 

Distributes Copies

Distribute Updated 

Title 30 via Email 

and Post on Internet

End

Send Email to 

Comprehensive 

Planning 

Department

Receive 

Notification 

from 

Commissioner

Email Application and 

Meeting Date to Agenda 

Processing and Text 

Amendment Team

Town Board Liaison 

Receives 

Application and 

Meeting Date

Receive Application 

and Meeting Date

Approved

/Denied

No

Is it

MUD TA?

Yes

No

Send Approval 

or Denial Letter 

for Imaging

Title 30  Section 30-16

Pre-Submittal 

Application Process

Receive Approval or 

Denial Letter for Imaging

Receive Project 

Files  for Imaging

Approval or 

Denial Letter

Create Project 

Files 

(Application 

and 

Documentation)

Distribute Project 

Files to Text 

Amendment Team

Review 

Application and 

Applicable 

Documentation

Create and Mail 

Approval or 

Denial Letter to 

Customer

If Conditions of 

Approval, 

Create NOFA

Receive Final 

Draft Staff 

Report

Receive 

Updated 

Decision In 

Staff Report

Schedule 

Appointment with 

Commissioner to 

discuss Change in 

Ordinance

Schedule Urban 

Town Advisory 

Boards / Citizens 

Advisory Councils

Receive Application 

and Meeting Date

Correct Staff 

Report

Finalize Staff 

Report

Review Project File, 

Staff Report and 

Agenda.

Conduct Hearing

(May Receive Agency 

Comments To This 

Point);

Approval Protest Card 

Results and TAB 

Recommendation are 

Read

Disposition? Forwarded

Planner and 

Manager 

Review Staff 

Report

Enter Reasons 

in Agenda Log 

Amendment 

(ALA)

Held or

Forwarded

Staff Enter the 

Approval 

Protest Card 

Results

Enter Reasons 

in Agenda Log 

Amendment 

(ALA)

ALA Held,

Withdrawn

or Forwarded

Manager 

Updates Staff 

Report

TAB makes 

Recommendation

Enter ALA in 

Naviline

Withdrawn

Merge New 

Staff Report

Request To Hold



CP108– Annexation Request (all zoning districts), Design Review, Extension of Time, Street Name/Numbering Change, Tentative Map, Use Permit, Vacation and Abandonment, Variance, Waiver of Conditions, Waiver of Development Standards and Zone Change (conforming and non-conforming)
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Call or Visit 

Front Counter 

for Zoning 

Information

Start

Complete 

Application and 

other 

Applicable 

Documentation

Collect Fee(s);

Enter information in Naviline to Create 

Project with Application Number;

Enter Hearing Dates for TAB, PC, and 

BCC as appropriate;

Categorize Documents for Distribution

(i.e., Stamp “Fire Dept.”, “Planner 

Copy” or “Public Works”)

Record Payment;

Generate Payment Receipt 

and Mail it to Customer

PreAgenda 

Review 

Meeting with 

Planner

Are

Requirements 

Met?

Submit Pertinent 

Information 

No

Receive Missing/

Corrected 

Information

Yes

Conduct Hearing/

Applicant Presents

TAB makes 

Recommendation

Yes

Request 

Appointment 

(office staff/

online) for 

Documentation 

Review
Pay Fee(s)

Contact Customer 

for Missing Project 

Requirements

Approval or 

Denial Letter

Trigger 1:  

Customer needs 

information

(i.e., What is the 

land zoned for?)

No

Are

requirements 

met?

Title 30  Section 30-16

Trigger 2:  Pre-

Submittal Review 

completed and applicant 

decides to apply for 

Land Use Application

Trigger 3:  

Appeal 

Administrative 

Decision

Schedule 

Appointment for 

Documentation 

Review

Receive Project File

Receive Project 

File for Imaging

Major change?

Receive Project File

Distribute to 

Chambers

Public Works,

Health District,

Water Reclamation,

McCarran Airport 

Review Project Information 

Input Comments into Naviline

Public Hearing Notices are 

returned to Notification for 

merging the addresses from 

Assessors office

Notification 

Information is 

Placed on Disk

Manager Reviews 

and Makes 

Corrections to Staff 

Report and Agenda

Get information from 

Staff Report

Merge Report and 

Create Public Hearing 

Notice (PHN)

Create Town 

Advisory 

Agendas

Create Newspaper 

Advertising if 

applicable 

Deliver Staff Report 

to Planner (that will 

conduct meeting) 

for Proofreading

Create Final Agenda.

Print, Distribute, and 

Post it on the Web Site

Send Meeting 

Notification and 

Staff Report to 

Customer

Review Project File, 

Staff Report and 

Agenda.

Conduct Hearing

(May Receive Agency 

Comments To This 

Point);

Approval Protest Card 

Results and TAB 

Recommendation are 

Read

Disposition?
Appealed or

Forwarded

Planner and 

Manager 

Review and 

Change

Enter Reasons 

in Agenda Log 

Amendment 

(ALA)

Held or

Forwarded

Staff Enter the 

Approval 

Protest Card 

Results

Approved, Denied

or Withdrawn

Conduct Hearing

(May Continue to 

Receive Agency 

Comments);

Approval Protest Card 

Results and TAB 

Recommendation are 

Read

Disposition?

Enter Reasons 

in Agenda Log 

Amendment 

(ALA)

Request

To Hold

Merge New 

Staff Report

Reconsideration 

Request

Approved

or Denied
Yes

Held, Withdrawn

or Forwarded

Enter ALA in 

Naviline

Held, Withdrawn

or Forwarded

End

Receive Project File 

for Imaging  

Send Approval or 

Denial Letter for 

Imaging

Send to Print 

Shop for 

Mailing

Mail to General 

Public

Staff Report

No

No

Yes

Handoff to 

Public Works If Vacation & 

Abandonment, 

Send Project File to 

Public Works

Reconsideration 

Process

Submit 

Application and 

other 

Applicable 

Documentation

Meeting 

Notification

Review Application and 

other Applicable 

Documentation.

If applicable, compare 

with Pre-Submittal.

Write Staff Report 

(May begin 

receiving agency 

comments)

Create Project Files

(Application and 

Documentation);

If applicable, attach 

Pre-Submittal 

Folder

Distribute Project Files for Review to 

Planner, Agencies and Comp 

Planning Records Office for imaging

If Tentative Map or Vacation & 

Abandonment, send out notifications 

to agencies as mandated by Nevada 

Revised Statutes (NRS)

Create and Mail 

Approval or Denial 

Letter to Customer

If Conditions of 

Approval, Create 

NOFA

TAB Receives Draft 

Staff Report if 

applicable

Manager 

Updates Staff 

Report

Create Public Hearing 

Notice (PHN) Template 

if applicable;

If required, Create Aerial 

Map Locator and save in 

.doc file

Create Agenda 

Maps and if 

applicable 

Notification Lists

Coordinate Posting of Sign on 

Project Site for all Zone Changes 

and Other Projects as required

Create Aerial Maps for 

Display at the PC/BCC 

Meetings



CP109-Fee Payment Process
C

as
h

ie
r

Receives Application 
Information and Fee

Apply Fee by Sign off 
(Naviline)

Print Cash  Receipt 

Start
Planner Submit 

Application and Fee 
to Cashier

Customer submit 
Application and fee 

at Front Desk

Audit Received Fee 
amount with Actual 
Fee for Submittal 

type

Matching? Yes

Handover the 
receipt to the 

customer at Front 
counter

Mail the receipt to 
the customer

Return Application 
to re-submit with 

correct Fee amount

No



CP110 - Daily Funds Reconciliation
D

ep
os

it
o

r
Ca

sh
ie

r
D

ro
p

 S
af

e

Start
Print ReportsVerify Funds with 

the Cash Receipts

Match Fund 
balances with the 

report balances

Funds 
Balancing?

Prepare deposit bag 
and place it into the 

drop safe

Yes

Depositor retrieves 
the deposit bags

Next Business Day

Review the contents 
in the bag and sign 
Cash transfer form

Prepare deposit slip 
and bank deposit 

bag

Prepare transmittal 
Enter cash receipts 

voucher into SAP

File all back up 
information for 

deposit  
Review bank 

statement with 
deposit 

documentation

2nd day after deposit

No

Drop the deposit 
bag in Treasurer’s 

Lock Box

-Receipts Accounting Report
-Cash Receipts Report

- Cash transfer form
- Cash Receipts
-Reports
-Photo copy of 
calculator tape
-Funds

1 copy to departments auditor
And original will remain with the 

deposit 

Performed at the end of each 
business day by each cashier
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