
TAB/CAC Secretary Training
June 22, 2026



Before the meeting….



4 to 6 weeks before the meeting

Email from Comp Planning
• Items that were accepted 

during that filing period
• Includes the Application form 

and the Justification Letter





ZC-26-0157

https://clarkcountynv-my.sharepoint.com/personal/sean_mullens_clarkcountynv_gov/_layouts/15/onedrive.aspx?viewid=377ba7c5%2Dbb53%2D4c41%2D8846%2Dc763e6e83f06&ga=1&id=%2Fpersonal%2Fsean%5Fmullens%5Fclarkcountynv%5Fgov%2FDocuments%2FTAB%2DCAC%20Meeting%20Materials%2F2026%2FSent%2003%2D18%2D26%20for%2005%2D05%20%26%2005%2D06%20PC%20%26%20BCC%2FSpring%20Valley%2FIndividual%20Applications%2FZC%2D26%2D0157%2Epdf&parent=%2Fpersonal%2Fsean%5Fmullens%5Fclarkcountynv%5Fgov%2FDocuments%2FTAB%2DCAC%20Meeting%20Materials%2F2026%2FSent%2003%2D18%2D26%20for%2005%2D05%20%26%2005%2D06%20PC%20%26%20BCC%2FSpring%20Valley%2FIndividual%20Applications
https://clarkcountynv-my.sharepoint.com/personal/sean_mullens_clarkcountynv_gov/_layouts/15/onedrive.aspx?viewid=377ba7c5%2Dbb53%2D4c41%2D8846%2Dc763e6e83f06&ga=1&id=%2Fpersonal%2Fsean%5Fmullens%5Fclarkcountynv%5Fgov%2FDocuments%2FTAB%2DCAC%20Meeting%20Materials%2F2026%2FSent%2003%2D18%2D26%20for%2005%2D05%20%26%2005%2D06%20PC%20%26%20BCC%2FSpring%20Valley%2FIndividual%20Applications%2FZC%2D26%2D0157%2Epdf&parent=%2Fpersonal%2Fsean%5Fmullens%5Fclarkcountynv%5Fgov%2FDocuments%2FTAB%2DCAC%20Meeting%20Materials%2F2026%2FSent%2003%2D18%2D26%20for%2005%2D05%20%26%2005%2D06%20PC%20%26%20BCC%2FSpring%20Valley%2FIndividual%20Applications
https://clarkcountynv-my.sharepoint.com/personal/sean_mullens_clarkcountynv_gov/_layouts/15/onedrive.aspx?viewid=377ba7c5%2Dbb53%2D4c41%2D8846%2Dc763e6e83f06&ga=1&id=%2Fpersonal%2Fsean%5Fmullens%5Fclarkcountynv%5Fgov%2FDocuments%2FTAB%2DCAC%20Meeting%20Materials%2F2026%2FSent%2003%2D18%2D26%20for%2005%2D05%20%26%2005%2D06%20PC%20%26%20BCC%2FSpring%20Valley%2FIndividual%20Applications%2FZC%2D26%2D0157%2Epdf&parent=%2Fpersonal%2Fsean%5Fmullens%5Fclarkcountynv%5Fgov%2FDocuments%2FTAB%2DCAC%20Meeting%20Materials%2F2026%2FSent%2003%2D18%2D26%20for%2005%2D05%20%26%2005%2D06%20PC%20%26%20BCC%2FSpring%20Valley%2FIndividual%20Applications
https://clarkcountynv-my.sharepoint.com/personal/sean_mullens_clarkcountynv_gov/_layouts/15/onedrive.aspx?viewid=377ba7c5%2Dbb53%2D4c41%2D8846%2Dc763e6e83f06&ga=1&id=%2Fpersonal%2Fsean%5Fmullens%5Fclarkcountynv%5Fgov%2FDocuments%2FTAB%2DCAC%20Meeting%20Materials%2F2026%2FSent%2003%2D18%2D26%20for%2005%2D05%20%26%2005%2D06%20PC%20%26%20BCC%2FSpring%20Valley%2FIndividual%20Applications%2FZC%2D26%2D0157%2Epdf&parent=%2Fpersonal%2Fsean%5Fmullens%5Fclarkcountynv%5Fgov%2FDocuments%2FTAB%2DCAC%20Meeting%20Materials%2F2026%2FSent%2003%2D18%2D26%20for%2005%2D05%20%26%2005%2D06%20PC%20%26%20BCC%2FSpring%20Valley%2FIndividual%20Applications
https://clarkcountynv-my.sharepoint.com/personal/sean_mullens_clarkcountynv_gov/_layouts/15/onedrive.aspx?viewid=377ba7c5%2Dbb53%2D4c41%2D8846%2Dc763e6e83f06&ga=1&id=%2Fpersonal%2Fsean%5Fmullens%5Fclarkcountynv%5Fgov%2FDocuments%2FTAB%2DCAC%20Meeting%20Materials%2F2026%2FSent%2003%2D18%2D26%20for%2005%2D05%20%26%2005%2D06%20PC%20%26%20BCC%2FSpring%20Valley%2FIndividual%20Applications%2FZC%2D26%2D0157%2Epdf&parent=%2Fpersonal%2Fsean%5Fmullens%5Fclarkcountynv%5Fgov%2FDocuments%2FTAB%2DCAC%20Meeting%20Materials%2F2026%2FSent%2003%2D18%2D26%20for%2005%2D05%20%26%2005%2D06%20PC%20%26%20BCC%2FSpring%20Valley%2FIndividual%20Applications


Email from agenda processing
• Word document listing all items for 

the agenda
• Pdf with staff reports
• Pdf of rec sheets 

Monday of the week before the meeting



Spring Valley Attachment A

https://clarkcountynv-my.sharepoint.com/:w:/r/personal/croi_clarkcountynv_gov/_layouts/15/Doc.aspx?sourcedoc=%7B62CFCEDD-E5CA-483A-B195-88F417EA80A2%7D&file=springvalley.doc&action=default&mobileredirect=true


Prepare the Agenda
• Include all zoning items received from Agenda Processing on Monday afternoon
• Check with your liaison for any other items
• Email it to your liaison for review
• Must meet Open Meeting Law guidelines
• “For possible action” or “For discussion only” on every item
• Agenda item descriptions must be “clear and complete” so the public knows what is going 

to be discussed

The week before the meeting



Spring Valley Agenda

chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.clarkcountynv.gov/adobe/assets/urn:aaid:aem:47a104f6-61ce-4b3c-b9a6-2e5a066b60c8/original/as/Spring-Valley-Agenda-042826.pdf


3 days before the meeting…
Post the Agenda
• Email and physical posting 3 working days prior to the meeting no later than 9 am

• Not counting the meeting date or Fridays
• Physically posted at meeting location only

• Email MUST include
• The Agenda for this meeting
• The Draft minutes from last meeting
• ALL back-up material

• the applications & justification letters you received 6 weeks ago 
• the staff reports that you just received on Monday

• Email goes to
• Each TAB/CAC member
• Liaison
• Administrative.services@clarkcountynv.gov
• Anyone that asks to receive it

Three Days Before the Meeting

mailto:Administrative.services@clarkcountynv.gov
mailto:Administrative.services@clarkcountynv.gov


All Backup Material



Meeting day
• Provide at least one copy of the agenda and the back-up material in a binder that is 

accessible to attendees

• Provide copies of the agendas for the public

• Provide copies of the agenda, minutes, and backup for TAB/CAC members

• Provide and retain a sign-in sheet

• Record meetings on a digital recording
• Coordinate with Liaison to ensure that Administrative Services receives a copy no later than two (2) working days 

after the meeting.  

• Take notes/minutes 

Meeting Day



Meeting day
• Minutes are not verbatim

• List only the motion (approval, denial, hold), who made the motion, 

and the vote

• Summarize public comments

• Minutes 

• A member of the public gave input regarding basketball courts

Minutes

https://youtu.be/U9nlpcP7TEk?si=8_P7RBOyNgqbNimb
https://youtu.be/U9nlpcP7TEk?si=8_P7RBOyNgqbNimb
https://youtu.be/U9nlpcP7TEk?si=8_P7RBOyNgqbNimb


• Email approved Minutes to:
• ClerkRec@ClarkCountyNV.gov
• Administrative.Services@ClarkCountyNV.gov
• CPAgendas@ClarkCountyNV.gov
• Liaison
• Any other staff or whoever requests them

Within 2 Days After the Meeting



Within 3 Days After the Meeting

• Fill out Rec Sheets and Hold Sheet and email to:
• CPAgendas@ClarkCountyNV.gov
• CCDistA…
• Liaisons for each District above

• If the application is scheduled to be on the Planning or Zoning 
Commission the following week, the Recommendation should be returned 
sooner. 



Rec Sheets
• Rec Sheets are a way to communicate back to the County 

the discussion and other information from the meeting

• They are scanned and made a permanent part of the file

• Fill out Recommendation Sheets for each Land Use 
Application heard at the Meeting.

• If the item is held, fill out that line and put it on the Hold 
List

• Provide a brief synopsis of the discussion.  This is 
particularly important for TABs that cover multiple 
Commission Districts.



Meeting Hold List

• Include each application that is being held

• This is how agenda processing knows to put the item on 
the next/correct agenda

• If there are no holds, write NO HOLDS on the sheet and 
send it in with your rec sheets

• If the meeting is cancelled, zoning applicants have the 
option to move forward to the PC or BCC meeting.

• If they choose to move ahead without a TAB/CAC 
recommendation, the Rec Sheet must be filled out by the 
Secretary indicating no quorum/no meeting and “moving forward to 
the PC/BCC meeting.”

• If they choose to hold to the next TAB/CAC meeting,
then add the item to the Meeting Hold List

***A hold list MUST be completed for ALL meetings that include planning items***



Within 5 Days After the Meeting

• E-mail draft minutes to the Liaison within 5 calendar days after the meeting.  

• Mark the draft minutes with the DRAFT watermark  

• After approval from Liaison, send draft minutes to the Board/Council members for review.  

• Send draft minutes to anyone who requests it ONLY after the next meeting’s agenda has 

been posted. 



Cancellation of Meetings
Prior to the Posting Deadline

• the Meeting Cancellation form must be posted and emailed following the same procedures as for a regular agenda
• If the meeting is cancelled due to lack of Business/Zoning Items -the Liaison will consult with the Chair of the TAB/CAC to determine 

whether the meeting warrants cancellation

In advance but AFTER the agenda has been posted
• The Liaison will coordinate with the Secretary to:

• Notify all TAB/CAC members
• Post a notice of cancellation at the meeting location
• Post the notice of cancellation on the County website
• Contact all of the zoning applicants

At the time/location of the meeting
• The Liaison will coordinate with the Secretary to: 

• Post a notice of cancellation at the meeting location
• Post the cancellation on the County website

• NOTE: According to Nevada Open Meeting Law, a TAB/CAC cannot conduct any business if they lack a quorum.  This also applies if a quorum 
is lost during a meeting due to a member leaving or a phone connection being lost.





Other Duties
• Follow up on issues, return calls and answer questions from departments, agencies or 

citizens as directed

• Technical or more detailed questions – refer to Liaison

• Attend training as required

• Consult with the liaison and keep liaison informed of all issues that arise in the provision 

of services

• Be accessible via e-mail or text and respond in a timely manner.



Compensation
• Submit your Invoice and Activity Log Sheet by the 5th day of the month for the 

previous month’s services to AdminServicesBilling@ClarkCountyNV.gov 
• or:

Clark County Department of Admin. Services
Attn: Billing
500 S. Grand Central Parkway, 6th Floor
Las Vegas, NV 89155

• Compensation shall be paid within 30 days of receipt of invoice

mailto:AdministrativeServices@ClarkCountyNV.gov







	Slide Number 1
	Before the meeting….
	4 to 6 weeks before the meeting
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	3 days before the meeting…
	Slide Number 11
	Meeting day
	Meeting day
	Slide Number 14
	Slide Number 15
	Rec Sheets
	Meeting Hold List
	Slide Number 18
	Cancellation of Meetings
	Slide Number 20
	Other Duties
	Compensation
	Slide Number 23
	Slide Number 24
	Slide Number 25

