
TAB/CAC 
SECRETARY 
TRAINING

JULY 8 & 9, 2020



Monday afternoon

◦ Receive email from Agenda Processing with Attachment A

◦ Prepare agenda including zoning items and any other items

◦ Get the agenda approved by your Liaison



Wednesday, Thursday, Monday
◦ Post (email and physical posting) no later than 9:00 am - 3 working 

days prior to the meeting date

◦ Tuesday meeting must be posted by 9 am on Wednesday

◦ Wednesday meeting must be posted by 9 am on Thursday

◦ Thursday meeting must be posted by 9 am on Monday

◦ The e-mail must include: 

◦ the meeting agenda

◦ draft minutes from the last meeting (that were approved by your liaison)

◦ ALL back-up materials (staff reports, applications and justification letters, etc.)

◦ The e-mail is sent to:

◦ Each Board/Council member

◦ Liaison

◦ Admin Services (AdministrativeServices@ClarkCountyNV.gov)

◦ Any person who requests to have a copy

◦ Complete a Certificate of Posting for each location

◦ E-mail them to AdministrativeServices@ClarkCountyNV.gov



CERTIFICATE OF POSTING



Meeting Day

◦ Provide at least one copy of the agenda and the back-up 

material in a binder at the meeting

◦ Provide copies of the agendas for the public

◦ Provide and retain 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 Board/Council meeting minutes



Meeting Day or Next 2-3 Days

◦ Fill out Rec Sheets and Hold Sheet and email within 3 working 
days 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. 

◦ Email approved Minutes within 2 working days to:

◦ ClerkRec@ClarkCountyNV.gov

◦ AdministrativeServices@ClarkCountyNV.gov

◦ CPAgendas@ClarkCountyNV.gov

◦ Liaison

◦ Any other staff or whoever requests them



Recommendation 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.

◦ Include the final vote, a brief 
summary of the discussion, # 
of neighbors present, and the 
number of those for or 
against, and any conditions of 
approval

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



Meeting Hold List

◦ Include each application 

that is being held

◦ List the application 

number, the date to 

which it is being held, 

and any other pertinent 

notes

◦ This is how agenda 

processing knows to put 

the item on the 

next/correct agenda



Within 5 days after the 
meeting

◦ Prepare the minutes, mark clearly as DRAFT.  

◦ E-mail draft minutes to the Liaison within 5 calendar days after the 

meeting.  

◦ 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 (and at other posting locations if time allows)

◦ 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.



Cancellation of Meetings



Cancellation of Meetings
Hold List

◦ 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, the item needs to 

be placed on the Meeting Hold List



Special Call Meetings

◦ There may be times when a Special Call meeting is necessary 

due to emergency issues, scheduling problems or other 

situations

◦ Can be called by the Chair in consultation with the Liaison

◦ Must follow the same posting procedures, timeframes and 

locations as a regular meeting



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.

• Submit your Invoice and Activity Log Sheet by the 5th day 

of the month for the previous month’s services to 
AdministrativeServices@ClarkCountyNV.gov or:
• Clark County Department of Administrative Services

• Attn: Karri Shadden

• 500 S. Grand Central Parkway, 6th Floor

• Las Vegas, NV 89155

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

COMPENSATION

mailto:AdministrativeServices@ClarkCountyNV.gov






Yearly Calendar



QUESTIONS???


