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   STAFF REPORT   
     
     
 
Report To:  Board of Supervisors     Meeting Date:  August 3, 2017 
 
Staff Contact:  Nick Marano, City Manager (nmarano@carson.org) 
 
Agenda Title:  For Possible Action: To appoint one member to the Carson City Planning Commission,  for a 
term that expires June 2021. 
 
Staff Summary:  CCMC Chapter 18.02.010 and N.R.S. 278.030 provide for a Planning Commission to be 
composed of not more than seven members who shall be appointed by the Board of Supervisors. There is one 
available position due to term expiration. New applications have been submitted by Hope Tingle, Garrett Lepire 
and Bepsy Strasburg. 
 
Agenda Action:  Formal Action/Motion   Time Requested:  30 minutes   
 
 

Proposed Motion  
I move to appoint _______________________to the Carson City Planning Commission,  for a term that expires June 
2021.  
 
Board’s Strategic Goal 
 Quality of Life 
 
Previous Action   
N/A 
 
Background/Issues & Analysis   
  
 
Applicable Statute, Code, Policy, Rule or Regulation   
CCMC 18.02.010 and NRS 278.030 
 
Financial Information 
Is there a fiscal impact?     Yes       No 

If yes, account name/number:  N/A 

Is it currently budgeted?     Yes       No 

Explanation of Fiscal Impact:  N/A 

Alternatives   
Open the position announcement for additional applicants 
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Board Action Taken: 
Motion: ______________________________ 1) _________________ Aye/Nay 
                   2) _________________ ________ 
           ________ 
           ________ 
           ________ 
           ________ 
___________________________ 
     (Vote Recorded By) 
 

 

 



MEETINGS •5:00 p.m. 
•Meets on the last Wednesday of the month 
•Community Center, Sierra Room 
851 East William Street

POWERS & DUTIES To follow the requirements on the Carson City Charter, Title 17 and Title 18 of the
Carson City Municipal Code, and NRS 278.
The approval of special use permits and variances; advisory recommendations to
the Board of Supervisors on subdivisions, rezoning of property, master plan
amendments and street abandonments.

ADDITIONAL INFORMATION CCMC_18.02.010___Planning_commission..pdf

ADDITIONAL INFORMATION N/A

DETAILS

Carson City, NV

PLANNING COMMISSION

BOARD DETAILS

OVERVIEW

SIZE  7 Seats

TERM LENGTH  4 Years

TERM LIMIT  N/A

The purpose of Title 18 is to promote the
health, safety and general welfare of Carson
City's citizens through implementation of
Carson City's Master Plan and its elements. It
is the intent of the board and the commission
that regulatory decisions made pursuant to
Title 18 shall promote orderly and appropriate
use of land throughout Carson City and be
consistent with the goals, policies, objectives
and programs of the master plan and its
elements.
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1st Term

CHARLES BORDERS
Aug 04, 2016 - Jun 01, 2018

Appointed by Board of Supervisors 

1st Term

PAUL ESSWEIN
Aug 06, 2015 - Jun 30, 2019

Appointed by Board of Supervisors 

1st Term

ELYSE MONROY
Aug 06, 2015 - Jun 30, 2019

Appointed by Board of Supervisors 

1st Term

DANIEL SALERNO
May 07, 2015 - Jun 30, 2018

Appointed by Board of Supervisors 

2nd Term

MARK SATTLER
Jul 05, 2012 - Jun 01, 2020

Appointed by Board of Supervisors 

1st Term

CANDACE H. STOWELL, AICP
Jun 01, 2017 - Jun 30, 2021

Appointed by Board of Supervisors 

VACANCY

Carson City, NV

PLANNING COMMISSION

BOARD ROSTER
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Submit Date: Jun 06, 2017

First Name Middle Initial Last Name

Email Address

Street Address Suite or Apt

City State Postal Code

Primary Phone Alternate Phone

Boards, Committees & Commissions

Profile

Which Boards would you like to apply for?

Planning Commission: Submitted 

Question applies to multiple boards

Are you currently a registered voter in Carson City?

 Yes  No

Question applies to multiple boards

Are you currently a member on any other Carson City Board, Committee or Commission?

 Yes  No

Question applies to multiple boards

If yes, please list:

Question applies to multiple boards

Term expiration:

Conflict of Interest

HOPE A TINGLE

Carson City NV 89706

HOPE A TINGLE Page 1 of 3



Question applies to multiple boards

Within the past twelve (12) months, have you been employed by Carson City (including as
an elected official)?

 Yes  No

Question applies to multiple boards

Do you currently have a contract with Carson City for services/good?

 Yes  No

Question applies to multiple boards

If yes, please provide contract details:

Question applies to multiple boards

Have you been convicted of a felony, domestic violence or gross misdemeanor involving
moral turpitude (conduct contrary to community standards of justice, honesty and good
morals)?

 Yes  No

Education

Note: only complete this section if a degree is required for this position

College, Professional, Vocational or Other Schools attended:

Major Subject:

Degree Conferred:

Briefly describe the qualifications you posses which you feel would be an asset to this
Board/Committee/Commission:

I am passionate about the quality of life here in Carson City. I believe it is necessary to have disparate
ideas and discussions in order to consider all aspects of what it takes to create a firm base to ensure the
best quality of life possible for as many citizens as possible.

HOPE A TINGLE Page 2 of 3



Upload a Resume

List the community organizations in which you have participated and describe participation:

I am currently active as a Stephen Minister in my church. My community participation has been somewhat
limited given certain family and health situations, but this is an opportunity to begin to change that.

List your affiliation with professional or technical societies: *if required for the position.

Personal/Professional References

Name, Telephone Number:

Barbara Longero, 775-882-2922

Name, Telephone Number:

Kay Savanelli, 775-432-1136

Name, Telephone Number:

Marcia Bernard, 775-882-5264

I understand that my submitted application is considered public information. I understand the Board
of Supervisors may require a pre-appointment background check for any position if deemed
warranted.

I hereby declare that all statements given by me on this form are truthful and complete to the
best of my knowledge.

I have read and understand the Carson City's Boards, Committees and Commissions
Policies and Procedures.

 I Agree *

Hope_A_Tingle_resume__12.05.2015.docx
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Hope A. Tingle

2619 Wilma Way, Carson City, NV 89706
Home 775-882-5196; Cell 775-721-7192: tingleha@gmail.com

Summary
________________________________________________________________________________
_________
Executive Assistant who is skilled at multi-tasking and maintaining a strong attention to detail.  
Employs professionalism and superior communication skills to meet client and company needs in the 
coordination, planning and support of daily operational and administrative functions in a highly 
confidential environment.

Highlights
________________________________________________________________________________
__________

• Microsoft Office proficiency
• Proper phone etiquette
• Articulate and well-spoken
• Time management
• Excel Spreadsheets
• Meticulous attention to detail
• Professional and mature
• Understands grammar
• Appointment setting
• Mail management
• Meeting planning
• Travel administration
• Administrative support specialist
• Self-starter
• Business correspondence

Experience
________________________________________________________________________________
__________
Executive Assistant
March 2014 to June 2015
Nevada Primary Care Association - Carson City, NV
Executive Assistant to the Executive Director.  Maintain Executive Director Calendar.  Compile board 
meeting materials and agendas.  Write and distribute meeting minutes to appropriate individuals.  
Provide clerical support for office staff as needed.  Make travel arrangements for staff when 
requested.  Maintain database of community contacts.  Maintain project schedules.  Process 
payables and receivables utilizing QuickBooks.  Payroll processing utilizing QuickBooks. 





Temporary Position
November 2013 to February 2014
Nevada Health Information Exchange through Kelly Services - Carson City, NV
Executive Assistant to the CEO.  Scheduled Board of Directors meetings and assisted with meeting 
materials and agendas.  Wrote and distributed meeting minutes to appropriate individuals.  Provided 
clerical support for Executive Team as needed.

Temporary Position
October 2013 to November 2013
Nevada Health Centers, Inc. - Carson City, NV
Arranged appropriate travel.  Sorted and routed daily mail; processed outgoing UPS packages; 
answered the phone; manned the reception desk.

Executive Assistant
January 2008 to June 2013
Nevada Health Centers, Inc. - Carson City, NV
Arranged appropriate travel.  Scheduled Board of Directors meetings and assisted with meeting 
materials and agendas.  Maintained and coordinated executive and senior management day-to-day 
meeting and travel schedules.  Served as a professional representative of the CEO to executive 
clients and board members.  Coordinated with other administrative team members, human resources 
and the finance department on special projects and events.  Provided logistical support to visiting 
executives.  Wrote and distributed meeting minutes to appropriate individuals.  Open, read and wrote 
answers to routine letters.  Created and maintained corporate and paper-based filing and 
organization systems for records, reports and documents.

 Management Analyst IV
September 1991 to June 2007
State of Nevada, Division of Welfare and Supportive Services - Carson City, NV
Management of the Unit responsible for the Division's Computer Systems Business Requirements 
Definition Development; Systems Program Testing; Development of Division-wide Computer Systems 
Training documentation.

Accountant
April 1979 to September 1991
State of Nevada, Welfare Division - Carson City, NV
Management of the Child Support Enforcement Accounting Unit, responsible for the distribution of 
child support payments to recipients.  Participated in the development and design of the new 
automated child support distribution system.  Participated in the conversion from the manual 
distribution system to the automated distribution system.

Cage Supervisor



October 1976 to April 1979
Chuck's Golden Spike Casino - Carson City, NV
Responsible for supervision of all casino cage cashiers; assisted with weekly slot drop and daily table 
drop; audited keno tickets and restaurant receipts.  

Administrative Assistant
January 1976 to September 1976
Fort Knox National Bank - Fort Knox, KY
Assistant to the Director of Human Resources; initially began as a teller on the merchant window

Teller
September 1971 to April 1974
Union Federal Savings and Loan Association - Carson City, NV
Performed banking transactions as well as typing up loan documents.

Education
________________________________________________________________________________
__________
Carson High School - Graduated 1972



Submit Date: Jun 09, 2017

First Name Middle Initial Last Name

Email Address

Street Address Suite or Apt

City State Postal Code

Primary Phone Alternate Phone

Boards, Committees & Commissions

Profile

Which Boards would you like to apply for?

Planning Commission: Submitted 

Question applies to multiple boards

Are you currently a registered voter in Carson City?

 Yes  No

Question applies to multiple boards

Are you currently a member on any other Carson City Board, Committee or Commission?

 Yes  No

Question applies to multiple boards

If yes, please list:

Neighborhood Improvement District for Downtown Carson City

Question applies to multiple boards

Term expiration:

06/2018

Garrett Lepire

Carson City NV 89703
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Conflict of Interest

Question applies to multiple boards

Within the past twelve (12) months, have you been employed by Carson City (including as
an elected official)?

 Yes  No

Question applies to multiple boards

Do you currently have a contract with Carson City for services/good?

 Yes  No

Question applies to multiple boards

If yes, please provide contract details:

Question applies to multiple boards

Have you been convicted of a felony, domestic violence or gross misdemeanor involving
moral turpitude (conduct contrary to community standards of justice, honesty and good
morals)?

 Yes  No

Education

Note: only complete this section if a degree is required for this position

College, Professional, Vocational or Other Schools attended:

Graduated Carson High School - 2000 Some college at WNC

Major Subject:

Degree Conferred:
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Upload a Resume

Briefly describe the qualifications you posses which you feel would be an asset to this
Board/Committee/Commission:

I have a thorough understanding of zoning, land use, building requirements, etc. as I've had to use that
knowledge in my everyday business for the last 17 years. I have a solid understanding of how the different
departments within the City function and work with one another as well as how to navigate a potentially
controversial issue. Certainly do not know it all but have I possess the humility to ask the proper questions
when needed and I'm able to discern what do know, what I don't know, and what I need to know. The
success of the best City in Nevada, Carson City, is my main focus and priority.

List the community organizations in which you have participated and describe participation:

NID Board Member - current TEDxCarsonCity Board Member - current RACC Board Member/Vice Chair -
past President of Carson City Babe Ruth - past AFWN Board Member - past Member of the Sierra
Nevada Association of Realtors and have held several different positions with that association including
being a past Board Member.

List your affiliation with professional or technical societies: *if required for the position.

Certified Residential Specialist - CRS (Masters degree of Residential real estate essentially) Accredited
Buyers Representative - ABR Electronic/Online Professional - e-Pro Certified Distressed Property Expert -
CDPE All of these designations are subsets of the National Association of Realtors (which I'm a member
of as well) and require additional education and training (some of which is ongoing)

Personal/Professional References

Name, Telephone Number:

Jim Wilson - 775-882-2135

Name, Telephone Number:

Jed Block - 775-882-1013

Name, Telephone Number:

Jenny Lopiccolo - 775-772-9579
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I understand that my submitted application is considered public information. I understand the Board
of Supervisors may require a pre-appointment background check for any position if deemed
warranted.

I hereby declare that all statements given by me on this form are truthful and complete to the
best of my knowledge.

I have read and understand the Carson City's Boards, Committees and Commissions
Policies and Procedures.

 I Agree *
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Submit Date: Jul 27, 2017

First Name Middle Initial Last Name

Email Address

Street Address Suite or Apt

City State Postal Code

Primary Phone Alternate Phone

Boards, Committees & Commissions

Profile

Which Boards would you like to apply for?

Planning Commission: Submitted 

Question applies to multiple boards

Are you currently a registered voter in Carson City?

 Yes  No

Question applies to multiple boards

Are you currently a member on any other Carson City Board, Committee or Commission?

 Yes  No

Question applies to multiple boards

If yes, please list:

Question applies to multiple boards

Term expiration:

Conflict of Interest

Bepsy Strasburg

Carson Street NV 89703

Bepsy Strasburg Page 1 of 4



Question applies to multiple boards

Within the past twelve (12) months, have you been employed by Carson City (including as
an elected official)?

 Yes  No

Question applies to multiple boards

Do you currently have a contract with Carson City for services/good?

 Yes  No

Question applies to multiple boards

If yes, please provide contract details:

Question applies to multiple boards

Have you been convicted of a felony, domestic violence or gross misdemeanor involving
moral turpitude (conduct contrary to community standards of justice, honesty and good
morals)?

 Yes  No

Education

Note: only complete this section if a degree is required for this position

College, Professional, Vocational or Other Schools attended:

California State University, Hayward

Major Subject:

Finance

Degree Conferred:

MBA

Bepsy Strasburg Page 2 of 4



Upload a Resume

Briefly describe the qualifications you posses which you feel would be an asset to this
Board/Committee/Commission:

As a member of the senior leadership team in companies, I had to apply critical thinking to develop hard
choices and implement for the long-term growth and sustainability of the company. Making logic-based
decisions after considering available facts is what I have done throughout my career over 25 years, and
which I will apply to fulfill the Carson City Charter and Title 18 requirements. I do not have City Planning
experience but have the bandwidth and intellectual capacity to make situational decisions under
controversial conditions.

List the community organizations in which you have participated and describe participation:

• Board member of the Institute of Internal Auditors - East Bay Chapter - advocacy for continuous
education, career development and expansion of jobs opportunities with potential employers. • Finance
Advisor to CEO of American Bone Health - develop strategic and tactical options to deploy the vision of
the organization and improve financial sustainability. • Volunteer for fund raising for the new building of
the School of Business and Technology at CSUEB University • Volunteer for fund raising activities to
benefit American Heart Association and American Cancer Society

List your affiliation with professional or technical societies: *if required for the position.

N /A

Personal/Professional References

Name, Telephone Number:

Kathleen Cody, CEO, American Bone Health. 510.832.2663 x1015

Name, Telephone Number:

Mike Cairns, CFO, San Francisco Theological Seminary, 415-860-3733

Name, Telephone Number:

Steve Gillan, CFO, Azure Capital Group, 510-418-5524

I understand that my submitted application is considered public information. I understand the Board
of Supervisors may require a pre-appointment background check for any position if deemed
warranted.

Bepsy_Strasburg_Resume_Feb_2017.doc
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I hereby declare that all statements given by me on this form are truthful and complete to the
best of my knowledge.

I have read and understand the Carson City's Boards, Committees and Commissions
Policies and Procedures.

 I Agree *

Bepsy Strasburg Page 4 of 4



BEPSY STRASBURG, MBA
650.387.3118  http://www.linkedin.com/in/strasburg/ Strasburgbepsy@gmail.com

CONTROLLER, VICE PRESIDENT, FINANCE, CFO, ADVISOR AND MENTOR
Finance executive, experienced in building and leading teams that identify areas of opportunity, create robust strategies, and drive  
change for Fortune 100 domestic and international companies. A change agent, adept at driving business goals, including start­up 
growth, strategic transactions, and turnaround initiatives. 

Core competencies include:
Strategic Planning/Forecasting Finance/IT/HR/Payroll/Legal Mgmt. Team Building & Leadership
Audit & Regulatory Compliance Revenue and Product Optimization Financial Reporting
Systems Implementations Cost Containment & Profitability International Finance

PROFESSIONAL EXPERIENCE

CONSULTING PROJECTS, Bay Area, CA │ 2014­Present
Senior Director/Management Consultant

- Manage (PM role) a US and Intl. multi­disciplinary team of Purchasing, A/P and IT to evaluate P2P processes and deploy 
an early payment program for a $14B data storage company.

- Conduct monthly close and year­end audit for a $10B consumer product distribution company. 
- Audit vendor invoicing and optimize utility billing rate for a large US paint manufacturer. 
- Manage a team to review multi­year revenue contracts to restate monthly revenue of a growing SaaS company.
- Identify discrepancies and root causes of missed billings and entitlements post acquisition of multiple companies of a 

growing SaaS company.
- SOX and fraud risk assessments of multi­billion financial services & retail companies.

SERVICEWEST, San Leandro, CA │ 2011­2014
Largest private office furniture installation and commercial moving services company, and $35M in revenue

Chief Financial Officer (2012­2014) / Vice President (2011­2012)

Served as part of the executive team that transformed the company from default to financial stability.  Build the in­house Finance 
organization of 9 people with service partners for legal, audit, tax, IT, insurance and benefits administration.

- Provide interpretation of contractual terms of construction projects and guidance on terms and conditions.

- Review revenue  and margin  reconciliations  monthly  to  ensure  compliance  with  revenue  recognition,  bank  lending 
covenants and periodic bank audit readiness.

- Collected $4.5M written­off debt and reduced DSO from 80 to 40 days  to achieve self­funding model by proactively 
resolving collections issues and meeting $2.7M monthly payment obligations.

- Developed technology strategies, including a disaster recovery plan; worked with telecommunications, wireless, and IT 
consultants to replace failing hardware, modify applications with upfront due diligence, scheduled maintenance, eliminate 
redundancies, and create back­up policies.

- Developed   daily   and   weekly   management   dashboard   reports   on   KPIs  to   evaluate   progression   towards   monthly 
forecasts, utilization of resources, cash preservation and performance against bank’s lending covenants.

 SAYBROOK UNIVERSITY, San Francisco, CA │ 2010­2011
Three colleges with 700 online students, 250­employees, and $21M in revenue.

Corporate Controller, Business Systems Manager

Hired, trained, and led staff to respond to sudden departure of Corporate Controller, Accountant, and Payroll processor.

- Enabled business unit and program reporting by the 13th day of the month by developing business requirements, revised 
chart of accounts, configuration mapping and data conversions with internal finance and external integrator in a Microsoft 
Dynamics 2010 Great Plains reimplementation. 

- Improved payroll cycle time and reduced manual errors by selecting and converting human resources, time attendance, 
and payroll processing from ADP to Paychex.
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PROFESSIONAL EXPERIENCE ­ CONTINUED

MERCANTILA, San Francisco, CA │ 2008­2009
E­commerce start­up comprised of 200 fitness, home, sports, and outdoor specialty stores that generated $50M.

Corporate Controller
Led a 4­person team, and worked with CFO to migrate off­shore outsourced finance operations in­house.

- Implementing a portal  that automated purchase order generation, shipment confirmation for revenue recognition, and 
bank generated payments for accounts payable, which replaced manual processing of 10,000 monthly transactions, and 
introduced scalable processes to support growth.

- Investigated and reduced backlog of customer returns and refunds;  avoided customer complaints affecting online 
sales, credit card chargebacks, and Better Business Bureau oversight.

- Created financial models to generate pro­forma statements and cash flow projections.

- Prepared financial and marketing roadshow presentations for Board of Directors, and potential VC investors.

BDO SEIDMAN LLP, San Francisco, CA │ 2004­2008
5th largest CPA firm serving small­ and medium­sized publicly traded and privately held companies.

Consulting Practice Leader and Director

Served as founding Director of the Bay Area risk advisory consulting practice. Provided risk assessment; SEC, GAAP, and SOX 
compliance readiness; internal audit; and process improvement services to clients. Hired and led staff.

- Directed full lifecycle sales process, including prospecting, proposal development, customer risk analysis and acceptance, 
engagement planning, staffing, project management, and completion. 

- Managed multiple client engagements generating $2.5M annually in risk advisory and consulting; clients included, 
VNUS Medical, Intuitive Surgical, Cougar BioTechnology, Nile Therapeutics, Hana BioSciences, Netlogic Microsystems, 
SunRise Telecom, BroadVision, Synaptics, Tropos Networks, BlueArc, VitalStream, FormFactor, Phoenix Technologies, 
and Charles R Drew University.

EARLY CAREER

SUN MICROSYSTEMS, INC., Menlo Park, CA (Acquired by Oracle) 
Finance Director, Latin America & Canada, International Sales Controller, Integration Project Manager

Manage 9 direct reports with total staff of 24 across 7 legal subsidiaries
Awarded CEO's "Best of the Best" Quality Award for Finance productivity tool

SRI INTERNATIONAL, Senior Financial Analyst, Menlo Park, CA 
Awarded the President's Annual Award for developing a Strategic Planning Model

CALIFORNIA STATE UNIVERSITY EAST BAY, Part­Time Lecturer, Hayward, CA

EDUCATION & PROFESSIONAL CREDENTIALS

Affiliations: Financial Executives Networking Group │ Financial Executives Institute   │ Association of Corporate Growth   │ British 
American Business Council | CFO Leadership Council

Computer Skills: Microsoft, Hyperion, Cognos, Salesforce, Netsuite, MAS 200, Great Plains, QuickBooks, ADP

Training: CPA coursework, California State University (passed CPA exam Part 1, 2011) and Six Sigma

Education: Masters of Business Administration in Finance   │ CALIFORNIA STATE UNIVERSITY, Hayward, CA
Bachelor of Science in Chemistry (Honors) | UNIVERSITY OF ABERDEEN, Aberdeen, Scotland, UK 



CARSON CITY 
PLANNING COMMISSION 

BYLAWS 
 
 
I. GENERAL POLICIES AND PROCEDURES 
 
 A. Planning Commission established. 
 

There is established in the City and County of Carson City a Planning 
Commission. The Planning Commission is established as set forth in Nevada 
Revised Statutes (NRS) 278.040 and Chapter 18.02 of the Carson City Municipal 
Code. Planning Commission is referred to herein as “Commission” and its 
members are referred to as “Commissioners” or “members” of the Commission. 

 
  1. The terms and membership of the commission shall be as established in 

Carson City Municipal Code §18.02.010. A term shall be four years or 
until a successor is appointed. Terms shall expire on June 30 of each 
Commissioner member’s fourth year. It is the policy of the Board of 
Supervisors that appointment term limits shall be 12 years, or three full 
terms. For the purposes of term limits, an appointment of less than two 
years made to fill an unexpired term shall not be considered as a full 
term. 

 
  2. The Commission shall have the authority to establish administrative 

procedures, operating policies, and other orders necessary to carry out 
the policy direction and powers vested in the Commission by the Board of 
Supervisors, State law, and local ordinance (Titles 17 and 18) 

 
  3. Commissioners shall inform themselves concerning the laws, policies, 

and legal precedents related to planning, zoning, and subdivision laws, 
regulations, plans, and ordinances. 

 
  4. Commissioners shall make a diligent effort to attend all meetings, arrive 

promptly, and be properly prepared to discuss the issues calendared for 
the meeting. 

 
  5. Failure to attend meetings shall be considered justifiable cause for a 

majority of the Commission to request that the Board of Supervisors 
remove a Commissioner.  Attendance requirements are specified in §II.G 
of these By-Laws. 

 
  6.  Commissioners may not serve on any other City appointed board, 

committee, or commission while serving as a Planning Commissioner, 
except that a Commissioner may serve another appointment for a 
position expressly created with certain specific representative 
memberships, at the discretion of the Board of Supervisors.  

 

 Planning Commission Bylaws 1 
 Amended July 31, 2013 – Board of Supervisors approved September 5, 2013 



 B. Ethics of the Commissioners 
 
  1. Conflict of interest. 
 
   a. Commissioners are subject to and shall comply with State and 

City regulations related to conflict of interest. 
 
 
   b. All members of boards, committees, or commissions must avoid 

any conflict of interest. No individual may use an official position to 
gain personal advantage. If a member of a board, committee, or 
commission concludes that they have a conflict of interest or an 
appearance of fairness issue with respect to a matter pending 
before the board, committee, or commission, they must disqualify 
themselves from participating in the deliberations and decision-
making process for the matter under consideration. A member so 
disqualifying himself or herself shall have no personal presence 
before or direct communication with the other members regarding 
the matter at issue. Failure of a member to disclose that he or she 
has a conflict of interest on a matter under consideration by the 
Commission may be cause for removal from the Commission. 

 
   c. In the event of a pending matter for which a Commissioner wishes 

to be disqualified, the policy of the Commission shall be that if it is 
an actual conflict of interest as described in §I.B.1.b, the 
Commissioner shall leave the proscenium and may join the 
audience or leave the meeting room until the matter has been 
decided. A Commissioner shall announce any conflict prior to the 
opening of the public hearing that he or she will be abstaining from 
this matter. 

 
  2. Discretion.  Commissioners shall be discreet in the discussion of pending 

matters outside of the meeting forum.  No commitments or prejudicial 
comments shall be made prior to a public hearing in advance of any 
official action. 

 
  3. Violations of planning regulations.  No commissioner shall intentionally 

set forth to participate in, be a party to, or cause to take place any land 
use action which is in violation of the codes over which the Commission is 
the administrator.  These codes include Titles 17 and 18 of the Carson 
City Municipal Code.  Such intentional action shall be grounds for the 
Commission to request the Board of Supervisors to consider removal of 
that Commissioner. 

 
  4. Public and private life.  Commissioners should remember that actions 

taken in their personal lives also reflect on the public image of the 
Planning Commission. 

 
  5. Representations in public.  At public and private functions at which a 

Commissioner is present as an individual, each Commissioner shall be 
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careful to indicate when he is representing the Commission or acting as a 
private citizen. 

 
  6. Gifts, gratuities. Commissioners shall not accept any gifts from applicants, 

representatives of applications, or other persons, institutions, 
associations, or organizations concerned with matters which have either 
been or are before the Commission.  Even a well intentioned, innocent 
action has the appearance of a conflict of interest. 

 
  7. Lobbying.  Unless expressly authorized by the Board of Supervisors, no 

member of the Commission shall engage in lobbying on legislative or 
political matters on behalf of the Commission. Nothing in this policy 
precludes individual appointees from lobbying or providing information as 
a private citizen provided the appointee specifically clarifies that while he 
or she holds an appointed position, the appointee is acting in a private 
capacity and not in his or her capacity as an appointed member of the 
Commission or on behalf of the City. In that regard, individual appointees 
should refrain from lobbying as a private citizen in a way that implies 
authority to speak on behalf of the City or the Commission. 

 
 C. Public meetings and records. 
 
  1. Regular meetings of the Commission shall be open to the public and 

subject to the provisions of the Nevada Open Meeting law.  (NRS 241) 
 
  2. The Commission may cause to be kept tape recordings of the meetings 

together with or separate from a minute record of the meetings containing 
each of the items before the commission and the vote taken on each 
item. 

 
  3. Commission files shall be public documents, and shall be available for 

review by Commissioners or any member of the public within a 
reasonable period of time following a request to view such a document in 
accordance with the Open Meeting Law. 

 
 D. Public process (Open Meeting Law). 
 

It is the responsibility of every member of the Commission to understand the 
requirements of the Open Meeting Law and to assure that they individually and 
the Commission as a whole operates within the letter and spirit of the law. The 
City, through the District Attorney’s Office, provides annual training on the Open 
Meeting Law and the Nevada Ethics requirements to assist the members of a 
board, commission, or committee in understanding the requirements of the law. 
Additionally, the District Attorney, on his or her own, or at the request of the 
Commission chairperson may provide a short course on the Open Meeting Law 
at any scheduled meeting of the Commission. Chairpersons are encouraged to 
request a presentation on the Open Meeting Law at least annually or more often 
if the circumstances warrant (e.g. turnover in members). Members are required 
to attend either the annual training course or the short course at the Commission 
level within 12 months of appointment. 
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 E. Communications with the Board of Supervisors. 
 

Expressions of Commission’s position, recommendation, or request for any 
action shall be in the form of a resolution, motion or other written communication, 
setting forth the reasons, facts, policies, and/or findings of the body supporting 
the communication and shall be directed to the Board of Supervisors and the City 
Manager. It should be emphasized that when a member of the Commission who 
is present at a Board of Supervisors meeting is asked to address the Board of 
Supervisors on a matter, the member should take care to represent the viewpoint 
of the Commission as a whole and to avoid expressing his or her personal 
opinion unless clearly stated as such.  
 
 

II. MEETINGS OF THE COMMISSION 
 
 A. Regular meetings. 
 
  The Commission, pursuant to NRS 278.050(1), shall hold its regular meeting on 

the last Wednesday of each calendar month with the exception that the 
Commission shall hold its November meeting the week prior to the Thanksgiving 
holiday if the last Wednesday of the month falls on the same week as the 
holiday, and the Commission shall hold its December meeting the week prior to 
the Christmas holiday. 

 
B. Any meeting may be recessed to a specified date, time and place by a majority of 

members present. 
 
 C. Special meetings. 
 

Special meetings may be scheduled as necessary. The primary purpose of 
special meetings is to discuss matters related to the Planning Commission and 
its powers and authorities. Public hearings may be incorporated, provided that 
any notice requirements of law or ordinance are satisfied. Other special meetings 
may be held upon call of the Chairperson, acting Chairperson, or upon call 
signed by not less than three members of the Commission. 

 
 D. Annual meeting for election of officers. 
 
  1. At its regular meeting in July of each year, the Commission shall, as its 

first order of business following completion of scheduled public hearings, 
elect its officers for the upcoming year beginning at the Commission’s 
August meeting. 

 
  2. The election of an officer shall be by affirmative vote of not less than four 

members of the Commission. The Commission shall elect a Chairperson 
and a Vice-Chairperson.  The Executive Secretary of the Commission 
shall be the Director of Planning or his designee. 

 
  3. The terms of the Chairperson and Vice-Chairperson shall be one year. A 

Commissioner may only serve as Chairperson for two consecutive years. 
A Commissioner who previously served as Chairperson will qualify to be 
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nominated for Chairperson when two or more years have passed since 
the member last served as Chairperson.  

 
  4. In the absence of the Chairperson and Vice-Chairperson, the quorum 

present shall appoint a Chairperson Pro-tempore by majority vote. 
 
 E. Duties of the Chairperson. 
 
  1. The Chairperson shall be responsible for the conduct of all Planning 

Commission meetings. The Chairperson is the hub of the Planning 
Commission process and is key to the operation and effectiveness of the 
Commission. The Chairperson must make every attempt to run the 
meeting by the rules of procedure while at the same time ensuring that a 
fair democratic process is provided to all members of the group and to the 
public at large. The Chairperson should take care to ensure the 
Commission deliberations and discussion stay focused on the issue at 
hand. The most important part of being Chairperson lies in the ability to 
find common ground and to achieve compromise, if appropriate. The 
Chairperson must be able to represent the entire group to the Board of 
Supervisors and community groups. 

 
  2.  The Chairperson will work with the Planning Division staff liaison to 

review agendas for appropriate timing and placement of items. Except as 
otherwise provided herein, the chairperson does not have the authority to 
remove items from the agenda or to prevent placement of items on an 
agenda. 

 
  3. The Chairperson may request that items be calendared for a Commission 

meeting. If other Commissioners wish to calendar an item, such request 
shall be made to the Chairperson. 

 
  4. In the absence of the Chairperson, these duties shall be assumed by the 

Vice-Chairperson; then Chairperson pro-tempore. 
 
 F. Notice of meetings. 
 
  1. Notice of meetings shall be as set forth in Nevada’s Open Meeting law, 

NRS §278 and §241, and Title 18 of the Carson City Municipal Code. 
 
  2. Notices of all meetings or the meeting agenda shall be posted on the 

City’s website and posted at the site of the meeting, the Planning Division 
office, and three other municipal office locations. 

 
  3. Notices of all meetings or the meeting agenda shall be made available to 

each Commissioner and the general public at least three business days 
prior to the meeting.  

 
  4. Should Planning Commissioners be invited to other meetings or events, 

the Planning Division staff shall poll the members of the Commission to 
determine which Commissioners would like to attend the function.  Should 
a majority of the Commissioners respond affirmatively then staff shall 
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prepare the necessary notice requirements for a quorum of the Planning 
Commission attending a meeting or function.  Should there not be enough 
time for staff to prepare the proper notice then three (3) or less Planning 
Commissioners shall be the maximum number that can attend a function.  
The preference to what Commissioners can attend a meeting or function 
will be on the basis of who has responded in a timely fashion. 

 
 G. Attendance. 
 
   In any calendar year, Commissioners shall attend a minimum of 75 

percent of the scheduled regular Planning Commission meetings, and 
shall exercise due diligence in attending special meetings, public 
hearings, workshops, and study sessions.  No differentiation is made 
between excused or unexcused absences of Commission members. 
Members of the Commission may be removed from the Commission by 
the Board of Supervisors for violation of the attendance policy.  

 
 H. Quorum. 
 
  1. A quorum shall be four members of the Commission. 
 
  2. To be considered an approved motion, a vote of a simple majority of the 

Commission present shall be required, unless a two-thirds vote is 
required for the action.  A requirement for a two-thirds vote shall mean 
that five Commissioners vote aye on the motion for the motion to pass. 

 
 I. Conduct of the meetings. 
 
  1. Commissioners shall attend the meetings in appropriate attire to 

represent the image and authority of the Planning Commission. 
   
  2. Commissioners shall arrive in a timely manner prior to the opening gavel. 
 
  3. There shall be no smoking or consumption of alcoholic beverages in the 

Commission chambers during the Commission meeting. 
 
  4. Commission meetings shall not take place without a representative of the 

Planning Division present. 
 
  5. It shall be the policy of the Commission that a representative of the 

District Attorney should be present for all public hearings. 
 
 J. Order of business. 
 
  1. Call to order.  The Chairperson shall gavel the meeting to order at the 

designated time. 
 
  2. The order of business. 
 
   a. Roll call and determination of a quorum.  The roll call shall be a 

call of members by the Recording Secretary to the Commission. 
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   b.  Public comment. Public comment on general matters pertaining to 

the Commission is provided for before any action is taken by the 
Commission and also before adjournment of the meeting, in 
accordance with State law. Public comment shall be limited to a 
maximum of three minutes per person or ten minutes per topic. 
Generally, the public is encouraged to comment on Public Hearing 
items that are on the agenda when the item comes up for 
discussion. The Commission may not take action or have any 
deliberations during these public comment periods.  

 
   c. Consideration of the minutes of prior meetings.  Review, 

correction, or approval is to be by majority vote of Commissioners 
present at the meeting for which the minutes were prepared. 
Commissioners absent at the meeting are to abstain from voting. 
Following adjournment of the meeting, the Chairperson shall sign 
the minutes. 

 
   d. Modifications to the agenda.  Modifications, except for continued 

public hearings, may be by direction of the Chairperson without a 
vote of Commissioners. Continued public hearings require a 
motion, second, and majority vote to approve the new hearing 
date and time. 

 
   e. Disclosures.  Any member of the Commission may wish to explain 

any contact with the public regarding an item on the agenda or 
business of the Commission. 

 
   f. Public hearings.  Each project shall be announced by the 

Chairperson as listed on the Agenda.  The order of the project 
hearing shall be: 

 
    (1) presentation of the staff report; 
 
    (2) questions by the Commission of staff; 
 
    (3) presentation by the applicant or applicant’s representative. 
 
    (4) questions of the Commissioners of the applicant; 
 
    (5) opening of the public testimony portion of the hearing; 
 
    (6) comments by members of the public in support or 

opposition to the proposed project; 
 
    (7) questions of Commissioners of the public; 
 
    (8) a rebuttal period with a time limit established by the 

Chairperson; 
 
    (9) closure of the public hearing; 
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    (10) Commission deliberations; 
 
    (11) Commission motion and action; 
 
    (12) announcement of the date for the Board hearing, the 

requirements for an appeal, and the last date to file an 
appeal (if applicable). 

 
   g. Consent agenda. 
 
    (1) Pursuant to Resolution No. 1993-R-28 and as a 

component of the Commission’s public hearings, the 
Commission may establish a section entitled Consent 
Agenda, which may be placed on the agenda prior to other 
public hearing items. 

 
    (2) Consent agenda matters may include street and easement 

dedications and abandonments, review of previously 
approved special use permits and other matters deemed 
appropriate by the Commission. Only routine 
noncontroversial items should be placed on the consent 
agenda and it must never be used to stifle discussion or 
comment on any subject. 

 
    (3) Under Consent agenda matters, all recommendations from 

staff shall be summarily approved “en masse” unless 
removed from the Consent agenda. 

 
     Any member of the Commission or any citizen may request 

before or during a meeting that one or more items be 
removed from the Consent agenda for full consideration 
and a separate action. 

 
    (4) The public notice for a meeting at which a Consent agenda 

will be used must contain a statement substantially in the 
form of the following: 

 
     All matters listed under the Consent agenda are 

considered routine and may be acted upon by the 
Commission with one action and without an extensive 
hearing. Any member of the public may request that an 
item be taken from the Consent agenda, discussed and 
acted upon separately during this meeting. 

 
  3. Adjournment to the Growth Management Commission.  Periodically, the 

Planning Commission may serve as the Growth Management 
Commission for review of Growth Management items pursuant to CCMC 
18.12. The order of the hearing shall be as follows:  

 
   a. Recess of the Planning Commission. 
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   b. Call to order and determination of a quorum of the Growth 

Management Commission. 
 
   c. Staff briefing. 
 
   d. Public comments, which are presented under the same terms as 

public hearing §II.J.2.d. 
 
   e. Recess of the Growth Management Commission. 
 
   f. Signature session and execution of documents by the 

Chairperson of applicable documents from the current or prior 
meetings. 

 
  4. Rules of Order.  When there is doubt as the certainty of a procedure, the 

procedure of Rules of Order shall apply.  Other procedural matters are at 
the judgment of the Chairperson, but the Planning Commission must not 
violate particular Rules of Order that apply to Carson City's Board of 
Supervisors. 

 
  5. Continuance. 
 
   a. The Commission may, with the agreement of an applicant, 

continue an item to a specific time, date, and place. 
 
   b. If the continuance is requested by the applicant, the Commission 

may, at its option accept testimony from any persons present, 
which shall be part of the record for the continued hearing. 

 
   c. The Commission may also, at its option, elect to deny the 

continuance and to hold the hearing and consider action with or 
without the applicant’s consent. 

 
   d. The Commission shall not continue an item without the applicant’s 

consent if such continuance will cause the application’s hearing 
process to exceed the timeliness established in the Nevada 
Revised Statutes or Carson City Municipal Code. 

 
  6. Commission action.  The Commission may, depending on the authority 

vested in it, approve, conditionally approve, or deny any proposal before 
it.  If final action requires the confirmation of the Board of Supervisors, the 
Commission’s action shall be a recommendation to the Board. 

 
  7. The progression of the meeting shall be at the discretion of the 

Chairperson. 
 
  8. All meetings shall be adjourned by a quorum of the Commission. 
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 K. Requests to calendar items on the agenda. 
 

Matters within the scope of the Commission’s authority desired to be heard by an 
individual citizen or outside entity shall be submitted by said individual citizen or 
outside entity in the form of a letter of request to appear before the Commission 
no less than 14 days prior to the next scheduled Commission meeting. The letter 
should be addressed to the Planning Division and should describe the item to be 
considered, whether it is a discussion or action item, and the approximate time 
needed. Any supporting documents must be submitted no less than seven 
working days prior to the meeting date. The Planning Division will submit the 
request to the chairperson who will timely advise the Planning Division whether 
to place the matter on the agenda or otherwise advise the requester that the 
chairperson will not place the matter on the agenda unless requested to do so by 
another member of the Commission, the department director, the City Manager, 
or any member of the Board of Supervisors. Agenda items requested by anyone 
other than the Planning Division shall be attributed to the individual or outside 
entity on the agenda.  

 
III. RECORDS AND DOCUMENTS. 
 
 A. Office files. 
 
  All records and files of the Commission shall be maintained in the office of the 

Planning Division. 
 
 B. Minutes. 
 
  1. The minutes of Planning Commission meetings shall be kept by the 

Recording Secretary to the Commission. 
 
  2. The minutes shall consist of a listing of the item under consideration, 

including any identifying file numbers, applicable assessor parcel 
numbers and a brief description of the topic, an indication of the staff 
report being incorporated into the public record, an indication (name) of 
persons who spoke in favor and in opposition and their position on the 
matters. The minutes shall also show the motion of the Commission, the 
names of Commissioners making the motion and second, and the vote. 
The record of the vote shall identify Commissioners voting “no” or 
disqualified from participating in the action. 

 
  3. Incorporated into the minutes of the meeting may be a verbatim tape 

recording which will be retained pursuant to the policies of the City 
Recorder. 

 
  4. The Director of Planning shall maintain a Case Record for each public 

hearing item before the Commission. A case record shall be in the form 
and content as determined by the Director, but in any case shall provide 
an outline of the Commission’s hearing on the matter. 

 
 C. Copies of minutes. 
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  Copies of minutes shall be provided to Commissioners prior to the meeting in 
which action is proposed to be considered to approve such minutes. 

 
 D. Recorded meetings. 
 
  All Commission meetings may be recorded. 
 
 E. Commissioner records. 
 
  The Planning Commission is covered under the public records statutes of 

Nevada. Procedural compliance with the law is a function of staff liaison support 
in most instances. However, from time to time, members of the Commission will 
receive communications regarding matters within their scope of activities. All 
types of communications, including email, constitute a public record and the City 
is obligated to retain it in accordance with guidelines and policies prescribed by 
law. Similarly, communications to members, to citizens, officials and staff are 
public records as well. Members of boards, committees, and commissions should 
provide a copy of all communications to the Planning Division for inclusion in the 
public record. 

 
IV. REPORTS AND MEETING PACKETS. 
 
 A. Staff reports. 
 
  1. The Director of Planning shall cause to be prepared reports of the 

Planning Staff for each item which a public hearing is scheduled. 
 
  2. Each staff report shall be in the form and style as determined by the 

Director.  At a minimum, the report shall recommend to the Commission 
the necessary legal findings required to consider an action on a project; 
recommended language for a motion supporting the proposed action and 
recommended conditions to ensure conformance of the proposed project 
with City policy and regulations. 

 
  3. The Director may present reports either orally or with written background 

materials for any other topics that are not scheduled as public hearings 
before the Commission.  Such items shall be identified as non-action 
items on the meeting agenda. 

 
 B. Record of staff reports. 
 
  All staff reports shall be maintained in a master file for the specific Planning 

Commission meeting and in the applicable project file. 
 
 C. Availability of staff reports. 
 
  1. Staff reports are public documents, and are to be made available to the 

applicant or public at no charge. 
 
 D. Submittal of materials with applications. 
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  1. It shall be the policy of the Planning Commission that its staff is directed 
not to schedule a matter before the Commission until such time that Staff 
has determined that all required information has been submitted in a form 
and manner consistent with the policies of the Commission and the 
requirements of NRS and the Carson City Municipal Code. 

 
 E. Major revisions to projects occurring between the Planning Commission 

application submittal date and the date of the Commission hearing. 
 
  1. It shall be the policy of the Planning Commission that if a project applicant 

makes major changes to the scope or content of an application after the 
submittal date for receipt of application materials and prior to the Planning 
Commission hearing, the Director of Planning shall request 
correspondence from the applicant for a continuance of the matter to the 
following month’s meeting to adequately review the nature of the 
revisions. 

 
   a. Any changes proposed by the applicant are to be considered 

“major” if it would result in a change in design, site plan, or 
supporting documentation in the application submitted to the City 
that warrants the materials to be redistributed to reviewing 
agencies or to be re-noticed. 

 
   b. The Director of Planning shall determine whether the revisions are 

“major changes to the scope or content of an application” or only 
the submittal of additional information which satisfies issues or 
questions raised by a reviewing agency. 

 
  2. In the event that an applicant does not agree to a continuance, the 

Director shall recommend denial, based on inadequate time to review the 
submitted materials to determine appropriate findings as required by NRS 
and the Carson City Municipal Code. 

 
 
V. AMENDMENT TO BYLAWS. 
 
  1. Commission Bylaws may only be amended by approval of a two-thirds 

majority of the Commissioners. 
 
  2. Commission Bylaws shall not become effective until reviewed and 

confirmed by the Board of Supervisors. 
 
 
VI. SEVERANCE CLAUSE. 

In the event of a conflict of any individual policy or portion thereof between this 
document and State law, County ordinance, or policy of the Board of Supervisors, the 
preeminent law, ordinance, or policy shall be in force. 

 
The Planning Commission of the Carson City Consolidated Municipality does amend its Policies 
and Procedures as adopted on July 26, 1988. Revisions were approved on action of the 
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Planning Commission on May 30, 1989, April 27, 1993, July 26, 1994, August 29, 1995, 
December 3, 1997, October 27, 1999, and September 26, 2007. 
 
The policies and procedures of the Carson City Planning Commission supersede all previous 
rules, regulations, and procedures adopted by the Commission. On a motion by Commissioner 
Esswein, with a second by Commissioner Dhami, these policies and procedures are adopted 
this 31st day of July, 2013, by a vote of 6 ayes and 0 nays, 1 absent.  
 
These policies and procedures were confirmed and approved by the Board of Supervisors on 
September 5, 2013, by a vote of 5 ayes and 0 nays.  
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18.02.010 - Planning commission.  

1. Purpose. The purpose of this ordinance is to specify the establishment and authority of the Carson 
City Planning Commission (hereinafter in Title 18 referred to as "commission".  

2. Authority; powers; duties; review by the board. 

a. The commission is hereby created, pursuant to NRS 278.030. 

b. The commission shall perform all duties and functions delegated to a County Planning 
Commission by the terms of NRS 278.010 to 278.630, inclusive, and CCMC Title 2 (Planning 
Commission).  

c. The commission shall take action to approve, conditionally approve or deny special use permits, 
variances, and appeals of administrative decisions. The commission shall hear applications and 
recommend to the board action on changes to the Master Plan, zoning districts, amendments to 
Title 18 ordinances, amendments to the Development Standards, and all other appropriate 
subjects.  

d. On matters where the commission takes final action, the proponent, any aggrieved party, or 
member of the board may appeal the decision to the board.  

e. On matters where the commission makes a recommendation to the board, the board by majority 
vote may affirm, deny, or return to the recommendation to the commission for further 
consideration of any proposed recommendations.  

3. Membership; terms of office; vacancies; removal; attendance by director. 

a. There shall be seven (7) members of the commission. 

b. The terms of the members shall be four (4) years or until a successor takes office and all terms 
shall expire on June 30th of their respective years.  

c. Vacancies occurring before the expiration of a commissioner's term shall be filled for the 
remaining unexpired portion of the term.  

d. Members may be removed, after a public hearing, by a majority vote of the board for 
inefficiency, neglect of duty. or malfeasance of office.  

e. The Planning and Community Development Director (hereinafter in Title 18 referred to as 
director) or his designee shall be in attendance at all commission meetings.  

4. Qualifications. 

a. The mayor shall appoint, with the approval of the board, the members of the commission. 

b. The members shall be residents of Carson City and registered voters therein at the time of their 
appointment and continuously throughout their term.  

5. Compensation. All members of the commission shall serve without compensation. 

6. Meetings and Records. 

a. The commission shall hold at least one (1) regular meeting in each month. 

b. The commission shall adopt by-laws and rules for the transaction of their business and shall 
keep a record of its decisions and findings. This record shall be a public record.  

c. Complete records of official actions of the commission shall be kept on file in the office of the 
planning and community development department.  

7. Chairman and Other Officers. 

a. The commission shall elect yearly its chairman from among the appointed members. 

b. The commission shall elect yearly other offices as it my determine necessary. 

(Ord. 2001-23 § 2 (part), 2001). 


