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CITIZEN ADVISORY BOARDS

BYLAWS[footnoteRef:2] [2:  	The standard set of Washoe County CAB bylaws were adopted by the Washoe County Commission on 
May 24, 1994.  The bylaws were subsequently amended by the Washoe County Commission on July 19, 1994; on September 16, 1997; on April 14, 1998; on September 28, 2004; for Citizen Advisory Boards. Adopted on June 9, 2015, this set of by-laws were modeled after previous by-laws for CABs established in July 2013. ] 

ARTICLE 1
General
1.	Citizen Advisory Boards are established by the Washoe County Commission to represent residents of Washoe County in designated geographical areas.  Citizen Advisory Boards provide information and recommendations to the Washoe County Commission and to other appointed Washoe County Boards and Commissions via the Washoe County Manager’s Office.  Within their respective geographic area of responsibility, Citizen Advisory Boards:
a. 	Carry out the purposes of WCC 5.425 et. seq. by advising the Office of the County Manager and management staff regarding the commissioner support initiative and future use of structured citizen advisory boards. The commissioner support initiative was created for the purpose of providing communication avenues to relay information between constituents and the County Commissioners. 
b. 	Citizen Advisory Boards will serve as a guide for decision-making within the County Manager’s Office on a broad variety of topics of concern to the community.
2.	Citizen Advisory Board members and alternates should strive to keep the citizens within their geographic areas of responsibility informed of their actions.  Information provided to the Citizen Advisory Boards should be disseminated by the advisory board members and alternates to the citizens to the maximum extent possible.
3.	Citizen Advisory Boards act in an advisory capacity only.  Issues of concern noted by the Citizen Advisory Board shall be presented to the appropriate Washoe County board, commission, department, or agency either in writing or at a public hearing.
a.	A record of Citizen Advisory Boards issues, matters of concern and benefits discussed during advisory board meetings shall be completed and provided to the appropriate Washoe County board, commission, department, or agency.  
b. 	The advisory boards’ primary efforts are on gathering and providing adequate information to Washoe County government. 
c.	Members and alternates are required to attend and/or view online the mandatory orientation training session including open meeting law within six months of appointment.  Failure to comply with this requirement may result in automatic removal from the Citizen Advisory Board.
4.	The Washoe County Manager’s Office provides membership, record keeping, agenda and minutes oversight, and budget for all Citizen Advisory Boards.  Citizen Advisory Boards should contact the appropriate staff member if a question arises in these areas of support.  A copy of all correspondence to and from an advisory board, audiotapes or recorded video taken during a meeting, and items submitted for the public record during a meeting will be provided to the Office of the County Manager for public record filing.
ARTICLE 2
Representation
1.	Citizen Advisory Board members and alternates must reside within the geographic area of responsibility for their advisory board. Citizen Advisory Board members and alternates must also be registered to vote, if eligible, within Washoe County; this requirement may be waived on a case-by-case basis by the Washoe County Commission at the time of a member’s or alternate’s appointment to a Citizen Advisory Board.
2.	Applicants for a Citizen Advisory Board position must disclose their status as a registered voter and once the application is approved, submit to a criminal background check. Such information will be reviewed by the County Commissioner when considering an applicant for appointment. 
3.	Vacancies on a Citizen Advisory Board will be filled according to Washoe County Code Sections 5.429(5) & (6) and the applicable rule within the latest Rules and Procedures for the Washoe County Board of Commissioners, as amended from time to time.
ARTICLE 3
Removal from a Citizen Advisory Board
1.	Any Citizen Advisory Board member who has three consecutive unexcused absences from regular advisory board meetings will be automatically removed from membership on the advisory board under the provisions of Washoe County Code Section 5.429(5).  The Chair of the Citizen Advisory Board will notify the Washoe County Commission, through the Office of the County Manager, when a member is subject to removal based on unexcused absences.  The Washoe County Commissioner will then take appropriate actions to notify the removed member and to appoint a new member to fill the vacant seat.
2. 	The Washoe County Commission may remove a Citizen Advisory Board member or alternate under the provisions of Washoe County Code Section 5.430.  Concerns about the conduct or performance of a Citizen Advisory Board member or alternate should be discussed directly with the County Commissioner(s) whose district(s) the Citizen Advisory Board represents.  Any County Commissioner may place an item to consider removal of a Citizen Advisory Board member or alternate on the Washoe County Commission agenda.  The agenda item may include a closed session pursuant to the provisions of NRS 241.033.  	




ARTICLE 4
Meetings
1.	Each CAB should meet according to established annual number of meetings by the Board of County Commissioners.  Meetings will be noticed and conducted in accordance with the Nevada State Open Meeting Law (NRS Chapter 241).  The meeting place will be at a location accessible to the general public and, pursuant to the Americans with Disability Act, will accommodate people with disabilities.  These meetings should be conducted in a publicly owned building in or near their geographic area of responsibility. In lieu of a physical meeting, a virtual meeting may also be scheduled on a free platform. 
2.	For public convenience, each Citizen Advisory Board will schedule its meeting for the same day of week and time for each meeting.  The meeting place should also be at the same location each meeting; however, the Citizen Advisory Board may move the meeting place to encourage community/neighborhood attendance for a specific meeting.  
3	Each Citizen Advisory Board meeting will begin no later than 6 p.m. and extend approximately two hours.	
4.	Each Citizen Advisory Board will work with the Office of the County Manager to prepare an agenda and provide minutes from its meeting to the Washoe County Commissioner and for the public record.  The agenda and minutes will be prepared in a format approved by the Washoe County District Attorney’s Office and in accordance with the Nevada State Open Meeting Law (NRS Chapter 241).
5.	When a Citizen Advisory Board desires to make a permanent change to its regular meeting date and/or time, then the following process will be followed:
a.	The Citizen Advisory Board will announce the intent and reason for the change as an agenda item during a regular meeting.  The Citizen Advisory Board will notify the Washoe County Commissioner for that CAB’s district by letter of the intent and reason.
b.	At the next regular meeting, the Citizen Advisory Board will schedule an agenda item to vote on the proposed change.  The results of this vote will be sent to the appropriate Washoe County Commissioner by letter.
c.	Unless notified differently by the Washoe County Commissioner(s) whose district(s) the Citizen Advisory Board represents, the Citizen Advisory Board will implement the change during the third meeting in this process.
6.	Special meetings of a Citizen Advisory Board may be called by the Washoe County Office of the County Manager, Chair, by a majority of the Citizen Advisory Board members, or by the Washoe County Commissioner whose district the Citizen Advisory Board represents.  Special meetings will be noticed according to the Nevada State Open Meeting Law (NRS Chapter 241). Special meetings will only address emerging issues within the CABs purpose and geographic boundary, and, also within Washoe County’s jurisdiction.
7.	Joint meetings between a Citizen Advisory Board and the Washoe County Commission or other boards and commissions may be held when requested by the Office of the County Manager, Chair of the Citizen Advisory Board, the Washoe County Commissioner whose district the CAB represents, staff or the other board or commission.  

ARTICLE 5
Quorum and Attendance
1.	A simple majority of Citizen Advisory Board members constitutes a quorum for the transaction of business.  Alternates do not count towards a quorum unless designated to fill an absent member’s seat for the meeting by the Chair or an officer of the Citizen Advisory Board.  A simple majority of the quorum is sufficient to carry any action item.
2.	Citizen Advisory Board members and alternates are expected to attend all regular meetings.  The Chair may excuse members or alternates who are unable to attend a regular or special Citizen Advisory Board meeting.  Attendance at regular or special Citizen Advisory Board meetings, to include excused or unexcused absences, will be recorded within the minutes from the meeting.
ARTICLE 6
Recommended Order of Business
1. 	Citizen Advisory Boards must follow a standard order of business to adhere to the 	Nevada State Open Meeting Law (NRS Chapter 241) and for public convenience. 		Citizen Advisory Board meeting format will be provided by the Office of the County 	Manager and approved by the District Attorney.

ARTICLE 7
Officers
1.	Citizen Advisory Boards shall elect from its membership the following officers:  Chair, Vice-Chair.  A person may not hold more than one office at a time.  All officers are voting members.
2.	Election of officers will be held annually or as vacancies occur.  Election of officers shall be held during a regular Citizen Advisory Board meeting.  The term of office for each officer will be one year from the date of election or until the next annual election.  Annual election of officers shall be completed by October 1st of each year.  Newly elected officers will assume office immediately upon election.
a.	In the event a vacancy is created during an officer’s term, the Citizen Advisory Board will conduct a special election to fill the vacancy at their next regular meeting.
3.	The Chair is responsible for the following duties:
a.	Chair all Citizen Advisory Board meetings;
b.	Request a special meeting of the Citizen Advisory Board on emerging issues within the CAB geographic boundary, Washoe County jurisdiction, and after appropriate prior public notice;
c. 	Excuse members or alternates from attending a Citizen Advisory Board meeting;
d.	Review the agenda for publication.  The Chair shall coordinate with designated County staff and their delegates to prepare a draft agenda for review;
e.	Approve correspondence initiated by the Citizen Advisory Board and prepared by staff delegates prior to the mailing of such correspondence to the Washoe County Commission or to Washoe County boards, commissions, departments, or agencies;
f.	Represent the Citizen Advisory Board at public hearings before the Washoe County Commission or other County boards or commissions.  In the event that the Chair is unable to appear, the Vice Chair may represent the Citizen Advisory Board; and,
g.	Attend CAB Leadership Meetings and required trainings hosted by Washoe County.
4.	The Vice-Chair is responsible for the following duties:
a.	Assume the duties of the Chair in the absence of the Chair; and
b.	Perform other duties as assigned by the Chair.
c. 	Attend CAB Leadership Meetings and required trainings hosted by Washoe County.
5.	Washoe County provides professional recording services for the Citizen Advisory Boards.  The recording secretary will prepare draft agendas in coordination with the Chair and staff. The Washoe County Office of the County Manager will finalize the agenda and publish according to open meeting law (NRS Chapter 241). The recording services will provide an audio-record or video-record and prepare minutes for each Citizen Advisory Board meeting.  Washoe County is the official public records repository for the CAB agendas and minutes in accordance with Nevada Open Meeting Law. 
ARTICLE 8
Correspondence
1. 	Correspondence from the Citizen Advisory Board to its County Commissioner or staff is created by the recording service. The recorder creates the document (either in memo or letter form) based on public discussion and approval of the Citizen Advisory Board. The letter or memo is addressed to County Commissioner or Washoe County staff.
2. 	Any correspondence representing the Citizen Advisory Board shall be signed by the Chair, by the recording services on behalf of the Chair, or in that officer’s absence, any other officer of the advisory board.  The recording secretary may sign correspondence on behalf of the Chair only with the Chair’s permission and when the Chair is unable to sign personally.
3. 	Correspondence for the Citizen Advisory Board shall be directed to either the Chair or to the Washoe County Office of the County Manager, P.O. Box 11130, Reno, NV  89520-0027 	
4.	The Citizen Advisory Board Chair, or delegate, may represent the vote of the Citizen Advisory Board addressed at a public meeting before a Washoe County body only. Communication and concerns regarding other agencies should be directed to an appropriate County Commissioner.


ARTICLE 9
Budget
1.	Washoe County Manager’s Office shall maintain the budget for all Citizen Advisory Boards. 
ARTICLE 10
Amendments
1.	Amendments to the standard bylaws may be recommended by a Citizen Advisory Board to cover unique issues or concerns in the Board’s geographic area of responsibility.  These amendments shall be limited in scope and specialized to respond to the specific issue or concern.  Proposed amendments to the standard bylaws shall be discussed as an agenda item by the Citizen Advisory Board during at least one public meeting.  Issues, concerns and any appropriate recommendations from the public meeting will accompany the proposed amendment request.
2.	Amendments to these bylaws do not take effect until approved by the Washoe County Commission.  Proposed amendment requests will be submitted by the Citizen Advisory Board to the Washoe County Commission for approval.
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