PLANNING AND ZONING ADVISORY COMMISSION – 
ORDER & DIALOGUE FOR CHAIRING A MEETING

1. CALL TO ORDER:  	I will call the (month) meeting of the Planning and Zoning Advisory Commission to 
Order.

2. ROLL CALL: 		(Staff), will you call the roll? [Staff will call roll and state if there is a quorum.]

3. REVIEW		Are there any additions or deletions to the agenda?
AGENDA:

4. APPROVAL OF	Are there any corrections to the minutes?  If there are no corrections, I will MINUTES:		entertain a motion for approval of the (month) minutes.

5. VOTE: 		We have a motion by (member), seconded by (member), to approve the minutes.  All 
in favor say Aye, opposed Nay.

6. GUIDELINES		[Read the “Guidelines to Public Testimony”.]
TO PUBLIC
TESTIMONY:

7. PUBLIC		Is there anyone in the audience that would like to make a public appearance
APPEARANCES: 	tonight?  If so, please come forward, state your name and address for the record, and speak loud and clear.  

8. HEARING(S):		The hearing is for (read information off the agenda).

9. CONFLICT OF 	Does any member wish to recuse themselves at this time for a conflict of interest 
INTEREST:		concerning this request? Conflict of Interest Declaration:
A conflict of interest, whether actual, potential, or perceived, occurs when someone in a position of trust has competing professional or personal interests, and these competing interests make it difficult to fulfill professional duties impartially.  At this time, members are requested to declare conflicts of interest they may have regarding today’s business.  Any member who declares an actual conflict of interest must not vote on that agenda item.  All actual, potential, and perceived conflicts of interest will be announced to the board by staff before any vote.    

10. STAFF REPORT:	(Staff), will you present the staff report?

11. APPLICANT		Does the applicant have any comments or anything to add?  Does the applicant 
COMMENT:		agree with all of the conditions?  

12. AFTER THE STAFF	I will now open the hearing up for public testimony.  If you would like to speak, 
REPORT:	please come forward and state your name and address for the record, and speak loud and clear.  [The speaker MUST direct their questions to the Chair, who will then direct the question to the appropriate person.]

13. APPLICANT 		Does the applicant have additional comments or would you like to respond to 
RESPONSE:		comments made during the public testimony?

14. AFTER ALL		I will now conclude the public hearing and bring it back to the Commission
PUBLIC		for discussion.
TESTIMONY:		

15. MOTION:		I will entertain a motion on the request.  [The motion and second is made by members 
of the Commission]. We have a motion by (member), seconded by (member), to (approve with conditions: deny) the request.

16. SITE VISIT/		For the record, has any member visited this site or has been contacted by a 
CONTACT:		member of the public regarding this hearing?

17. COMMISSION’S	[During the Commission’s discussion, the Commission may ask questions of the DISCUSSION:	applicant, the public MAY NOT speak at this point because the public testimony has been 
CONCLUDED, unless a question is directed to them by a member of the Commission.]

18. CRITERIA FOR	If there is no more discussion, I will call for the answers to the ‘Criteria for 
GRANTING CUP:	Granting a Conditional Use Permit’.  [Chairperson reads each question and staff records each planning commissioner’s vote and response on the Findings of Fact document.  Commissioners MUST state why voting yes or no for each criteria.  Staff will tally the responses and state if there is a majority or not.  A MAJORITY OF THE CRITERIA MUST BE ANSWERED YES FOR APPROVAL.]

19. VOTE ON		I will call for a vote on the motion to (approve with conditions: deny) that is on the 
MOTION: 		table. Those in favor of the motion say Aye, opposed Nay.

20. MOTION TO 		I will call for a vote on the motion to adopt the ‘Findings’ as written in the 
ADOPT THE	‘Criteria for Granting a Conditional Use Permit’.   We have a motion by (member), 
[bookmark: _GoBack]FINDINGS:	seconded by (member), to approve the findings.  All in favor say Aye, opposed Nay.

21. ANNOUNCEMENT	The motion (carried: failed).  (Mr./Mrs./Ms. applicant) your request has been 
OF MOTION: 	(approved with conditions: denied).   The Planning and Zoning Advisory Commission’s recommendation will be presented to the Board of Commissioners on (date).

[Next hearing repeat #8 through #21, otherwise continue on to #22.]	

22. REVIEW PERMITS: 	Are there any questions or comments on the permits?

23. OLD BUSINESS:	Is there any Old Business?

24. OTHER BUSINESS:	Is there any Other Business to discuss?

25. COMMUNICATIONS: Are there any Communications? 

26. ADJOURN:		I will call for a motion to adjourn. We have a motion by (member), seconded by 
(member), to adjourn.  All in favor say Aye, opposed Nay.

