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P a g e   1  

1 . M e e t i n g  c a l l e d  t o  o r d e r  b y  P r e s i d e n t  M e l i n d a  G u s t i n  a t  1 0 : 1 1 A M  
B o a r d  M e m b e r s  P r e s e n t :   M e l i n d a  G u s t i n ,  S t a n  S o u t h w i c k ,  M a r c  C h a p e l l e ,  L a u r a  M i l l e r ,  R y a n  
H a n s e n .  

S t a f f :   H e n n a  R a s u l ,  S e n i o r  D e p u t y  A t t o r n e y  G e n e r a l ;  E l l i s  A n t u n e z ,  E x e c u t i v e  D i r e c t o r  

G u e s t :   K e l l y  M i l l e r  

A  Q u o r u m  w a s  e s t a b l i s h e d  a s  a l l  b o a r d  m e m b e r s  w e r e  p r e s e n t .  

2 . P u b l i c  C o m m e n t :  N o  p u b l i c  c o m m e n t  

3 . A .  M i n u t e s  o f  S e p t e m b e r  2 ,  2 0 2 0  m e e t i n g .  M a r c  C h a p e l l e  m o v e d  t o  a c c e p t  t h e  m i n u t e s  a s  
w r i t t e n ,  S e c o n d  b y  R y a n  H a n s e n .  P a s s e d  U n a n i m o u s l y .    

4 . A .  C o m m e n t s  o n  L C B  f i l e  0 5 5 - 2 0 P  w a s  o p e n e d .   N o  c o m m e n t s  w e r e  m a d e .  
B .   C o n s i d e r a t i o n  o f  A d o p t i o n  o f  R e g u l a t i o n s :  L C B  F i l e  0 0 5 - 2 0 P  w a s  d i s c u s s e d  w i t h  p a r t i c u l a r  

c o m m e n t s  f r o m  t h e  s u r v e y  s e n t  o u t  o n  S e p t e m b e r  2 9 ,  2 0 2 0 .   M o t i o n  t o  A d o p t  t h e  
r e g u l a t i o n s  a s  w r i t t e n  b y  M a r c  C h a p e l l e ,  S e c o n d  b y  S t a n  S o u t h w i c k .   P a s s e d  U n a n i m o u s l y .  

C .   T h e  c u r r e n t  s t a t u s  o f  t h e  s t a f f  w o r k i n g  w i t h  B i g  P i c t u r e  S o f t w a r e  p r o v i d e r  w a s  r e v i e w e d .   
C u r r e n t l y ,  t h e  s o f t w a r e  c o m p a n y  i s  w o r k i n g  t o  d e v e l o p  t h e  o n - l i n e  f o r m s  w i t h  t h e  
i n f o r m a t i o n  t h a t  i s  r e q u e s t e d  b y  t h e  b o a r d .  A  c o n c e r n  w a s  b r o u g h t  u p  a b o u t  c o n t a c t i n g  
l i c e n s e e s  b e i n g  n o t i f i e d  a b o u t  t h e  c h a n g e  i n  o n - l i n e  r e n e w a l .   T h e r e  w i l l  b e  a r t i c l e s  i n  t h e  
q u a r t e r l y  n e w s l e t t e r   a n d  a n  e m a i l  b l a s t  a r o u n d  t h e  f i r s t  o f  t h e  y e a r .   N o  a c t i o n  w a s  n e e d e d  
o r  t a k e n .   I n f o r m a t i o n  o n l y .  

5 . A .   D i s c u s s i o n  o f  F i n a n c i a l  O p e r a t i o n s  U p d a t e  f o l l o w e d .  
1 ) T o t a l  B a l a n c e  o f  a l l  a c c o u n t s  a s  o f  O c t o b e r  3 0 ,  2 0 2 0  

a . C h e c k i n g   $   5 , 4 3 6 . 7 7  
b . S a v i n g s      $  1 2 9 , 4 1 7 . 5 9  
c . C D              $ 0 0 . 0 0      ( C D  w a s  c l o s e d  o u t  o n  O c t o b e r  6 ,  2 0 2 0  _ $ 4 6 , 8 7 6 . 7 8  

T o t a l          $  1 3 4 , 8 5 4 . 3 6   a d d e d  t o  s a v i n g s )  

2 )   A  r e v i e w  o f  t h e  c u r r e n t  b u d g e t  s t a t e m e n t  f o r  F Y 2 0 2 1  w a s  p r e s e n t e d .  

3 ) D i s c u s s i o n  o f  c h a n g e s  t o  t h e  b u d g e t  a s  a m e n d e d  a t  t h e  S e p t e m b e r  2 ,  m e e t i n g  w a s  
d i s c u s s e d ,  s p e c i f i c a l l y  t h e  a d d i t i o n  o f  t h e  y e a r l y  e x p e n d i t u r e  o f  B i g  P i c t u r e  S o f t w a r e  a t  
$ 1 3 , 0 2 0  f o r  3  y e a r s .   A d d  a  l i n e  i t e m  i n d i c a t i n g  t h e  a m o u n t  t a k e n  f r o m  s a v i n g s  t o  c o v e r  
c o s t s .  

4 )  A  r e v i e w  o f  t h e  B a l a n c e  S h e e t  f o r  F i s c a l  Y e a r  2 0 2 0  w a s  p r e s e n t e d .   C u r r e n t l y ,  t h i s  i s  b e i n g  
a m e n d e d  a t  t h e  r e q u e s t  o f  t h e  L e g i s l a t i v e  C o u n c i l  B u r e a u  a u d i t o r .   T h e  a m e n d m e n t  i s  t o  
e x p l a i n  t h e  u n d e p o s i t e d  f u n d s  l i s t i n g .  
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B .   T h e  n u m b e r  o f  n e w  l i c e n s e s  g r a n t e d  v i a  r e c i p r o c i t y  b y  C L A R B  C o u n c i l  R e c o r d  i n  t h e  p a s t  
q u a r t e r  w a s  2 .  

C .   N e w s l e t t e r  a r t i c l e  f r o m  R y a n  a b o u t  h i s  e x p e r i e n c e s  o n  t h e  b o a r d  d u r i n g  h i s  t e n u r e .   P r o f i l e  
f o r  t h i s  n e w s l e t t e r  i s  M e l i n d a .    

D .   B i g  P i c t u r e  S o f t w a r e  S t a t u s  w a s  d i s c u s s e d  e a r l i e r .  

E .   D i s c u s s e d  t h e  c o r r e s p o n d e n c e  f r o m  t h e  S u n s e t  S u b c o m m i t t e e  c o n c e r n i n g  d i v e r s i t y  a n d  
i n c l u s i o n .   T h i s  w a s  p r e s e n t e d  t o  m a k e  t h e  b o a r d  a w a r e  o f  t h i s  c o r r e s p o n d e n c e .   

6 .   A .   N e w  L i c e n s e e s  a n d  A p p l i c a n t s :  
1 )   S t a n  S o u t h w i c k  m o v e d  t o  a p p r o v e  K e l l y  M i l l e r  t o  b e  l i c e n s e d  i n  N e v a d a ,  S e c o n d  b y  M a r c  

C h a p e l l e .   P a s s e d  u n a n i m o u s l y .  
2 )   L a u r a  M i l l e r  m o v e d  t o  a p p r o v e  P e t e r  L a r i m e r  t o  b e  l i c e n s e d  i n  N e v a d a ,  S e c o n d  b y  R y a n  

H a n s e n .   P a s s e d  u n a n i m o u s l y .  

 B .   A  r e v i e w  a n d  d i s c u s s i o n  o f  t h e  i n c r e a s e  i n  f e e s  a s  a p p r o v e d  b y  L C B  F i l e  0 5 5 - 2 0 P .   A  m o t i o n  
t o  a p p l y  t h e  f o l l o w i n g  i n c r e a s e s  a s  o f  F e b r u a r y  1 ,  2 0 2 1  b y  M a r c  C h a p e l l e ,  S e c o n d e d  b y  L a u r a  
M i l l e r .   P a s s e d  U n a n i m o u s l y  

 0 0 3  L A R E  A p p l i c a t i o n  F e e  -  $ 7 5 . 0 0  
 0 0 4  R e c i p r o c i t y  A p p l i c a t i o n  f e e  -  $ 1 7 5 . 0 0  
 0 3 4  N e w  S t a m p  F e e  -  $ 5 0 . 0 0  

0 4 1  R e i n s t a t e m e n t  F e e  -  $ 4 0 0 . 0 0  
 0 4 2  R e n e w a l  D e l i n q u e n c y  F e e  -  $ 1 0 0 . 0 0  
 0 4 3  R e n e w a l  F e e  L a n d s c a p e  A r c h i t e c t  -  $ 2 7 5 . 0 0   
 0 4 4  R e n e w a l  F e e  f o r  L a n d s c a p e  A r c h i t e c t  I n t e r n  -  $ 5 0 . 0 0  
 0 5 1  A d d r e s s  C h a n g e  -  $ 1 5 . 0 0  
 0 5 3  E l e c t r o n i c  S t a m p  -  $ 3 0 . 0 0  
 0 5 6  D u p l i c a t e  C e r t i f i c a t e  F e e  –  D e l e t e  s e e  0 3 1  N e w  C e r t i f i c a t e  F e e  
 

C .   P r o f e s s i o n a l  a n d  O c c u p a t i o n a l  L i c e n s i n g  B o a r d s  A d m i n i s t r a t i v e  C o l l a b o r a t i v e  l e t t e r  w a s  
r e v i e w e d  a n d  d i s c u s s e d .   M o t i o n  t o  a p p r o v e  j o i n i n g  t h e  P r o f e s s i o n a l  a n d  O c c u p a t i o n a l  
L i c e n s i n g  B o a r d s  A d m i n i s t r a t i v e  C o l l a b o r a t i v e  b y  S t a n  S o u t h w i c k ,  S e c o n d  b y  M a r c  C h a p e l l e .   
P a s s e d  U n a n i m o u s l y .  

D .   R e v i e w  t h e  p r o c e s s  o f  p e r f o r m a n c e  s t a n d a r d s  a n d  j o b  d e s c r i p t i o n  f o r  E x e c u t i v e  D i r e c t o r  
T a b l e d .   

E .   B o a r d  O f f i c e r  E l e c t i o n s :  
1 )  P r e s i d e n t :   M e l i n d a  G u s t i n ;  M o t i o n  b y  L a u r a  M i l l e r ,  S e c o n d  b y  M a r c  C h a p e l l e ,  P a s s  

U n a n i m o u s l y .  
2 )  S e c r e t a r y :   S t a n  S o u t h w i c k ;  M o t i o n  b y  M a r c  C h a p e l l e ,  S e c o n d  R y a n  H a n s e n ,  P a s s  

U n a n i m o u s l y .  
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3 )  C L A R B  R e p r e s e n t a t i v e :   M a r c  C h a p e l l e ;  M o t i o n  b y  S t a n  S o u t h w i c k ,  S e c o n d  L a u r a  M i l l e r ,  

P a s s  U n a n i m o u s l y .  
4 )  N e w s l e t t e r  E d i t o r :   L a u r a  M i l l e r ;  M o t i o n  b y  R y a n  H a n s e n ,  S e c o n d  b y  M a r c  C h a p e l l e ,  P a s s  

U n a n i m o u s l y .  
5 )  O u t r e a c h :  v a c a n t  

7 . C L A R B  &  A S L A  R e p o r t    M a r c  C h a p e l l e  r e p o r t e d  o n  t h e  a c t i v i t i e s  o f  C o u n c i l  o f  L a n d s c a p e  A r c h i t e c t u r e  
R e g i s t r a t i o n  B o a r d ( C L A R B )  a n d  A m e r i c a n  S o c i e t y  o f  L a n d s c a p e  A r c h i t e c t s  ( A S L A ) .   T h e  A n n u a l  M e e t i n g  
f o r  C L A R B  w a s  h e l d  v i r t u a l l y  i n  S e p t e m b e r .  T h o s e  i n t e r e s t e d  i n  r u n n i n g  f o r  o f f i c e  o r  t h e  w o r k i n g  g r o u p s  
m a y  c o n t a c t  C L A R B .   C L A R B  i s  l o o k i n g  a t  d i v e r s i t y  &  i n c l u s i o n  i n  t h e  o r g a n i z a t i o n .   T h e  A S L A  a n n u a l  
m e e t i n g  w i l l  b e  h e l d  v i r t u a l l y  t h e  w e e k  o f  N o v e m b e r  1 6 , 2 0 2 0 .     T h e  N e w  Y o r k  v e n u e  f o r  t h e  C L A R B  
2 0 2 1  m e e t i n g ,  t h e  R o o s e v e l t  H o t e l ,  w i l l  b e  c l o s i n g  b y  t h e  e n d  o f  2 0 2 0 .   N o  w o r d  a s  t o  t h e  n e w  v e n u e .   
S e e  t h e  a g e n d a  f o r  l i s t  o f  f u t u r e  C i t i e s  f o r  C L A R B  a n n u a l  m e e t i n g s .  

8 .   T o p i c s  f o r  F u t u r e  M e e t i n g s :  
 1 )  R e v i e w  t h e  p r o c e s s  o f  p e r f o r m a n c e  s t a n d a r d s  a n d  j o b  d e s c r i p t i o n  f o r  E x e c u t i v e  D i r e c t o r .  

2 )  M i s s i o n  s t a t e m e n t  f o r  D i v e r s i t y ,  i n c l u d i n g  C L A R B  d i v e r s i t y  u p d a t e s  
3 )  L e g i s l a t i v e  U p d a t e s .  
 

9 .   M e e t i n g  D a t e s  f o r  2 0 2 1 .  
 1 )   F e b r u a r y  5 ,  2 0 2 1  
 2 )   M a y  7 ,  2 0 2 1  
 3 )   A u g u s t  1 3 ,  2 0 2 1  
 4 )   N o v e m b e r  5 ,  2 0 2 1  

1 0 .  P u b l i c  C o m m e n t :   N o  C o m m e n t  

1 1 .   A d j o u r n m e n t  a t  1 : 2 7  P M  





























Balances as of Jan. 31, 2021 

 



Jan 31, 21

ASSETS
Current Assets

Checking/Savings
Checking 4998 - B of A 2,916.99
Savings 8524 - B of A 116,528.04

Total Checking/Savings 119,445.03

Total Current Assets 119,445.03

Other Assets
Security Deposit 406.90

Total Other Assets 406.90

TOTAL ASSETS 119,851.93

LIABILITIES & EQUITY
Liabilities

Current Liabilities
Other Current Liabilities

Direct Deposit Liabilities 2,419.32
Payroll Liabilities 1,191.80

Total Other Current Liabilities 3,611.12

Total Current Liabilities 3,611.12

Total Liabilities 3,611.12

Equity
Opening Bal Equity 32,224.00
Retained Earnings 63,189.34
Net Income 20,827.47

Total Equity 116,240.81

TOTAL LIABILITIES & EQUITY 119,851.93

3:52 PM Nevada State Board of Landscape Architecture
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Jul '20 - Jan 21

Income
001 · Application Fees

003 · LARE ($175) 525.00
004 · Reciprocity ($100) 1,000.00

Total 001 · Application Fees 1,525.00

010 · Exam Fees
015 · Nevada Specific Exam ($75) 750.00
010 · Exam Fees - Other 75.00

Total 010 · Exam Fees 825.00

020 · Interest Income 904.82
030 · New Registration Fees

031 · New Certificate Fee ($25) 250.00
032 · New License Fee - LARE ($200) 600.00
033 · New License Fee - Recipr ($200) 1,450.00
034 · New Stamp Fee ($25) 250.00

Total 030 · New Registration Fees 2,550.00

040 · Registration Renewal Fees
041 · Reinstatement Fee ($300) 600.00
042 · Renewal Delinquency Fee ($50) 1,700.00
043 · Renewal Fee LA ($200) 64,077.00
044 · Renewal Fee LAIT ($50) 50.00

Total 040 · Registration Renewal Fees 66,427.00

050 · Other Income
051 · Address Change ($10) 160.00
053 · Electronic/Replacemt Stamp($25) 75.00
055 · Returned Check Fee ($25) 25.00
057 · Processing Fee 362.00
050 · Other Income - Other 190.00

Total 050 · Other Income 812.00

Total Income 73,043.82

Gross Profit 73,043.82

Expense
060 · Bank Charges

061 · Merchant deposit fees 206.39
060 · Bank Charges - Other 33.00

Total 060 · Bank Charges 239.39

070 · Board Expenses
071 · Board Member Mtg Fee ($150) 2,250.00
072 · Meals - Board Meetings 19.86

Total 070 · Board Expenses 2,269.86

080 · CLARB Affiliation Dues 5,640.00
090 · CLARB Annual Meeting Expenses

091 · Board Member Per Diem ($150) 450.00

Total 090 · CLARB Annual Meeting Expenses 450.00

3:17 PM Nevada State Board of Landscape Architecture
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Jul '20 - Jan 21

130 · Office Expenses
132 · DoIT Email & Web Hosting 1,093.67
133 · Miscellaneous Office Expense 43.21
134 · Licensee Stamp 287.00
135 · Computer Updates & Maint 1,010.03
136 · Office Rent 2,933.77
137 · Office Supplies 30.38
139 · Postage & Delivery 19.20
141 · Telephone, Fax & Internet 557.20
145 · Capital Equipment & Furniture 162.39

Total 130 · Office Expenses 6,136.85

150 · Payroll Expenses
152 · Executive Director 27,416.65
153 · Executive Director - Bonus 0.00
154 · Mileage 20.16
157 · Payroll Taxes 2,300.60
159 · Payroll Service 500.00
150 · Payroll Expenses - Other 12.24

Total 150 · Payroll Expenses 30,249.65

160 · Professional Fees
162 · Bookkeeping 3,380.00
163 · Attorney General's Office 3,380.46
167 · Liability Insurance 470.14

Total 160 · Professional Fees 7,230.60

Total Expense 52,216.35

Net Income 20,827.47
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Jan 31, 21 Jan 31, 20 $ Change % Change

ASSETS
Current Assets

Checking/Savings
CD 1498 - B of  A 0.00 46,000.00 -46,000.00 -100.0%
Checking 4998 - B of A 2,916.99 2,964.14 -47.15 -1.6%
Savings 8524 - B of A 116,528.04 71,025.54 45,502.50 64.1%

Total Checking/Savings 119,445.03 119,989.68 -544.65 -0.5%

Total Current Assets 119,445.03 119,989.68 -544.65 -0.5%

Other Assets
Security Deposit 406.90 406.90 0.00 0.0%

Total Other Assets 406.90 406.90 0.00 0.0%

TOTAL ASSETS 119,851.93 120,396.58 -544.65 -0.5%

LIABILITIES & EQUITY
Liabilities

Current Liabilities
Credit Cards

BofA Mastercard 0.00 116.85 -116.85 -100.0%

Total Credit Cards 0.00 116.85 -116.85 -100.0%

Other Current Liabilities
Direct Deposit Liabilities 2,419.32 0.00 2,419.32 100.0%
Payroll Liabilities 1,191.80 947.07 244.73 25.8%

Total Other Current Liabilities 3,611.12 947.07 2,664.05 281.3%

Total Current Liabilities 3,611.12 1,063.92 2,547.20 239.4%

Total Liabilities 3,611.12 1,063.92 2,547.20 239.4%

Equity
Opening Bal Equity 32,224.00 32,224.00 0.00 0.0%
Retained Earnings 63,189.34 67,160.80 -3,971.46 -5.9%
Net Income 20,827.47 19,947.86 879.61 4.4%

Total Equity 116,240.81 119,332.66 -3,091.85 -2.6%

TOTAL LIABILITIES & EQUITY 119,851.93 120,396.58 -544.65 -0.5%
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Jul '20 - Jun 21

Income
001 · Application Fees

002 · LAIT ($50) 50.00
003 · LARE ($175) 175.00
004 · Reciprocity ($100) 1,500.00

Total 001 · Application Fees 1,725.00

010 · Exam Fees
015 · Nevada Specific Exam ($75) 1,000.00

Total 010 · Exam Fees 1,000.00

020 · Interest Income 892.00
025 · Credit Card Fee Income 1,830.00
030 · New Registration Fees

031 · New Certificate Fee ($25) 300.00
032 · New License Fee - LARE ($200) 200.00
033 · New License Fee - Recipr ($200) 2,400.00
034 · New Stamp Fee ($25) 325.00

Total 030 · New Registration Fees 3,225.00

040 · Registration Renewal Fees
041 · Reinstatement Fee ($300) 300.00
042 · Renewal Delinquency Fee ($50) 600.00
043 · Renewal Fee LA ($200) 60,600.00
044 · Renewal Fee LAIT ($50) 100.00
045 · Duplicate Renewal License ($25) 25.00

Total 040 · Registration Renewal Fees 61,625.00

050 · Other Income
051 · Address Change ($10) 100.00
052 · Nevada Blue Book ($5) 0.00
053 · Electronic/Replacemt Stamp($25) 50.00
054 · Enforcement Revenue 0.00
055 · Returned Check Fee ($25) 25.00
056 · Duplicate Certificate Fee ($25) 25.00

Total 050 · Other Income 200.00

Total Income 70,497.00

Gross Profit 70,497.00

Expense
060 · Bank Charges 100.00

070 · Board Expenses
071 · Board Member Mtg Fee ($150) 4,800.00
072 · Meals - Board Meetings 0.00
073 · Travel - Board Meetings 0.00
074 · Board Special Event 0.00

Total 070 · Board Expenses 4,800.00

080 · CLARB Affiliation Dues 5,820.00
090 · CLARB Annual Meeting Expenses

091 · Board Member Per Diem ($150) 600.00
092 · CLARB Representative Expenses 0.00
093 · Annual Meeting Registration 0.00
094 · Travel 0.00
095 · Meals 0.00
096 · Lodging 0.00

Total 090 · CLARB Annual Meeting Expenses 600.00
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Jul '20 - Jun 21

100 · Education & Training
101 · Registration 200.00
102 · Meals 150.00
103 · Lodging 100.00

Total 100 · Education & Training 450.00

105 · FARB
106 · Registration 0.00
107 · Lodging 0.00
108 · Meals 0.00
109 · Travel 0.00
105 · FARB - Other 0.00

Total 105 · FARB 0.00

120 · NCIRC
121 · Board Member NCIRC Mtg Fee $150 150.00
122 · Miscellaneous - NCIRC 0.00
123 · Travel - NCIRC 0.00

Total 120 · NCIRC 150.00

130 · Office Expenses
131 · Grasshopper 0.00
132 · DoIT Email & Web Hosting 2,125.00
133 · Miscellaneous Office Expense 400.00
134 · Licensee Stamp 760.00
135 · Computer Updates & Maint 1,000.00
136 · Office Rent 5,040.00
137 · Office Supplies 350.00
138 · Post Office Box Rent 210.00
139 · Postage & Delivery 350.00
140 · Printing & Reproduction 100.00
141 · Telephone, Fax & Internet 1,000.00
142 · Merchant Services Fees 1,830.00
145 · Capital Equipment & Furniture 1,000.00

Total 130 · Office Expenses 14,165.00

147 · Outside Services
148 · Web Software 13,020.00

Total 147 · Outside Services 13,020.00

150 · Payroll Expenses
152 · Executive Director 40,700.00
153 · Executive Director - Bonus 0.00
154 · Mileage 300.00
155 · Nevada Business Tax 0.00
157 · Payroll Taxes 3,270.00
159 · Payroll Service 500.00

Total 150 · Payroll Expenses 44,770.00

160 · Professional Fees
161 · Accountant 0.00
162 · Bookkeeping 3,750.00
163 · Attorney General's Office 5,000.00
164 · Legislative Bill Tracker 0.00
165 · Legislative Counsel Bureau 1,000.00
166 · Legislative Session 3,000.00
167 · Liability Insurance 550.00
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Jul '20 - Jun 21

168 · Temporary Office Help 0.00
169 · Attorney - Board Hire 0.00

Total 160 · Professional Fees 13,300.00

Total Expense 97,175.00

Net Income -26,678.00
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L.A.R.E. Score Transmittal

From: Parker, Emily (eparker@clarb.org)
To: ellis_la@sbcglobal.net
Date: Tuesday, November 10, 2020, 12:59 PM PST

L.A.R.E. Candidate:  Kenton Miersma

The above menƟoned candidate has indicated an applicaƟon has been submiƩed to your Board. 
Below is a summary of the candidate’s passing examinaƟon results, per his/her request.

AcƟvity Date Course Code Credit Status

9/21/2012      EXAM‐1 Passed

9/12/2011      EXAM‐B Passed

6/11/2012      EXAM‐C Passed

3/5/2012      EXAM‐D Passed

12/5/2011      EXAM‐E Passed

The Council of Landscape Architectural RegistraƟon Boards cerƟfies the informaƟon provided is
accurate and reflects the records of the Council.

Please feel free to contact a CLARB staff member by phone (571‐432‐0332) or email (info@clarb.org)
should you need assistance. 

Sincerely,

Morgan, Emily & Alison
Your Council Record Team

AT&T Yahoo Mail - L.A.R.E. Score Transmittal https://mail.yahoo.com/d/folders/1/messages/70778

1 of 1 11/10/2020, 1:36 PM

























































































































COUNCIL RECORD SUMMARY
**This is a summary of the applicant's history and is not an evaluation of the record against CLARB's Standards of 

Eligibility for Council Certification.

APPLICANT INFORMATION
Name: kaichiburuno Sunago Council Record #:

Legacy CR #:

Council Record Status: EMERGING

Address: 11052 Clemmons Court
Las Vegas, NV  89135

REGISTRATION SUMMARY
Jurisdiction Date of Initial Licensure Expiration Date

EXAMINATION SUMMARY

Examination Section Score Date Pass/Credit Achieved

** The word "Credit" indicates a transition credit for the current section of the L.A.R.E.

Examination Section Score Date Pass/Credit Achieved

EDUCATION SUMMARY
Institution Type Category Graduation Date

University of Nevada, Las Vegas Bachelor Accredited LA 5/12/2018

Phone: 7023719526

Email: bksunago@gmail.com

Scores received 09/2012 and on

Exam 1 Pass 8/12/2019

Exam 2 Pass 8/8/2020

Exam 3 Pass 6/4/2020

Exam 4 Pass 9/5/2020

WORK EXPERIENCE SUMMARY
Employer Experience Evaluation 

Category
Duration Supervisor Status Competencies 

(Prof./Tech.)

City of Henderson
7/15/2019-10/9/2020
Full Time

Landscape Architecture 1 yr(s), 3 mth(s) Landscape Architect Satisfactory/Satisfactory

Lage Design, Inc.
7/1/2018-6/28/2019
Full Time

Landscape Architecture 0 yr(s), 11 mth(s) Landscape Architect Excellent/Excellent



PROFESSIONAL REFERENCES SUMMARY

Name Reference Evaluation 
Category

Comments 
(Prof./Tech.)

DISCIPLINARY ACTION SUMMARY



COUNCIL RECORD DETAILS
Below are the comprehensive details of the applicant’s history as verified by CLARB. The information is not an evaluation of the 
record against CLARB’s Standards of Eligibility for Council Certification.

APPLICANT INFORMATION
Name: kaichiburuno Sunago Council Record #:

Legacy CR #:

Council Record Status: EMERGING

Address: 11052 Clemmons Court
Las Vegas, NV  89135

Phone: 7023719526

Email: bksunago@gmail.com



WORK EXPERIENCE DETAILS

Company Name: City of Henderson Nature of Work: Landscape Architecture

Dates of Employment: 7/15/2019 to 10/9/2020 Employment Type: Full Time Hours: 38

Supervisor's Name: Ms Amie D Wojtech Direct Supervisor: Yes Supervisor License: Landscape Architect

Supervisor's Licensure Information:

Jurisdiction Initial Registration Date Expiration Date Registration Number

NV - Nevada 11/10/2005 06/30/2021 661

Skills:

Project and Construction Administration
Inventory, Analysis and Program Development
Site Design
Detailed Construction Drawings
Grading, Drainage and Stormwater Management
Planting Design
Onsite construction, maintenance or installation

Technical Competence: Satisfactory

Technical Competence Explanation: Bruno has worked hard on obtaining his license and his diligence has paid off. Those abilities will carry 
forward as a landscape architect. He has the desire to continue to learn about the profession.

Professional Conduct: Satisfactory

Professional Conduct Explanation: His professional conduct is satisfactory. He always behaves in a professional manner and treats those around 
him with respect.

Verified By: Ms Amie D Wojtech Date Verified: 10/12/2020

Company Name: Lage Design, Inc. Nature of Work: Landscape Architecture

Dates of Employment: 7/1/2018 to 6/28/2019 Employment Type: Full Time Hours: 40

Supervisor's Name: Cecilia Schafler Direct Supervisor: Yes Supervisor License: Landscape Architect

Supervisor's Licensure Information:

Jurisdiction Initial Registration Date Expiration Date Registration Number

NV - Nevada 04/01/2004 06/30/2021 619

Skills:

Project and Construction Administration
Inventory, Analysis and Program Development
Site Design
Detailed Construction Drawings
Planting Design

Technical Competence: Excellent

Technical Competence Explanation: 

Professional Conduct: Excellent

Professional Conduct Explanation: 

Verified By: Cecilia Schafler Date Verified: 11/02/2020
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  Approved fee schedule effective February 1, 2021 
 
LARE Application Fee -  $  75.00 
Initial License Fee -  $275.00 
Reciprocity Application fee -  $175.00 
Reinstatement Fee to practice as a Landscape Architect 
Or Landscape Architect Intern      $400.00 
Renewal Delinquency Fee to practice as a 
Landscape Architect        $100.00 
Renewal Fee Landscape Architect -      $275.00  
Renewal Fee for Landscape Architect Intern -    $ 50.00 
Delinquency Fee for a certificate to practice as a 
Landscape Architect Intern        $100.00 
Certificate to Practice as a Landscape Architect Intern  $ 50.00 
New Stamp Fee – Hand Stamp      $ 50.00 
Electronic Stamp -       $ 30.00 
Certificate of Eligibility       $300.00 
Fee for duplicate Certificate of Eligibility    $ 50.00 
Annual Renewal Fee for a Certificate of Eligibility   $125.00 
Address Change -          $ 15.00 
Mailing List of all registrants      $ 20.00 
Return Check Fee       $ 25.00 
Copy of the Construction Industry Reference Manual, 
AKA “Blue Book”  Hard Copy      $  5.00 
Copy of a document, per page      $  0.50 
 
 

These are not-to-exceed fees that have been approved on December 28, 2020 by Legislative 
Commission as per NSBLA approval of November 6, 2020. 

     NAC 623A.170  Schedule of fees; proration. (NRS 338.173, 623A.130, 623A.165, 
623A.240) 

     1.  The Board will charge and collect the following fees: 

 Application fee for a certificate of registration pursuant to the provisions of NAC 623A.220 or 
623A.226........................................................................................................................... 300.00  

 

 
Application fee for a certificate of registration pursuant to the provisions of NAC 

623A.222.......................................................................................................................... 300.00  
 

 
Application fee for a certificate to practice as a landscape architect 

intern................................................................................................................................... 50.00 
 

 

https://www.leg.state.nv.us/NRS/NRS-338.html#NRS338Sec173
https://www.leg.state.nv.us/NRS/NRS-623A.html#NRS623ASec130
https://www.leg.state.nv.us/NRS/NRS-623A.html#NRS623ASec165
https://www.leg.state.nv.us/NRS/NRS-623A.html#NRS623ASec240
https://www.leg.state.nv.us/NAC/NAC-623A.html#NAC623ASec220
https://www.leg.state.nv.us/NAC/NAC-623A.html#NAC623ASec226
https://www.leg.state.nv.us/NAC/NAC-623A.html#NAC623ASec222
https://www.leg.state.nv.us/NAC/NAC-623A.html#NAC623ASec222
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Examination fee for the Nevada specific examination for an applicant for a certificate of 
registration........................................................................................................................ 100.00 

 

 
Fee for the review of a Nevada specific examination, if requested pursuant to NAC 

623A.250...........................................................................................................................100.00 
 

 
Certificate of registration.........................................................................................................50.00  

 
Certificate of eligibility..........................................................................................................300.00  

 
Certificate to practice as a landscape architect intern..............................................................50.00  

 
Annual renewal fee for a certificate of registration................................................................300.00  

 
Delinquency fee for a certificate of registration.....................................................................100.00   

 
Reinstatement fee for a certificate of registration............…...................................................400.00  

 
Annual renewal fee for a certificate of eligibility...................................................................125.00   

 
Annual renewal fee for a certificate to practice as a landscape architect intern...... …………50.00  

 
Delinquency fee for a certificate to practice as a landscape architect intern..........................100.00  

 
Reinstatement fee for a certificate to practice as a landscape architect intern....                    400.00  

 
Change of address fee...............................................................................................................20.00   

 
Fee for a duplicate certificate of eligibility...............................................................................50.00   

 
Fee for an official stamp...........................................................................................................50.00   

 
Fee for an electronic official stamp..........................................................................................50.00   

 
Mailing list, all registrants........................................................................................................20.00   

 
Returned check.........................................................................................................................25.00   

 
Copy of the Construction Industry Reference Manual, which is also known as the  
“Blue Book”……………………………………………………...............................................5.00  

 
 

Copy of a document, per page...................................................................................................0.50   
 

 

https://www.leg.state.nv.us/NAC/NAC-623A.html#NAC623ASec250
https://www.leg.state.nv.us/NAC/NAC-623A.html#NAC623ASec250


ELECTRONIC 
PLAN SUBMITTAL 
GUIDELINES 

Permit Application Center 
2250 Las Vegas Blvd North, North Las Vegas, Nevada 89030 

/702\ 633-1536 phone email address: buildingpermils@cityofnorthlasvegas com 

These guidelines is provided for our customers and is intended to provide only 
general information for electronic plans submittal. Please contact our Permit 
Application Center for additional information on your specific project. Attention 
to the completeness and accuracy of information at the beginning of the process 
generally leads to fewer delays and requests for revisions by City staff. 

Effective this past January 2020, customers can now submit plans electronically for review. 

New permit submittal shall be uploaded by the applicants directly to our portal by logging 
into their accounts. Applicants may be requested to email submittal directly to the reviewer. 
All corrections need to be submitted directly to the plans examiner either by email 
attachment or email link. 

Customers must create a login on our website for submittal of plans and tracking comments. 

Electronic plans must be submitted to the following standards: 

(follow these instructions to avoid delays) 

• Applications for the permit/ project must be submitted electronically as a PDF file and 

needs to be completely filled up. Our PDF applications can be found on our website at 

link below; 

http:ljwww .cityofnorthlasvegas.com/depa rtments/ldcs/perm it applications forms an 

d permit fees.php

• Plans for each discipline (architectural, landscape, civil, structural, plumbing,

mechanical, electrical, ... ) is to be submitted as an individual file (all sheets in 1 PDF file

per discipline).

• Engineers must use electronic signatures per the NV Board of Professional Engineers

and Land Surveyors with full size stamp, expiration date, and date of signature.

• First page of each PDF file for engineering plans, structural calculations and geotechnical

report need to be digitally signed. See succeeding pages for digital signing of plans,

structural calculations, and geotechnical report.

• Geotechnical report and cover page of structural calculations need to be 1 PDF file each 

and needs to be electronically stamped, signed, and dated (expiration date and date of 

signing).

• Architects, contractors, and owner builders can use electronic signatures. Each sheet

needs to be electronically signed.

• Zip files are not acceptable.
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• PDF packages and PDF portfolios are not acceptable. Required submittal shall be one 

"Combined PDF" file for each discipline.

PDF Packages/Portfolios Versus Combined PDF Files 

A portfolio is to combine a series of PDFs and/or native files (PDF, Word, Excel, JPEG
files) in a PDF "wrapper" (a single PDF file) that maintains the format of the original files
embedded in it. The files in a PDF Portfolio can be in a wide range of file types created
in different applications. The original files retain their individual identities but are 
assembled into one PDF Portfolio file. Users can open, read, edit, and format each 
component file independently of the other component files in the PDF Portfolio.

Combined files combine multiple PDF and native file formats. Those native file formats
(such as Word, Excel, JPEG, AutoCAD files) are converted to PDF and all of the pages are 
combined into one PDF. 

• Export directly to PDF preferred, not printed then scanned.

• Certified signature of plans in lieu of digital signature is not acceptable.

• Paper size for all drawing sheets for all disciplines need to be consistent.

• Sheet title blocks for all sheets of all disciplines shall be consistent on each page of the 

plan sets.

• Each plan sheet and cover page of structural calculations and geotechnical report need 

to include the project name and address.

• No password protected or locked documents. Files must be unprotected.

• PDF plans prefer vector format and not raster format.

• Plans shall be saved in black and white PDF (1-bit monochrome).
• Maintain output scale when converting to PDF (avoid "Fit to Page").

• For corrections, all pages for each discipline must be submitted as 1 PDF per discipline.

• Corrections need to include complete set and need to include corrected sheets and 

those not corrected.

• Provide revision clouds next to revisions made on plans with number of revision next to 

revision cloud. Also indicate on title blocks for sheets that have been revised or 

corrected to include the revision number and date of revision.

• For owner's revisions (after permit issuance), submit only the revised sheets. One PDF 

file for each discipline.



Instructions for Engineers and Land Surveyors 
On Digital Signing of Plans 

Electronic documents must be digitally signed, but not certified. As with paper plans, apply a picture of 
your seal to each sheet. Compile sheets into a single file with seals on each page, and then apply your 
digital signature to the cover sheet. Any compiling done after sheets are signed will invalidate the 
signature. 

Some documents, like specification books, will require signatures from multiple signers. In this case, use 
one of the three options below: 

1. Compile the document with the seals for each design professional on the cover page. Then 
have each design professional add their digital signature, one at a time, on that cover page, 
being careful not to make changes to the document that would invalidate previous
signatures.

Examples of a valid signature/ seal 

Ocie SigP11d: 0 2 / 2 4 / 2 0  

Dalt Sl"gn1d: 02/2• /20 

2. Have the lead applicant for the project sign and seal the full document. Have each additional
design professional sign and seal a separate attachment that has the title and table of contents for the 
full document or for the pages they are responsible for. Send as multiple documents. 

3. Divide the document into separate documents for each discipline/design professional and 
have each design professional seal and sign their section. Send as multiple documents. 

A common error that many applicants make is certifying instead of signing. Because certifying prevents 
plan reviewers from performing critical functions needed to complete a review, documents must be 
signed but not certified. 



Validate All 

I 

Signatures 

f i ,  
l ! l �  �-1:Slgnedby

How to Create and Apply a Digital Signature: Tutorial and Screenshots 

Validate,t\11 

To sign documents using Adobe Acrobat or Blue Beam Revu, the first step is to create a "self-signed 

digital ID." The digital ID is password protected and contains your name, email address, organization 

name, a serial number, and an expiration date. It proves your identity every time you use it to sign a file. 
• Create a digital ID using Adobe Acrobat ................................... page 4 
• Create a digital ID using BlueBeam Revu .................................. page 9 

You do not need to create a digital ID each time. If your ID is already created, skip to ... 
• Use your digital ID to sign a file in Adobe Acrobat .................... page 7 
• Use your digital ID to sign a file in BlueBeam Revu .................... page 10 

Acrobat 

1. In Acrobat, click the Edit menu and choose Preferences, then choose Signatures.
2. On the right, click More for Creation & Appearance, then click box to check Show 

Reasons under When Signing, then OK. 
3. On the right, click More for Identities & Trusted Certificates.
4. Select Digital IDs on the left, and then click the Add ID button.

Dogitll ID Files 

Windows Digital Ills 

PKCSstl Modul<S or 

Trumd Ctllilic1ta 

Mau■ae My Dlptal IDs 
I') 

 • 9or.age Mechanism 

-
Thisis a &staftbe digit:,I IDs that are a\'llibble for yv..- use on this  amputa- Disitd IDs are 
privaJo mid should DOI be shared They arc 11:Sed when YoU aeatc II digital sigimhrc or \\hen 

5. Select the option A New Dlgltal ID I Want To Create Now, and click Next. 

) (  

" 



AddD,grt•IID 

Add o,crHlctcfog!ll l)111.sign t n d �  cio<""'!CftlS. The...00.11te!llri_,,.,'«ilh)'Ollf 
d,g,bl 1 1 ) , . , . n l l o - ,c tliot dM,y <"'1 voilly ;aur "!l""''"-Add or creole• digut 10 ""'1;F 

Ou, cai,t"'!l dlgll.i ID'"""' 
A1111 

A - - , o l l g l i . i l D " " " " " " ' l l l a • s a -

A � - c o d t o 1 h l , , O l l f ! I U l < '  

@'�-dl.!!!!!.IDl,._tocmte"'"'!i 

X 

6. Specify where to store the digital ID, and click Next. Use the option that best fits your
needs. 

New PKCS#12 Digital ID FIie: Stores the digital ID in a file that can be used in both Windows 
and Mac OS. 

Windows Certificate Store (Windows only}: Stores the digital ID in a common location for 
Windows applications. 

7. Do the following:

wt,11•JWllld Q.atollor 'rWul-ilgMddigitllE' 

  ,!'ll!!!!.__11,!:i!,I 
l m  I ..u,:!:;.a ;::aM.. .-igbilOlwthltmathe PJ;[S.rl2farlNL 
Thst:Mlrnatldip.s'DrMflllffNl• bJmoli cdt--  
•dudingmlJlWwtb btawt1r:1.. fikstuwea .pb Df .plZhle  

o-tm11a1e-.
 ll;ital'mdHs:cndiitbe Certl"icaStcn:.timit'Mlabblwalfable. 
tooth•w-...!o.soppi<,lio&Thtmgal!Ddbep,ol<dod"7r-l'mdow,fogo; 

c - .<  

X 

a) Type a name, email address, and other personal information for your digital ID. 
When you certify or sign a document, the name appears in the Signatures panel 
and in the Signature field.

b) Choose the 1024-bit RSA option from the Key Algorithm menu. 
c) From the Use Digital ID For menu, choose whether you want to use the digital ID 

for signatures, data encryption, or both. For signing building plans/documents,
you only need to choose "signatures."

d) Click Next. 



Add Digital ID 

Enteryaur 1denlrty onformotion to be used when g - , a t i n g  lheself"'igned cerbficate. 

Name (e.g. John Smoth): jlohn Doe 

Orgmizatoonal l,lnit: jauild,ng end Fire Safety 

Qrg1naabon N1me: ]t.and Devolopml!nt ind  Community SeJvicos 

�mad Addttss: pooeOcityofnorthlasvegas.corrl 

&ount,y/Regoo . .  ius-lJNfTEDSTATES �, ----------
KeyAlgorithm: 2048-bitRSA ] ________________ .. 

Use digltal ID for, fjjrg',tal 5,gnilluros a:i'iiata E n �  .:J 

8. Do the following:

X 

< Baclc Next. 

a) Type and confirm a password for the digital ID file. You will need this password 
each time you use your ID. 

b) The digital ID file is stored at the default location as shown in the FIie Name
field. If you want to save it somewhere else, click Browse and choose the
location. Make a note of where your ID is stored.

c) Click Finish.
If a digital ID file with the same name exists, you're prompted to replace it. Click OK to replace, 
or browse and select a different location to store the file. 

Addlligii.lE 

Ente,afil<laal,o,,ancl,..-c!lc,your.,..,.digibl Efilo. You .. lUne,,lthe,.._""'1en 
you usolhedigotol E M  sign oula:1)1'1 documents. Ynu"1culd m,lce, no1<cfth•fil< loc,t;an 
,o !Nlyau<>n cor,;thls l.ef01 � ' "  alhe, purposes. You un ll!e, ch,O\l•-foo lhos 
file using the Stturity s.irJnv, dillog. 

F,  - olonOoe.pi, I t - -

C.n<d 

X 

f j n i , h  

9. The ID is created. NOTE: Make a backup copy of your digital ID file. If your digital ID file is 
lost or corrupted, or if you forget your password, you cannot use it to add signatures to
files.



i1g;u11en1-....nC,nl'lg;elmn9> X 
a D!ilulC. t -.MID /,,,_rc)pa>• C a t f i u t & - ri.-t O-QAanrrcD 

Job Dae 

r • . . . iL1-"- 'Du.  
5 - ,  1011   &e. 

v .. 'W,._, :x111,'06•ll u    JO' 
VJlidla:Jlm.Jll6  U:Jli'l +os:;u 
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Use your digital ID to sign a PDF file in Adobe Acrobat 
This process may vary slightly depending on which version of Acrobat you use. 

1. Open the file to be signed.
2. In Acrobat, click TOOLS tab next to  home then click CERTIFICATES. Click DIGITALLY SIGN 

and then click and hold down your mouse to draw a rectangle on the area of the document
that you want to  sign. 

3. Choose the digital ID then click CONTINUE 

Sign with a Digital ID X 

Choose the Digital ID that you want to use for signing: 

0 i j  John Doe (Digital ID file) 
Issued by. John Doe, Expires: 2025.02.27 

View Details 

( Configure New Digital ID )  •@j\jjjj\•f 

4. Under REASONS, click drop down and choose I AM THE AUTHOR OF THIS DOCUMENT then 
enter PASSWORD, and click SIGN. 



Sign as H John Doen

Appearance Created 2020.02'27 14:56!09 -08' · v 

IJohn 
Doe 

0 Lock document after signing 

View Certificate Details 
Reason 

Location 

X 

Dlgltally signed by John Doe 
ON: cn=John Doe, o=Land 
Development and Community 
Services, ou-BuUding and Are Safety, 
emall•OoeJ@cityotnorthlasvegas.com, 
c-US
Reason: I am the author of this 
document 
Date: 2020.03.02 10:42:53 -08'00'

I am the author of this document v 

CNLV 

Contact Info DoeJ@cityofnorthlasvegas.com 



5. Once you click Sign, you will be prompted to save your file.
6. Your document is signed and is ready to be uploaded to the customer portal. Your signature will

appear on the document in the area where you drew the rectangle, and the file will show that the
signature is valid .
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Any changes made to the flle from this point on wlll lnvalldate the signature. 

For additional help, consult the Acrobat User Guide available at https://helpx.adobe.com/acrobaUuser-guide.html. 

You can also use Adobe's digital ID resources available at https://helpx.adobe.com/acrobaUusing/digital-ids.html. 



Create a digital ID using BlueBeam Revu 2017 
1. In BlueBeam, click the Document menu and select the Signatures icon. Then choose Digital IDs ... 

2. On the window that appears, click the green plus sign to add a new signature.

Manage llgital 10s 

l d r i l y
Nzme 

 lhl-
 teme. 

F-mi,IM!nY,t· 
Co,riiy/Reglan. 

Usage· 

ID.Jed By 
b l ,

E,qns. 

3. Select Create Dlgltal ID flle and in the Usage field, choose Dlgltal Signatures and Data
Encryption.

A. Then fill in your personal information, enter a password for the ID file, and click OK. 

New Digital ID 

. ;  Creale Di al ID In W-mdoww Cerllieale Slore 
Cta.l.lle a Olgbl ID In the WndiMa Cdeate 3ore where II Is avalable to other Windows 
 - Tti, l)gital ID is prgtected by)'OI.I' Windowslogi,. 

ldniy 

Name· John Doe 

QvaizalJooal Uni: Development 5eJvices 

Orgarizalion Name· City and Colriy of Denver 

E a  Address: jom.doe@denvetgov.org 

Pl<CS#12 Options 

Re: <  m your compu:erwhere )'DU want the ID stored>> GJ 
Passwo!d: . . . . Coi1ffll: , . . .  .j _ ]

OK Cancel 



Use your digital ID to sign a file using BlueBeam Revu 2017 

1. In BlueBeam, click the Document menu and select the Signatures icon. Then choose 
Sign Document. 

2. Click and hold down your mouse to draw a rectangle on the area of the document that
you want to sign.

3. Using the Digital ID: drop-down arrow, select the ID file you want to use. 
a) Then, enter your password. 
b) Under Signature Type, make sure to select Digital Signature. 

Sign 

.___;y• I \4ew... ] [ New... J 

G ..  -----'--'--' Log., 
Signature Type � 

@ Digital Signal!,Jre � 

� Certlflcaoon 
Pc:,rmt� fflattge& i!lte-" l"PlrlN.tll"! 

[ Marlrups, fill 111 forms. and d " i g �  signatures 7 
Options 

Reason: I am the author of this document 

location: 

Cortact 1rto: I - - - - - - - -

Appearance 

[ Standard---'· = = - -' l  ____ e x t - ' - - ' - - - - - ' - - - - '  . .  JI Edit... 11 New,.. l 

I O K  II Q n c e l  j

4. Once you click OK, you will be prompted to save your file.
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About This Guide 
Nevada Board of Professional Engineers and Land Surveyors drafted this guide in collaboration with agencies and 
professionals. In moving to paperless submittals, agencies and professionals experienced various challenges with 
different approaches to resolving those challenges. Rather than professionals individually doing what they thought 
was best to comply with agency requirements and Nevada regulations and each agency developing its own guide to 
meet its unique submittal processes, it was agreed the board would facilitate the development of a guide that could 
be adopted by agencies and provide uniform guidance to professionals. 

This guide is intended to be software agnostic. References to Adobe or Bluebeam are solely due to common 
familiarity with the software. The concepts illustrated within this guide described for Adobe and Bluebeam should be 
helpful when using other PDF software. 

The purpose of this guide is to: 

• Establish uniform guidelines for electronic submittals and digital signatures
• Enable consistency amongst public agency requirements for electronic submittals
• Guide professionals in preparing and submitting electronic submittals that conform to Nevada regulatory and 

agency requirements 
• Serve as a resource for public agencies and professionals

Conventions Used in this Guide 
Terminology in this manual include the following: 

• Electronic Submittal-submittal transmitted electronically
• Stamp Image-an image of a professional stamp,jpeg, tif, electronically created 
• Electronic Signature-an image of a signature, jpeg, tif, or electronically created 
• Digital Signature-certificate based encrypted signature that includes meta-data to identify the signer
• PDF-Portable Document Format 
• Flatten-Conversion of a multi-layered document to a single layer, secures and locks all the elements of the 

document 
• Slip Sheeting-replacing individual sheets of an original document with a new sheet, resulting in invalidating

digital signatures of the original document 
• PDF Package or Portfolio-a PDF package/portfolio is when multiple documents are packaged together into 

one PDF file without invalidating digital signatures

Contents of this Guide 
Included in this guide are the following: 

• Electronic Submittals- Guidelines for preparing and submitting electronic plan sheets/documents 
• Digital Signing of Documents-Guidelines on how to digitally sign electronic plan sheets/documents 
• How to create a digital signature in Adobe Acrobat 
• How to use a digital signature in Adobe Acrobat 
• How to create a digital signature in BlueBeam Revu 
• How to use a digital signature in BlueBeam Revu 



Electronic Submittals 
Guidelines for preparing and submitting electronic plan sheets: 

• Plans are submitted electronically as a PDF file and remain electronic throughout the submittal process. 
Documents are exported/saved to PDF, not printed and then scanned. 

• Use the combine file option when combining PD F's to maintain smaller file sizes. Zip files, PDF packages and 
PDF portfolios can result in files too large to transmit electronically and are often not compatible with review 
software such as Bluebeam. 

• PDF documents need to be flattened prior to digitally signing and transmitting electronically.

• Security settings for the document should be the lowest setting allowed by the software. No password
protected or locked documents. Files must be protected to a level that allows mark-ups and corrections by 
reviewers. 

• For plans that include multiple disciplines-architectural, landscape, civil, structural, plumbing, mechanical, 
electrical, etc-check with the agency for specific submittal requirements. Agencies may require: 

o The prime professional to submit separate files for each discipline
o Each discipline to submit their plans individually to the agency 
o The prime professional to combine files into a single file by "stapling" (BlueBeam), or "combining"

into a single document (Adobe) 

• Each discipline/design professional adds their stamp image and signature image to each of their plan sheets, 
and then adds their digital signature to their cover/title/first page. Then the professional's plans are 
transmitted to the prime professional who will submit the plans or staple/combine each professional's plans 
and submit to the public agency. Combining will invalidate the digital signatures so each professional will 
need to reapply their digital signature after the document is combined. Alternatively, all digital signatures can 
be applied to the appropriate discipline cover sheet after all sets have been combined. 

• The first page of each PDF file for each discipline including plan sheets, structural calculations,
geotechnical reports, drainage reports, etc, require a digital signature. 

• Each plan sheet of the submittal needs to include an image of the professional's stamp along with an image of 
the professional's signature. The digital signature is applied only to the cover/title/first page of each 
professional's submittal for a project. 

• Engineer and Land Surveyor professionals must use digital signatures per NAC 625.610 in combination with 
a stamp, expiration date, and date of signature. 

• A software certified document is not a digital signature, sign the document with a digital signature, do not use 
the certify document function in the software or lock the document in a manner that prevents review 
comments/changes. 

• Professionals must take adequate protections to prevent fraud or misuse of their digital signature. 

• To address review comments, each discipline must resubmit separate files similar to the initial submittal.
Each discipline submits their entire file with the updated/corrected sheets, each sheet has an image of 
the professional's stamp with the image of the professional's signature, and the cover/title/first page includes
the stamp image, signature image, and a new digital signature corresponding to the new resubmittal date-
the new digital signature will include a new embedded date stamp. 

• Slip sheeting by professionals during the submittal process is not allowed due to digital signature 
invalidation or software limitations.



Digital Signing of Documents 
Electronic documents must be digitally signed, but not certified. As with paper plans, apply your stamp 
electronically to each sheet, this can be an image of your stamp or a stamp created electronically. Compile 
sheets into a single file with the image of your stamp and image of your signature on each page, and then 

apply your digital signature to the cover/title/first sheet. 

If there are multiple disciplines and the discipline files need to be compiled into a single file for submitting 
to an agency, compiling will invalidate the digital signature and the compiled document will need to be 

circulated to each of the professionals for reapplication of their digital signature. 

If combining/compiling documents, combine the document with the stamp images and signature images 
for each design professional on the cover/title/first sheet of each discipline. Then have each design 
professional add their digital signature to the cover/title/first sheet for their discipline, being careful not to 
make changes to the document that would invalidate previous signatures. 

Example of an electronic stamp with signature image: 

Example of an electronic stamp and signature image with the digital signature added next to the image of the 
stamp: 

I) I ly•lejn, by l ,  Edgar · - · -
Su rla 

If-.; 

 .., 
10 :z: 

r -• 

A digital signature cans ow e name as ex , ass own, or as an image o e s1gna ure. hen the digital 
signature is shown as an image of the signature it is not necessary to add a seperate signature image. 



A common error that many professionals make when preparing documents for submittal is using the 
CERTIFIED BY function of the software instead of digitally signing. Using the software certify function 
prevents plan reviewers from performing critical functions needed to complete a review. 

Slgmtures 

ValimteAII 

To sign documents using Adobe Acrobat or BlueBeam Revu, the first step is to create a "self-signed digital ID." The 
digital ID is password protected and contains your name, email address, organization name, a serial number, and 
an expiration date. It shows your identity every time you use it to sign a file. 

You do not need to create a digital ID each time you need to use one. If you have already created a digital ID, then 
skip the following sections describing how to create a digital signature and refer to the following sections on using 
a digital ID. 



Create a Digital ID Using Adobe Acrobat 
In Acrobat, click the EDIT menu and choose PREFERENCES, then choose SIGNATURES. 

On the right, click MORE FOR CREATION & APPEARANCE, then click box to check SHOW REASONS under WHEN 
SIGNING, then click OK. 

On the right, click MORE for IDENTITIES & TRUSTED CERTIFICATES. 

Select DIGITAL IDs on the left, and then click the ADD ID button. 

Oig,t,IIOFila 

, Window< DigilallDs 

Pl:CS'11 Modules ,r 

Tnatod Catl,catcs 

Issue, 

-
J\.lan■1e My DIJlt■l IDs 

0 R,fn,sh O 
Stotage Mechanism 

This is a &st of die dipal  IDs 1hal are ll\-ailablc,for your me oa this complll<r Diplal IDs me 
privazo mid should DOI be shored They are med when you create 11. cfaiml sqpll!Ure or ..-hen 

Select the option A NEW DIGITAL ID I WANT TO CREATE NOW, and click NEXT. 

"4dlltg«ai1D 

Add 0< ataua ci9U1 ID to sign Ind cnc,ypo doc..,,enu. Thtce,tifiutt lhll . . , _  wi!tl your 
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OMJ.....,dlgkellOI"""' 

Alao 
A1""""'96glt,I I0auosc,iw•--

A - • " " " " " " " '  lo lhlt <""'J"MI 1: @' !!!!! IDhi"!1tl1tcmta""!! t 

Specify where to store the digital ID, and click NEXT. Use 
the option below that best fits your needs: \\'haawouldpulib1Dstor1ya.rld digiWE? 

X 

X 

• New PKCS#12 Digital ID File: Stores the digital ID 
in a file that can be used in both Windows and 
Mac OS

I @ •     1mril'IClfpQ.i';:;.&itd4i,bflJMllhai,cahdaftdai:l ltonnaL 
Th.iCDnW.ondipal!Jf . .   - ..,lr!Mtws:wityldt#ara  
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• Windows Certificate Store (Windows only): Stores
the digital ID in a common location for Windows
applications
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Do the following: 

Type your name, email address, and - - - - - - - - - - - - - - - - - - - - - - - - - - - - - x
Arld OigiullO 

other personal information for your 
digital ID. When you sign a 
document, the name appears in the 
Signatures panel and in the 
Signature field. 

Choose the 1024-bit RSA option from 
the Key Algorithm menu. 

From the USE DIGITAL ID FOR menu, 
choose whether you want to use the 
digital ID for signatures, data 
encryption, or both. For signing 
plans/documents, choose "Digital 
Signatures." 

Click Next. 

Do the following: 

Enlu yoar  ldentrty Information i o  be used when-generating the self-signed c a b f i c m .  

N1me (e.g. John Smith], !John Doe 

0,gamzationll _unit !Building and Fire S . fdy  

Qrganczation N,mo: !Land Development and Community Sesvices 

f,nail Address: p0o.ocityofnorthlasvegas.con-l 

.C:ount,y/Region: US- UNITED STATES 

Key Algorithm: f2048-btt RSA 

Use digit.ii ID foe foigftal Signatures and Data Enc,ypbon 

Cancel 

AddOigill l l l  

v i  

• Back: 

Type and confirm a password for the digital ID 
file. You will need this password each time you 
use your ID. 

urt<t, f;ie lccationond possword fcryournew d,g,t,111 Iii<. Vou..,llneedthep,sswordwhen 
you use lh•dlgitd O t o  signorde<,yptdocuments. Youshould nvlcea nctecf the l ie  locat,on 
" 'u . . t you  can tapylhlsfildot l w d u p . ,  othor pu,pcses. ' /ouan la!<1 dwngecptianslor this 
file using the Security s . t 1 " 9  dl""9-

The digital ID file is stored at the default location 
as shown in the File Name field. If you want to 
save it somewhere else, click Browse and choose 
the location. Make a note of where your ID is 
stored. 

Click Finish. 

If a digital ID file with the same name exists, you 
are prompted to replace it. Click OK to replace 
or browse and select a different location to store 
the file. 

FjeN.,.,., 

 \Roaming\ArlallP\ll<rObn\DC\Seari)'\IOlln!loe.pb 

F =  
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) (  

fjnish 



Your digital ID has now been created. 

Q, Cl-.llu,t,,.IC.., ,1"'-'" i , .  X 

ii-;p, ... lll • IMI> 11ur:i,,.-. - , _ _ _ _  ,-Jo....,.. o a.r...i. c, a - i n
tti;Jl!lll<IID  , . . . . , ,  l i w s * I I O t M
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i u s r , 1 �  

T...td Cull"iate 

Jt>lal>,oe 
UltS HII IDrll!laC b e .  

, ....... ">·Jrl-l"l<w 
f•IDll b.:, 

V.i"lll m: l017/06\?3 H m ?  +0'31)' 
V.&loll4'.20l2«.23   HIS • 

Tl l lnt . . t  IIQlf:  ( ¥ a 1 S i p u : f t . E m y p t  I>: ,c ,am.  K q  A p t m a l  

NOTE: Make a backup copy of your digital ID file. If your digital ID file is lost or corrupted, or if you forget your 
password, you cannot use it to add signatures to files and you won't be able to unlock/edit previously signed files. 



Use Your Digital ID to Sign A PDF File in Adobe Acrobat 

This process may vary slightly depending on which version of Adobe Acrobat you use. 

Open the file to be signed. 

In Acrobat, click TOOLS tab next to home 
then click CERTIFICATES. Click DIGITALLY 
SIGN and then click and hold down your 
mouse to draw a rectangle on the area of 
the document that you want to sign. 

Choose the digital ID then click CONTINUE 

Under REASONS, click drop down and 
choose I AM THE AUTHOR OF TH IS 
DOCUMENT then enter PASSWORD, and 
click SIGN. 

Sign with a Digital ID 

Choose the Digital ID that you want to use for signing: 

0 J9hn Doe (Digital ID file) 
Issued by: John Doe. Expires: 2025.02.27 

X 

( R e f r e s h )  

View Details 

( Configure New Digital ID ) 1 E@@♦ 

Sign as "John Doe" 

Appearance Created 2020.02.27 14:56;09 -08  · v 

John 
Doe 

D Lock document after signing 
View Certificate Details 

Reason 

Location 

X 

Digitally signed by John Doe 
DN: cn-.John Doe, o-Land 
Development and Community 
Services, ou•Bullding and Fire Safety, 
emall=DoeJ@cityofnorthlasvegas.com. 
c - U S  
Reason: I am the author of this 
document 
Date: 2020.03.02 10:42:53 -08'00' 

l am the author of this document v 

CNLV 

Contact Info DoeJ@cityofnorthlas\/egas.com 

[·--··4



Once you click SIGN, you will be prompted to save your file. 

Your document is signed and is ready to be transmitted. Your signature will appear on the document in the area 
where you drew the rectangle, and the file will show that the signature is valid. 
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Any changes made to the file from this point on will invalidate the signature. 

For additional help, consult the Adobe Acrobat User Guide available at https://helpx.adobe.com/acrobat/user-
guide.html. You can also use Adobe's digital ID resources available at 
https://helpx.adobe.com/acrobat/using/digital-ids.html. 



Create a Digital ID Using BlueBeam Revu 2019 
In BlueBeam, click the TOOLS menu and select the SIGNATURES icon. Then choose DIGITAL IDs ... 

On the window that appears, click the GREEN PLUS SIGN to add a new signature. 
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Select CREATE DIGITAL ID FILE and in the USAGE field, choose DIGITAL SIGNATURES AND DATA ENCRYPTION. Then fill 
in your personal information, enter a password for the ID file, and click OK. 

New Digital ID 

- Cnmle Di III ID file -""f!N ...,..-""'fll!aed [Jglal ID Ille USlng the PKCS#12format. llis lie format Is 
accepted byll105t secuty appkaliori:, and web browsers. These h Vii have a six file 
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Name· Join Doe 
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Use Your Digital ID to Sign A File Using Bluebeam Revu 2019 
In BlueBeam, click the TOOLS menu and select the SIGNATURES icon. Then choose SIGN Document. 

Revu File Edit View Document Batch Help 
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Certify Document.. 
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Digital IDs_ 
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Click and hold down your mouse to draw a rectangle in the area of the document where you want to sign. 



Using the DIGITAL ID: drop-down arrow, select the digital ID file you want to use. Then, enter your password. 

Under SIGNATURE TYPE, select DIGITAL SIGNATURE. 

After you click OK, you will be prompted to save your file. 

Sign 

0-igital ID: 
KAMC 

,=:...._...::::,.., [ 'Aew... I r New.' .. 

E .. _ l I l o g i n  l 
Signature Type � 

@ Digital Sil1l5Jre 
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tidch   
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Options 

R e  :  I am the  author of this document • 
LDcalion: j 

Contact r i o :  

Appearance 
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Any changes made to the file from this point on will invalidate the signature. For additional help, consult 
https://support.bluebeam.com/online-help/revu2019/Content/RevuHelp/Tutorials/Digital-Signatures.htm 
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AGENDA ITEM � D

NEVADA STATE BOARD OF LANDSCAPE ARCHITECTURE
POSITION DESCRIPTION

Position Title:  Executive Director  (FTE 0.49) 

Date Originated: March 6, 2009 

Reviewed/Revised:

RELATIONSHIPS:

Reports To:  Board President

Internal Contacts: Board Members, Field Investigation Officers, Temporary 
Office Staff, Bookkeeper, Auditor, Deputy Attorney 
General

External Contacts: State of Nevada Registered Landscape Architects, 
Landscape Architects-In Training, Applicants for
Registration by Reciprocity, Examination and Landscape 
Architect-In Training, Council of Landscape Architecture 
Registration Board Members and Staff, Other State of 
Nevada Boards and Agencies, Nevada Construction 
Relations Committee, National Society of Landscape 
Architects, Vendors and Visitors.

POSITION PURPOSE:

Pursuant to NRS 623A.100 duties of the Executive Director include: (a) Keep an accurate record of 
all proceedings of the Board;  (b) Maintain custody of the official seal;  (c) Maintain a file 
containing the names and addresses of all holders of certificates of registration and certificates to 
practice as a landscape architect intern;  (d) Submit to the Board each application for a certificate of 
registration or certificate to practice as a landscape architect intern that is filed with the Board; (e) If 
a holder of a certificate of registration or certificate to practice as a landscape architect intern has 
violated any provision of this chapter, file a complaint with the Attorney General; and (f) Perform 
any other duties assigned to him by the Board.
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The Executive Director is responsible for the supervision, coordination and administrative services 
of the Nevada State Board of Landscape Architects.  This position oversees all operations of the 
Board including: enforcement, quarterly Board meetings, payroll, payables, receivables, 
administration of state examinations, processing applicants for registration, annual registration 
renewals, communications including maintenance of the Board’s web-site, preservation of Board 
files, budget and annual audit.   

The Executive Director must retain a thorough knowledge of Nevada Administrative Code and 
Nevada Revised Statutes which pertain to this position as well as the State Administrative Manual 
(SAM).  Active participation in State of Nevada Legislative Sessions including the representation 
of the Board at hearings and meetings as needed is also required. 

The Executive Director serves as a liaison between the Board of Directors and all external 
contacts for purposes of communicating requirements of State of Nevada to Registered 
Landscape Architects and in keeping the Board apprised of legal requirements and current issues.  

NATURE AND SCOPE: 

The nature and scope of the Executive Director includes the establishment and implementation of 
administrative policies and procedures, which comply with applicable State of Nevada 
requirements. The Executive Director is responsible for Landscape Architect registration and 
renewal of registration, meeting management, flow of information from external contacts to the 
Board. This position acts as the liaison and resource between the Board and the Community.  It is 
expected that the Executive Director will remain knowledgeable of all changes in standards and 
practices or of new standards and practices.  It is further expected that any and all new required 
information will be transferred to existing operations. 

MINIMUM QUALIFICATIONS: 

Education: Working-level knowledge of the English language, including the 
ability to read, write, and speak English. A bachelor’s degree is 
required.  

Experience: Five years of experience in related administration.  
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ESSENTIAL FUNCTIONS REQUIRED TO FULFILL DUTIES: 

Board of Director Activities  
Provides supportive services to members of the Board in fulfilling the responsibilities of 
their offices. Participates in developing policies for the Board, and in monitoring the 
continuity of office activities.  Organizes travel and attends Board meetings. Assists in the 
preparation of the agenda and meeting documents pursuant to NRS 241. Prepares and 
delivers Executive Director Report including progress and needs for Board operation; 
recommends necessary action concerning the operation of the Board. Records, transcribes 
and maintains records from these meetings. Notifies applicants, petitioners, or appropriate 
parties of Board actions.  Initiates action on Board directives.    

Landscape Architecture, Landscape Architecture In-training Registration and Renewal of 
Registration 

Oversees the processing of all Landscape Architect and Landscape Architecture In-
training registration and registration renewal applications in accordance with NRS 
Chapter 623A.200 

Examinations 
Pursuant to NRS 623A.190, oversees the administration of the Nevada State Research 
Examination. 

Board Records 
Maintains confidential credentials files and electronic database in accordance with NRS 
623A.135 

Enforcement 
Responsible for receiving initial complaints and establishing if the complaint falls within 
the jurisdiction of the Board.  All correspondence to the complainant and the respondent 
are the responsibility of the Executive Director.   Responsible for introducing all cases to 
the Enforcement Representative of the Board and the Deputy Attorney General as needed 
for follow-up and disposition.  Assists the Field Enforcement Officers, Enforcement 
Representative of the Board and Deputy Attorney General as requested with all 
enforcement activities.  Provides quarterly enforcement reports to the Legislative Counsel 
Bureau pursuant to NRS 622.100. 

Legislative Session 
Represents the Board at hearings and meetings as directed by the Board.  Tracks bills as 
they are introduced for impact on the Board providing reports at quarterly meetings of the 
Board and more often as needed. 
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Communications 
Maintains communication with all internal and external contacts. Identifies and works to 
solve problems as they arise. Maintains the Nevada State Board of Landscape 
Architecture web-site, and incoming telephone answering system.  Receives and responds 
to United States mail, telephone calls and electronic mailings and any other form of 
communication to the Board.   
Coordinates the activities of the Board with other State of Nevada Boards and Agencies 
including but not limited to correspondence, attendance at meetings, telephone contacts 
and project cooperation.   
Coordinates the activities of the Board with professional organizations such as American 
Society of Landscape Architects, Council of Landscape Architect Registration Boards,  
Nevada Construction Relations Committee including correspondence, attendance at 
meetings, telephone contacts and project cooperation. 

Payroll 
Oversees all aspects of Board payroll including the completion of quarterly and year end 
State of Nevada and Federal Reports. 

Annual Budget 
Prepares and administers the annual budget in conjunction with the Board.  Performs 
monthly financial duties including accounts payable, accounts receivable, banking and 
Board reports in accordance with NRS 623A.150 

Annual Audit 
Prepares and provides data necessary for an annual audit pursuant to NRS 218.825, 
oversees reporting of the audit to the Legislative Counsel Bureau. 

Confidentiality 
Exhibits a high degree of responsibility for confidential matters. in accordance with NRS 
623A.353 

Assume Other Related Responsibilities as Required 
Maintains knowledge of Chapter 623Aof Nevada Revised Statutes (NRS), Chapter 623A 
of Nevada Administrative Code (NAC) and State Administrative Manual (SAM). 
Ensures that all office policies and procedures comply with NRS Chapter 623A and NAC 
Chapter 623A.  Responsible for the creation and maintenance of an operations manual.  
Responsible for monitoring outside contractors including necessary training and 
evaluations.  Maintains custody of the official seal. 
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AGENDA ITEM ��D

Nevada State Board of Landscape Architecture
Executive Director

Annual Review
PERFORMANCE STANDARDS

Instructions:  For each function, assess whether the employee demonstrates the behaviors, 
Exceptional (4), Exceeds Expectations (3) Meets Expectations (2), Needs Development (1) or 
Unsatisfactory (0). For any function scored as needs development or unsatisfactory, develop and 
implement an action plan.  Customer is defined as anyone with whom the Board has contact. 
Maximum score is 48. 

4:  Exceptional:  Consistently exceeds all expectations and standards.  Demonstrates the highest 
level of professional excellence and superior work. Always demonstrates desired behaviors even 
under difficult and stressful circumstances. Anticipates and exceeds customer needs and desires. 
This level of performance is an excellent role model to others. Recognized by peers as an expert 
and problem solver. 

3:  Exceeds Expectations:  Demonstrated accomplishments are clearly and consistently above 
most expectations and standards. Regularly demonstrates desired behaviors. Provides significant 
contributions towards the achievement of individual, and Board goals; this level of performance 
is a positive model to others.   

2:  Meets Expectations:  Work is performed within established expectations and standards. 
Provides expected performance; some of the time exceeds expectations and rarely does not meet 
expectations.  Generally demonstrates desired behaviors and strives to correct deviation from 
desired behaviors. 

1:  Needs Development:  Does not consistently meet performance expectations or standards; 
some of the time meets expectations, but overall compliance with expectations or results are not 
meeting expectations and require a development plan. Demonstrates some, but not all the desired 
behaviors. Improvement in performance is needed to achieve acceptable level of contribution.  
Employee is placed on a formal Development/Action Plan.  

0:  Unsatisfactory:  Performance level fails to meet expectations or standards. There is 
inconsistency and the employee is generally unaware when not demonstrating desired behaviors. 
Does not demonstrate the desired behaviors of this organization.  Employee is placed on a formal 
Development/Action Plan and immediate improvements must be made to justify continued 
employment.
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ESSENTIAL FUNCTIONS: 

4 3 2 1 0 
1. Board of Director Activities

Provides supportive services to members of the Board in fulfilling the responsibilities of 
their offices. 
Participates in developing policies for the Board, and in monitoring the continuity of 
office activities.   
Organizes travel and attends Board meetings.  
Assists in the preparation of the agenda and meeting documents pursuant to NRS 241.  
Prepares and delivers Executive Director Report including progress and needs for Board 
operation; recommends necessary action concerning the operation of the Board.  
Records, transcribes and maintains records from these meetings.  
Notifies applicants, petitioners, or appropriate parties of Board actions.   
Initiates action on Board directives.    

4 3 2 1 0 
2. Landscape Architecture, Landscape Architecture In-training Registration and Renewal
of Registration

Oversees the processing of all Landscape Architect and Landscape Architecture In-
training registration and registration renewal applications in accordance with NRS 
Chapter 623A.200 

4 3 2 1 0 
3. Examinations

Pursuant to NRS 623A.190, oversees the administration of the National Examination and 
the Nevada State Research Examination. 

4 3 2 1 0 
4. Board Records

Maintains confidential credentials files and electronic database in accordance with NRS 
623A.135 

4 3 2 1 0 
5. Communications

Maintains communication with all internal and external contacts.  
Identifies and works to solve problems as they arise.  
Maintains the Nevada State Board of Landscape Architecture web-site, telephone, 
facsimile machine and cellular telephone.  Receives and responds to United States mail, 
telephone calls and electronic mailings and any other form of communication to the 
Board.   
Coordinates the activities of the Board with other State of Nevada Boards and Agencies 
including but not limited to correspondence, attendance at meetings, telephone contacts 
and project cooperation.   
Coordinates the activities of the Board with professional organizations such as National 
Society of Landscape Architects, Council of Landscape Architect Registration Boards, 
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Nevada Construction Relations Committee including correspondence, attendance at 
meetings, telephone contacts and project cooperation. 

4 3 2 1 0 
6. Enforcement

Responsible for receiving initial complaints and establishing if the complaint falls within 
the jurisdiction of the Board.   
All correspondence to the complainant and the respondent are the responsibility of the 
Executive Director.    
Responsible for introducing all cases to the Enforcement Representative of the Board and 
the Deputy Attorney General as needed for follow-up and disposition.   
Assists the Field Enforcement Officers, Enforcement Representative of the Board and 
Deputy Attorney General as requested with all enforcement activities.   
Provides quarterly enforcement reports to the Legislative Counsel Bureau pursuant to 
NRS 622.100. 

4 3 2 1 0 
7. Legislative Session

Represents the Board at hearings and meetings as directed by the Board.   
Tracks bills as they are introduced for impact on the Board providing reports at quarterly 
meetings of the Board and more often as needed. 

4 3 2 1 0 
8. Payroll

Oversees all aspects of Board payroll including the completion of quarterly and year end 
State of Nevada and Federal Reports. 

4 3 2 1 0 
9. Annual Budget

Prepares and administers the annual budget in conjunction with the Board.   
Performs monthly financial duties including accounts payable, accounts receivable, 
banking and Board reports in accordance with NRS 623A.150 

4 3 2 1 0 
10. Annual Audit

Prepares and provides data necessary for an annual audit pursuant to NRS 218.825, 
oversees reporting of the audit to the Legislative Counsel Bureau. 

4 3 2 1 0 
11. Confidentiality

Exhibits a high degree of responsibility for confidential matters. in accordance with NRS 
623A.353 

4 3 2 1 0 
12. Assume Other Related Responsibilities as Required

Maintains knowledge of Chapter 623Aof Nevada Revised Statutes  (NRS), Chapter 623A 
of Nevada Administrative Code (NAC) and State Administrative Manual (SAM).  
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Ensures that all office policies and procedures comply with NRS Chapter 623A and NAC 
Chapter 623A.  Responsible for the creation and maintenance of an operations manual.  
Responsible for monitoring outside contractors including necessary training and 
evaluations.  Maintains custody of the official seal. 
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Click here if you are having trouble viewing this message.

Job/Task Analysis Update

As many of you are aware, CLARB had planned on conducting the Job Task Analysis this year with the
survey launching in the Spring of 2021. Due to the impacts of COVID-19 on how we effectively conduct
projects like this, CLARB will be postponing the JTA survey until the Spring of 2022. 

A JTA, or job analysis or task analysis, is a foundational requirement of any valid credentialing program
and helps to identify the core knowledge areas, critical work functions, and/or skills that are common
across a representative sampling of current practitioners or incumbents.

CLARB administers the JTA every 5-7 years to licensed landscape architects across North America with
the last analysis having been conducted in 2016. The adjustment of conducting the JTA in 2022 will allow
us to stay on schedule with the 5-7 year timeline as well as providing the flexibility to conduct this vital
research using the most effective and valid processes not only with the administration of the survey but
through the development process as well. 

The JTA is the vital research that is used in the development of Landscape Architect Registration
Examination (L.A.R.E.) content. As such, this delay will impact the release of the next L.A.R.E. blueprint
which was originally expected in 2022, and will now be released in 2023. 

Later this year, licensed landscape architects across North America will be offered the opportunity to
volunteer to support the efforts to develop the JTA. In early 2022, when the survey is conducted, CLARB
will seek all licensed landscape architects’ support and assistance in not only completing the survey but
encouraging colleagues to as well so the results can most accurately reflect current practice.

CLARB is looking forward to conducting this vital project and continuing to support members in the coming
year. If you have any questions related to the delay of the JTA, please contact Rebecca Moden, CLARB’s
Chief Operating Officer. 

Council of Landscape Architectural Registration Boards (CLARB)

1840 Michael Faraday Drive, Suite 200, Reston, Virginia 20190
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