
1

DEPARTMENT OF COMMERCE, COMMUNITY, AND
ECONOMIC DEVELOPMENT

Division of  Community and Regional Affairs

Effective Meeting Basics

Diane Sam & Brenda Hewitt
February 8, 2020



Alaska Planning Commission



an agency with the 
constitutional responsibility to 

advise and assist local 
governments

DCRA



training
technical
assistance
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Commission Member Duties

• Participate in all issues
• Consider views
• Focus on policy, not politics
• Discussion leads to growth
• Civility
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Duties of the Commission

• Comprehensive Plan
• Platting Authority
• Land Use Regulations
• Rezone of Property
• Variances and Land Use Permits
• Land Acquisition and Disposal
• Appeals from Administrative 

Decisions
• Capital Improvements
• Annual Planning Budget
• Planning Departments Work 

Program
• Public Meetings and Hearings
• Initiate Planning Projects
• Coordinate with other Agencies’ 

plans
• Other Duties as Authorized by 

Ordinance

Reference Booklet pages 4-6
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Planning Commission Roles #1

1. Advisory Role

Reference Booklet page 13
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Planning Commission Roles #2

2. Regulatory Role

Reference Booklet page 13
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Planning Commission Roles #3

3. Procedural Role

Reference Booklet pages 13-15
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• Ex Parte Contact

• Conflicts of Interest: direct & 
financial

• How to correct Ex Parte

Ethics

Reference Booklet pages 43-47
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• Improper Gifts 
(AS 39.52.130)

• Nepotism and/or Cronyism 
(AS 39.90.020)

• Conflict of Interest
(AS 29.20.010)

• Improper Use/Disclosure of Info
(AS 39.52.140)

Ethics by Alaskan Statute
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Voting whether to recommend a 
holiday to honor those lost at sea.

Example Situation
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One member is a fisherman.  The member 
declares the potential conflict…

Conflict?! …and the chair decides.

No, no.

ChairMember votes unless 
others override. 

Example: Conflict & Result
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Voting whether to 
recommend an area is 
rezoned commercial.

Example #2 Situation
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A home in the zone belongs 
to a commission member. 

Example #2 Potential Conflict of Interest
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The member declares the potential conflict…

Conflict?!

…and the chair decides.

Chair

Yes, yes.

Example #2 Result
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The Open Meetings Act

Reference Alaska Statute 44.62.310 & Booklet page 43

Meetings
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Meeting Definition and Types

Executive Sessions

Meetings

Reference Alaska Statute 44.62.310 & Booklet page 43
Reference AS 44.62.310(c) & Booklet page 49
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Role of the Chair

Parliamentary Procedure
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Parliamentary Procedure

Parliamentary Procedure
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Meeting Procedures

8 steps in a motion

1. Attention of the chair
2. Recognized
3. Propose motion
4. Second

5.Chair restates motion
6. Debate
7. Vote
8. Announce result

Parliamentary Procedure
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Types of Motions

 Main
 Subsidiary
 Incidental
 Privileged
 Bring a Q Again

Meeting Procedures
Parliamentary Procedure
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4 Principles
Parliamentary Procedure
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Contact

Tel: (907) 269-5939
Email: brenda.hewitt@alaska.gov
Facebook: DCRA-Local Government Assistance
Web: www.commerce.alaska.gov/web/dcra

mailto:brenda.hewitt@alaska.gov
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