
RESOLUTION NO.    
 
 A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF ALLEN, COLLIN 

COUNTY, TEXAS, AMENDING RESOLUTION NO. 3003-4-11(R) TO AMEND THE 
BOARD APPOINTMENT POLICY; AND PROVIDING AN EFFECTIVE DATE. 

 
NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF ALLEN, 
COLLIN COUNTY, TEXAS, THAT:   
 
SECTION 1.    The Allen City Council hereby adopts the amended Board Appointment Policy attached hereto 
as Exhibit "A" and made a part hereof for all purposes. 
 
SECTION 2.  This resolution shall take effect upon its adoption. 
  
DULY PASSED AND APPROVED BY THE CITY COUNCIL OF THE CITY OF ALLEN, COLLIN 
COUNTY, TEXAS, ON THIS THE 12TH DAY OF SEPTEMBER 2017. 
 

APPROVED: 
 
 
 
  
Stephen Terrell, MAYOR 

 
ATTEST: 
 
 
 
  
Shelley B. George, CITY SECRETARY 
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City of Allen 
Board Appointment Guidelines 

 
Introduction.   Boards are an established feature of municipal government which offers citizens an 
extraordinary opportunity to participate in a city's governmental affairs. Their activities have helped 
to shape or influence public policy in many areas. Thus, Allen City Council has established boards, 
commissions, committees, and corporations that endeavor to reflect the varied interests of Allen's 
citizenry.  
 
Purpose.  The purpose of this policy is to establish a framework aimed at ensuring that the most 
suitable candidates are recruited and appointed for service as City of Allen board members.  This 
policy seeks to assist Council and staff involved in the appointment process with consistent procedures 
and standards. 
 
Applicability.  This policy applies to citizens appointed to boards appointed by the Mayor and Allen 
City Council.  This policy does not apply to appointments of Councilmembers made by the Mayor nor 
to appointments made by the City Council to external boards. 
 
Definitions. 
 
Advisory Boards advise the City Council on the delivery of a service or program.   
 
Board and Board members includes members of all City appointed boards, commissions, committees, 
and corporations. 
 
Citizen is used to refer to Allen residents who are not members of the City Council or staff and who 
meet the minimum qualifications to serve as a City of Allen board member. 
 
Committee is the Council Nominating Committee. 
 
Corporations are boards that are established in accordance with the Texas Development Corporation 
Act of 1979.  Members should study and fund permissible projects prescribed in the Act. 
 
Quasi-Judicial Boards have rule-making authority.   
 
Vacant position is a position considered for appointment including those with board members 
requesting another term. 
 
Recruitment.  Advertising of scheduled vacancies for terms expiring in September will occur during 
the annual recruitment process beginning in June of each year.  The period for recruitment will end 
the first Friday in August to ensure adequate time for the Committee to review, select and interview 
qualified candidates.   
 
Citizen involvement may be solicited in a variety of ways including but not limited to: 

• Posting of Notice on Official Bulletin Board 
• Utility Billing Inserts 
• Website Advertisements 
• ACTV Public Service Announcements 
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• Press Releases 
• Social Media Resources 
• City E-News  
• Nomination by Invitation 

 
All recruitment efforts will highlight the deadlines for application receipt, scheduled dates of 
interviews, and expected date of action on appointments by City Council. 
 
Application Process. Application forms shall be made available online at www.cityofallen.org, and 
in the City Secretary’s Office.  The application shall solicit information about the applicant’s 
background, including current and past occupations and involvement in and knowledge of issues 
related to the subject of the board to which they are applying.  In addition to the completed application, 
applicants are encouraged to submit a short bio or resume.  Applicants may apply for more than one 
board; however, they are limited to making two board selections. 
 
Incumbents who are eligible and wish to seek another term must reapply in the same manner as other 
applicants.   
 
Applications are considered current for one year from submittal date, after which the application will 
be removed from consideration   In order toTo be considered in the next recruitment period, the 
applicant is required to submit a new application.   
 
Eligibility.   Ordinance No. 2155-4-03 established that eEach person, at the time of appointment to a 
board, shall be a current resident of the City of Allen, a registered voter, and shall have been a resident 
of the City of Allen for a period of at least one year.  ForA person appointed to the board of directors 
of the Allen Economic Development Corporation a person shall at the time of appointment, be a 
registered voter and shall be a current resident who has resided in the City of Allen for a period of at 
least one year, or be currently employed in a management position (and have been in such role for at 
least one year) by a business or company located in the City of Allen.  To remain eligible to serve, 
board members must maintain their status throughout their term of office. 
 
To encourage citizen involvement, no person shall serve concurrently on more than one  City of Allen 
board, except that the Board of Adjustment board members serve as the Building and Standards 
Commission, and Sign Control Board.  The Allen City Charter provides that prohibits dual office 
holding. Service as a City of Allen board member is considered an office, and should a board member 
become a candidate for public office, then at the time of candidacy, an automatic resignation will result 
from the board.  
 
In addition to these eligibility criteria, the City Council shall set specific skills and experience desired 
for each board.   
 
Term of Office.   Board members serve for a term of two years, except that Allen Economic 
Development Corporation board members serve for a term of three years.   Terms are staggered with 
odd numbered places expiring in odd years and even numbered places expiring in even years.  All 
terms expire on September 30 of the respective year.  In the event thatIf appointments are not made 
prior to September 30, the board member will continue to serve until appointments are made. 
 

http://www.cityofallen.org/
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Citizens are appointed to serve on a board at the pleasure of the City Council.  The City Council retains 
the right to replace any appointed member at any time and for any reason in accordance with the 
applicable law.    Board members are appointed for a limited purpose and time, and once the assigned 
term of office is completed, they are excused from this appointment unless the City Council 
appointsselects them for another term of service in accordance with the adopted policy for board 
service. 
 
Attendance Reports.  Board members who miss 3 consecutive meetings or more than 25%1/3 of the 
regularly scheduled board’s meetings held during their term of office a rolling 12-month period may 
not be considered for another term.  Absences from emergency or special called meetings will not be 
recorded against the board member in calculating the percent of absences.  Special exceptions on the 
removal of members for absences may be made by the Committee when the absences are due to health 
or due to time-limited extenuating circumstances and the absences do not affect the ability of the board 
to maintain a quorum. 
 
The City Secretary will provide to the Committee an attendance report documenting all board meetings 
held during the term of office for each board member applying for another term. 
 
Mid-term Appointments.  Occasionally a board member may be unable to finish his or her term or 
will be removed by the City Council prior to the term ending. In such cases the vacant position must 
be filled by a mid-term appointee who will serve out the remainder of the un expired term.  Instead of 
soliciting applicants again, the Committee may refer to the applicant pool kept by the City Secretary’s 
Office. Currently that office holds all applications for one year, and maintains a chart of interviews 
conducted during the past three appointment years.  If the current pool is deemed too small to 
accommodate the vacant position(s), or the respective Committee wants to consider additional 
applications, a new application solicitation campaign could take place in the same manner as the 
typical annual recruitment process.  
 
Board Chair Evaluation.  Each Board Chair / staff liaison will complete a board evaluation form 
every April of each calendar year to provide additional information on the needs of the membership.   
The Board Chair is encouraged to complete this form after a discussion is held with other board 
members during a posted meeting.  The City Secretary shall make the board evaluation form available 
to Board Chairs and staff liaisons in April of each calendar year.  
 
Council Nominating Committee.  At the first Council meeting in June, tAt the commencement of 
the Council year, the Committee, to consist of up to three four Councilmembers, shall be recommended 
for appointment by the Mayor with concurrence through a motion of the full City Council.  
Appointment at this time will allow the Committee adequate time to consider current board members 
requesting another term prior to the annual recruitment from the general citizenry.   
 
The Committee is charged with screening applications, conducting interviews, and making 
recommendations of appointment for advisory boards and quasi-judicial boards.  With the concurrence 
of the applicant, the Committee may consider the applicant for service on another board if the 
Committee determines that the skills and competencies of the applicant are more suited for service on 
that board. 
 
The full Council will take an active role in selecting members for the AEDC and the CDC. Before the 
regular process of screening, interviews, and the final recommendation, an initial screening process 
might be used that involves the Committee or the Councilmembers serving as board member to the 
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AEDC and the CDC. The Committee willscreening committee’s role would be to recommend three to 
five individuals per position to be interviewed by the full Council, if desired. 
 
Applicant Review.  The City Secretary will review the eligibility requirements and identify those 
applicants that are ineligible for appointment before submitting applications to the Committee for final 
review.   
 
The Committee will review the applications in accordance with the eligibility criteria set by the City 
Council for each board.  Additional information available for consideration includes the board chair 
and/or staff liaison board evaluation forms and board member attendance records. 
 
The Committee may take into accountconsider past applications submitted by a candidate and any past 
interviews for board positions, if they deem multiple applications show a spirit of public interest and 
dedication on the part of the applicant. Previous experience on other boards, or experience on a similar 
board in a previous city of residence, is another factor to consider. 
 
Interview Process.  In May, the City Secretary will notify board members with expiring terms of the 
officeupcoming end of their term.  If the member wishes to seek another term to a board or 
appointment to a anothernew board, such memberhe/she must reapply in the same manner as other 
applicants.  The Committee will review each application from current board members and conduct 
interviews prior to the end of July or as soon as practicable.  The City Secretary shall schedule and 
confirm interviews under the direction of the Committee.  
 
In early August or as soon as practicable, the Committee will select a number of the most promising 
applicants for interview. The exact number selected will vary based on the number of openings, and 
the number and quality of applicants. The Committeescreening committee acting on behalf of the 
Council in taking a first look at AEDC and CDC candidates will select three to five applicants per 
position for interview by the full Council, if desired.  
 
Interviews will be conducted in mid-August or a soon as practicable to ensure the Committee time for 
evaluation of each applicant.  The City Secretary shall schedule and confirm interviews under the 
direction of the Committee.  Applicants who fail to attend their scheduled interview forfeit the 
interview and will not be rescheduled. 
 
All candidates will be asked the same questions.   
 
The Committee will strive to achieve a balance of: 

• Qualified applicants covering the range of qualifications specified for the board; 
• Experienced and new members; 

 
Appointment Process. The Committee shall evaluate and rank each applicant for each vacant position 
considered for appointment. Prior to making recommendations to the full City Council, the Committee 
shall notify each board member whom requested another term as to whether or notif their name will 
be submitted for consideration placed in nomination before to the full City Council.  Notification shall 
be done by letter.   
 
The Committee shall make its recommendations to the full City Council.  When the entire City Council 
is reviewing the committees’ selections in the final step of the process, the Oopen Mmeeting Act rules 
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will be followedshould be enforced. Corporation and quasi-judicial board appointments may be 
discussed in executive session, while advisory board applications must be discussed in an open session 
of a either in workshop or at the open City Council Meeting.  
 
The next business day after the City Council makes appointments; the City Secretary shall prepare and 
mail letters to each person appointed to a board and each applicant not selected for service.  
Appointment letters shall state: that citizens are appointed to service on a board service at the pleasure 
of the City Council;.   Tthe City Council retains the right to replace any appointed member at any time 
and for any reason; . Board members are appointed for a limited purpose and time, and once the 
assigned term of office is completed, they are excused from this appointment unless the City Council 
selects them for another term of service in accordance with the adopted policy for board service.   
 
Orientation.  The City Attorney and City Secretary shall conduct an orientation for all board members 
appointed in that appointment year in order to provide information on the Open Meetings Act, Public 
Information Act and City of Allen Code of Conduct.  The session is mandatory with board applicants 
being notified of such date prior to application being made during the annual recruitment process.  At 
the end of the orientationsession, the City Secretary shall administer the oath-of-office to each 
appointee. 
 
Board staff support will provide board members with training that will address the bylaws, legal 
obligations, and responsibilities and duties of the board. 
 
Open Meetings.  All interviews and meetings of the Committee shall be posted in accordance with 
the Open Meetings Act.  
 
Timeline.  A formal timeline is attached. 
 
Recognition.  Upon completion of service, a board member shall be recognized at a designated City 
Council meeting in accordance with Resolution No. 2229-10-03(R). 
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