
COUNTY MANAGER PROCEDURE 2015-1 

COUNTY MANAGER ADVISORY BOARD/COUNCIL APPOINTMENTS  

 
• County Manager, or his designee (OHD) identifies any vacancies 90 days in 

advance 
 

• County Manager (OHD) notifies Councilors of impending vacancy. 
 

• County Manager determines (and advises BOCC) if a code amendment is 
necessary in order to be compliant with the Charter. If a code amendment 
is required County Manager will coordinate with the Prosecuting Attorney’s 
Office. 
 

• County Manager (OHD), prior to public notice, reviews the by-laws of the 
advisory board.  If changes to the by-laws are required County Manager will 
coordinate with the board/council. 
 

• County Manager (OHD) distributes public notice of the vacancy including, 
but not limited to, the newspaper of record The Reflector.    
 

•  Applications are received in County Manager’s Office 
 

• County Manager (OHD) provides Councilors with a binder containing: 
1. Current composition of Board 
2. Bylaws 
3. News release 
4. Names, address and resumes of all applicants 

 
• County Manager creates an interview team and conducts interviews 

 
• County Manager and Councilors discuss applicants/preferences at their 

one-on-one meetings.    
 

• County Manager appoints member. 
 

• County Manager forwards member appointment to BOCC for confirmation. 
 

• BOCC meet in Executive Session to discuss applicants.    
 

• BOCC accepts or rejects appointment within 30 days 


