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These rules may be altered, amended, or repealed and new rules
adopted by the board at any meeting of the board at which a quo-
rum is present, provided notice of the proposed alteration is con-
tained in the notice of the meeting.

The appraisal district is governed by a board of directors. Tax Code
Section 6.03

A board of ten directors, including ex-officio member Tax Assessor-
Collector, governs the appraisal district. Board members select the
Chief appraiser, adopt the annual district budget, appoint the chair
and secretary of the ARB, and ensure that the district follows poli-
cies and procedures set by law. The board does not appraise
property or make decisions that affect the appraisal records.
Members of the board may not discuss appraisal matters with the
chief appraiser except in open meetings or other forms or in closed
meetings held for the purpose of discussing pending litigation.

Except as authorized by Subsection (b) of this Section, each ap-
praisal district shall establish an appraisal office. The appraisal
office must be located in the county for which the district is estab-
lished. An appraisal district may establish branch appraisal offices
outside the county for which the district is established. Tax Code
Section 6.05 (a)

The administrative offices of the district are located on 418 N.
Second Street, Lufkin, Texas. The board approves all contracts for
office space. The district's normal business hours are from 8:00
a.m. to 5:00p.m., Monday through Friday. Departments involved in
public contact must maintain personnel during these hours. The
board and the chief appraiser periodically review office space re-
guirements, lease arrangements, and other requirements related to
the establishment of appraisal district offices.

The chief appraiser is the chief administrator of the appraisal office.
The chief appraiser is appointed by and serves at the pleasure of
the appraisal district board of directors. Tax Code Section 6.05(c)
See Appendix A& B

In the event a vacancy occurs in the office of the chief appraiser,
the Deputy Chief Appraiser shall exercise the responsibilities of the
chief appraiser until the board can meet to designate an interim
chief appraiser, who shall coordinate the search for a replacement
with the board. In the event of the chief appraiser’s retirement or
resignation, the board and the incumbent chief appraiser shall
coordinate the search for a replacement. The chairman may ap-
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point members of the board to serve as a search committee, and
may retain outside assistance as it deems necessary to recruit the
best possible candidate.

See Appendix C

The chief appraiser is evaluated annually by the board of directors.

See Appendix D

Each year the chief appraiser shall prepare a proposed budget for
the operations of the district for the following tax year and shall
submit copies to each taxing unit participating in the district and to
the district board of directors before June 15. Tax Code Section
6.06 (a)

The board of directors shall hold a public hearing to consider the
budget. The board shall complete its hearings, make any amend-
ments to the proposed budget it desires, and finally approve a
budget before September 15. Tax Code Section 6.06 (b)

Each taxing unit participating in the district is allocated a portion of
the amount of the budget equal to the proportion that the total dol-
lar amount of property taxes imposed in the district by the unit for
the tax year in which the budget proposal is prepared bears to the
sum of the total dollar amount of property taxes imposed in the dis-
trict by each participation taxing unit. Unless the governing body of
a unit and the chief appraiser agree to a different method of pay-
ment, each taxing unit shall pay its allocation in four equal pay-
ments to be made at the end of each calendar quarter, and the first
payment shall be made before January 1 of the year in which the
budget takes effect. A payment is delinquent if not paid on the date
it is due. A delinquent payment incurs a penalty of 5% of the
amount of the payment and accrues interest at an annual rate of
10%. Tax Code Section 6.06

Once the board adopts a budget, expenditures in excess of the to-
tal budget require budget amendment in the manner provided by
Section 6.06 of the Tax Code. Fund transfers that do not increase
the total amount of the budget are not considered budget amend-
ments. The board approves transfers of unencumbered balances
between accounts in amounts exceeding $10,000. The board has
authorized the chief appraiser to transfer unencumbered balances
between accounts in amounts of $10,000 or below.

It is the policy of the Board of Directors of the Angelina County
Appraisal District that if the total amount of payments made and/or
due to be paid each year by the taxing units participating in a giv-
en fiscal year exceeds the amount actually spent or obligated to
be spent during such fiscal year for which the payments were
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made, said surplus funds shall be refunded to the entities in ac-
cordance with state law.

The Board of Directors must hold a public hearing, subject to the
requirements of the Open Meetings Act, to consider the budget.
This hearing gives taxing units and the public an opportunity to ob-
serve and comment on how funds are being spent.

The law does not require the Board to hold the hearing on a specif-
ic date, but the budget must be finally approved before September
15. The September 15 date permits taxing units participating in the
District to include their share of Appraisal District cost in their own
budgets.

Before the Board holds the budget hearing the Board’s Secretary

must deliver to the presiding officer of the governing body of each
taxing unit in the District written notice of the date, time and place

of the hearing. The Secretary must deliver this notice no later than
the 10th day before the date of the budget hearing.

No later than 10 days before the public hearing date, the Chief Ap-
praiser must publish a notice of the hearing in the newspaper. The
one-quarter page notice must be published in a newspaper or tab-
loid of general circulation in the Appraisal District’s county. The no-
tice may not be published in the part of the paper in which legal
notices and classified advertisements appear.

Comptroller Rule 9.3048 sets out the content of the notice. The no-
tice must state where and when the public hearing will be held, the
total amount of the proposed budget, the amount of the proposed
budget is increased from the current year, the number of em-
ployees compensated under the current budget and the number to
be compensated under the proposed budget. The notice must also
state the name, address and telephone number of the Appraisal
District and, at the Chief Appraiser’s option, a statement.

At least once each year, the board of directors of an appraisal dis-
trict shall have prepared an audit of its affairs by an independent
certified public accountant or a firm of independent certified public
accountants. Tax Code Section 6.063 (a)

The report of the audit is public record. A copy of the report shall

be delivered to the presiding officer of the governing body of each
taxing unit eligible to vote on the appointment of district directors

and a reasonable number of copies shall be available for inspec-

tion at the appraisal office. Tax Code Section 6.063 (b)
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The appraisal district board of directors shall designate as the dis-
trict depository the financial institution or institutions that offer the
most favorable terms and conditions for the handling of the dis-
trict's funds. Tax Code Section 6.09 (b)

The board solicits bids for the district depository at least once every
two years. In choosing a depository, the board selects the institu-
tion(s) that offer the most favorable terms and conditions for the
handling of district funds. Funds must be secured in the manner
provided by law for county funds. The board and the depository
may agree to extend a depository contract for one additional two-
year period. (Section 6.09, Property Tax Code)

The Appraisal District shall deposit its funds with its depository
bank vendor in accounts insured by the Federal Deposit Insurance
Corporation. In the event that the District has more money than
can be insured by the FDIC, the District shall invest that money in
accordance with the approved investment tools of Tex. Gov't Code
§ 22.56.009 et seq.

An appraisal district is subject to the same requirements and has
the same purchasing and contracting authority as a municipality
under Chapter 252, Local Government Code.

Some of the key provisions of this law include:

The district cannot make a contract requiring expenditure of
$50,000 or more unless it follows one of the methods specified in
the code. These include competitive sealed bids, reverse auctions,
and various exceptions.
For any expenditure of more than $3,000 but less than $50,000,
the CAD must contact at least two historically underutilized busi-
nesses on a rotating basis.
Exceptions to the expenditure requirements include:
e Response to calamity
e Response to unforeseen damage to public property, machi-
nery or equipment
e Procurement of personal, professional, or planning services
e Work that is performed and paid for by the day as the work
progresses
e Purchase of land or right of way
e Purchase of items available from only one source
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e Purchases at auction, under inter-local contracts, through
the Texas Procurement Commission, and various other ex-
ceptions

Angelina County Appraisal District does not incorporate purchase
orders in its business practices. All purchases are coordinated
through the Chief Appraiser and the Administrative Assistant.

The Administrative Assistant collects invoices throughout the month
and verifies them with their records. After collection and verifica-
tion of invoices the Chief Appraiser approves the invoices, checks
are written and then signed by the Chief Appraiser. On a monthly
basis the administrative assistant monitors the spending compared
to the budget and makes sure all expenditures are within the set
limits.

Purchases at ACAD can be considered in several different catego-
ries: routine office supplies, as-needed purchases, specialized pur-
chases, and major purchases.

Before purchasing any item of five thousand dollars ($5,000) or
more the district shall advertise for bids and submit the bids to the
board of directors for consideration. Professional services are not
required to be bid but must be submitted to the board of directors
for prior approval.

The board of directors shall consider all contracts to which the dis-
trict is a party, assuming the contract is for an expenditure of
$5,000.00 or greater or is not for a budgeted expenditure. The
board of directors shall approve settlement of lawsuits involving
value reductions of $50,000,000.00 or greater, resulting in tax re-
funds of $100,000.00 or more, or payment of attorney fees of
$20,000.00 or more.

All checks require two signatures. The chief appraiser and admin-
istrative assistant are authorized to sign all payroll check and any
other checks, up to an amount of $1,500. Checks exceeding
$1,500 must be signed by the board chairman or other board
member assigned by the chairman.

The Administrative Assistant handles the everyday purchases of
office supplies. The Administrative Assistant keeps track of the ba-
sic routine supplies and orders as needed. Orders are checked
against the shipping invoices and at the end of the month invoices
are compared with the final bill.

If departments need items that are not considered routine supplies
but are necessary to the daily performance of job duties, the Ad-
ministrative Assistant will place orders accordingly. These are pur-
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chases that are made infrequently to replace worn or depleted
supplies that are used in daily operations. The appraisal office
uses its discretion to purchase these supplies without getting prior
approval from supervisors. These purchases are generally under
$500. The Board of Directors approves all purchases over $5,000.

Specialized purchases are one time purchases for items that may
not be used on a daily basis or that represent a change in the way
that functions have been performed in the past. The unique nature
of these purchases requires approval from the Chief Appraiser.
After approval, the Administrative Assistant oversees the purchase.
When making a purchase of more than $3,000 but less than
$50,000, in accordance with Local Government Code Sect 252, the
appraisal district shall contact at least two historically underutilized
businesses on a rotating basis.

Major purchases require due diligence in price comparisons and
sometimes competitive bidding. The Administrative Assistant or
appropriate department researches such purchases in accordance
with Local Government Code Section 252. The Chief Appraiser
must approve these purchases. If the purchase for goods or ser-
vices is over $5,000, ACAD must go out for competitive bidding.
This process requires a written proposal and advertisement in the
local paper so that all businesses have an equal opportunity to bid
on the project. Sealed bids are submitted and then opened on a
set date. This meeting is open to the public.

The chief appraiser of each appraisal district shall appoint, with the
advice and consent of the board of directors, an agricultural advi-
sory board composed of three or more members as determined by
the board. Tax Code Section 6.12 (a)

The appraisal review board is established for each appraisal dis-
trict. Tax Code Section 6.41 (a)

Members of the review board are appointed by resolution of a ma-
jority of the appraisal district board of directors. Tax Code Section
6.41 (d)

The board consists of three members. However, the district board
of directors by resolution of a majority of its members may increase
the size of the appraisal review board to the number of members
the board of directors considers appropriate. Tax Code Section
6.41 (b)

The board of directors of the appraisal district by resolution shall

select a chairman and a secretary from among the members of the
appraisal review board. The board of directors of the appraisal dis-
trict shall select as chairman of the appraisal review board a mem-
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ber of the appraisal review board, if any, who has a background in
law and property appraisal if possible. Tax Code Section 6.42

The board of directors, or a committee if the board so chooses, in-
terview candidates for the positions of chairman and secretary be-
fore making final selection. In making appointments, the board
may solicit and consider evaluations from taxpayers, the appraisal
staff, and other interested parties. Selection of the chairman and
secretary is based solely on qualifications and the judgment of the
board of directors that the persons selected will make good review
board officers.

To ensure adherence with generally accepted appraisal practices,
the board of directors of an appraisal district shall develop biennial-
ly a written appraisal plan for the periodic reappraisal of all property
with the boundaries of the district according to the requirements of
Section 25.18.

Each appraisal office shall implement the plan for periodic reap-
praisal of property approved by the board of directors under Sec-
tion 6.05 (i). The plan shall provide for the reappraisal activities for
all real and personal property in the district at least once every
three years. Tax Code Section 25.18.

The appraisal district reviews all real property and updates ap-
praised values as necessary in each odd-numbered year. At all
times, however, the appraisal district is responsible for ensuring
that taxation is equal and uniform as directed by Article VIII, Sec-
tion 1, of the State Constitution.

In addition to performing specific statutory duties, the board:

o Establishes committees as needed

¢ Requires and evaluates reports from the chief appraiser
on the operations and financial status of the appraisal
district

o Requires the development and adoption of district poli-
cies for the sound financial management of district
funds

e Assists in presenting the needs and progress of the ap-
praisal district to the public

¢ Considers and acts on policies for the appraisal district,
the appraisal office, and the appraisal review board.
Board members, the chief appraiser, and the general
public may suggest policy changes to the board. Any
policy change proposed by the general public shall be
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submitted to the chief appraiser for his/her considera-
tion and recommendation.
e Approves contracts as required by law

o Performs other duties as required to govern the district
as permitted by law

The board of directors establishes general policies in keeping with
the wishes of the community and the requirements of state law.
The board may exercise it authority only by majority vote in a prop-
erly posted meeting. An individual member may not bind the board
by any statement or opinion.

An individual is ineligible to serve on an appraisal district board of
directors if the individual:

(1) Is related within the second degree by consanguinity or af-
finity, as determined under Chapter 573, Government Code,
to an individual who is engaged in the business of apprais-
ing property for compensation for use in proceedings under
this title or of representing property owners for compensa-
tion in proceedings under this title in the appraisal district;

(2) Owns property on which delinquent taxes have been owed
to a taxing unit for more than 60 days after the date the in-
dividual knew or should have known of the delinquency un-
less: (a) the delinquent taxes and any penalties and interest
are being paid under an installment payment agreement
under Section 33.02; or (b) a suit to collect the delinquent
taxes is deferred or abated under Section 33.06 or 33.065.

To be eligible to serve on the board of directors, an individual other
than a county assessor-collector serving as a nonvoting member
must be a resident of the district and must have resided in the dis-
trict for at least two (2) years immediately preceding the date the
individual takes office.

An employee of a taxing unit that participates in the district is not
eligible to serve on the board unless the individual is also a mem-
ber of the governing body or an elected official of a taxing unit that
participates in the district.

If the county assessor-collector is not appointed to the board, the
county assessor-collector serves as a nonvoting member. The
county assessor-collector is ineligible to serve if the board enters
into a contract under Section 6.05(b) or if the commissioner’s court
of the county enters into a contract under Section 6.24(b).
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Members of the board of directors other than a county assessor-
collector serving as a nonvoting member are appointed by vote of
the governing bodies of the incorporated cities and towns, the
school districts, and, if entitled to vote, the conservation and recla-
mation districts that participate in the district and of the county. Tax
Code Section 6.03 (c)

Members of the board of directors, other than a county-assessor
collector serving as a nonvoting member, serve two-year terms be-
ginning on January 1. Tax Code Section 6.03 (b)

Members of the board of directors serve two-year staggered terms.
The terms begin on January 1 of every year.

Members of the board may not receive compensation for service
on the board but are entitled to reimbursement for actual and ne-
cessary expenses incurred in the performance of their duties as
provided by the budget adopted by the board. Tax Code Section
6.04 (c)

Refer to Tax Code Section 6.03 and Appendix G pages 3 -5 and
37 - 41.

The Angelina County Appraisal District has nine board members,
and one non-voting member, the County Tax Assessor-Collector.
Taxing units select members by resolution.

The City of Lufkin, Angelina County, Hudson ISD, Central ISD, Za-
valla ISD, Diboll ISD/City of Diboll, and Huntington ISD/City of Hun-
tington all have one representative. Lufkin ISD has two members
in representation.

When a vacancy occurs, the governing body or bodies of the taxing
unit or units that appointed the person who vacated the position
select the replacement. The procedure used is the same as that
for the original appointment.

The governing body of a taxing unit that participated in the ap-
pointment of a board member may initiate the recall of that mem-
ber. These units pass a resolution calling for the recall of their rep-
resentative on the board.

It is the policy of the Angelina County Appraisal District that the of-
ficers and employees of the district are independent, impartial, and
responsible to the taxpayers of Angelina County; that public office
or employment not be used for personal gain; and that state laws
applicable to the conduct of public officials are observed. Policies
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and procedures of the appraisal district are adopted in affirmation
of these goals.

A board member or employee shall not use information received in
connection with his official position for his own purposes or those
acting on his behalf or gain unless such information can be known
by ordinary means to any ordinary citizen.

A board member or employee shall not use his official position with
Angelina County Appraisal District to secure a special privilege,
consideration, or exemption for himself or others, or to secure con-
fidential information for any purpose other than official responsibili-
ties.

A board member or employee shall not use district facilities, per-
sonnel, equipment, or supplies for private purposes, except to the
extent such are lawfully available to the public.

A board member or employee shall not accept or solicit any gift or
favor that might reasonably tend to influence that individual in the
discharge of his official duties or that the member or employee
knows, or should know, has been offered with the intent to influ-
ence or reward official conduct.

The Local Government Code and the Tax Code bars members of
the Board of Directors from knowingly participating in a vote or de-
cision in which they or one of their close relatives has a substantial
interest as defined by Tax Code Section 6.036. The Local Gov-
ernment Code Chapter 171 requires board members to file an affi-
davit (Form CIS) upon the determination that he or she has a sub-
stantial interest and must abstain from joining in any discussions or
votes on the issue. The affidavit must be filed before the board
takes any votes on the matter.

A member of the Board of Directors or an employee of the district
shall not in his official capacity transact any business with any per-
son, business entity or property in which he has a substantial inter-
est, and shall comply with all applicable provisions of, Chapter 171
(Regulations of Conflicts of Interest) and Chapter 176 (Disclosure
of Certain Relationships), Local Government Code.

Each member of the board of directors shall disclose any conflicts
pursuant to the requirements of Tex. Loc. Gov't Code § 176.003 if
such is appropriate. A member of the board of directors shall file
such an affidavit if the board of directors is considering entering a
contract with a person with whom that member has an employment
or other business relationship or a family member of the board
member has such a relationship resulting in taxable income of
$2,500.00 or more during the previous twelve-month period. The

11 of 29



ANGELINA COUNTY APPRAISAL DISTRICT

003

LOCAL GOVERNANCE

BOARD OF DIRECTORS POLICY MANUAL

BOARD MEMBERS:
CONFLICT OF
INTEREST
COMPLIANCE
(LOCAL)

BOARD MEMBERS:
EX PARTE
COMMUNICATIONS
(STATUTORY)

Adopted: January 13, 2011

board member shall also file such a disclosure if the person or enti-
ty seeking a contract with the district has given one or more gifts to
that board member or family member of the board member aggre-
gating more than $250.00 in the preceding twelve-month period.
Such disclosure shall be filed with a secretary of the board not later
than the second business on which the member becomes aware of
the potential conflict. The Disclosure Statement shall comply with
the provisions of Tex. Loc. Gov't Code § 176.004.

The requirements of this section shall also apply to the Chief Ap-
praiser.

The names of the board of directors members shall be posted on
the district’'s web site in an accessible form for all vendors. Fur-
thermore, all Disclosure Statements shall similarly be made availa-
ble on the district’'s web site.

A member of the Board of Directors who violates any requirement
of this policy shall be subject to review and action by the appointing
authority. Board of Directors members are required to fill out the
Board of Directors Eligibility and Conflict of Interest Disclosure
Questionnaire to be filed with the district annually by February 1.
This form informs the members of the Local Government and Tax
Code requirements of eligibility and conflict of interest.

A member of the board of directors of an appraisal district shall not
directly or indirectly communicate with the chief appraiser (or ap-
praisal staff) on any matter relating to the appraisal of property by
the appraisal district, except in:

(1) An open meeting of the appraisal district board of directors
or another public forum (such as the Appraisal Review
Board);

(2) A closed meeting of the board of directors to consult with
the board’s attorney about pending litigation, at which the
chief appraiser’s presence is necessary for full communica-
tion between the board and the board’s attorney.

The chief appraiser shall not directly or indirectly communicate with
a member of the board of directors of the appraisal district on any
matter relating to the appraisal of property by the appraisal district,
exceptin:

(1) An open meeting of the board of directors or another public
forum (such as the Appraisal Review Board);

(2) A closed meeting of the board of directors to consult with
the board’s attorney about pending litigation, at which the
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chief appraiser’s presence is necessary for full communica-
tion between the board and the board’s attorney.

These subsections in the Tax Code do not apply to routine com-
munication between the chief appraiser and the county tax-
assessor collector that relates to the administration of an appraisal
roll, including communication made in connection with the certifica-
tion, correction, or the collection of an account, regardless of
whether the county assessor-collector was appointed to the board
of directors or serves as a non-voting member.

Tax Code Section 6.15

Sec. 551.005 of the Government Code, Open Meetings Training,
provides that members of the Board of Directors shall complete a
course of training regarding the responsibilities of the governmental
body and its members under this chapter not later than the 90th
day after the date the member takes the oath of office. The Office
of the Attorney General ensures that approved training is made
available. Copies of certificates of course completion for board
members are maintained and made available for public inspection
at the appraisal district office.

Sec. 552.012 of the Government Code, Open Records Training,
provides that members of the Board of Directors shall complete a
course of training regarding the responsibilities of the governmental
body and its members under this chapter not later than the 90th
day after the date the member takes the oath of office. The Office
of the Attorney General ensures that approved training is made
available. Copies of certificates of course completion for board
members are maintained and made available for public inspection
at the appraisal district office.

The board elects a chairman and a secretary at its first meeting
each calendar year. The board elects a replacement to fill a va-
cancy at the first meeting after the vacancy occurs.

The duties of the chairman include:

e Presiding at board meetings;

e Appointing committee members unless otherwise in-
structed by the board;

e Along with the secretary, signing all legal instruments
requiring board signature; and

¢ Performing legal duties as required by statute, and func-
tions as designated by the board.

The chairman may vote on any motion.
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The duties of the vice chairman include:

o Presiding at meetings if the chairman is absent;

e Along with the chairman, signing all legal instruments
requiring board signature; and

e Performing legal duties as required by statute, and func-
tions as designated by the board.

If both the chairman and the vice chairman are absent from a
meeting, the remaining members select a temporary presiding of-
ficer by majority vote. The senior board member presides for the
purpose of opening the meeting and conducting the vote.

A majority of the appraisal district board of directors constitutes a
quorum. At its first meeting each calendar year, the board shall
elect from its members a chairman and a secretary. Tax Code
Section 6.04 (a)

The board may meet at any time at the call of the chairman or as
provided by board rule, but may not meet less than once each ca-
lendar quarter. Tax Code Section 6.04 (b)

All or any part of an open meeting may be recorded by any person
in attendance by means of a tape recorder, video camera, or any
other means of aural or visual reproduction. The Board may adopt
reasonable rules to maintain order at a meeting, including rules
related to the location of recording equipment and the manner in
which the recording is conducted. These rules shall not prevent or
unreasonably impair a person from exercising the right to record a
meeting that is open to the public. Gov't Code 551.023

The Board shall prepare and keep minutes or make a tape record-
ing of each open meeting. The minutes shall state the subject mat-
ter of each deliberation and indicate each vote, order, decision, or

other action taken. Gov’'t Code 551.021

The Board shall give written notice of the date, hour, place, and
subject(s) of each meeting it holds. Gov't Code 551.041

The board of directors shall hold a public hearing to consider the
budget. The secretary of the board shall deliver to the presiding
officer of the governing body of each taxing unit participating in the
district not later than the 10™ day before the date of the hearing
written notice of the date, time, and place fixed for the hearing. Tax
Code Section 6.06 (b)
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As per Tax Code Section 6.05 (i), the board of directors shall hold a
public hearing on a written plan for the periodic appraisal of all
property within the boundaries of the district according to the re-
guirements of Tax Code Section 25.18.

A majority of the Board (e.g., four members of a seven-member
board or five members of a nine-member board, regardless of the
number of vacancies) constitutes a quorum for meetings of the
Board. Gov't Code 551.001(6), 311.013(b)

The board normally meets in the board room of the district offices
at 418 N. Second Street, Lufkin, Texas. The board may designate
a different meeting place if needed. Meetings start promptly at the
scheduled hour or as soon afterward as a quorum is present. A ma-
jority of the members of the board constitute a quorum.

The board holds regular meetings on the 2" Thursday bi-monthly

beginning at 8:30a.m. The chairman may call special meetings or
emergency meetings. The board may vote to call special or emer-
gency meetings during any meeting.

The chief appraiser prepares and posts meeting notices as re-
quired by law on behalf of the board. Only items posted in the
meeting notice may be acted upon at a meeting.

The board conducts its meetings under Roberts Rules of Order
Revised unless otherwise directed by board policy.

The chief appraiser prepares the agenda on behalf of the board
and typically delivers an agenda packet providing support informa-
tion to each member at least 48 hours before the time of the next
regular meeting.

The first order business at a meeting is approval of minutes of the
preceding meeting. The secretary signs the minutes when ap-
proved. The chief appraiser keeps the official minutes of the board
on behalf of the board.

Every meeting of the Board shall be open to the public. The Board
may, however, exclude a witness from a hearing during the exami-
nation of another witness in a matter being investigated and may
enter into a closed meeting, as provided by law. Gov't Code
551.002, 551.084, Ch. 551, Subch. D, Subch. E

The board shall develop and implement policies that provide the
public with reasonable opportunity to appear before the board to
speak on any issue under the jurisdiction of the board. Reasona-
ble time shall be provided during each board meeting for public
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comment on appraisal district and appraisal review board policies
and procedures, and a report from the taxpayer liaison officer if one
is required by Section 6.052.

The board shall prepare and maintain a written plan that describes
how a person who does not speak English or who has a physical,
mental, or developmental disability may be provided reasonable
access to the board.

See Appendix E — Policies for Public Access

The board shall prepare information of public interest describing
functions of the board and the board’s procedures by which com-
plaints are filed with and resolved by the board. The board shall
make the information available to the public and the appropriate
taxing jurisdictions.

If a written complaint is filed with the board that the board has au-
thority to resolve, the board, at least quarterly and until final dispo-
sition of the complaint, shall notify the parties to the complaint of
the status of the complaint unless notice would jeopardize an un-
dercover investigation.

Tax Code Section 6.04 (d), (e), (f), & (9)

It is the policy of the board of directors to provide the public with a
reasonable opportunity to address the board on the subject of the
policies and procedures of the appraisal district and on any issue

under the board’s jurisdiction. Generally, the board’s statutory du-
ties and jurisdiction concern:

e Adopting the district’'s annual operating budget

e Contracting for necessary services

e Hiring the chief appraiser and assigning responsibilities
to the position

e Making general policy regarding the operation of the
appraisal district

e Appointing appraisal review board members

At each regularly scheduled meeting the chairman of the board of
directors will announce that each person wishing to address the
board on appraisal district policies, procedures, or issues may
have time to speak allotted as follows:

o If the speaker’s intended comment relates to an identifi-
able item on the agenda, three minutes

o If the speaker’s intended comment does not relate to an
identifiable item on the agenda:
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» Three minutes if the speaker has not appeared
to make public comment in any of the four pre-
ceding meetings; or

= One minute if the speaker has appeared to
make public comment in any of the four preced-
ing meetings.

For the purposes of this section, a speaker representing a busi-
ness entity is deemed to have appeared in a preceding meeting if
any speaker representing that business entity has appeared in a
preceding meeting. The chairman may expand the speaker’s time
as needed if the expansion will not affect the ability of the board to
complete its business and adjourn the meeting at a reasonable
time. The board may refuse to hear any person who attempts to
speak on a subject unrelated to the policies and procedures of the
appraisal district of the appraisal review board and unrelated to any
other issue under the board’s jurisdiction. [Sec. 6.04 (d), Tax Code]

The district will provide an interpreter at a meeting if a person who
does not speak English or communicates by sign language notifies
the appraisal district taxpayer liaison officer, or appraisal district, at
least three business days before the meeting. The person must
indicate that he or she desires to address the board and is unable
to provide an interpreter. [Sec. 6.04 (e), Tax Code]

The district office has parking places marked for the disabled. The
board room is wheelchair accessible. A person who needs addi-
tional assistance for entry or access should notify the taxpayer liai-
son officer, or appraisal district, in writing at least three business
days before the meeting. [Sec. 6.04 (e), Tax Code]

The board will consider written complaints about the policies and
procedures of the appraisal district, appraisal review board, and
the board of directors and any other matter within the jurisdiction of
the board of directors. The board will not consider complaints ad-
dressing any of the grounds for challenge and protest before the
appraisal review board as set out in Sections 41.03 and 41.41, Tax
Code. The board of directors has no authority to overrule the chief
appraiser or appraisal review board’s decision on a value, correc-
tion, or protest.

Correspondence should be mailed to:
Angelina County Appraisal District
C/O Board of Directors or Taxpayer Liaison Officer
PO Box 2357
Lufkin, Texas 75902
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Written complaints that involve issues that are within the authority
of the Board of Directors are to be considered by the board or its
designee. The taxpayer liaison officer can be designated to admi-
nister the public access functions described under the citizen
communications section and to resolve disputes involving matters
other than those that may be protested to the Appraisal Review
Board. The liaison officer shall review the complaint and gather
related information and/or documentation for consideration by the
Board of Directors.

Written complaints regarding Appraisal Review Board members
can be directed to the Taxpayer Liaison Officer.

Board deliberations concerning complaints will comply with provi-
sions of the Texas Open Meetings Act, Chapter 551, Government
Code.

The Board may conduct a closed meeting for the purposes de-
scribed in the following provisions:

1. The Board may conduct a private consultation with its attor-
ney only when it seeks the attorney’s advice about pending or
contemplated litigation or a settlement offer or on a matter in
which the duty of the attorney to the Board under the Texas
Disciplinary Rules of Professional Conduct of the State Bar of
Texas clearly conflicts with the requirement for open meet-
ings. Gov't Code 551.071 [See BE for permissible methods
of communication for attorney consultations]

2. The Board may conduct a closed meeting to deliberate the
purchase, exchange, lease, or value of real property if delibe-
ration in an open meeting would have a detrimental effect on
the Board’s position in negotiations with a third person. Gov't
Code 551.072

3. The Board may conduct a closed meeting to deliberate a ne-
gotiated contract for a prospective gift or donation to the Dis-
trict if deliberation in an open meeting would have a detrimen-
tal effect on the Board’s position in negotiations with a third
person. Gov't Code 551.073

4. The Board is not required to conduct an open meeting to deli-
berate the appointment, employment, evaluation, reassign-
ment, duties, discipline, or dismissal of a public officer or em-
ployee or to hear a complaint or charge against an officer or
employee. However, the Board may not conduct a closed
meeting for these purposes if the officer or employee who is
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the subject of the deliberation or hearing requests a public
hearing. Gov't Code 551.074

The Board is not required to conduct an open meeting to deli-
berate in a case in which a complaint or charge is brought
against a District employee by another employee and the
complaint or charge directly results in the need for a hearing.
However, the Board may not conduct a closed meeting for
this purpose if the employee against whom the complaint or
charge is brought makes a written request for an open hear-
ing. Gov't Code 551.082

5. Aboard that administers a public insurance, health, or retire-
ment plan is not required to conduct an open meeting to deli-
berate:

a. The medical records or psychiatric records of an individ-
ual applicant for a benefit from the plan; or

b. A matter that includes a consideration of information in
the medical or psychiatric records of an individual appli-
cant for a benefit from the plan.

Gov't Code 551.0785

6. The Board is not required to conduct an open meeting to deli-
berate:

a. The deployment, or specific occasions for implementa-
tion, of security personnel or devices; or

b.  Asecurity audit.
Gov't Code 551.076

7. The Board is not required to conduct an open meeting to deli-
berate information confidential under Government Code
418.175-418.182, relating to Homeland Security. However,
the Board must make a tape recording of the proceedings of a
closed meeting held to deliberate the information. Gov't Code
418.183(f)

If a closed meeting is allowed, the Board shall not conduct the
closed meeting unless a quorum of the Board first convenes in an
open meeting for which proper notice has been given [see BE] and
the presiding officer has publicly announced that a closed meeting
will be held and has identified the section or sections of the Open
Meetings Act or other applicable law under which the closed meet-
ing is held. Gov't Code 551.101
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VOTE OR FINAL A final action, decision, or vote on a matter deliberated in a closed
ACTION meeting shall be made only in an open meeting for which proper
notice has been given. Gov’'t Code 551.102 [See BE]

CERTIFIED AGENDA The Board shall either keep a certified agenda or make a tape re-

OR TAPE cording of the proceedings of each closed meeting, except for pri-

RECORDING vate consultation with the District’s attorney. The certified agenda
must include a statement of the subject matter of each deliberation,
a record of any further action taken, and an announcement by the
presiding officer at the beginning and end of the closed meeting
indicating the date and time. A presiding officer shall certify that a
certified agenda is a true and correct record of the proceedings. If
a tape recording is made, it must include announcements by the
presiding officer at the beginning and end of the meeting indicating
the date and time. Gov’'t Code 551.103

PRESERVATION The Board shall preserve the certified agenda or tape recording of
a closed meeting for at least two years after the date of the meet-
ing. If a legal action involving the meeting is brought within that
period, the Board shall preserve the certified agenda or tape re-
cording while the action is pending. Gov't Code 551.104(a)

PUBLIC ACCESS A certified agenda or tape recording of a closed meeting is availa-
ble for public inspection and copying only under a court order is-
sued as a result of litigation involving an alleged violation of the
Open Meetings Act. Gov't Code 551.104(b), (c)

PROHIBITIONS No Board member shall participate in a closed meeting knowing
that neither a certified agenda nor a tape recording of the closed
meeting is being made. Gov't Code 551.145

No individual, corporation, or partnership shall without lawful au-

thority disclose to a member of the public the certified agenda or

tape recording of a meeting that was lawfully closed to the public.
Gov't Code 551.146

No Board member shall knowingly call or aid in calling or organiz-
ing a closed meeting that is not permitted under the Open Meet-
ings Act, close or aid in closing a regular meeting to the public ex-
cept as permitted under the Open Meetings Act, or participate in a
closed meeting that is not permitted under the Open Meetings Act.
Gov't Code 551.144(a)

DISTRICT The chief appraiser is the chief administrative officer of the ap-
ADMINISTRATION: praisal district office. The chief appraiser is appointed by the Board
CHIEF APPRAISER of Directors. The chief appraiser is directly accountable to the
(STATUTORY) board for the effective discharge of all duties and responsibilities.

All other personnel are employed by and accountable to the chief

Adopted: January 13, 2011 20 of 29



ANGELINA COUNTY APPRAISAL DISTRICT

003

LOCAL GOVERNANCE

BOARD OF DIRECTORS POLICY MANUAL

DUTIES AND
RESPONSIBILITIES
(STATUTORY &
LOCAL)

CHIEF APPRAISER:
NEPOTISM
(STATUTORY)

TAXPAYER LIAISON
OFFICER
(LOCAL)

RECORDS
MANAGEMENT
(STATUTORY)

DEFINITION

Adopted: January 13, 2011

appraiser. The chief appraiser may delegate authority to subordi-
nate employees. Tax Code Section 6.05 (c), (d), (e), (), (9)

The chief appraiser coordinates and implements the goals and ob-
jectives established by board policy, provisions of the Property Tax
Code, and other applicable laws and rules. The chief appraiser’s
responsibilities include numerous statutory responsibilities related
to the development of appraisal rolls and for the administration of
the appraisal office. Additionally, the chief appraiser is assigned
duties by the board of directors necessary for conduct of board du-
ties and implementation of board policy.

The chief appraiser is an officer of the appraisal district for purpos-
es of the nepotism law, Chapter 573, Government Code. The dis-
trict may not employ or contract with the chief appraiser’s spouse,
parent or stepparent, child or stepchild, or the spouse of any of
these. Tax Code Section 6.05(g)

The taxpayer liaison officer handles public access issues. The liai-
son officer also resolves complaints that fall outside the jurisdiction
of the appraisal review board, involving the board of directors and
appraisal district policies and procedures. The liaison officer will
aid in the requirements of the eligibility process for potential mem-
bers of the board of directors and review board members by follow-
ing procedures to ensure compliance with the Tax Code. The liai-
son officer assists property owners in understanding the appraisal
process, protest process, and related matters. The liaison officer
also provides taxing units and taxpayers with policies, procedures,
and access to the board of directors and the appraisal review
board.

See Appendix F

A “local government record” means any document, paper, letter,
book, map, photograph, sound or video recording, microfilm, mag-
netic tape, electronic medium, or other information-recording me-
dium, regardless of physical form or characteristic and regardless
of whether public access to it is open or restricted under the laws
of the state, created or received by the District or any of its officers
or employees, pursuant to law or in the transaction of public busi-
ness. The term does not include:

1. Extraidentical copies of documents created only for conveni-
ence of reference or research by District officers or em-
ployees.

2. Notes, journals, diaries, and similar documents created by a
District officer or employee for his or her own personal con-
venience.
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Blank forms, stocks or publications, and library and museum
materials acquired solely for the purposes of reference or dis-

play.

Copies of documents in any media furnished to the public un-
der the Open Records Act or other state law.

Local Gov't. Code 201.003(8)

In implementing the Local Government Records Act, the Board

shall:

1.

Establish, promote, and support an active and continuing pro-
gram for the efficient and economical management of all Dis-
trict records.

Cause policies and procedures to be developed for the ad-
ministration of the program under the direction of the records
management officer.

Facilitate the creation and maintenance of District records
containing adequate and proper documentation of the organi-
zation, functions, policies, decisions, procedures, and essen-
tial transactions of the District and designed to furnish the in-
formation necessary to protect the District’s legal and financial
rights, the state, and persons affected by the District’'s activi-
ties.

Facilitate the identification and preservation of District records
that are of permanent value.

Facilitate the identification and protection of essential District
records.

Cooperate with the State Library and Archives Commission in
its conduct of statewide records management surveys.

Local Gov't. Code 203.021

In implementing the Local Government Records Act, the records
management officer shall:

1.

Assist in establishing and developing policies and procedures
for the District’s records management program.

Administer the records management program and provide
assistance to the custodians in order to reduce costs and im-
prove record-keeping efficiency.

In cooperation with the custodians of records, prepare and file
records control schedules, amended schedules, and lists of
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obsolete records, as required by the Local Government
Records Act.

In cooperation with the custodians of records, prepare or di-
rect the preparation of requests for authorization to destroy
records, when such requests are required under the Local
Government Records Act.

In cooperation with the custodians of records, identify and
take adequate steps to preserve District records of permanent
value.

In cooperation with the custodians of records, identify and
take adequate steps to protect essential District records.

In cooperation with the custodians of records, ensure that the
maintenance, preservation, microfilming, destruction, or other
disposition of records is carried out in accordance with the
District’s records management program and legal require-
ments.

Disseminate to the Board and custodians of records informa-
tion concerning state laws, administrative rules, and govern-
ment policies relating to the District’s records.

In cooperation with the custodians of records, establish pro-
cedures to ensure that the handling of records is carried out
with due regard for the duties and responsibilities of custo-
dians that may be imposed by law and the confidentiality of
information in records to which access is restricted by law.

Local Gov't. Code 203.023

The taxpayer liaison officer shall oversee the performance of
records management functions prescribed by state and federal law:

Records Management Officer, as prescribed by Local Gov-
ernment Code 203.023

Records Administrator, as prescribed by Local Government
Code 176.001 and 176.007 [See BBFA and CHE]

Officer for Public Information, as prescribed by Government
Code 552.201-.204 [See GBAA]

Public Information Coordinator, as prescribed by Government
Code 552.012 [See BBD]

In the event that the Texas Department of Licensing and Regula-
tion (TDLR) imposes an administrative penalty on a person who is
employed by the appraisal district, resulting from an act or omis-
sion by the person in the course and scope of the person’s em-

23 of 29



ANGELINA COUNTY APPRAISAL DISTRICT

003

LOCAL GOVERNANCE

BOARD OF DIRECTORS POLICY MANUAL

APPRAISAL REVIEW
BOARD:
AUTHORITY
(STATUTORY)

ARB SELECTION

ARB ELIGIBILITY

Adopted: January 13, 2011

ployment with the appraisal district, the appraisal district shall in-
demnify the person for the amount of the administrative penalty
and the costs of challenging the imposition of the administrative
penalty. Notwithstanding the prior sentence, the appraisal district
is not required to indemnify a person upon whom an administrative
penalty is imposed if the penalty was imposed because the person
acted with gross negligence or in bad faith or with conscious indif-
ference or reckless disregard for TDLR rules or regulations or for
the appraisal district’s rules or policies. The total amount of in-
demnification provided by the appraisal district shall not exceed
$5,000,000 for each occurrence.

The appraisal review board (ARB) has the statutory authority to:

e Hear and determine property owner protests [Section
41.41]

e Hear and determine taxing unit challenges [Section
41.03]

e Correct clerical errors in the appraisal records and ap-
praisal roll [Section 41.09]

¢ Rule on motions for correction to appraisal rolls [Section
41.08 and 41.10]

¢ Review grants of exemption or special appraisal for le-
gal correctness

e Order changes as needed to implement its determina-
tions

e Approve the appraisal records [Section 41.12]

o Perform other activities specifically required of it by the
Property Tax Code.

The Appraisal District Board of Directors appoints appraisal review
board members. Tax Code Sections 6.41 (b) and 6.42 (a)

To serve on the appraisal review board an individual must be a res-
ident of the appraisal district and must have resided in the district
for at least two years. A member of the board of directors or an
officer or employee of the State Comptroller’s Office, the appraisal
office, or a taxing unit is ineligible to serve. An individual who is a
former member of the governing body or an officer or employee of
a taxing unit, or is a former director, officer, or employee of the ap-
praisal district is ineligible to serve on the appraisal review board.
Tax Code Section 6.412
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A person may not serve as an ARB member if a relative within the
second degree by blood or marriage® does business in the Angeli-
na County Appraisal District as a paid tax agent. The person is al-
so barred if a relative within the same degree appraises property
for compensation for use in proceedings before the appraisal dis-
trict or review board.

The Tax Code also bars a person from service or appointment if
the person or a business entity in which the person has a substan-
tial interest is a party to a contract with the appraisal district or with
a taxing unit that participates in the appraisal district.? Tax Code
Section 6.413

Appraisal Review Board members shall receive a per diem as pro-
vided by the annual appraisal district budget.

An ARB member should participate in establishing, maintaining,
and enforcing, and should observe high standards of conduct so
that the integrity and impartiality of the Appraisal Review Board is
preserved.

The Appraisal Review Board will consist of 9 regular members who
will serve two (2) year staggered terms. No individual can serve
more than three (3) consecutive terms and all members serve "at-
large". The Appraisal Review Board conducts meetings and hear-
ings in the Angelina County Appraisal District boardroom.

If the board so desires, the Board of Directors Chairman shall ap-
point a committee of three members to make recommendations of
individuals for all ARB positions. The ARB Selection Committee
shall serve for annual terms beginning in January of each year.

The ARB Selection Committee shall receive applicants and rec-
ommend a nominee for each appointment by the date requested
by the board. Committee members should personally contact can-

! As determined under Chapter 573, Government Code; includes spouse, parent,
stepparent, child, stepchild, grandparent, grandchild, brother, sister, spouse’s
parent, spouse’s child, spouse’s grandparent, spouse’s grandchild, spouse’s
brother or sister.

? “Substantial Interest” means that the person and the person’s spouse together
own at least 10 percent voting stock or shares in the business, or that either of
them is a partner, limited partner, or officer of the business. These same re-
strictions apply to appraisal review board members. “Business entity” means a
sole proprietorship, partnership, firm, corporation, holding company, joint-stock
company, receivership, trust, or other entity recognized by law.
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didates to advise them on the requirements of the position, time
commitments, payment policies, and impact of their ARB decisions.
The committee should also attempt to determine the individual's
motivation in serving and other factors that would contribute to
success as an ARB member.

Candidates should be informed that the Committee's recommenda-
tions are subject to the approval of the ACAD Board of Directors
and are based on many factor