
1 
 

BY-LAWS FOR PLANNING AND ZONING COMMISSION 

CITY OF COLLINSVILLE, TEXAS 

 

By-Laws of the Planning Commission of the City of Collinsville, State of Texas, as established on 

March, 2001. 

Article 1: Authority 

Authority was given to Planning and Zoning as a Board by the City Council of Collinsville, State 

of Texas.                                                                                                                                                       

City of Collinsville Zoning Ordinance. 

Article 2: Jurisdiction 

o The Jurisdiction of this board includes all property within the city limits of Collinsville, 

Texas, as well as any and all property within the extra-territorial jurisdiction (ETJ) of the 

city. 

o The amount of property that falls within the ETJ is defined by State law and is based 

upon the current population of the city.  At the present time, the ETJ for the City of 

Collinsville includes all area up to one-half of a mile beyond the city limits. 

o All recommendations will be heard on next planned agenda and decision will be made 

by the Planning and Zoning board no more than 90 days from the date of the 

recommendation being presented to the board.  

Article 3: Appointment and Terms of Members 

o All appointments to the Planning and Zoning board are made by the City Council. 

o The Planning and Zoning board consists of five members who must be a resident either 

in the city limits of Collinsville, or live within five (5) miles of the city limits of 

Collinsville. However in the event that a bordering county line is less than five (5) miles 

of the Collinsville City limits, the mileage limit stops at the Grayson County line. 

o Each appointment to the Planning and Zoning board is for a two year period.  If a 

member is unable to complete their two year term, the City Council will vote on a 

replacement to complete that portion of the unexpired term.  Members are elected in 

overlapping terms, i.e., in one year two positions are appointed for two year terms and 

in the next year three positions are appointed for two year terms.  
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Article 4:      Planning Commission Officers and their Duties 

o Chairperson- presides at all hearings and meetings of the commission, assures 

proper order of the commission and the public in all proceedings, signs all 

documents of the commission, and represents the commission before legislative and 

administrative bodies.  

o Vice-chairperson- provides orientation to new planning commission members, and, 

in the absence of the chairperson, performs all of the chairperson’s duties.  If 

applicable, prepares the annual report of planning commission activities and 

coordinates the annual meeting of the planning commission. 

o Secretary- prepares all official instruments of the planning commission, records the 

proceedings of all hearings and meetings; together with the chairperson signs all 

documents of the planning commission, and assures the proper indexing of all 

planning commission documents as public records.  

o Chairperson-Pro-Temp- where both the chairperson and vice chairperson are absent 

from a hearing or meeting, the remainder of the members of the planning 

commission shall elect a chairperson-pro-temp from among their own number by 

majority vote. 

o Treasurer (NOT APPLICABLE AT THIS TIME)- where a planning commission retains 

direct control over the budget for operations and staff, the treasurer shall maintain 

complete, accurate and orderly accounts in preparation for the annual audit, and 

together with the chairperson shall sign all authorizations and payments of funds.  

Article 5: Staff of the Commission and their Duties 

o Consultants- the planning commission may hire consultants to perform planning 

related activities under terms of a contract prepared by the Planning and Zoning 

Commission and approved by the City Council. 

o Legal counsel- the county attorney or municipal director of law shall serve as legal 

counsel to the planning commission; prepares memoranda of law as requested by 

the planning commission, and reviews drafts of ordinances, resolutions, and by-laws, 

and their amendment.  

o Director of Planning (NOT APPLICABLE AT THIS TIME)- advises the planning 

commission, legislative body, and chief administrative officer on matters related to 

planning, development, and redevelopment, coordinates and supervises the work of 

all other staff and consultants, prepares all documents for presentation to the 

planning commission, and assists the chairperson and secretary in the exercise of 

their duties; the director of planning or designee shall have the privilege to address 

the planning commission during regular meetings. 
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o Zoning Administrator (NOT APPLICABLE AT THIS TIME)- advises the planning 

commission on all matters regarding the regulation of development, prepares all 

related documents for presentation to the planning commission, and serves as staff 

to the board of zoning appeals. 

o Commission staff (NOT APPLICABLE AT THIS TIME) - the planning commission may 

appoint other staff members to carry-out appropriate functions.  

Article 6: Hearings of the Planning Commission 

o Public hearing- a noticed official hearing, the express and limited purpose of which is 

to provide an equitable opportunity for the public to speak on matters before the 

planning commission, for which publicly-accessible minutes must be prepared; the 

planning commission may neither deliberate nor take a substantive vote during a 

public hearing.  

o Working Session- a noticed official hearing open to the public to discuss specific 

matters before the commission; the intent of the working session is informational; 

the planning commission may neither deliberate nor take a substantive vote during 

a working session, however publicly-accessible minutes may be prepared. 

Article 7: Meetings of the Planning Commission 

o Regular meeting- a noticed official meeting, open to the public, during which the 

planning commission deliberates and may take substantive votes on specific terms, 

for which publicly-accessible minutes will be prepared. 

o Emergency meeting- in the event of a true emergency, the chairperson, with the 

assent of a majority of planning commission members contacted by telephone, may 

call an emergency meeting without notice; such meeting is open to the public; 

publicly-accessible minutes shall carry the specific justification for such meetings. 

o Executive meeting- a noticed official meeting, closed to the public, whose topics of 

deliberation are truly confidential in nature; there shall be neither deliberation nor 

vote on agenized items before the commission. 

Article 8: Order of a Public Hearing 

1. Sign-in sheets by agenda item, listing printed name, signature, address of persons 

wishing to testify, and indication of support or opposition to items. 

2. Call to order and determination of quorum. 

3. Presentation by commissioner (or staff if applicable) summarizing the item. 

4. Testimony of agencies related to the item. 

5. Presentation by the applicant. 

6. Testimony of the proponents. 
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7. Testimony of the opponents. 

8. Concluding comments of the applicant. 

9. Concluding comments of the commissioner (or staff if applicable). 

10. Request of the Chairperson for a motion to close the public hearing.  

Article 9: Order of a Regular Meeting 

1. Call to order and determination of quorum. 

2. Approval of the minutes of the previous meeting. 

3. Items carried-over from a previous agenda: 

a. Matters regarding the comprehensive plan 

b. Matters regarding capital improvements 

c. Matters regarding subdivision of land 

d. Matters regarding zoning of land 

e. Matters regarding other regulatory action 

4. Items of the present agenda, presented in the same order as above. 

5. Other business. 

6. Review of the planning commission calendar and announcement of future meetings. 

7. Request of the chairperson for a motion to adjourn. 

Article 10: Form and Character of Motions 

The form and character of motions shall conform to those offered within Robert’s Rules of 

Order, Revised, except as specified below. 

o Upon review of the full public record and due deliberation among members of the 

planning commission, any of its members, except the chairperson, may make a 

substantive motion.  The motion shall include not only direction (Approval, Approval 

with specified conditions, or Disapproval) but also a recitation of findings which 

support the motion. 

o A second, citing compatible finding shall be required. 

o Other commission members may support the motion with other compatible 

findings. 

o A motion shall die for lack of second.  

o Where a motion to disapprove an item has been defeated, a member of the 

planning commission initially in the opposition may make a motion to approve or 

approve with conditions.  

Article 11: Quorum and Voting Requirements 

o A majority of the members of the planning commission shall constitute a quorum. 



5 
 

o A majority of the members of the planning commission shall be required to pass a 

motion. 

o All votes shall be taken by the Chairperson in random order, with the Chairperson 

not voting except as needed to break a tie vote.  

o If a member abstains from voting, their vote shall not be counted in the 

determination of a motion, but it shall be recorded in the minutes as an abstaining 

vote.  

Article 12: Requirements for the Submission of Requests 

o The planning commission shall adopt standard forms for the submission of each type 

of request required for its consideration; such forms shall specify the schedule of 

submission, form and content of complementary materials, and scale and content of 

drawings. 

o The secretary of the planning commission shall certify the completeness of 

submissions.  

o Certified requests shall be fully noticed under requirements of law and agendized on 

the planning commission calendar on the same day. 

o Any request disapproved by the planning commission shall not be resubmitted for a 

period of six months unless the Planning and Zoning Commission shall determine 

that a new hearing is justified prior to the expiration of the six months waiting 

period. 

o An application for the same type of amendment shall not be received on the same 

property more often than once in each twelve (12) month period unless the 

Planning and Zoning Commission shall determine that a change of conditions 

justifies a new hearing prior to expiration of the twelve (12) month period.  

o A fee schedule has been put in place by the City Council to recover costs associated 

with notice publication, request processing, agenda, and related materials 

duplication and distribution; moreover, the planning commission may require the 

applicant to post signs on the affected property, in conformance with provisions of 

the ordinance, and to notify adjacent property owners, tenants, and community 

residents of the nature of the applicant’s request. 

Article 13: Instruments and Documents of the Planning Commission   

o The official instruments of the planning commission are the record of notice, and 

agenda, and the minutes of hearings and meetings.  Where in special cases the 

planning commission wishes to provide advice to the legislative body or 

administrative agency, it may do so by resolution. 
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o Any and all materials submitted to the planning commission regarding an item shall 

be entered into public record by a motion to “Accept for the record”. 

o All notices, agendas, requests, agency or consultant letters or reports, citizen 

petitions, minutes of hearings and meetings, and resolutions shall constitute the 

documents of the planning commission and shall be indexed as a matter of public 

record.  

Article 14: Administrative Calendar 

o Notice for all hearings and meetings shall conform to requirements of law. 

o Terms for two year appointments begin at the first regular meeting of the Planning 

and Zoning board in December. 

o The regular meetings of the Planning and Zoning board are scheduled at least four 

(4) times per year.  Additional meetings or hearings are scheduled as needed. 

o Copies of the agenda and any related documents shall be delivered to each planning 

commission member no less than five working days prior to a public hearing and 

regular meeting.  

Article 15: Conduct of the Members of the Planning Commission 

o Members of the planning commission shall take such time as to prepare themselves 

for hearings and meetings. 

o Any member of the planning commission absent from three consecutive regular 

meetings or any six regular meetings within a calendar year, without being excused 

by the Chairperson, may be removed for cause. 

o A planning commission member with a conflict of interest in an item before the 

commission must state that a conflict of interest exists and withdraw from 

participation in the public hearing, working session, emergency meeting, or regular 

meeting on that item.  

o The interests of that planning commission member may be represented before the 

planning commission by a specifically designated representative or legal agent at the 

public hearing or working session, and testimony entered into the public record.  

o Participation of a planning commission member with a conflict of interest is cause 

for removal.  

Article 16: Conduct of Persons before the Planning Commission 

o During all public hearings and working sessions, members of the public shall be given 

equitable opportunity to speak.  Comments should be addressed to the item before 

the planning commission.  Where a comment is irrelevant, inflammatory, or 

prejudicial, the chairperson may instruct the planning commission to “disregard” the 
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comment, which nevertheless may, at the discretion of the board, remain in the 

public record.  

o During all regular and emergency meetings of the planning commission, the public 

may be present but shall remain silent unless specifically invited by the chairperson 

to provide comment.  

o During all planning commission proceedings, members of the public have the 

obligation to remain in civil order.  Any conduct which interferes with the equitable 

rights of another to provide comment or which interferes with the proper execution 

of commission affairs may be ruled by the chairperson as “out-of-order” and the 

offending person directed to remain silent.  Once having been so directed, if a 

person persists in disruptive conduct, the chairperson may entertain a motion to 

“eject” the person from the planning commission hearing or meeting.  Where the 

person fails to comply with the successful motion to eject, the chairperson may then 

call upon civil authority to physically remove the individual from the chamber for the 

duration of the hearing or deliberation on that item. 

Article 17: Separability 

o Should any article of the planning commission by-laws be found to be illegal, the 

remaining articles shall remain in effect.  

Article 18: Adoption and Amendment of By-Laws 

o By-Law adoption or amendment shall be made following review by the legal counsel 

and public hearing. 

o The by-laws shall be adopted or amended upon a vote of a majority of the members 

of the planning commission.  

o Adoption or amendment of by-laws takes effect immediately following a successful 

vote.  

 

 

 

Adopted: March 2001 

Amended & Approved: May 2018 

 


