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MAYOR/CITY COUNCIL MEMBER APPLICATION  
AND APPOINTMENT POLICY 

  
A. Purpose:  

 
The purpose of this policy is to establish application and appointment procedures to appoint a Mayor or 
Council Member to fill a Council vacancy declared by the Council and there is less than 365 days remaining on 
the term as the result of the following:  

 
1. The failure of any person elected to qualify on or before the date of the second regular meeting of 

the new Council. 
2. Death. 
3. Resignation. 
4. Failure to perform any of the duties of Council Member for a continuous period of ninety (90) days. 
5. Conviction of a felony. 
6. A judgment of incompetence by a court of competent jurisdiction. 
7. Member removed by recall. 
8. Council Member is elected Mayor or Mayor is elected to a Council seat. 
9. Member no longer resides in the City of Brooklyn Park or, in the case of a Council Member, the 

district the member represents. If the process of redistricting changes a Council Member's district, 
that Council Member shall continue to represent the district until the member's term expires. 

10. Council Member forfeits office in accordance with Section 14.04 (B) or any reason specified by law. 
  

B. Procedure: 
 
If any of the foregoing is determined to have happened, the Council shall, by resolution at the next regular or 
special Council meeting declare a vacancy on the Council to exist.  Declaration date of vacancy shall be the 
date of the Council meeting at which the resolution is adopted.  Vacancies must be publicly declared by 
resolution, posted at City Hall, and with notification to be given by any other practical means.   
 
If less than 365 days remain in the term, the Council may appoint an eligible person to fill the office for the 
balance of the unexpired term using the procedure. The candidate receiving a majority of votes of all 
members of the Council must be appointed to fill the vacancy. If no candidate receives a majority of votes, 
additional votes may be taken. If the Council fails to make an appointment within 45 days after the 
declaration, or if the Council votes three times on the appointment and fails to fill the vacancy, the Mayor 
must, within 60 days after declaration appoint an eligible person to fill the vacancy. 
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C. Public Notices 
 

Upon declaration of the vacancy the city clerk will post notices in the local newspaper, city website, social 
media and at City Hall. (Example attached) 
 

D. Application Process 
 

Applications will be available online at www.brooklynpark.org and at Brooklyn Park City Hall, City Manager’s 
Office, 5200 85th Avenue North, between 8:00 a.m. and 4:30 p.m. Contact the City Clerk at 763-493-8180 for 
further information. Applications are due no later than 4:30 p.m. on the date specified by the Council. 
Applications can be returned City Hall by mail, in person, or by email to bpcityclerk@brooklynpark.org. 
 

E. Selection of Finalists 
 

The City Council will review all applications. If there is only one applicant, the recruitment period shall be 
extended provided that the deadline established in Section 2.06 of the City Charter for making an 
appointment is not jeopardized. After reviewing all candidate applications, the City Council will announce the 
finalists and the process for the interviews at a regular or special meeting. 
 

F. Finalist Interviews 
 

The City Council will interview finalists at a regular or special meeting to be held in the Council Chambers at 
City Hall. 
 

G. Selection 
 

Voting on the selection of a Council Member or Mayor will be scheduled at a regular or special meeting. (See 
attached selection Instructions.) The selected candidate will be sworn in at a regular or special meeting. 
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MAYOR/CITY COUNCIL SELECTION INSTRUCTIONS 

The City Council will receive applications for Mayor or Council Member until the determined deadline. If there 
is only one applicant, the recruitment period shall be extended provided that the deadline established in 
Section 2.06 of the City Charter for making an appointment is not jeopardized. 
 
Council Member Vacancy 

1. The City Council will review the applications and select at least two applicants for interviews. 
2. The selected applicants will be interviewed by the City Council at a regular or special meeting.  
3. After the interviews are completed, at the next Council meeting, a motion to appoint a Council 

Member shall be made as follows: “Motion to appoint ___________________ to serve the balance 
of the unexpired term of [DISTRICT] Council Member [NAME].”  

4. If the motion fails, the Council has two more votes to appoint an applicant.  
5. If a Council Member applicant is not appointed by the Council within 45 days, the Mayor must 

within 60 days of the declaration make the appointment from the applicants selected by the 
Council. 

6. At a regular or special meeting the Mayor will state “I Mayor [NAME] appoint 
____________________ to serve the balance of the unexpired term of [DISTRICT] Council Member 
[NAME].”  

7. The applicant appointed will take their Oath of Office as soon as possible to begin their term on the 
City Council. 

Mayor Vacancy 

1. The City Council will review the applications and select at least two applicants for interviews. 
2. The selected applicants will be interviewed by the City Council and Mayor Pro Tem at a regular or 

special meeting.  
3. After the interviews are completed, at the next Council meeting, a motion to appoint a Mayor shall be 

made as follows: “Motion to appoint ___________________ to serve the balance of the unexpired 
term of Mayor [NAME].” 

4. If the motion fails, the Council has two more votes to appoint an applicant.  
5. If a Mayor applicant is not appointed by the Council within 45 days, the Mayor Pro Tem must within 60 

days of the declaration make the appointment from the applicants selected by the Council.  
6. At a regular or special meeting the Mayor Pro Tem will state: “I Mayor Pro Tem [NAME] appoint 

________________________ to serve the balance of the unexpired term of Mayor [NAME].”  
7. The applicant appointed will take their Oath of Office as soon as possible to begin their term on the 

City Council. 
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 (Notice Example) 

NOTICE OF COUNCIL VACANCY 

NOTICE IS HEREBY GIVEN that the City of Brooklyn Park is accepting applications from Brooklyn Park residents 
interested in an appointment to fill the remaining term of a Mayor/Council seat. The term expires on [DATE]. 

The Council may appoint any individual who is eligible for election to the office of City Council. To be eligible, a 
person must be a U.S. citizen, a resident of the City and at least 21 years old.   

Application forms are available at City Hall, 5200 85th Avenue North, Brooklyn Park, MN 55443, or by contacting 
the City Clerk at 763-493-8180, or via e-mail at bpcityclerk@brooklynpark.org. 

Applications are due by 4:30 p.m. on [DATE]. Applications will be reviewed and interviews conducted with the 
City Council prior to the Council making an appointment to fill the position. 

 

 

Devin Montero, City Clerk 

 

To be published in the Sun Post on [DATE] 

 

 

Other Suggested Postings: 
• Brooklyn Park City Hall 
• Cable Access Channel 
• City of Brooklyn Park website 
• Twitter 
• Facebook 
• Minority Newspapers 
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(Example Letter) 

 

TO:  Mayor/Council Member Applicants 
 
RE:  City Council Appointment 
 
Thank you for your interest in being appointed to the Brooklyn Park City Council.  
 
The position involves three regular Council meetings each month which are held on the first, second and fourth Mondays 
at 7:00 p.m. in the City Hall Council Chambers and an Economic Development Authority meeting which is held on the third 
Monday of each month at 7:00 p.m. at City Hall.  
 
Special meetings may be called as the need arises. The Mayor/Council Member will be appointed to serve on other boards, 
committees, or task forces. 
 
Enclosed is an application and questionnaire to be completed and returned to City Hall. The forms returned will be given 
to the Council for their review. The Council will then interview all interested applicants prior to their [DATE], City Council 
Meeting beginning at 7:00 p.m. in the City Hall Council Chambers. 
 
If you have any further questions, please feel free to contact City Hall. The application and questionnaire should be 
returned to City Hall no later than [DATE], at 4:30 p.m. 
 
Sincerely, 
 
 
 
Jay Stroebel 
City Manager 
 

 

APPOINTMENT SCHEDULE: 

[DATE], [TIME] Deadline for Applications 
[DATE], [TIME] Council Reviews Applications and selects Finalist 
 
[DATE], [TIME] 

Council conducts interviews at a regular or special 
meeting 

 
[DATE], [TIME] 

Council makes the appointment to fill the remaining 
term at a regular or special meeting 
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(Example Application) 

CITY OF BROOKLYN PARK 
5200 85TH AVENUNE NORTH 
BROOKLYN PARK, MN 55443 

  

APPLICATION FOR POSITION OF MAYOR/COUNCIL MEMBER 

The City prohibits discrimination on the basis of race, color, creed, religion, national origin, sex, sexual 
orientation, marital status, status with regard to public assistance, membership, or activity in a local 
commission, disability, or age in all aspects of our personnel policies, practices, and operations. 

The position involves three regular meetings each month, held on the first, second and fourth Mondays at 7:00 
p.m. at City Hall, and an Economic Development Authority meeting on the third Monday of each month at 7:00 
p.m. at City Hall. Special meetings are called as needed. A Council Member will be appointed to serve on other 
boards, committees, and task forces. 

NAME:             

HOME ADDRESS:        City______________  State ____  

Email:                      Home Phone:                

Work Phone:        Cell Phone:                
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(Example Questions) 

1. How long have you lived in Brooklyn Park? 
 

2. What is your current occupation and where do you work?   
 

3. Being part of the City Council requires attendance at nighttime meetings and functions. Does your 
work schedule allow you to attend those occasional meetings?  

 

4. Briefly describe your involvement in the Brooklyn Park Community including the organizations to which 
you currently belong as well as organizations in which you’ve been active in the past.  

 

5. What aspects of your current or past occupation(s) will help you as a Mayor/Council Member?   
  

6. Have you ever participated as a citizen on any advisory committee?  Explain your experience. 
 

7. What do you think are the major issues currently facing the City?  
 

8. Why does the appointment to this elective office interest you?  Why should the City Council appoint 
you to this vacancy?       

 

Qualifications for Office: 

• I will be 21 years of age. 
• I will have been a resident of the City of Brooklyn Park for 30 days prior to [Date/Month]. 
• I have not been convicted of a felony, or if convicted, I have had my civil rights restored. 

 

I have read and understand the above qualifications of office and they are true. I also attest that the answers 
on this application are true and correct. 

 

Signed:     Date:  
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