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Purpose:
This checklist helps local governments assess whether their advisory boards operate with clear governance structures, legal compliance, and effective accountability.

1. Legal Foundation
☐ Advisory boards are authorized by statute or local ordinance/resolution
☐ Policy cites relevant state laws (e.g., advisory board authority statutes)
☐ Open Meetings Law requirements are acknowledged
☐ Public Records Law requirements are acknowledged
☐ Policy clarifies that statutes override local policy where conflicts occur

2. Board Creation and Scope
☐ Governing board formally establishes advisory boards by resolution or ordinance
☐ Each advisory board has a clear charge or mission
☐ Membership size is defined
☐ Staff support is designated
☐ Sunset provisions or review timelines are included for temporary boards

3. Membership and Eligibility
☐ Minimum age requirements defined (e.g., 18+)
☐ Residency requirements defined (if applicable)
☐ Restrictions on employees or elected officials clarified
☐ Conflict-of-interest eligibility criteria defined
☐ Policy encourages diversity of representation (geographic, demographic, expertise)

4. Recruitment and Appointment Process
☐ Vacancies publicly advertised
☐ Standard application process used
☐ Clerk or staff verifies eligibility
☐ Governing board makes final appointments
☐ Reappointment procedures defined

5. Terms of Office
☐ Term length defined (commonly 2–3 years)
☐ Terms staggered to ensure continuity
☐ Rules for reappointment clarified
☐ Term limits addressed (if applicable)

6. Vacancies, Resignations, and Removal
☐ Process for filling vacancies established
☐ Written resignation procedures defined
☐ Removal authority defined (usually governing board)
☐ Attendance violations may trigger removal

7. Roles and Responsibilities
☐ Advisory board responsibilities clearly defined
☐ Chair and vice-chair roles defined
☐ Staff liaison responsibilities defined
☐ Governing board liaison role defined (optional)
☐ Advisory boards explicitly do not have decision-making authority unless authorized by statute

8. Meetings and Procedures
☐ Meeting schedule established
☐ Meetings comply with Open Meetings Law
☐ Quorum requirements defined
☐ Voting procedures defined
☐ Agenda preparation procedures defined
☐ Minutes recorded and maintained

9. Ethics and Conduct
☐ Code of conduct for members defined
☐ Conflict-of-interest disclosure procedures included
☐ Members expected to act in the public interest
☐ Rules for professional conduct in meetings included

10. Attendance and Participation
☐ Attendance expectations clearly stated
☐ Thresholds for removal due to non-attendance defined
☐ Participation expectations communicated to members

11. Reporting and Accountability
☐ Advisory boards report recommendations to governing board
☐ Annual or periodic reports encouraged or required
☐ Governing board periodically reviews advisory board effectiveness

12. Records and Transparency
☐ Meeting minutes retained as public records
☐ Advisory board communications subject to public records law
☐ Records retention schedule followed

13. Policy Oversight and Review
☐ Clerk’s office or designated staff administers policy
☐ Policy review occurs periodically (e.g., every 2–3 years)
☐ Governing board retains authority to amend policy
This Checklist is a work in progress, as of August 17, 2026
1. It is a synthesis from John Stephens’s March 2026 selection “umbrella policies.”
· Chatham County Advisory Committee Policy (2025)
· Town of Apex Resident Advisory Board Administrative Policy
· Town of Carolina Beach Citizen Advisory Committee Policy (2021)
· Davie County Advisory Board Policy (2025)
· Town of Morrisville Appointed Public Bodies Administrative Policy (v12)
· Town of Pittsboro Advisory Body Policy Draft (2026)

2. Stephens and Rick Morse welcome additions from NC cities and counties so we can update this checklist. We plan on gathering more policies in Fall 2026 and Winter 2027.  (JB Stephens – August 17, 2026)
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