
 
 
The Advisory Group Charter 
 
All advisory groups work within a Board-approved charter to help 
define and clarify their activities and guide their work. The mission 
included in the Charter provides guidance to members and should 
be used to keep the group focused on issues of importance.  
 
Advisory Groups are expected to review their charters regularly to 
ensure they continue to accurately reflect the goals and 
operations of the group and the needs of the community. Should 
an Advisory Group desire a charter change, that request should 
be made directly to the Board Liaison. Charters can only be 
changed by an act of the County Board.   
 
Copies of all charters are maintained in the County Board Office 
and are available to the public. 
 
Beginning in 2014, all charters will be updated using the standard 
format in Figure 7. Moving forward, all new group charters should 
also employ this format.  
 
 



Standard Advisory Group Charter Format 
 

Advisory Group Name 
Date of County Board action to adopt or update Charter 

 
Introduction: The insert name of group including any acronym is created as an advisory body by the 
County Board of Arlington County, Virginia.  Include any additional context for the creation of the group 
which you believe is pertinent to its on-going purpose or federal or state requirements that the group must 
meet.  
Mission: The policy advice area should be clearly articulated as well as any obligation to interact with the 
broader Arlington community. 

Governing Documents: List all Board-adopted policy documents that pertain to the advisory group’s 
mission  
Functions and Scope: include annual activity requirements and other tasks or review functions that are 
part of the group’s work. The insert group name shall keep county, schools (if applicable) and community 
leadership apprised of issues and actions regarding the insert a few word summary of the mission 
Membership: The insert name shall be comprised of insert # members.  These members are drawn from 
insert pertinent information – commissions, neighborhoods, advocacy groups, at large are all categories 
that have been used.  The County Board will appoint and maintain a roster of members including: 
 Insert requirements 
Members will be appointed for two-year terms, and with reappointment, shall be permitted to serve no 
more than six (6) consecutive years (unless term limits directed by the State). All members serve at the 
pleasure of the Board  
Insert Group name members are expected to serve a liaison function to interested parties in Arlington 
including any group who has formally submitted their name for membership. A member of the 
Commission who fails to attend three (3) insert Group name meetings in a single year without providing 
advance notice to the Chair, or staff, may be asked to resign his or her remaining term on the 
Commission. The Commission Chair, after consultation with the County Board liaison, shall notify the 
member if such an action is warranted. 
 
 
Chair, Vice Chair (if applicable) and Committees (if applicable): The County Board shall appoint a 
Chair or the Group shall forward a nomination to the Board who shall serve as Chair to lead the efforts of 
the Advisory Group.  Also, one member of the group may be appointed by the County Board or the Group 
to serve as Vice-chair when the Chair is unavailable. 
Committee Membership: Example: The insert group name may create committees, as necessary, to 
accomplish specific Group Name missions and the Chairman shall appoint committee leadership.  
Committee membership may include persons who are not on the group name. 
Staff Liaison:  The County Manager shall appoint a member of staff from the insert department to serve 
as liaison to the insert name of Group. 
Meetings:  The Group name will meet as needed to adequately fulfill its role and responsibilities outlined 
in this charter.  Provide guidance on minimum frequency of meetings. 
All meetings will comply with Virginia Open Meeting requirements and the Freedom of Information Act. 
Agendas and meeting minutes will be made available to the public in a timely manner. 
The Advisory Group Handbook provides additional information on the conduct of meetings as well as 
communication protocols that should guide all members in their advisory group work. 
Reporting to the Board: The group name will provide recommendations to the County Board about area 
of responsibility. The group name will at a minimum submit an annual report to the County Board after 



consultation with the Board Liaison.  Group Name may, from time to time, be asked to provide comment 
at a regular Board meeting or Board work session.  In addition, testimony from advisory groups on budget 
and capital spending priorities is always welcome.  The Chair should consult with the staff liaison and 
review the published public hearing schedules. 
Update of this Charter: From time to time, the group name shall review this charter to assure that it 
meets current needs.  Any requests for changes must be processed through the Board Liaison. 
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