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Our Mission 
Since 1961, AMCA has been dedicated to fostering 
leadership, ethical conduct, and mutual respect 
among our members. Through strong 
communication, continuous education, and 
meaningful networking opportunities, we 
empower clerks to grow both personally and 
professionally. We are committed to upholding the 
highest standards in support of the Clerk 
profession and the communities we serve. 
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Executive Summary 
The Strategic Planning Committee respectfully submits this Strategic Plan 

to the Arizona Municipal Clerks’ Association (AMCA) Board for review, 

refinement, adoption, and implementation. This plan reflects the extensive 

work of the committee, informed by the needs and aspirations of AMCA’s 

membership as they stand today. 

 
The Strategic Plan is intended to serve as a living document, flexible and 

adaptive to a constantly evolving professional environment. It provides a 

roadmap for aligning resources, guiding priorities, and uniting the clerk 

community in pursuit of shared goals. Its successful implementation will 

depend upon collaboration, engagement, and ongoing reassessment. 
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The updated Strategic Plan has been developed in alignment with the 
core principles of effective strategic planning. It establishes a framework 
that ensures both accountability and adaptability through the following 
elements: 

Measurable Outcomes: Clear success indicators 
are defined for each key focus area, such as 
membership growth targets, professional 
development participation rates, and legislative 
advocacy results. 

Timeline & Accountability: A structured 
implementation timeline includes milestones and 
assigns responsibility for monitoring progress to 
the Board, committees, and designated task 
forces. 

Communication Strategy : A proactive 
communication plan ensures members are 
regularly updated on progress and outcomes, 
strengthening engagement, transparency, and 
collective ownership. 

Annual Review Cycle: A formal annual review 
and update process guarantees that the Strategic 
Plan remains relevant, actionable, and responsive 
to emerging challenges and opportunities. 

Integration with Budgeting: Strategic priorities 
are directly linked to AMCA’s annual budget, 
ensuring that financial planning and resource 
allocation are aligned with organizational 
objectives. 
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K E Y 
A C C O M P L I S H M E N T S 

 
 
 

Updated mission and 

vision statements that 

reaffirm AMCA’s purpose 

and direction. 

Development of 

organizational values to 

guide ethical, professional, 

and collaborative conduct. 

Review and provide 

committee reorganization 

and standards including a 

new committee guideline. 

Identification of key focus 
areas essential to AMCA’s 
long-term success: 

a. Membership growth 
and engagement 

b. Professional 
development 
opportunities 

c. Shared resources and 
technology 
enhancements 

d. Board leadership 
development and 
succession planning 

e. Legislative advocacy 
and professional 
representation 

 
 
 
 
 
 
 
 
 
 
 
 

 
AMCA Strategic Plan 2025 | Page 3 



I M P L E M E N T A T I O N 
C O N S I D E R A T I O N S 

 

The Committee recommends 

completing an annual SWOT 

analysis to identify changes in 

the operating environment and 

refine strategic priorities. Once 

adopted, the Strategic Plan 

should be distributed to 

committees, with each 

committee responsible for 

advancing the specific goals 

aligned to its charter (see 

Exhibit A). The plan should also 

be shared with membership via 

the AMCA listserv and website 

to ensure transparency and 

foster broad engagement and 

educations, including Q&A 

sessions. A suggested timeline is 

provided. 
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V I S I O N 
We are a trusted resource and a driving force for continual 
growth, development, and recognition of the vital role of 
clerks in municipal governance and to empower municipal 
clerks through education, leadership, and collaboration, 
advancing excellence in public service and strengthening the 
Clerk profession across Arizona. 

V A L U E S 
Since 1961, the Arizona Municipal Clerks Association 
(AMCA) has remained committed to promoting 
excellence and professionalism in the Clerk profession. 
These six core values reflect who we are, what we stand 
for, and how we operate: 

1. Professionalism - We uphold the highest standards of 
conduct, competence, and service. Our members are 
dedicated to excellence, accountability, and responsibility 
in all professional actions. 

2. Integrity - We are committed to honesty, transparency, 
and ethical behavior. Our goal is to build and maintain 
trust in every interaction. 
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V A L U E S 
C O N T I N U E D 

 
3. Leadership - We empower members to lead with vision, 
ethics, and confidence through mentorship and training. 
AMCA envisions every municipal clerk as a respected and 
innovative leader in local government. 

 
 

4. Respect - We treat everyone with dignity, fairness, and 
compassion. Our inclusive culture values diverse 
perspectives and experiences. 

 
 

5. Education - We promote lifelong learning by offering 
training, development, and mentoring. AMCA supports 
members' growth and the advancement of the Clerk 
profession. 

 
 

6. Collaboration - We foster strong connections through 
communication, shared goals, and networking. AMCA 
builds a united community ready to meet the evolving 
demands of public service with excellence and integrity. 
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S W O T  A N A L Y S I S 
A SWOT analysis is a strategic planning tool used to 
identify and evaluate an organization’s Strengths, 
Weaknesses, Opportunities, and Threats. By examining these 
internal and external factors, organizations can build on 
what they do well, address areas for improvement, capitalize 
on growth opportunities, and anticipate or mitigate 
potential risks. 

 
The updated Strategic Plan has been designed to address the 
opportunities and challenges identified through SWOT 
analysis. The original SWOT, conducted in 2017, remains 
relevant today. However, new pressures—such as the 
demands placed on clerks during the pandemic and the 
shifting dynamics of the political landscape—have further 
shaped and intensified several areas of concern. 

Strengths 
League partnership and support 
Leadership experience within the 
membership 
Strong organizational history 
Robust networking opportunities 
High ethical standards 
Strong professional relationships 
Engaged membership base 
Accessible and informative website 
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S W O T A N A L Y S I S 
C O N T I N U E D 

 

Weaknesses 
Membership apathy and 
inconsistent engagement 
Limited AMCA Board 
training opportunities 
Turnover and retirement of 
long-tenured members 
Lack of meaningful 
engagement for members 
who wish to contribute 
Committees without clearly 
defined responsibilities 
Too many committees 
diluting effectiveness 
Insufficient mentoring 
opportunities (need for 
structured one-on-one 
mentoring for new clerks) 

Opportunities 
Involving city/town managers 
and mayors in awards and 
recognition 
Driving innovation in programs 
and practices 
Leveraging technology for 
training and professional 
development 
Expanding AMCA’s online 
presence and accessibility 
Increasing participation and 
influence in legislative advocacy 
Enhancing partnerships with 
IIMC 
Strengthening ties with the 
League of Arizona Cities and 
Towns 
Building collaborative 
relationships with ACMA and 
GFOAZ 
Developing academic 
partnerships, including with 
Arizona State University 
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S W O T  A N A L Y S I S 
C O N T I N U E D 

 

 
Threats 

Legislative changes 
impacting municipal 
clerks 
Steep learning curves 
for new clerks entering 
the profession 
Loss of institutional 
knowledge due to 
retirements 
Resistance or 
opposition to change 
within the profession 
Shifts in economic 
conditions 
Budgetary constraints 
affecting operations 
and training 
Misperceptions of the 
municipal clerk role 
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S T R A T E G I C 
O B J E C T I V E S 

 
Membership and Engagement 
We will strengthen membership and engagement by 
creating a welcoming process for new members, 
establishing mentorship and orientation programs, 
expanding outreach to special districts, clearly 
articulating the value of membership, and enhancing 
communication strategies, including continued 
development of the AMCA website. 

 
Professional Development 
We are committed to advancing the knowledge, 
skills, and leadership capacity of members by 
fostering meaningful professional growth 
opportunities across the organization. 

Shared Resources and Technology 
We will inform, prepare, and connect members by 
ensuring access to relevant resources, timely 
information, and collaborative tools that enhance 
connectivity and organizational effectiveness. 
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S T R A T E G I C 
O B J E C T I V E S C O N T . 

Board Leadership Development and Succession 
Planning 
We will strengthen the Board’s leadership capacity 
and ensure continuity through succession planning 
by evaluating and refining committee structures, 
clarifying executive board roles, and encouraging 
greater engagement from committee members. 

 
Legislative Advocacy and Professional 
Representation 
We will invest in resources to monitor and analyze 
legislation affecting Clerk roles and responsibilities, 
ensuring that the Clerk profession is effectively 
represented at the state level and beyond. 

 
PLEASE SEE APPENDIX A FOR THE 
PRIORITIES, GOALS, OBJECTIVES, 
COMMITTEE RESPONSIBLITIES AND 
TIMELINES. 
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I N T O T H E  F U T U R E 
 
 

In the next one to two years, AMCA should focus on three 
priority areas that will have the greatest impact: 

Membership Engagement and Mentorship – Addressing 
apathy, succession challenges, and lack of mentorship by 
launching a structured mentoring program, redefining 
committee responsibilities, and creating meaningful 
opportunities for members to contribute. 

Technology and Professional Development – Expanding 
online training, leveraging digital tools, and increasing 
accessibility to ensure members have the resources they 
need to thrive in a rapidly changing environment. 

Legislative Advocacy and Representation – Proactively 
strengthening AMCA’s role in legislative engagement to 
protect the profession, while developing partnerships 
with statewide and national organizations to enhance 
influence and visibility. 

 
By concentrating on these areas, AMCA can sustain its 
strengths, close critical gaps, and position itself as a forward-
looking leader in municipal clerkship across Arizona. 
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I M P L E M E N T A T I O N : 
N E W C O M M I T T E E P L A N 

 
The implementation and monitoring of the Strategic 
Plan is critical to its success. Below outlines the 
responsibilities of the Executive Board, committees, 
and subcommittees, along with their interrelationships 
in execution and performance of this plan. 

Executive Board 
Sets the overall direction for the organization. 
Manage finances and oversees partnerships (e.g., 
League, ASU). 
Provides leadership to the Strategic Subcommittee. 
Assigns chairs and manages committee placement. 

 
Strategic Planning/Handbook & Constitution 
Committee 

Supports the Executive Board by coordinating 
project updates. 
Works with committee chairs to advance the 
strategic plan. 
Manages AMCA handbook and constitution. 
Handles voting as directed by the board. 
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I M P L E M E N T A T I O N : 
N E W C O M M I T T E E P L A N 

 
Elections Committee 

Focus on election-related topics (campaign finance, 
training content, legislative feedback). 
Reviews and updates of the Elections Procedures 
Manual (EPM). 
Provides support to other committees on election 
matters. 
Submits feedback to the state during odd-
numbered years. 

Legislative Committee 
Monitors legislation relevant to municipal clerks. 
Shares updates on new bills signed by the 
Governor. 
Advocates (with the Executive Board & League) on 
behalf of AMCA. 

Records Committee 
Reviews and revises the AMCA strategic plan (in 
partnership with Strategic Subcommittee). 
Provides updates on records retention. 
Collaborates with Education Committee on 
disaster recovery training. 
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I M P L E M E N T A T I O N : 
N E W C O M M I T T E E P L A N 

 
Membership Committee 

Coordinates regional membership events. 
Builds and maintains a mentoring program. 
Tracks and supports membership growth/engagement. 
Collaborates with the Strategic Subcommittee. 

Education & Events Committee 
Organizes AMCA events: annual conference, elections training, 
Athenian Dialogue, etc. 
Shares training opportunities with members (via website). 
Collaborate with the Scholarship Subcommittee. 

Scholarship Committee 
Plans scholarship-specific events. 
Manages fundraising and selection process for awards. 
Oversees scholarship distribution. 

Communications Committee 
Manages the AMCA website. 
Distributes quarterly reports and maintains event calendar. 
Promotes outreach efforts. 
Supports Membership Committee in encouraging growth. 
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I M P L E M E N T A T I O N : 
N E W E X P E C T A T I O N S 
C r o s s - C o m m i t t e e R e l a t i o n s h i p s 

 E x e c u t i v e B o a r d ↔ S t r a t e g i c C o m m i t t e e : 
D i r e c t i o n & c o o r d i n a t i o n . 

 E d u c a t i o n C o m m i t t e e ↔ M e m b e r s h i p / 
S c h o l a r s h i p C o m m i t t e e s : E v e n t l o g i s t i c s , 
m e n t o r i n g , s c h o l a r s h i p s . 

 Re c o r d s C o m m i t t e e ↔ E d u c a t i o n 
C o m m i t t e e : Tra i n i n g & d i s a s t e r r e c o v e r y 
s u p p o r t . 

 L e g i s l a t i v e C o m m i t t e e ↔ E x e c u t i v e B o a r d 
/ L e a g u e : A d v o c a c y . 

 C o m m u n i c a t i o n s C o m m i t t e e ↔ 
M e m b e r s h i p / E d u c a t i o n C o m m i t t e e s : 
P r o m o t i o n a n d e n g a g e m e n t . 

N e w C o m m i t t e e G u i d e l i n e s ( A p p e n d i x B ) 
 C o m m i t t e e Pa r t n e r s h i p a n d S t r u c t u r e 
 E x e c u t i v e B o a r d Re p r e s e n t a t i o n 
 A t t e n d a n c e 
 M e e t i n g D o c u m e n t a t i o n a n d Re c o r d s 
 C o m m i t t e e H a n d b o o k s 
 A n n u a l C a l e n d a r a n d S t r a t e g i c A l i g n m e n t 
 C o m m i t t e e C h a i r Re s p o n s i b i l i t i e s 
 G e n e r a l E x p e c t a t i o n s 
 Re v i e w a n d A m e n d m e n t s 
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C O M M U N I C A T I O N & 
S T A K E H O L D E R 
E N G A G E M E N T P L A N 

Purpose 
The purpose of this plan is to ensure effective 
communication and meaningful engagement with 
AMCA members, partners, and stakeholders during 
the implementation of the 2025 Strategic Plan. The 
plan outlines key audiences, communication methods, 
responsibilities, and feedback mechanisms to build 
awareness, foster collaboration, and support the 
achievement of strategic goals. 

 
Objectives 

 Increase transparency in the strategic plan’s 
implementation. 

 Strengthen member engagement, understanding 
of their role, and buy-in. 

 Ensure consistent messaging across all 
committees. 

 Provide opportunities for two-way feedback and 
continuous improvement. 

 Build stronger partnerships with external 
organizations and stakeholders. 
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C O M M U N I C A T I O N & 
S T A K E H O L D E R 
E N G A G E M E N T P L A N 
C O N T I N U E D 

Stakeholder Groups 
 Internal Stakeholders 
 AMCA Members 
 Executive Board 
 Committees and Subcommittees 
 AMCA Staff 
 External Stakeholders 
 League of Arizona Cities and Towns 
 Municipal leaders (managers, mayors, council 

members) 
 Partner organizations (e.g., ASU, training partners) 
 Vendors and service providers 
 Public and community stakeholders 

 
Key Messages 

 AMCA remains committed to advancing leadership, 
education, and excellence in the municipal clerk 
profession. 

 The 2025 Strategic Plan reflects member priorities and 
strengthens AMCA’s ability to deliver value. 

 Ongoing engagement and feedback from members are 
critical to the plan’s success. 

 Collaboration with external partners enhances 
training, advocacy, and resources for municipal clerks. 
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C O 

C O M M U N I C A T I O N & 
S T A K E H O L D E R 
E N G A G E M E N T P L A N 

N T I N U E D 
 

C o m m u n i c a t i o n C h a n n e l s 
 E m a i l & N e w s l e t t e r s : Re g u l a r 

u p d a t e s o n p r o g r e s s a n d 
o p p o r t u n i t i e s f o r e n g a g e m e n t . 

 We b s i t e : D e d i c a t e d s e c t i o n w i t h t h e 
f u l l s t r a t e g i c p l a n , u p d a t e s , F A Q s , 
a n d r e s o u r c e s . 

 S o c i a l M e d i a : S h o r t , e n g a g i n g p o s t s 
t o h i g h l i g h t p r o g r e s s , m i l e s t o n e s , 
a n d e v e n t s . 

 A n n u a l C o n f e r e n c e & Tra i n i n g s : 
P r e s e n t a t i o n s a n d w o r k s h o p s t o 
r e i n f o r c e g o a l s a n d r e p o r t o u t c o m e s . 

 C o m m i t t e e Re p o r t s : S t a n d a r d i z e d 
u p d a t e s f r o m c o m m i t t e e s t o e n s u r e 
a l i g n m e n t . 

 Q & A’ s / We b i n a r s : Vi r t u a l s e s s i o n s 
t o a n s w e r q u e s t i o n s a n d c o l l e c t 
i n p u t . 
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C O M M U N I C A T I O N & 
S T A K E H O L D E R 
E N G A G E M E N T P L A N 
C O N T I N U E D 
E n g a g e m e n t A c t i v i t i e s 

 K i c k o f f A n n o u n c e m e n t : O f f i c i a l l a u n c h o f t h e 
s t r a t e g i c p l a n t h r o u g h e m a i l , w e b s i t e , a n d c o n f e r e n c e 
p r e s e n t a t i o n . 

 Q u a r t e r l y  P r o g r e s s Re p o r t s : U p d a t e s s h a r e d w i t h 
m e m b e r s h i g h l i g h t i n g k e y m i l e s t o n e s . 

 S u r v e y s & F e e d b a c k To o l s : C o l l e c t m e m b e r i n p u t t o 
r e f i n e i m p l e m e n t a t i o n . 

 M e n t o r s h i p & P e e r N e t w o r k s : E n c o u r a g e m e m b e r - t o - 
m e m b e r s h a r i n g o f b e s t p r a c t i c e s t i e d t o t h e p l a n . 

 Re c o g n i t i o n P r o g ra m s : H i g h l i g h t c o n t r i b u t i o n s o f 
c o m m i t t e e s , m e m b e r s , a n d p a r t n e r s i n a d v a n c i n g t h e 
p l a n . 

R o l e s & R e s p o n s i b i l i t i e s 
 E x e c u t i v e B o a r d : A p p r o v e s a n d o v e r s e e s 

c o m m u n i c a t i o n s t r a t e g y . 
 S t ra t e g i c C o m m i t t e e : C o o r d i n a t e s m e s s a g i n g a n d 

e n s u r e s a l i g n m e n t a c r o s s c o m m i t t e e s . 
 C o m m u n i c a t i o n s C o m m i t t e e : D e s i g n s a n d d i s t r i b u t e s 

m a t e r i a l s ; m a n a g e s w e b s i t e a n d s o c i a l m e d i a u p d a t e s . 
 C o m m i t t e e C h a i r s : S h a r e u p d a t e s o n s p e c i f i c 

i n i t i a t i v e s ; s e r v e a s e n g a g e m e n t l i a i s o n s t o m e m b e r s . 
 M e m b e r s h i p C o m m i t t e e : E n s u r e s m e m b e r n e e d s a n d 

f e e d b a c k a r e i n c o r p o r a t e d . 
 
 

AMCA Strategic Plan 2025 | Page 21 



C O M M U N I C A T I O N & 
S T A K E H O L D E R 
E N G A G E M E N T P L A N 
C O N T I N U E D 

T i m e l i n e 
 M o n t h 1 : S t r a t e g i c P l a n l a u n c h ( e m a i l , 

w e b s i t e u p d a t e , a n n o u n c e m e n t a t e v e n t ) . 
 Q u a r t e r l y : P r o g r e s s u p d a t e s v i a n e w s l e t t e r s , 

w e b i n a r s , a n d c o m m i t t e e r e p o r t s ( A p p e n d i x 
C ) . 

 A n n u a l l y : C o m p r e h e n s i v e p r o g r e s s r e p o r t a n d 
m e m b e r s u r v e y a t A M C A A n n u a l C o n f e r e n c e . 

 O n g o i n g : F e e d b a c k c o l l e c t i o n , m e m b e r 
r e c o g n i t i o n , a n d p a r t n e r e n g a g e m e n t . 

F e e d b a c k & E v a l u a t i o n 
 S u r v e y s : A n n u a l m e m b e r s u r v e y t o m e a s u r e 

s a t i s f a c t i o n a n d i n p u t . 
 E n g a g e m e n t M e t r i c s : We b s i t e a n a l y t i c s , e m a i l 

o p e n r a t e s , a n d s o c i a l m e d i a i n t e r a c t i o n s . 
 C o m m i t t e e Re p o r t s : Re g u l a r u p d a t e s t o 

a s s e s s p r o g r e s s o n m e a s u r a b l e i m p a c t s . 
 M e m b e r F o r u m s : O p p o r t u n i t i e s f o r d i s c u s s i o n 

d u r i n g t r a i n i n g s , c o n f e r e n c e s , a n d t o w n 
h a l l s . 

 Re v i e w C y c l e : A n n u a l r e v i e w b y t h e S t r a t e g i c 
C o m m i t t e e t o r e f i n e c o m m u n i c a t i o n a n d 
e n g a g e m e n t e f f o r t s . 
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C O M M U N I C A T I O N & 
S T A K E H O L D E R 
E N G A G E M E N T P L A N 
C O N T I N U E D 

S u c c e s s M e a s u r e s 
 H i g h l e v e l s o f 

a w a r e n e s s o f t h e 
s t r a t e g i c p l a n . 

 
 I n c r e a s e d p a r t i c i p a t i o n 

i n A M C A e v e n t s , 
t r a i n i n g s , a n d 
c o m m i t t e e s . 

 
 D o c u m e n t e d p r o g r e s s 

t o w a r d p l a n o b j e c t i v e s 
a n d m e a s u r a b l e 
i m p a c t s . 

 
 S t r o n g e r c o l l a b o r a t i o n 

w i t h m u n i c i p a l 
p a r t n e r s a n d e x t e r n a l 
s t a k e h o l d e r s . 

 
 P o s i t i v e f e e d b a c k f r o m 

m e m b e r s o n 
c o m m u n i c a t i o n c l a r i t y 
a n d e n g a g e m e n t 
o p p o r t u n i t i e s . 
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T H E E N D 
 
 
 
 

A p p e n d i x L i s t : 
1 . A p p e n d i x A - G o a l s b y C o m m i t t e e 
2 . A p p e n d i x B - S t r a t e g i c C o m m i t t e e 

Re c o m m e n d e d D r a f t G u i d e l i n e s 
3 . A p p e n d i x C - C o m m i t t e e Re p o r t i n g 

Te m p l a t e 
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2025 AMCA Strategic Plan 
Appendix B 

 

 
Arizona Municipal Clerks Association Committee Guidelines 

Purpose 

These guidelines establish the operational structure, expectations, and responsibilities 
of AMCA Committees to promote consistency, transparency, and effective collaboration 
in support of the AMCA Strategic Plan. 

1. Committee Participation and Structure 

Committee Membership 

• Each committee should consist of a minimum of Chair and CO-chair plus 5 
members and ideally not exceed 20 total members, unless otherwise approved 
by the Executive Board. 

• Each committee will have a Chair and Vice Chair appointed annually by the 
AMCA President. 

• Strategic Committee 2025 Recommendation for the new committee structure: 
 

COMMITTEE RECOMMENDED MEMBERS 
 
 
 
 
 

Executive Board 

• President 
• Vice President 
• Secretary 
• 2 Large Population 
• 2 Small Population 

 
*Executive Board members will be assigned 
committee(s) as the Board representative and will 
provide updates of the committee activities as an agenda 
item of the Board meetings. 

Strategic 
Planning/Handbook 

& Constitution 

• 1 Chair 
• 2 Co-Chairs 
• 8-10 Members 

 
Elections 

• 1 Chair 
• 1 Co-chair 
• 5-8 Members 

 

 
Membership 

• 1 Chairs 
• 2 Co-chairs 
• 8-12 Members* 
• *1 member from each region 
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Communications 
• 1 Chair 
• 2 Co-chairs 
• 12-15 Members 

Education & Events 
• 1 Chairs 
• 2 Co-chairs 
• 12-15 Members 

Scholarship 
• 1 Chair 
• 1 Co-chair 
• 5-8 Members 

Records 
• 1 Chair 
• 1 Co-Chair 
• 5-8 Members 

Legislative 
• 1 Chair 
• 1 Co-chair 
• 5-8 Members 

 
2. Subcommittees 

• Committees may establish subcommittees to carry out specific projects or 
initiatives. 

• Subcommittees must report updates to the main committee on a regular basis. 
• All subcommittee members must be AMCA members. 

3. Executive Board Representation 
• Executive Board members will serve two-year terms. 
• To better represent membership diversity: 

o Two representatives will be appointed for Large Population Cities/Towns. 
o Two representatives will be appointed for Small Population Cities/Towns. 

4. Attendance and CMC/MMC Credit 
• Committee Members must make their best effort to regularly attend 

scheduled meetings and actively participate and contribute to the 
Committee.  If there is concern from the Committee Chair regarding 
eligibility for CMC/MMC education or professional contribution credit, they 
need to schedule a conversation with the Executive Board President to 
address the concerns and determine eligibility. 
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5. Meeting Documentation and Records 

• Summary minutes are required. 
• All committee meetings may be recorded, and video files will be: 

o Archived and 
o Uploaded to the AMCA website within seven (7) business days of the 

meeting. 
6. Committee Handbooks 

• Each committee will have a section in the handbook that outlines its: 
o Purpose 
o Roles and responsibilities 
o Annual goals – set in collaboration with the strategic planning committee 
o Reporting expectations 

• Handbooks will be developed and maintained by the Strategic Committee in 
collaboration with the respective Committee Chairs. 

• Updates will be made annually and distributed to members by August 1st. 
7. Annual Calendar and Strategic Alignment 

• Committee recruitment for the year will take place in May and finalize in June. 
• All Committee Chairs will meet with the Strategic Committee in June or July to: 

o Align committee goals with the AMCA Strategic Plan 
o Establish meeting timeframes 
o Propose tentative events or projects for the upcoming year 

• A Calendar of Events and Committee Meetings will be finalized and distributed to 
the membership each August. 

• Strategic Committee will work to receive final approval from the Executive Board 
and distribute a new year schedule and strategic reporting plan for the website by 
August. 

8. Committee Chair Responsibilities 
Committee Chairs are essential to the success of AMCA’s goals. In addition to leading 
their committee’s work throughout the year, Chairs are expected to: 

• Meet with the Strategic Planning Committee in June or July to: 
o Review and understand the AMCA Strategic Plan 
o Develop a work plan to align the committee’s activities with organizational 

objectives 
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o Coordinate timeline and resource needs 
o Establish reporting timelines 

• Record and upload the planning meeting(s) to the AMCA website for 
transparency and recordkeeping. 

• Conduct a handover meeting with incoming Committee Chairs at the end of their 
term, providing: 

o A summary of committee accomplishments 
o Challenges and recommendations 
o Orientation on existing handbooks, timelines, and any ongoing projects 

9. General Expectations 
• Committees will: 

o Act in the best interest of AMCA’s mission and goals 
o Communicate regularly with the Executive Board 
o Collaborate across committees when appropriate 
o Submit year-end reports summarizing progress and outcomes 

10. Review and Amendments 
These guidelines will be reviewed annually by the Executive Board in consultation with 
the Strategic Planning Committee and updated as necessary. 
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TO: AMCA President and Executive Board 

 
FROM:  , Co-Chair 

 , Co-Chair 
 , Executive Board Liaison 

DATE: (Meeting Date) 
 

Subject: AMCA  Committee Report 

Type of Report:  ☐ QUARTER REPORT 
Type of Report: ☐ EB ACTION REQUESTED 
Type of Report: ☐ END-OF-YEAR FINAL REPORT 

 

 
Committee Report and 

Request Form 

 
  SUMMARY OF ACTIVITIES AND DISCUSSION:  
Provide a brief summary update of activities that the committee has been working on for 
the past quarter. 

 
 
 
 
 
 
 
 
 

 ANNUAL GOALS AND MILESTONES/ACCOMPLISHMENTS:  
Provide an update on any assigned goals or accomplishments of the committee. Describe 
how they support AMCA’s Strategic Plan, if applicable. 

 
 
 
 

 
ATTACHMENTS: 
List attached documents, please provide in the order listed. 
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Committee Report and 

Request Form 

 
PAGE 2 ONLY REQUIRED IF EC ACTION IS REQUESTED 

 
Provide a brief summary of the background information available on the topic, 
including a summary of previous Executive Board actions or discussions, and any 
pertinent past or contextual information, such as AMCA policies or procedures that 
may be impacted or provide guidance (additional pages may be included, if 
necessary). 

 
 RECOMMENDATION:  
Include the Board's recommendation(s) pertaining to the action requested. i.e., 
request for the EB to review, recommend, or provide guidance. When 
appropriate, provide a proposed motion. To (adopt, approve, accept, authorize, etc.) 

 
 
 

 FISCAL IMPACTS:  
Provide a summary of any fiscal impacts, to include budgetary and other financial 
considerations that need consideration prior to proceeding with the recommendation. 

 

 
 ALTERNATIVES:  
Provide alternate recommended action options that may be considered in addition to the 
Committee recommendation. 

 

 
 NEXT STEPS:  
Provide details of further actions to be taken by the Committee, or others, as needed; 
include any timing that affects the recommended action, such as deadlines, or impacts to 
service if action is not taken. 

 
 

ATTACHMENTS: 
List attached documents, please provide in the order listed. 
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Committee Report and 
Request Form 

Committee chair 

 
 
 
 
 
 
 
1±1 

 
 
 
 
 
 
 
 

Committee Report and 
Request Form 

 
PAGE 2 ONLY REQUIREO IF EC ACTION IS REQUESTED 

TO: AMCA President and Executive Board 

FROM: ---�Co-Chair 
---�Co-Chair 
---� Executive Board liaison 

DATE: (Meeting 0ate) 

Subject: AMCA Committee Report 

Type of Report: 0 QUARTER REPORT 
Type of Report: 0 EC ACTION REQUESTED 

meets with the 
Strategic chair to 
develop a project 
plan to use for 
the framework of 
these reports. 

 
Select the type of 

� report being 

 
Provide �.'l!i�f.s.u_r:r?l!!l'..'Y. of the background information available on the ropic, including a 
summary of previous Executive Committee actions or discussions, and any pertinent past 
or contextual information, such as AMCA policies or procedures that may be imp.acted or 
provide guidance (additional pages may be included, if necessary). 

ONLY COMPLETE THIS PAGE IF EXECUTIVE COMMITTEE ACTION IS NEEDED. 

RECOMMENDATION: D 
Include the Commirtee's recommendarion(s) pertaining ro the acrion requesred. i.e., 
request for rhe EC to review, recommend, or provide guidance. When appropriate, 
provide a propooed morion. To (adopr, approve, accepr, aurhorize, etc.) 

Type of Report: 0 ENO-OF-YEAR FINAL REPORT � 

 
SUMMARY OF ACTIVITIES AND DISCUSSION: 

submitted.  

 
FISCAL IMPACTS: 

Provide a brief summa,y update of activities thar the commitree has been working on for 
rhe past quarter. 

 
 

Bullet points for 
what was worked 
on. 

 

 
LANN Uf,I, GOAL§ ,'NQ,,t! ILE§TONESll'C CO!')f,llstj11E'Wl• j 
Provide an updare on any assignedgoats or accomplishmenrs of the commirtee. Describe 
how theysupport AMCA's Srrategic Plan, if applicable. 

 
likely to remain the same from the initial meeting 
and established committee goals for the year. 

 
ATTACHMENTS: 
List attached documents, please provide in rhe order listed. 
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Provide a summary of any fiscal imp.acrs, ro include budgetary and other financial 
considerarions that need considerarion prior to proceeding with the recommendation. 

 

 

s· 
Provide alrernate recommended action oprions thar may be considered in addirion ro the 
Commirtee recommendarion. 

 
 
 

NEXT STEPS: 
Provide details of further actions to be taken by the Commitree, or others, as needed; 
include any riming rhat affects rhe recommended action, such as deadlines, orimp.acrs to 
service ifacrion is nor taken. 

 
 ATTACHMENTS:  
List attached documents, p(ease provide in the order listed. 
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