ARIZONA MUNICIPAL CLERKS' ASSOCIATION
COMMUNICATIONS COMMITTEE MEETING

’ ‘___ \M C‘ __ \ Wednesday, February 3, 2021

10:00 a.m.
Teleconference at (800) 220-9875
Participant Code: 23543649#

Committee Members: Michelle Stanley, Chair; Stacy Fobar, Co-Chair; Fatima Fernandez, Kara DeArrastia,
Judy Martinez, Sheryl Rabin, Terri Roth, Michelle Stine, and Darcie McCracken (Board Liaison)

1. Callto Order
2. Roll Call

3. Liaison Updates
a.) Education — Michelle Stine
b.) Elections — Linda Mendenhall
c.) Handbook & Constitution — Terri Roth
d.) Legislative — Hilary Hiser
e.) Membership/Mentoring/Region Leaders — Kara DeArrastia
f.) Records Management — Ben Lane
g.) Scholarship — Crystal Hadfield
h.) Executive Board- Darcie McCracken

4. Old Business
a.) Discussion and possible approval of the January 6, 2021 minutes (attachment 1)

5. New Business
a) Discussion of social media prompts for weekly discussions.
b) Discussion of the Spring 2021 Newsletter — request for humorous stories.
c) Discussion of the 2021 AMCA Clerks Week Packet.
a. Feedback from the Membership/Mentoring Committee. (attachment 2)
b. Draft packet for review (attachment 3)

6. Good of the Order/Comments from Committee Members

7. Next Meeting Date: March 3, 2021
a.) Assignment of Minute Taker for 03/03/21 meeting

8. Adjournment




ARIZONA MUNICIPAL CLERKS’ ASSOCIATION
COMMUNICATIONS COMMITTEE
MEETING MINUTES
January 6, 2021
10:00 a.m.

Committee Members: Michelle Stanley, Chair; Stacy Fobar, Co-Chair; Kara DeArrastia; Fatima
Fernandez; Judy Martinez; Sheryl Rabin; Terri Roth; Michelle Stine; and Darcie McCracken, Board Liaison

1. CALLTO ORDER
Meeting was called to order by Chair Michelle Stanley at 10:03 a.m.
2. ROLL CALL

Present via Teleconference: Michelle Stanley, Chair; Stacy Fobar, Co-Chair; Kara DeArrastia;
Judy Martinez; Sheryl Rabin; and Terri Roth

Absent: Fatima Fernandez; Michelle Stine; and Darcie McCracken (Board Liaison)
3. LIAISON UPDATES

a.) Education — Michelle Stine

Chair Stanley reported on behalf of Michelle Stine, noting the following upcoming dates:
Best Practice Subcommittee Meeting on January 5%, Athenian Dialogue Subcommittee
Meeting on January 7th, Education Committee Meeting on January 13th, and a Conference
Subcommittee Meeting on January 19,

b.) Elections — Linda Mendenhall
Sheryl Rabin, Elections Committee member, noted the Committee reviewed the AMCA
Handbook and recommended one minor change. She stated their next meeting would be
on January 20, 2021 at 3 p.m.

c.) Handbook & Constitution — Terri Roth

Terri Roth, Handbook & Constitution Chair, stated the Committee would be meeting on
January 14, 2021 to discuss the goals assigned by the Executive Board.




d.)

e.)

f.)

g.)

Legislative — Hilary Hiser

Chair Stanley reported on behalf of Hilary Hiser, stating the Committee met on January 5,
2021 to prepare for the legislative year. The Committee would also be submitting a
newsletter article reviewing the Clerk’s role in the legislative process.

Membership/Mentoring/Region Leaders — Kara DeArrastia

Chair Stanley noted January was National Mentoring Month and encouraged staff to share
stories and participate.

Kara DeArrastia, Membership/Mentoring/Region Leaders Chair, stated the Committee
would be meeting next month and would discuss how to formally recognize the great work
of the mentors and also reflect on the mentees’ perspectives.

Records Management — Ben Lane

Ben Lane, Records Management Committee Chair, stated the next meeting would be on
January 14, 2021 with a focus on AMCA'’s retention schedule. He said the Executive Board
asked the Committee to update the schedule and compare it to the State’s retention to
make sure it matched and met minimum requirements. He said the Committee would also
work on process improvement for future Records Committee members and on reviewing
their portion of the handbook to ensure it accurately reflected the duties of the Committee.

Scholarship — Crystal Hadfield

Communications Committee Co-Chair Fobar reported on behalf of the Scholarship
Committee, stating the group met in November and discussed surveying AMCA members
about scholarship applications. She said the Committee would work on Facebook posts
about scholarships and discuss the goals of the Committee.

h.) Executive Board- Darcie McCracken

There was no update.

OLD BUSINESS

a.) Discussion and possible approval of the November 4, 2020 minutes

Sheryl Rabin noted the following three errors to be amended in the minutes: under the
“Absent” section of Roll Call there was an additional “and” that should be removed, under
the Elections Committee Report her name was misspelled, and under the Education
Committee Report the AMCA Conference date should by July 2021, not May 2021.

Sheryl Rabin moved to approve the minutes of the November 4, 2020 meeting with the
amendments listed above; Stacy Fobar seconded the motion. Motion carried to approve
the November 4, 2020 minutes.



5. NEW BUSINESS

a.)

b.)

Discussion of the draft AMCA Facebook Policy

Chair Stanley discussed the draft of the AMCA Facebook Policy, noting the Executive Board
agreed to creating a Facebook policy. She asked for comments and suggestions.

Co-Chair Fobar suggested having standard, uniform language in the policy to use if a request
was rejected, such as “I’'m sorry, you must be a current AMCA member per our Facebook
social media policy...” Chair Stanley asked Co-Chair Fobar to draft the language.

Discussion of the 2021 AMCA Clerks Week Packet

Chair Stanley stated the Communications Committee and Membership/Mentoring
Committee would collaborate on the Clerks Week promotion, adding she would like to get
input from everyone. She discussed last year’s promotion including the proclamation from
the Governor’s Office. She stated she would like to use the flyer from the City of Tempe and
adjust it for AMCA. Kara DeArrastia stated she created the flyer and would send it for
tweaking. Chair Stanley also discussed the IIMC webpage for reference and resources.

Co-Chair Fobar stated she liked the IIMC fact sheet, adding it could be incorporated into
social media. She suggested a place where one could find Clerks Week material and
resources or upload information quickly.

Chair Stanley asked about the weekly themed promotion from prior years that lead up to
Clerks Week and asked for feedback.

Judy Martinez stated she did not feel there was much participation in prior years and would
not recommend a weekly promotion.

Kara DeArrastia stated she liked the weekly theme idea but felt the participation would be
low again due to remote work. She stated it was something that could be done again the
future, but she liked the idea of the resources compiled together to make promotion easy.

Chair Stanley summarized the discussion, noting the Executive Board had initially requested
the weekly promotion leading into Clerks Week. She said there could still be a weekly effort
made by providing or promoting a resource for Clerks to use, but not doing as many social
media posts or asking for photos on Facebook.

There was discussion regarding the 2021 Clerks Week dates, resources, and an older Clerks
Week video made by the League of Arizona Cities and Towns that was used in prior years.
Chair Stanley stated she would work with the Membership/Mentoring Committee and
Executive Board regarding the promotion of Clerks Week.



6. GOOD OF THE ORDER/COMMENTS FROM COMMITTEE MEMBERS
None.
7. NEXT MEETING DATE - February 3, 2021
a.) Assignment of Minute Taker for the February 3, 2021
Kara DeArrastia volunteered to draft the minutes of the February 3, 2021 meeting.
8. ADJOURNMENT
The meeting was adjourned at 10:34 a.m.

Respectfully submitted by:
Judy Martinez
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NEW BUSINESS

a.

Discuss the 2021 AMCA Clerks Week Celebration Packet

Chair Kara DeArrastia shared that she thought it would be a good idea for the
Membership/Mentoring Committee to contribute information to the 2021 AMCA Clerks
Week Celebration Packet. She said that Michelle Stanley, Communications Committee Chair,
wanted to poll members from the Membership/Mentoring Committee to see what
documents they liked, and they could be modified for AMCA and the packet that will be
posted on the website for member use. She asked Board Liaison Jennifer Pena if she had
anything to add about the celebration packet.

Jennifer said that municipal clerks have always been underrecognized for all the different
things that they do. She said that this is an opportunity to highlight all of the things that the
clerk’s office does. She suggested getting a proclamation to recognize the clerk’s office and
staff. She said to highlight that the clerk is one of only three statute required positions. She
said that the clerk’s office is important and should be highlighted and recognized.

Kara said that last year was the 51st anniversary and there were some activities leading up
to Clerks Week in May. She said that the activities were promoted on social media. She
asked if anyone participated last year and if there are any ideas for this year.

Cherry Lawson said that in 2019 they celebrated with a proclamation and then her staff
celebrated amongst the city staff with cake and refreshments. Kara asked if they issued the
proclamation at a council meeting. Cherry said yes, and she had her staff attend.

Annie Meredith shared that they have not done much as far as recognizing the clerk’s office
and that they just did a post on social media. Kara said that is common among the clerk’s
offices to be humble and not do a lot of self-promotion.

Kara shared the history for Tempe in building up the recognition for Clerks Week. She said
that using the materials provided would be an easy way for clerks to get the materials and
asked Jennifer about posting it on the AMCA website and if that was the thought process
behind the celebration packet.

Jennifer said yes. She said that there are a lot of useful things on the AMCA website and
putting the packet there would be a great resource. Kara asked how soon the International
Institute of Municipal Clerks (IIMC) gets the Clerks Week webpage updated with the current
year. Jennifer said that she does not know when they update but to check back at the end of
March, beginning of April. She said that the League of Arizona Cities and Towns will usually
send something out in May.
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Cherry said that this year she will talk to their communications department and have them
put something out in their employee newsletter. She said that not all employees know what
the clerk’s office does.

Kara asked where most cities’ Clerks Week information comes from and the responses were
the clerk’s office. She asked if anyone sends stuff out on social media. She said that if
anyone has ideas after this meeting to email her and she will share it with the
Communications Committee.

Consider forwarding proposed changes to the Membership/Mentoring Committee and
Region Leaders section of the AMCA Handbook to the AMCA Executive Board for their
January meeting.

Chair Kara DeArrastia said that there was some clarification to the duties for the
Membership/Mentoring Committee and Region Leaders in the AMCA Handbook. She asked
if anyone had a chance to look at it and if there are any suggested changes. She said those
would need to go to the Executive Board at their January meeting.

Jennifer Pena clarified that the January Board meeting was cancelled and asked that the
proposed Handbook changes be submitted to the Board by January 29th for their February
meeting. Kara said that she will resend her proposed changes to the Handbook and see if
the Committee is good with them. Jennifer asked if the proposed changes have passed the
Membership/Mentoring Committee. Kara said that these were presented in November and
she has not heard any disagreement. She said that is why she wanted to get a for sure
answer. Jennifer suggested sending it back out to the Committee requesting a response,
and if no changes to send it to the Board.

January is National Mentoring Month — postings about the AMCA Mentoring Program have
been published to the AMCA Facebook page. How can we formally recognize the Mentors
and Mentees participating in this program?

Chair Kara DeArrastia said that Dusty Christopherson brought the fact that January is
National Mentoring Month to her attention. She said that as a part of the
Membership/Mentoring Committee, they want to promote the Mentoring Program. She
asked Jennifer Pena if there is a formal recognition process for the mentors and
acknowledging the mentees who participate. Jennifer said that she is not aware of
anything. Kara asked if there had been an article in the newsletter showcasing the program.
Jennifer said that the Mentoring Program has always been on the back burner and that
clerks are reaching out for mentors. She said that there should be an article about the
Mentoring Program and serving the organization. Kara said that she will look at the previous
article and possibly modify it with updates. She said she will send it out to the group to
approve for the Spring AMCA Newsletter.
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Clerk’s Week Proposal to Executive Board

Proposal: Beginning in April, the Communications Committee will select one
document each week from the new AMCA Clerk’s Week Promotional Packet to
highlight on the AMCA Facebook page and on Listserv. We will encourage
discussion on what Clerk’s have done in the past that has worked (or not) to
promote Clerk’s Week in their municipalities.

During Clerk’s Week, we will ask everyone to post pictures of how their
municipalities are celebrating.

e WEEK 1: April 4™ — 10" introduce the What is Clerk’s Week? Introduction
letter for Clerk’s to know what it is and why they should promote it.

e WEEK 2 : April 11*" — 17* introduce the Clerk’s Week Proclamation for
clerks to modify and adopt for their municipalities.

e Week 3: April 18" — 24" introduce the AMCA Flyer and the IIMC Fact Sheet
as promotional tools to share with the public.

e Week 4: April 25" — May 1st introduce the League’s 54sec video: What is a
Municipal Clerk for clerks to share on their municipality social media pages.

o Week 5: May 2" — May 8" is Clerk’s Week!
Encourage everyone to post pictures on the AMCA Facebook and Instagram
pages of how they celebrated Clerk’s Week.



What is Clerk’s Week and why you should celebrate?
(still a draft)

Clerks are one of the most under recognized professionals, typically staffed by humble civil
servants that are too busy keeping everyone organized to stop and explain what they do. And
when we are asked that dreaded question — What does a Clerk do? — we tend to shy away and
say things like “create agendas, take minutes, help Council Members,” instead of answering
truthfully with the impressive list of duties we do behind the scenes. So how is the world going
to know just how amazing you are? Simple answer, celebrate [IMC’s Clerk’s Week.

Clerk’s Week celebrates the clerk profession internationally and provides you the unique
opportunity to promote yourself, your department and your staff. It might go against the very
nature of your being to brag about yourselves, but it is important that people understand what
a clerk (really) does and why they are an important part of the organization. The goal is to
engender respect, understanding, and to highlight your accomplishments for not only the
public to see, but other departments as well.

To help with that alien feeling of self-promotion, the AMCA Communications Committee has
created a “Clerk’s Week Promotional Packet” with ideas of how you can celebrate (and
promote) at your municipality.

Included in the packet are:

e AClerk’s Week Proclamation

e An AMCA Clerk’s Week Promotional Flyer

e An IIMC Fact Sheet

e Link to the League of Cities and Town’s What is a Municipal Clerk Facebook video

Other Promotional ideas:
+* Host a celebration party — invite just coworkers or open it to the public, but
serve cake or fancy cupcakes!
+* Invite the public to tour the Clerk’s Office and ask questions.
+* Create a public “Brag Board” of how many public records request were
completed, how many meetings were attended, contracts processed, etc.


https://www.facebook.com/100022695023916/videos/435938340505996/

Proclamation

52" ANNUAL PROFESSIONAL MUNICIPAL CLERKS WEEK

Whereas, The Office of the Municipal Clerk, a time honored and vital part of local
government exists throughout the world, and

Whereas, The Office of the Municipal Clerk is the oldest among public servants, and
Whereas, The Office of the Municipal Clerk provides the professional [ink between the
citizens, the local governing bodies and agencies of government at other levels, and
Whereas, Municipal Clerks have pledged to be ever mindful of their neutrality and
impartiality, rendering equal service to all.

Whereas, The Municipal Clevk serves as the information center on functions of local
government and community.

Whereas, Municipal Clerks continually strive to improve the administration of the affairs of
the Office of the Municipal Clevk through participation in education programs, seminars,
workshops and the annual meetings of their state, provincial, county and international
_professional organizations.

Whereas, It is most appropriate that we recognize the accomplishments of the Office of the
Municipal Clerk.

Now, Therefore, I, , Mayor of the of , Arizona, do

recognize:
May 2" through May 8%, 2021
As
Municipal Clerks Week,
and further extend appreciation to our Town Clerk, and to all Municipal Clevks

for the vital services they perform and their exemplary dedication to the communities they

represent.

IN WITNESS THEREOF, I have hereunto set my hand and caused the Great Seal
of the of , Arizona to be affixed this ___ day of

Attest:

Town Clerk




52ND ANNUAL PROFESSIONAL
MUNICIPAL CLERKS WEEK

May 2 - 8, 2021

Have you ever wondered what a Municipal Clerk does?

%
= Municipal Clerks perform many vital services for their

community. Here are just a few...

# Maintain records of community history, official
Council actions, Meeting Minutes, Ordinance

Books, and other important records and

# Serve as liaison between loce. yovernments

and its citizens; receive, distribute, and file

Dv correspondence from citizens and other

# Process contracts and agreements, and support all

N

administrative functions.

~ Administer elections, registration, and voting,

which is a key and vital piece in the democratic

For more information about Municipal
Clerks, please visit www.azclerks.org

or www.iimc.com.



http://www.tempe.gov/city-hall/city-clerk-s-office
http://www.tempe.gov/city-hall/city-clerk-s-office
https://www.azclerks.org
https://www.iimc.com

51" Annual Professional Municipal Clerks Week
May 3 - May 9, 2020
FACT SHEET

Sponsored by the International Institute of Municipal Clerks

Professionalism In Local Government Through Education

PURPOSE
To recognize the vital and appreciated services performed by Municipal and Deputy Clerks in serving
the changing needs of their communities.

HISTORY

This May, will be the 51% Annual Professional Municipal Clerks Week, initiated in 1969 by IIMC and
is endorsed by all of its members throughout the United States, Canada and 15 other countries. In 1984
and in 1994, Presidents Ronald Reagan and Bill Clinton, respectively, signed a Proclamation officially
declaring Professional Municipal Clerks Week the first full week of May and recognizing the essential
role Municipal Clerks play in local government.

TYPICAL RESPONSIBILITIES OF THE MUNICIPAL AND DEPUTY CLERK:

e Maintains the official council minutes, ordinance books and all records and documents.

e Indexes all official actions of council.

e Issues licenses and permits.

e Processes contracts and agreements.

e Keepers of community history and vital records.

e Receives, distributes and files correspondence from citizens and other governmental agencies.
e Administers elections, registration and voting.

e Acts as a key liaison between local government and its citizens.

e Handles significant financial responsibilities including preparation of tax rolls, special
assessments and budgets.

e Provides central services such as personnel, purchasing, etc.

IIMC is a professional association of City, Village, Town, Township, Borough and County Clerks,
Secretaries and Recorders. [IMC prepares its members to meet the challenges of the diverse role of the
Municipal and Deputy Clerk by providing services and continuing professional development
opportunities to benefit members and the government entities they serve. Founded in 1947 in French
Lick, Indiana, IIMC has 14,700 members throughout the United States, Canada and 15 other countries.






