
Formed 

in 1961 

ARIZONA MUNICIPAL CLERKS’ ASSOCIATION 
EXECTUVE BOARD MEETING AGENDA 

Thursday, May 19, 2022 
10:00 a.m. 

Zoom: 

https://us06web.zoom.us/j/94395840491?pwd=ZkZyancxakJhOWxGcnNHaU95YWp1UT09 

Meeting ID: 943 9584 0491 
Passcode: 612438 
Dial in:  +1 346 248 7799 US (Houston) 
+1 720 707 2699 US (Denver)

Committee Members: Teresa Riza, President; Darcie McCracken, Vice President; Jennifer Pena, 

Treasurer; Carla Reece, Secretary 

1. CALL TO ORDER/ROLL CALL

2. MINUTES

A. None

3. NEW BUSINESS

A. ADMINISTRATION

Discussion and possible action regarding the following:

1. Discussion and possible action to appoint Sarah Siep to the 2022-2023 Executive
Board Secretary position.  Page 3

2. Discussion and possible action to approve replacing the term “Member of the Year”
with “Clerk of the Year” in the AMCA Handbook.

3. Discussion and possible action to review and approve custom printed totes to be
ordered for the AMCA Annual Conference.

B. COMMITTEE ASSIGNMENTS AND GOALS

Discussion and possible action regarding providing direction to Committees. Will ask
committee chairs to bring back ideas of projects they would also like to work on.

1. CAMPAIGN FINANCE COMMITTEE (Lynda Bushong, Chair; Tracie Bailey, Co-Chair;
Darcie McCracken, Board Liaison)
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2. COMMUNICATION COMMITTEE (Michelle Stanley, Chair; Stacy Fobar, Co-Chair; 
Jennifer Pena, Board Liaison)  

3. EDUCATION COMMITTEE (Laura Jara, Chair; Cherry Lawson, Co-Chair; Darcie 
McCracken, Board Liaison)  

a. Discussion and possible action to approve the 2022 AMCA Annual Conference 
agenda and fees. Page 11 

b. Discussion and possible action to approve the 2022 Summer Athenian 
Dialogue book, facilitator, and travel expense fees. Page 16 

4. ELECTION COMMITTEE (Linda Mendenhall, Chair; Sheryl Rabin, Co-Chair; Darcie 
McCracken, Board Liaison) 

5. HANDBOOK AND CONSTITUTION COMMITTEE (Byron Jones, Chair; Summer Stewart, 
Co-Chair; Darcie McCracken, Board Liaison) 

a. Discussion and possible action to approve proposed constitutional revisions to 
be voted on the full AMCA membership. Page 18 

6. LEGISLATIVE COMMITTEE (Kelsea Holian, Chair; Summer Stewart, Co-Chair; Teresa 
Riza, Board Liaison) 

7. MEMBERSHIP/MENTORING/REGIONAL LEADERS COMMITTEE (Kara DeArrastia, Chair; 
Fatima Fernandez, Co-Chair; Carla Reece, Board Liaison) 

8. RECORDS MANAGEMENT COMMITTEE (Ben Lane, Chair; Cathie Butteweg, Co-Chair; 
Jennifer Pena, Board Liaison)  

a. Discussion and feedback on proposed template.  Page 39 
9. SCHOLARSHIP/MARKETING COMMITTEE (Crystal Hadfield, Chair; Amy Putnam, Co-

Chair; Jennifer Pena, Board Liaison) 
 
4. GOOD OF THE ORDER/COMMENTS FROM EXECUTIVE BOARD MEMBERS 

 
5. REMINDERS/DEADLINES 

 

6. NEXT REGULAR EXECUTIVE BOARD MEETING DATE: June 16, 2022 
 

7. ADJOURNMENT  
 

Teresa Riza   

Teresa Riza, AMCA President 
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AMCA 2022 Board Secretary 
Candidate Application

Candidate Name:  Municipality:

Title:

Number of Years as Municipal Clerk or Deputy Clerk:

Number of Years as a member of AMCA:

Number of Years as a member of IIMC:

Do you have your municipality’s endorsement for seeking/holding this office? Yes
Please attach a letter of support from your supervisor (Mayor City/Town Manager, City/Town 
Clerk).

On a separate page, please provide the information requested below:

• List any committees you have served on and explain how you have been involved as an
AMCA member.

• What goals do you have for AMCA?

• Why do you want to serve on the AMCA Board?

• How can you assist the AMCA Board in furthering the professionalism of AMCA?

• What do you see as the biggest challenge in the future for the organization?

To be considered as a candidate, submit a Candidate Application, resumé, copy of your Certified 
(or Master) Municipal Clerk certificate, and letter(s) of support on or before April 18, 2022. 

Sarah Siep, City of Prescott

City Clerk

10

3 years 5 months

8 years

NEW BUSINESS: ITEM A1
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AMCA 2022 Board Secretary Application – Sarah Siep
List any Committees you’ve served on and explain how you have been involved as an AMCA
Member.

Since moving to Arizona in October 2018 I have served on the AMCA’s Legislative Committee.
During my time on this Committee, I’ve had the opportunity to serve as the Vice Chair for one year
and the Chair for two years. I’ve enjoyed having the opportunity to be involved in the Legislative
process and working closely with other Clerks to help address their needs at the legislative level.
Additionally, I have served since July 2019 on the Education Committee and been part of that
Committee’s Athenian Dialogue Subcommittee. And finally, I served from 2019-2020 on the
Communications Committee as well.

What goals do you have for AMCA?

I think Arizona has a strong Clerk’s Association with a great number of active members. The
Committees are dedicated to supporting the Clerk function throughout the state. One area where I
think we can improve is the inclusion and addition of Clerks from County and Special Districts.
When I initially came into the AMCA I felt there was a divide there, while we do some members that
are not Clerks for municipalities, I do believe there is room for growth. We all have much to learn
from each other and I think embracing Clerks from a variety of governmental divisions would be
incredibly beneficial for everyone! Additionally, I would like to be part of encouraging a greater
mentorship program. This was something that was so integral to my development in the early part
of my Clerk career and is always something that I think Associations can work to enhance and
promote.

Why do you want to serve on the AMCA Board?

Over the last several years, having had the opportunity to be involved on the Legislative, Education
and Communication Committees has been such a wonderful part of my development as a Clerk. I
have found membership in the AMCA to be instrumental in my transition of knowledge from one
state to another and has helped to make that move much more successful than it would have been
otherwise. It is my desire to take my positive experience on the various Committees and enhance it
with service on the Board as I help the Association grow and continue to positively impact Clerks in
Arizona. The opportunity to serve over the next five years moving through the Board and being
more involved in the Association is of particular interest to me and of course having the ability to
gain additional points toward my MMC is a great perk. I welcome the chance to represent our
Association as Secretary.

How can you assist the AMCA Board in furthering the professionalism of AMCA?

Our Association is already so well represented in the Clerk world, and I would be proud to be part
of that. I think participation at IIMC Conferences is an integral part of how the AMCA is represented
nationally and globally. Attending these conferences and networking with our colleagues from
other parts of the world is something I genuinely enjoy doing and would help in furthering the
professionalism of the AMCA. Additionally, I believe that closely working and networking with
Clerks from counties and special districts can help build our professionalism and that is something I
enjoy doing as well. I am currently pursuing completion of my Masters in Public Administration and
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MMC Designation, I believe that these will also be integral to furthering the professionalism of our
Association.

What do you see as the biggest challenge in the future for the organization?

I think the biggest obstacle facing Clerks and on a larger scale our Associations and Organizations is
the evolving nature of our role in local government. As the political landscape evolves so too does
the Clerk’s role in it. We’ve seen this recently with the variety of Election bills proposed in the
current legislative session. All of these proposals have the potential to significantly impact the work
that we as Clerks do on a daily basis, and beyond that how we engage with our Associations and
what we need from them in order to successfully do our jobs. Boards must be engaged and involved
in what is happening in government and how that will impact our Clerks, we must continue to put
value in ongoing education and stay connected with what Clerks at all levels truly need.
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o Assistant to City Manager, COO, City Council
o Coordination of Appointment for Board Vacancies (Department of Water & Power

Board, Planning Commission)
o Community Event Grants Program Supervisor
o Risk Manager - General Liability Claims & City Litigation, Property Acquisitions,

Special Event Insurance, Contract Coordination & Review, Policy & Procedure Annual
Updates

o Monthly Department Reports
o City of Big Bear Lake Website
o Advertisements & Press Releases
o City Manager Quarterly Newsletter
o Media Point of Contact
o Labor Negotiations & Safety Training Review
o Special Events - Christmas in the Village, Annual Holiday Party, Vietnam Traveling

Wall, Amgen Tour of California, Tour de Big Bear
o Assist Human Resources Department with Employee Relations

CERTIFICATIONS, MEMBERSHIPS & EDUCATION
· Certified Municipal Clerk
· Certified Elections Official (AZ Secretary of State & AMCA)
· Certified Notary Public State of Arizona – Expires 10/2022
· Member – International Institute of Municipal Clerks (IIMC) - September 2014-Current
· Member – Arizona Municipal Clerks Association (AMCA) - October 2018-Current
· Member – AMCA Legislative Committee (January 2019-Current)
· Member – AMCA Education Committee (July 2019-Current)
· Member – AMCA Communication Committee (July 2019-June 2020)
· Certified Notary Public State of California – 2013-2018
· Member – City Clerk Association of California (CCAC) 2015-2018
· Member – California Public Information Officers (CAPIO) 2015-2018

Grand Canyon University
Master – Public Administration (Ongoing)

Northern Arizona University
Bachelor of Science, Journalism

• Member Delta Delta Delta Sorority

ADDITIONAL PREVIOUS WORK EXPERIENCE
Legal Assistant   Musgrove, Drutz, Kack & Flack PC     2011-2012

Legal Assistant   McCarthy & Holthus, LLP     2010-2011
Store Manager   Sketchers, Inc. San Diego, CA   September 2009-June 2010

HR Generalist/Recruiter    ClinAssure Inc. 2007-2009
Sr. Recruiter/Researcher   National Search Associates Carlsbad, CA   July 2005-Oct. 2007

Store Manager/Recruiter   Sunglass Hut Intl. AZ and CA stores   July 2003-July 2005
Sales Associate/Bridal Consultant   Dillard’s Inc. Flagstaff, AZ   Oct. 2003-Aug. 2004

Beat Reporter   Arizona Daily Sun Flagstaff, AZ   Aug. 2003-Dec. 2004
Reporter   NAU Lumberjack Indep. Student Pub. Flagstaff, AZ   Jan. 2002-Aug. 2003

Assistant Store Manager Maurices Inc. Flagstaff, AZ   April 2001-July 2003

References Available Upon Request
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Office of the City Manager

Michael Lamar, City Manager
201 South Cortez Street
Prescott, Arizona 86303

928-777-1380
michael.lamar@prescott-az.gov

March 1, 2022

To Whom It May Concern:

Please allow this letter to serve as a City of Prescott endorsement/letter of support for Ms. Sarah Siep
serving as the Board Secretary for the Arizona Municipal Clerk Association (AMCA). Ms. Siep is a capable
professional that will serve AMCA well in the role of Board Secretary.

FYI, in Ms. Siep’s role as City Clerk, she continues to impress me with her commitment to service delivery
excellence. Furthermore, she is very dedicated to her craft, and I am not at all surprised she is interested in
learning with/from professional peers like her fellow ACMA members.

If you have any questions regarding this correspondence, please do not hesitate to contact me.

Best regards,

Michael Lamar
City Manager

Michael Lamar
City Manager
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TO: Teresa Riza, President

FROM: Laura Jara, Education Committee Chair

SUBJECT: Committee Request

EXPECTED MEETING DATE:  May 19, 2022

Purpose:

2022 AMCA Annual Conference/Elections Training

Summary and Recommendations

The Annual Conference Subcommittee met and is recommending the following:

Date:  Monday, July 25 – Thursday, July 28, 2022

Location:  Fountain Hills Community Center 10051 La Montana Vista, Fountain Hills, Arizona

Agenda:  Attached

Decisions from the Board

Agenda Review/Approval

Registration fees:
Annual Conference/Elections Training:

member all days: $185
member 1 ½ days: $120
member 1 day: $110
non-member all days: $215
non-member 1 ½ days: $140
non-member 1 day: $120

Attachments

Draft Four Day Agenda
Draft Annual Conference Agenda

Contact Name and Number:  Laura Jara – laura.jara@goodyearaz.gov or 623-882-7835

COMMITTEE ASSIGNMENTS AND GOALS: ITEM 3a

Page 11 of 40



2022 AMCA 
DRAFT AGENDA 

ATHENIAN DIALOGUE, ANNUAL CONFERENCE, ELECTIONS TRAINING 
Monday, July 25 – Thursday, July 28, 2022 

Fountain Hills  
 

Monday July 25, 2022 
Athenian Dialogue 

Agenda 
 
8:30 am – 4:00 pm Book: Dare to Lead: Brave Work. Tough Conversations. Whole 

Hearts - Author: Brené Brown 
Facilitator:  Dr. Jane Long 

 
Tuesday July 26, 2022 

Annual Conference 
 

7:30 am   Breakfast 
 
8:00 am   Welcome/Introductions 
 
8:05 am   Sponsor/Vendor TBD 
 
8:10 am   Sponsor/Vendor TBD 
 
8:15 – 11:15 am  Together, We’ll Create the New Normal 
    Speaker: MGM – Maureen G. Mulvaney 
 
11:15 am   Sponsor/Vendor TBD   
 
11:20 am   Sponsor/Vendor TBD    
     
11:30 – 12:00 pm  LUNCH 
 
12:00 – 1:30 pm  AMCA Annual Business Meeting 
 
1:30 pm   Sponsor/Vendor TBD 
 
1:35 pm   Sponsor/Vendor TBD 
 
1:30 – 4:30 pm Session: Hustle Hangover - Make Passion Your Priority & Leave 

Struggle Behind 
    Speaker: Jody Urquhart 
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5:00 pm   Offsite Reception 
 
 

Wednesday, July 27, 2022 
AMCA Elections Training 

 
7:30 a.m.   Breakfast   
 
8:00 a.m.   Welcome/Introduction 
  
8:15 – 9:45 a.m.             TBD – Elections Committee 
 
9:45 - 10:00 a.m.  BREAK  
   
10:00 - 11:00 a.m.            TBD – Elections Committee 
11:00 -12:00 p.m.   TBD – Elections Committee 
12:00 - 1:00 p.m.   LUNCH  
   
1:00 - 2:15 p.m.    TBD – Elections Committee 
   
2:15 – 2:30 p.m.   BREAK  
   
2:30 - 3:45 p.m.    TBD – Elections Committee 
3:45 - 4:00 p.m.   BREAK    
   
4:00 - 5:00 p.m.   TBD – Elections Committee 
 
 

Thursday, July 28, 2022 
AMCA Elections Training 

 
7:30 a.m.    Breakfast   
 
8:00 a.m.   Welcome/Introductions  
   
8:15 – 10:15 a.m.   TBD – Elections Committee 
   
10:15 - 10:30 a.m.  BREAK  
   
10:30 -12:00 p.m.  TBD – Elections Committee 
   
12:30 p.m.                    Election Certification/Recertification Test  
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AMCA 
ATHENIAN DIALOGUE 

ANNUAL CONFERENCE AGENDA 
(DRAFT) 

Monday, July 25, 2022 
Athenian Dialogue 

 
Agenda 
 
8:30 am – 4:00 pm Book: Dare to Lead: Brave Work. Tough Conversations. 

Whole Hearts - Author: Brené Brown 
Facilitator:  Dr. Jane Long  

 
Tuesday, July 26, 2022 

Annual Conference 
 

7:30 am   Breakfast 
 
8:00 am   Welcome/Introductions 
 
8:15 – 11:15 am  Together, We’ll Create the New Normal 
    It's time to create what kind of “New Normal” we want. 

Walt Disney IMAGINED all his theme parks into reality.   
‘Imagineering’ is the implementation of creative ideas 
into practical form.  MGM, ‘Imagineer Extraordinaire’ 
will creatively show you how to implement innovative 
ideas into practical form to create a Positive Work 
Environment.  You'll Laugh as you Learn 
 
Speaker: MGM – Maureen G. Mulvaney 
Intro:  Laura Jara 

 
11:30 – 12:00 pm  LUNCH 
 
12:00 – 1:30 pm  AMCA Annual Business Meeting 
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1:30 – 4:30 pm Hustle Hangover - Make Passion Your Priority & Leave 

Struggle Behind 
 Do workloads hang over your head from one day to the 

next? Is hustling around chasing after problems a daily 
priority? Does your day leave you feeling worn out? If 
so, you may have a hustle hangover.   
 
Hustling after problems may be driving your results 
instead of purpose and inspiration. It all comes down to 
this: Joy is not a goal, it’s a feeling. It’s not something 
you have to work for, it’s something you have. Learn to 
rely on this innate passion to build positive momentum 
early on in your day to propel you forward. This uplifting 
keynote will inspire you to leave the stress and struggle 
behind in favor of passion and purpose and will unleash 
wild positive emotion on your day and the vitality will 
move you forward.  

     
Speaker: Jody Urquhart 
Intro: Annie Meredith 

 
5:00 pm   Special Offsite Reception 
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TO: Teresa Riza, President

FROM: Laura Jara, Education Committee Chair

SUBJECT: Committee Request

EXPECTED MEETING DATE:  May 19, 2022

Purpose:

2022 Summer Athenian Dialogue Facilitator and Book Approval

Summary and Recommendations

The Athenian Dialogue Subcommittee along with the Education Committee recommend the
following for the 2022 Summer Athenian Dialogue.

Date: July 25, 2022
Location: Fountain Hills Community Center

10051 La Montana Vista, Fountain Hills, Arizona
Time: 8:00 a.m. – 4:00 p.m.
Facilitator: Dr. Jane Long
Book: Dare to Lead:  Brave Work. Tough Conversations. Whole Hearts

Author:  Brené Brown

Description: Leadership is not about titles, status, and wielding power. A leader is anyone who
takes responsibility for recognizing the potential in people and ideas, and has the
courage to develop that potential.

When we dare to lead, we don’t pretend to have the right answers; we stay curious 

and ask the right questions. We don’t see power as finite and hoard it; we know that
power becomes infinite when we share it with others. We don’t avoid difficult 

conversations and situations; we lean into vulnerability when it’s necessary to do 

good work.

But daring leadership in a culture defined by scarcity, fear, and uncertainty requires
skill-building around traits that are deeply and uniquely human. The irony is that
we’re choosing not to invest in developing the hearts and minds of leaders at the 

exact same time as we’re scrambling to figure out what we have to offer that
machines and AI can’t do better and faster. What can we do better? Empathy, 

connection, and courage, to start.

COMMITTEE ASSIGNMENTS AND GOALS: ITEM 3b
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How do you cultivate braver, more daring leaders, and how do you embed the value
of courage in your culture?  Whether you’ve read Daring Greatly and Rising Strong 

or you’re new to Brené Brown’s work, this book is for anyone who wants to step 

up and into brave leadership.

Genre: Leadership
Book Size: (Hardcover: 320 pages)

Decisions from the Board

Does the board approve the following registration fees and estimated travel expense costs and
facilitator fee?

Registration Fees: Early Bird Deadline June 24, 2022 - AMCA Member: $85
After June 24, 2022 - Member: $95 / Non-members $100

Estimated Costs: Travel Expenses:  Flight: $450 - $750; Hotel (Two Nights): $400-500;
Stipend/Fee:  $350

Attachments

None

Contact Name and Number:  Laura Jara – laura.jara@goodyearaz.gov or 623-882-7835
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TO: Teresa Riza, President 

FROM: Byron M. Jones, Handbook and Constitution Committee Chair 

SUBJECT: Committee Request – Board approval of proposed constitutional revisions 
regarding the composition of the Executive Board 

EXPECTED MEETING DATE:  May 19, 2022 

Purpose: 
To give an update to the Executive Board (the Board) and to ask for the Board’s approval of 
proposed constitutional revisions affecting the structure of the Board. If approved, the 
constitutional revisions will be voted on by the full AMCA membership, with the results being 
announced during the annual meeting in July. 

Summary and Recommendations 
The Committee presented constitutional revisions to the Board in early 2021 recommending 
changes to the composition of the Board and the duties and responsibilities of the Immediate Past 
President. The Board considered these revisions at its meeting on June 24, 2021, but it did not 
reach a consensus on how to move forward.  

At the Board retreat on October 26, 2021, the Board expressed that it wanted input from the AMCA 
membership about changes to the Board structure and why more association members are not 
volunteering for Board service. The Board tasked the Committee with developing a survey to 
collect feedback that would guide potential changes to the Constitution.  

There were various delays due to the holidays and scheduling, but the survey went out on the 
Listserv on February 8, 2022. Respondents had until February 18, 2022, to complete the survey. 
Fifty-three responses were received by the deadline. 

The Committee met on February 23, 2022, and March 9, 2022, to discuss the survey results. 
Through the discussion, the Committee developed the following recommendations: 

1. The Board should remain at five members.
2. To shorten the five-year time commitment to serve on the Board, the position of Immediate

Past President should be eliminated. An ad hoc committee of former presidents should be
formalized in the Handbook. This committee would not meet on a regular basis, but the
current Board would have the option to call on them at any time to supply institutional
knowledge and guidance.

3. As the Treasurer duties have devolved to the League staff, the position of Treasurer should
be eliminated.

COMMITTEE ASSIGNMENTS AND GOALS: ITEM 5a
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PROPOSED REVISIONS TO THE AMCA CONSTITUTION 
AS RECOMMENDED BY THE HANDBOOK AND 

CONSTITUTION COMMITTEE 
 

REDLINED 
 

(March 2022) 
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CONSTITUTION 
 
 

ARTICLE I 
Name and Objective 
 
Section A. The name of the association shall be the Arizona Municipal Clerks’ Association. 
 
Section B. Its objective shall be: 
 

To promote improvement and efficiency in the operations and administration of the 
municipal clerk’s office in each of the cities and towns of Arizona by: 

1. Promoting cooperation between the municipal clerks by the interchange of 
their experiences and methods of conducting their respective offices, to the 
end that each may profit from the experiences and methods of the others; 
and 

2. Promoting opportunities for the municipal clerk community that will enhance 
relationships with various entities in order to foster the development of 
meaningful processes and procedures that will benefit all municipal clerks; 
and 

3. Promoting periodic conferences or meetings of the municipal clerks of the 
cities and towns of Arizona for discussion of municipal problems and, by 
research, finding solutions for the same. 

 
Section C. The organization shall not participate in any political activities outside of those necessary 

to educate and support its members and their municipalities. 
 
 

ARTICLE II 
Membership 

 

Section A.  Full Members. Any Arizona city/town clerk, assistant or deputy city/town clerk or other 
person who may serve as a municipal clerk and/or those with similar titles who serve 
government bodies in Arizona in administrative capacities with management 
responsibilities and duties that include four of the following, may become a Full Member 
by submitting an application and paying the applicable membership dues for the current 
year. 

1. General management; 
2. Meeting administration; 
3. Elections administration; 
4. Records management; 
5. Custody of the official seal and execution of official documents; 
6. Stewardship of by-laws, Articles of Incorporation, ordinances,  

resolutions, and other legal instruments; 
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7. Financial management; 
8. Human resources management. 

 
In no case shall a municipality have more than two Full Members. 

 
Section B.    Associate Members.  This class of membership shall be available to any other 

governmental employee and IIMC members from other states who are interested in the 
activities and objectives of the Association by submitting an application and paying the 
applicable dues. An Associate Member has no voting rights except as provided in 
Section G of this Article but shall be eligible to serve in an elected office provided the 
associate member meets the requirements outlined in Article IV Section B of the AMCA 
Constitution. Associate Members may serve on, or chair, any committee of the 
Association. 

 
Section C.  Retired Members. This class of membership shall be available to former Full Members 

when they leave public employment by submitting an application and paying the 
applicable membership dues. A Retired Member has no voting rights and shall not be 
eligible to or serve in an elected office. A Retired Member may serve on, or chair, any 
committee of the association. 

 
Section D.  Honorary Members. The Association may, at its annual meeting, bestow honorary 

membership upon persons who, in the opinion of the Association, have made such an 
outstanding and distinctive contribution to the municipal clerk profession that their efforts 
deserve recognition. The procedure to be followed shall be outlined in the AMCA 
Handbook. An Honorary Member has no voting rights and shall not be eligible to or 
serve in an elected office.   An Honorary Member may serve on, or chair, any committee 
of the association. 

 
Section E. Student Members.  This class of membership shall be available to students in colleges, 

universities and other educational organizations.  Student Members shall pay nominal 
dues each year and shall be permitted to attend trainings at the member rate.  Student 
Members have no voting rights and shall not be eligible to serve in an elected office.  
Student members may serve on, or chair, any committee of the association. 

 
Section F.  Membership Dues. Membership dues are for one fiscal year effective July 1 of each 

year. 
 

Dues for new members joining the Association after January 1 of a given year shall be 
one half of the applicable annual fees. 

 
Membership and membership rights belong to the individual member, not the 
municipality served by the member. If a member no longer meets the criteria for 
membership as defined in Article II Sections A and B of the Constitution, the 
membership shall be automatically converted to a Retired Member status as defined in 
Article II Section C of this Constitution, unless the member can show proof that voting 
rights have been transferred to them from another qualifying agency. 

 
Section G.  Voting Rights. The right to vote shall be limited to Full Members only, as defined in 

Article II, Section A, with each jurisdiction having one vote for each Full Member, with 
the following two exceptions: an Associate Member may be entitled to vote on behalf of 
a Full Member, serving as a proxy in the Full Member’s absence or, if elected to the 
Executive Board, in their capacity as an elected member of the board. The Full Member 
must assign said voting right to a proxy in writing. The designated proxy must represent 
the same jurisdiction as the Full Member assigning the voting right. 
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ARTICLE III 
Meetings 
 
Section A.  Annual meetings shall be held. The annual meeting may be held in conjunction with the 

Arizona Municipal Clerks’ Association Annual State Conference or in conjunction with 
any other AMCA sponsored event. 

 
Section B.  Questions of parliamentary practice shall be decided according to Robert’s Rules of 

Order. 
 
Section C.  District, regional, or statewide special meetings may be called at the discretion of the 

Association President. 
 
 
ARTICLE IV 
Election of Officers and Duties 
 
Section A (COMPOSITION). 

 
The officers of the Association, collectively known as the Executive Board will consist of 
a President, Vice President, Treasurer, Secretary Immediate Past President AND TWO 
DIRECTORS SELECTED AT LARGE FROM THE AMCA MEMBERSHIP. ONE 
DIRECTOR SHALL BE A MEMBER EMPLOYED BY A MUNICIPALITY, DISTRICT 
OR COUNTY WITH A POPULATION GREATER THAN 20,000, AND ONE DIRECTOR 
SHALL BE A MEMBER EMPLOYED BY A MUNICIPALITY, DISTRICT OR COUNTY 
WITH A POPULATION LESS THAN 20,000, AS DETERMINED BY THE MOST 
RECENT DECENNIAL CENSUS. 

 
Section B (QUALIFICATIONS TO HOLD OFFICE).   
 

At the time of application, an applicant for Secretary on the ANY CANDIDATE (OR 
APPLICANT) FOR AN Executive Board POSITION must have MEET the following 
qualifications: 

1. Be a current member of the association; and 
2. Served three (3) years on an association committee; and 
3. Achieved the certified municipal clerk (CMC) designation; and 
4. One of the following: 

a. Be a full member of the association; or 
b. Be an associate member of the association that otherwise meets the 

requirements of a full member as outlined in Article II, Section A. 
5. Service on multiple committees within a single year will constitute one (1) 

year of service for each committee they serve on. The Secretary Election 
procedure shall be outlined in the AMCA Handbook. 

6. ASSOCIATE MEMBERS FROM OUT-OF-STATE ARE NOT ELIGIBLE TO 
SERVE IN AN ELECTED OFFICE. 

 
Section C (ELECTION/SELECTION).   

 
THE PRESIDENT SHALL PRESIDE OVER THE ELECTION/SELECTION PROCESS. 
THE PROCEDURES FOR CHOOSING MEMBERS OF THE EXECUTIVE BOARD 
SHALL BE OUTLINED IN THE AMCA HANDBOOK. 
 
The Executive Board shall accept the Canvass of the Election as presented by the 
Treasurer PRESIDENT at the Executive Board meeting prior to the swearing in 
ceremony. In the event only one member applies for the position of Secretary, the 
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Executive Board may appoint said member as Secretary by affirmation. 
 

• VICE PRESIDENT AND SECRETARY. IN THE EVENT ONLY ONE CANDIDATE 
RUNS FOR VICE PRESIDENT OR SECRETARY, THE EXECUTIVE BOARD 
MAY APPOINT SAID MEMBER TO THE POSITION BY AFFIRMATION. IN THE 
EVENT THERE ARE NO CANDIDATES FOR VICE PRESIDENT OR 
SECRETARY, THE EXECUTIVE BOARD MAY APPOINT BY A SEPARATE 
APPLICATION PROCESS TO FILL THE VACANT POSITION(S).  
 

• DIRECTOR. IN THE EVENT ONLY ONE CANDIDATE APPLIES FOR A 
DIRECTOR POSITION, THE EXECUTIVE BOARD MAY APPOINT SAID 
MEMBER BY AFFIRMATION. IN THE EVENT THERE ARE NO APPLICANTS 
FOR A DIRECTOR POSITION, THE EXECUTIVE BOARD MAY APPOINT BY A 
SEPARATE APPLICATION PROCESS TO FILL THE VACANT POSITION(S). 

 
Section D (ASSUMING OFFICE; TERMS).  
 
 The officers may SHALL be sworn-in at the annual business meeting, or at a special 

board meeting called for that purpose,. and officers shall hold office for one year. 
President, Vice President, Treasurer, and Secretary shall ascend to their respective 
offices upon being sworn in. THE TERMS SHALL BE AS FOLLOWS: 

 
• PRESIDENT. THE PRESIDENT SHALL SERVE FOR A TERM OF ONE YEAR. 

 
• VICE PRESIDENT. THE VICE PRESIDENT SHALL SERVE FOR A TERM OF 

ONE YEAR AND SHALL ASCEND TO PRESIDENT THE FOLLOWING YEAR. 
 

• SECRETARY AND DIRECTORS. THE SECRETARY AND DIRECTORS SHALL 
SERVE FOR A TERM OF TWO YEARS. THE TERMS OF THE DIRECTORS 
SHALL BE STAGGERED TO OCCUR EVERY OTHER YEAR. 

 
Any member of the Executive Board may be removed from office for cause, misconduct 
or neglect of duty in office. The procedure to be followed shall be outlined in the AMCA 
Handbook. 

 
Section E (VACANCIES).  
 

THE APPLICATION/ELECTION PROCESS TO FILL VACANCIES ON THE 
EXECUTIVE BOARD SHALL FOLLOW CURRENT PROCEDURES AS OUTLINED IN 
THE AMCA HANDBOOK.  

 
Mid-term vacancies on the Executive Board shall be filled as follows: 

• If more than six months remain in the current term, the remaining Executive Board 
member(s) shall ascend, as necessary to fill the vacated position and an 
emergency application/election process shall begin within 20 days following notice 
of such vacancy for the position of Secretary. The application and election process 
shall follow current procedures as outlined in the AMCA Handbook. 

 
• If less than six months remain in the current term, the remaining Executive Board 

member(s) shall ascend, as necessary, to fill the vacated position and shall 
appoint a member who meets the qualifications to hold office, as defined in 
Section B of this Article, to the position of Secretary for the remainder of the 
unexpired term. Should the person desire to remain on the Executive Board at the 
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end of the appointed term, they must apply and be elected during the course of 
the next regular election. 

 
• PRESIDENT. IN THE EVENT THE PRESIDENT IS UNABLE TO FINISH THEIR 

TERM, THE VICE PRESIDENT SHALL ASCEND TO PRESIDENT TO 
COMPLETE THE UNFINISHED TERM AND SHALL SERVE AN ADDITIONAL 
YEAR AS PRESIDENT.  

 
• VICE PRESIDENT. IN THE EVENT THE VICE PRESIDENT IS UNABLE TO 

FINISH THEIR TERM—DUE TO RESIGNATION OR ASCENSION TO 
PRESIDENT—AN EMERGENCY APPLICATION/ELECTION PROCESS 
SHALL BEGIN WITHIN 20 DAYS FOLLOWING NOTICE OF SUCH VACANCY 
TO ELECT A NEW VICE PRESIDENT. SAID INDIVIDUAL SHALL BE SWORN 
IN AND ASSUME OFFICE AT THE FIRST EXECUTIVE BOARD MEETING 
FOLLOWING THE ELECTION.  

 
• SECRETARY. IN THE EVENT THE SECRETARY IS UNABLE TO FINISH 

THEIR TERM, AN EMERGENCY APPLICATION/ELECTION PROCESS SHALL 
BEGIN WITHIN 20 DAYS FOLLOWING NOTICE OF SUCH VACANCY TO 
ELECT A NEW SECRETARY. SAID INDIVIDUAL SHALL BE SWORN IN AND 
ASSUME OFFICE AT THE FIRST EXECUTIVE BOARD MEETING 
FOLLOWING THE ELECTION. SHOULD THE INCUMBENT DESIRE TO 
REMAIN IN OFFICE AT THE END OF THE UNFINISHED TERM, THEY MUST 
RUN FOR ELECTION DURING THE NEXT REGULAR ELECTION. 

 
• DIRECTOR. IN THE EVENT A DIRECTOR IS UNABLE TO FINISH THEIR TERM, 

THE REMAINING EXECUTIVE MEMBERS MAY SELECT A REPLACEMENT 
FROM THE OTHER APPLICATIONS SUBMITTED DURING THE PREVIOUS 
APPOINTMENT PROCESS; OR AN EMERGENCY APPLICATION/SELECTION 
PROCESS SHALL BEGIN WITHIN 20 DAYS FOLLOWING NOTICE OF SUCH 
VACANCY TO SELECT A NEW DIRECTOR. SAID INDIVIDUAL SHALL BE 
SWORN IN AND ASSUME OFFICE AT THE NEXT EXECUTIVE BOARD 
MEETING. SHOULD THE INCUMBENT DESIRE TO REMAIN IN OFFICE AT THE 
END OF THE UNFINISHED TERM, THEY MUST SUBMIT AN APPLICATION 
DURING THE NEXT SELECTION PROCESS. 

 
Section F.  Should vacancies in the positions of Vice President and Treasurer SECRETARY occur 

at the same time, the current President shall remain in office for an additional term. The 
Secretary shall ascend to Vice President and elections shall be held for the offices of 
Treasurer and Secretary. AN EMERGENCY APPLICATION/ELECTION PROCESS 
SHALL BEGIN WITHIN 20 DAYS FOLLOWING NOTICE OF SUCH VACANCIES TO 
ELECT A NEW VICE PRESIDENT AND SECRETARY. 

 
Section GF (DUTIES; POWERS).   
 

The duties of the Executive Board shall be outlined in the AMCA Handbook. 
 
Section H.  The President shall have the power to appoint such standing or special committees and 

add, eliminate or combine committees as necessary for the proper transaction of 
business. 

 
Section IG (AUTHORITY TO BIND).   
 

No individual or committee of the Association shall be authorized to create any financial 
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liability for the Association unless it has been previously authorized by action of the 
Executive Board. 

 
 
ARTICLE V 
Amendments 
 
Section A.  The Constitution may be amended by a two-thirds vote of all members voting. The 

proposed amendment shall have been submitted in writing to the Secretary at least 60 
days prior to the annual meeting. 

 
Section B. The Secretary shall provide the proposed amendments to each member of the 

Association via mail, or electronic methods when feasible, at least 30 days prior to the 
annual meeting in which the proposed amendments will be considered by the members. 

 
Section C.  In the event that an emergency amendment is needed to update the Constitution prior 

to the annual meeting, said Constitution can be updated by a two-thirds (2/3) vote of the 
voting members by electronic vote, and said amendment will be presented by 
publication in the Association newsletter and/or email. The President, or President’s 
designee, shall notify the membership in writing of the proposed amendment. (An 
emergency would constitute some action needed to effect a necessary change prior to 
the annual meeting.) 

Page 27 of 40



 
 
 
 
 

 
 
 
 
 
 

PROPOSED REVISIONS TO THE AMCA CONSTITUTION 
AS RECOMMENDED BY THE HANDBOOK AND 

CONSTITUTION COMMITTEE 
 

FINAL 

Page 28 of 40



 
 

CONSTITUTION 
 
 

ARTICLE I 
Name and Objective 
 
Section A. The name of the association shall be the Arizona Municipal Clerks’ Association. 
 
Section B. Its objective shall be: 
 

To promote improvement and efficiency in the operations and administration of the 
municipal clerk’s office in each of the cities and towns of Arizona by: 

1. Promoting cooperation between the municipal clerks by the interchange of 
their experiences and methods of conducting their respective offices, to the 
end that each may profit from the experiences and methods of the others; 
and 

2. Promoting opportunities for the municipal clerk community that will enhance 
relationships with various entities in order to foster the development of 
meaningful processes and procedures that will benefit all municipal clerks; 
and 

3. Promoting periodic conferences or meetings of the municipal clerks of the 
cities and towns of Arizona for discussion of municipal problems and, by 
research, finding solutions for the same. 

 
Section C. The organization shall not participate in any political activities outside of those necessary 

to educate and support its members and their municipalities. 
 
 

ARTICLE II 
Membership 

 

Section A.  Full Members. Any Arizona city/town clerk, assistant or deputy city/town clerk or other 
person who may serve as a municipal clerk and/or those with similar titles who serve 
government bodies in Arizona in administrative capacities with management 
responsibilities and duties that include four of the following, may become a Full Member 
by submitting an application and paying the applicable membership dues for the current 
year. 

1. General management; 
2. Meeting administration; 
3. Elections administration; 
4. Records management; 
5. Custody of the official seal and execution of official documents; 
6. Stewardship of by-laws, Articles of Incorporation, ordinances,  

resolutions, and other legal instruments; 
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7. Financial management; 
8. Human resources management. 

 
In no case shall a municipality have more than two Full Members. 

 
Section B.    Associate Members.  This class of membership shall be available to any other 

governmental employee and IIMC members from other states who are interested in the 
activities and objectives of the Association by submitting an application and paying the 
applicable dues. An Associate Member has no voting rights except as provided in 
Section G of this Article but shall be eligible to serve in an elected office provided the 
associate member meets the requirements outlined in Article IV Section B of the AMCA 
Constitution. Associate Members may serve on, or chair, any committee of the 
Association. 

 
Section C.  Retired Members. This class of membership shall be available to former Full Members 

when they leave public employment by submitting an application and paying the 
applicable membership dues. A Retired Member has no voting rights and shall not be 
eligible to or serve in an elected office. A Retired Member may serve on, or chair, any 
committee of the association. 

 
Section D.  Honorary Members. The Association may, at its annual meeting, bestow honorary 

membership upon persons who, in the opinion of the Association, have made such an 
outstanding and distinctive contribution to the municipal clerk profession that their efforts 
deserve recognition. The procedure to be followed shall be outlined in the AMCA 
Handbook. An Honorary Member has no voting rights and shall not be eligible to or 
serve in an elected office.   An Honorary Member may serve on, or chair, any committee 
of the association. 

 
Section E. Student Members.  This class of membership shall be available to students in colleges, 

universities and other educational organizations.  Student Members shall pay nominal 
dues each year and shall be permitted to attend trainings at the member rate.  Student 
Members have no voting rights and shall not be eligible to serve in an elected office.  
Student members may serve on, or chair, any committee of the association. 

 
Section F.  Membership Dues. Membership dues are for one fiscal year effective July 1 of each 

year. 
 

Dues for new members joining the Association after January 1 of a given year shall be 
one half of the applicable annual fees. 

 
Membership and membership rights belong to the individual member, not the 
municipality served by the member. If a member no longer meets the criteria for 
membership as defined in Article II Sections A and B of the Constitution, the 
membership shall be automatically converted to a Retired Member status as defined in 
Article II Section C of this Constitution, unless the member can show proof that voting 
rights have been transferred to them from another qualifying agency. 

 
Section G.  Voting Rights. The right to vote shall be limited to Full Members only, as defined in 

Article II, Section A, with each jurisdiction having one vote for each Full Member, with 
the following two exceptions: an Associate Member may be entitled to vote on behalf of 
a Full Member, serving as a proxy in the Full Member’s absence or, if elected to the 
Executive Board, in their capacity as an elected member of the board. The Full Member 
must assign said voting right to a proxy in writing. The designated proxy must represent 
the same jurisdiction as the Full Member assigning the voting right. 
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ARTICLE III 
Meetings 
 
Section A.  Annual meetings shall be held. The annual meeting may be held in conjunction with the 

Arizona Municipal Clerks’ Association Annual State Conference or in conjunction with 
any other AMCA sponsored event. 

 
Section B.  Questions of parliamentary practice shall be decided according to Robert’s Rules of 

Order. 
 
Section C.  District, regional, or statewide special meetings may be called at the discretion of the 

Association President. 
 
 
ARTICLE IV 
Election of Officers and Duties 
 
Section A (Composition). 

 
The officers of the Association, collectively known as the Executive Board will consist of 
a President, Vice President, Secretary and two Directors selected at large from the 
AMCA membership. One director shall be a member employed by a municipality, district 
or county with a population greater than 20,000, and one director shall be a member 
employed by a municipality, district or county with a population less than 20,000, as 
determined by the most recent decennial Census. 

 
Section B (Qualifications to Hold Office).   
 

Any candidate (or applicant) for an Executive Board position must meet the following 
qualifications: 

1. Be a current member of the association; and 
2. Served three (3) years on an association committee; and 
3. Achieved the certified municipal clerk (CMC) designation; and 
4. One of the following: 

a. Be a full member of the association; or 
b. Be an associate member of the association that otherwise meets the 

requirements of a full member as outlined in Article II, Section A. 
5. Service on multiple committees within a single year will constitute one (1) 

year of service for each committee they serve on.  
6. Associate members from out-of-state are not eligible to serve in an 

elected office. 
 

Section C (Election; Selection).   
 
The President shall preside over the election/selection process, following the procedures 
for choosing members of the Executive Board as outlined in the AMCA Handbook. 
 
The Executive Board shall accept the Canvass of the Election as presented by the 
President at the Executive Board meeting prior to the swearing in ceremony. 

 
• Vice President and Secretary. In the event only one candidate runs for Vice 

President or Secretary, the Executive Board may appoint said member to the 
position by affirmation. In the event there are no candidates for Vice President or 
Secretary, the Executive Board may appoint by a separate application process to 
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fill the vacant position(s).  
 

• Director. In the event only one candidate applies for a director position, the 
Executive Board may appoint said member by affirmation. In the event 
there are no applicants for a director position, the Executive Board may 
appoint by a separate application process to fill the vacant position(s). 

 
Section D (Assuming Office; Terms; Removal from Office).  
 
 The officers shall be sworn-in at the annual business meeting, or at a special board 

meeting called for that purpose. The terms shall be as follows: 
 

• President. The President shall serve for a term of one year. 
 

• Vice President. The Vice President shall serve for a term of one year and shall 
ascend to President the following year. 
 

• Secretary and Director. The Secretary and directors shall serve for a term of two 
years. The terms of the directors shall be staggered to occur every other year. 

 
Any member of the Executive Board may be removed from office for cause, misconduct 
or neglect of duty in office. The procedure to be followed shall be outlined in the AMCA 
Handbook. 

 
Section E (Vacancies).  
 

Mid-term vacancies on the Executive Board shall be filled as follows: 
 

• President. In the event the President is unable to finish their term, the Vice 
President shall ascend to President to complete the unfinished term and shall 
serve an additional year as President.  

 
• Vice President. In the event the Vice President is unable to finish their term—due 

to resignation or ascension to President—an emergency Application/Election 
process shall begin within 20 days following notice of such vacancy to elect a new 
Vice President. Said individual shall be sworn in and assume office at the first 
Executive Board meeting following the emergency election.  

 
• Secretary. In the event the Secretary is unable to finish their term, an emergency 

Application/Election process shall begin within 20 days following notice of such 
vacancy to elect a new Secretary. Said individual shall be sworn in and assume 
office at the first Executive Board meeting following the emergency election. 
Should the incumbent desire to remain in office at the end of the unfinished term, 
they must run for election during the next regular election. 

 
• Director. In the event a director is unable to finish their term, the remaining 

Executive Board members may select a replacement from the other applications 
submitted during the previous appointment process; or an emergency 
application/selection process shall begin within 20 days following notice of such 
vacancy to select a new director. Said individual shall be sworn in and assume 
office at the next Executive Board meeting. Should the incumbent desire to remain 
in office at the end of the unfinished term, they must apply for the position during 
the next selection process. 
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 Should vacancies in the positions of Vice President and Secretary occur at the same time, 

the current President shall remain in office for an additional term. An emergency 
application/election process shall begin within 20 days following notice of such vacancies 
to elect a new Vice President and Secretary. 

 
Section F (Duties and Powers of the Executive Board).   
 

The duties of the Executive Board shall be outlined in the AMCA Handbook. 
 
 The President shall have the power to appoint such standing or special committees and 

add, eliminate or combine committees as necessary for the proper transaction of 
business. 

 
Section G (Authority to Bind).   
 

No individual or committee of the Association shall be authorized to create any financial 
liability for the Association unless it has been previously authorized by action of the 
Executive Board. 

 
 
ARTICLE V 
Amendments 
 
Section A.  The Constitution may be amended by a two-thirds vote of all members voting. The 

proposed amendment shall have been submitted in writing to the Secretary at least 60 
days prior to the annual meeting. 

 
Section B. The Secretary shall provide the proposed amendments to each member of the 

Association via mail, or electronic methods when feasible, at least 30 days prior to the 
annual meeting in which the proposed amendments will be considered by the members. 

 
Section C.  In the event that an emergency amendment is needed to update the Constitution prior 

to the annual meeting, said Constitution can be updated by a two-thirds (2/3) vote of the 
voting members by electronic vote, and said amendment will be presented by 
publication in the Association newsletter and/or email. The President, or President’s 
designee, shall notify the membership in writing of the proposed amendment. (An 
emergency would constitute some action needed to effect a necessary change prior to 
the annual meeting.) 
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PROPOSED AMCA CONSTITUTIONAL AMENDMENTS ‐ EXECUTIVE BOARD
SURVEY RESULTS

MAY 3, 2022

ID

In general, do you support the 
constitutional amendments 
proposed by the Handbook 
and Constitution Committee? Please provide an explanation as to your answer to Question 1. Be as detailed as possible.

Share any further comments that you would like considered 
by the Handbook and Constitution Committee and/or the 
Executive Board?

1 Yes It makes sense to adjust duties and reconfigure the Board to meet the needs of the organization.

2 Yes

I agree with all of the changes submitted by the Constitutional Committee. Doing with the treasurer
position makes since since the League now does those duties. Have previous president's available for 
reference makes sense instead of mandating a term. The Constitutional Committee has done a great 
job thinking through the changes. Please do not the small response discourage you from the great job
you are doing. 

3 Yes The executive board needs to encompass the whole membership, not just all urban. Diversity is key.
4 Yes
5 Yes

6 Yes
I believe the proposed changes make it easier for those who want to participate on the Board can do
so without the long term commitment.   none

7 Yes
I trust the judgement of those making the changes.  I am too new to this organization to know what is
best as they do.

8 Yes
9 Yes

10 Yes It provides efficiency while maintaining continuity

11 Yes I am a new member and would support those that have more familiarity in the organization than I.  
12 Yes

13 Yes
I agree that the time commitment to be on the board should be reduced as five years is a long time. I
think this will help with getting more people involved.

14 Yes

15 Yes

Voting for a person for one position, such as Secretary, does not mean that a voter would support 
that same person as President of the Association. Additionally, five years is too long of a commitment 
to an Association. People change jobs and may be unable to finish a five‐year term or may be unable 
to continue the time commitment. It limits participation on the Board.

16 Yes

17 Yes
I do support the removal of the treasurer and past‐president offices and replacing them with at‐large 
positions.  I also support the changes made to the qualifications and who can be elected. I think these changes are positive and fully support.

18 Yes

19 Yes

I am in agreement with eliminating the immediate past president position. Having an ad hoc
committee of former presidents available on‐call maintains the institutional knowledge and guidance
This is a great idea. 

20 Yes
Considerably less pressure to serve 2 years instead of 5 so I think this will encourage more people to
submit an application.  Excellent options presented. Good job! 
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PROPOSED AMCA CONSTITUTIONAL AMENDMENTS ‐ EXECUTIVE BOARD
SURVEY RESULTS

MAY 3, 2022

ID

In general, do you support the 
constitutional amendments 
proposed by the Handbook 
and Constitution Committee? Please provide an explanation as to your answer to Question 1. Be as detailed as possible.

Share any further comments that you would like considered 
by the Handbook and Constitution Committee and/or the 
Executive Board?

21 Yes

I appreciate the thought and change to the process for Board Members. I think a large part of why I
haven’t elected to run for office is that I didn’t want to be committed for multiple years. I think this 
change is positive for all. Great work, thank you for taking this on.

22 Yes

By removing the past president and treasurer positions, this allows for participation by additional 
AMCA members that would have a greater impact on the board in a director position. It is also not as 
daunting to someone thinking of joining the board if you have a shorter term commitment. I 
appreciate that thought and time that the handbook and constitution committee put into this 
project. I think that these changes will help encourage others to apply for board positions and 
provides a smooth transition between the roles.

23 Yes
Yes ‐ if I read the proposed amendments correctly ‐ it looks like the 5‐year commitment has been 
shortened to a two‐year commitment. If this is correct, I fully support these amendments.

To have a larger base to choose from, perhaps consider only 
having the CMC designation requirement apply to the 
President and Vice President. 

24 Yes

After logistics, hardships, and the shift in treasurer responsibility was explained, the new proposed 
plan made perfect sense.  The representation of small communities and large ones by two directors 
will bring so much insight to the Executive Board, and highlight the ways that treating them the same 
are appropriate, and how the differences are vast.

25 No

I am not supportive of the Secretary position not ascending up the rank of board members and not 
supportive of a smaller board in general. The benefit of ascending if years of knowledge sharing 
and preparation for the next great president.  Not supportive. 

26 Yes
27 Yes
28 Yes I think the proposed changes make sense

29 No

My only concern is that the secretary does not have the ability to ascend like the Pres an VP.   
What would be the incentive to be secretary if you are not able to ascend, and this position, I 
believe, has the most time and work associated with it. 

As for the two director positions, the population of less then 
20K seems to low for the cutoff. 

30 Yes

31 Yes
I like that there is only a two‐year commitment and that the Secretary does not need to ascend.  I
think this will attract more people to the positions,

32 Yes

33 Yes
I believe the proposed constitutional amendments modernize the composition of the AMCA 
Executive Board to better meet the needs of the growing and evolving membership. 

Explore ways to recruit members to serve as leaders for their 
region, such as through marketing via the newsletter and 
Facebook and LinkedIn groups.  It would be nice for each 
region to have a Region Leader and a Co‐Leader to serve as 
their back‐up and for succession planning. There have been 
two vacancies in the last year, which haven’t been filled yet. 

34 Yes These proposed changes look good.  Thank you all for your hard work
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PROPOSED AMCA CONSTITUTIONAL AMENDMENTS ‐ EXECUTIVE BOARD
SURVEY RESULTS

MAY 3, 2022

ID

In general, do you support the 
constitutional amendments 
proposed by the Handbook 
and Constitution Committee? Please provide an explanation as to your answer to Question 1. Be as detailed as possible.

Share any further comments that you would like considered 
by the Handbook and Constitution Committee and/or the 
Executive Board?

35 Yes
I support because it allows members to be secretary without having to be ascend to president if they
don't want to.

36 Yes
As a former Board Member and past AMCA President, the changes are well thought out and it is
definitely a long time coming.  Great Work, all! 

37 Yes
I support the amendments as presented. Seem like this will serve to streamline the board structure. 
Additionally, the shorter term commitment may draw a larger pool of applicants/candidates.  

38 Yes

I feel that changes to the Board align with the changing times. A five year commitment (10 for 
president) is too much for a Clerk to take on with all the other duties involved. It eliminated those 
that would do a good job but are too busy to carve out 5 or 10 years. The one year term is a bit too 
short. I think a two year commitment is better because it allows the person in the VP or Presidential 
role to get more done. But, overall I agree with the changes. 

39 Yes

1. Five is an odd number; you want to know which is favored or not, and an uneven count will provide
it.
2. Sorry, I never really understood the past pres position, but it is always good to have more minds on 
things. I love the ad hoc past president's idea for help "when necessary." Shorten the five‐year 
commitment, to what?
3. Agree, since the League has taken this on.
4. Just like the idea of a director from both large and small communities.
5. The ascension model is sound.
6. Good practice, it just seems appropriate.
7&8. Seems standard.

40 Yes
I think that reducing the years of commitment will be a draw. For those that do not want to be 
president, they can still participate in either the secretary or director positions. 

Are there term limits to any of the positions? I only see no 
term limits for secretary and director positons. We have quite 
a few Clerks that have taken on the role of executive board 
members more than once to help the organization. 

41 Yes

I think it's hard to require a resigning president to stay committed to the committee afterwards, so
making that extended guidance less formal is a good idea. I also agree adding two directors under the 
same population criteria as the AMCA's dues guidelines is a good idea and adds fair advantage and 
perspectives to the board.

42 Yes
I believe shortening the commitment will help to increase the number of people who would be
willing to serve.

43 No

I think there is something to be said in terms of experience and knowledge gained when starting at 
the bottom (Secretary) position and progressing up the ranks to the President position.  I do agree 
with the changes removing the Treasurer and Past President positions.  However I am unsure 
about the Director positions.  

44 Yes The proposed changes are consistent and fair. None at this time.  Thank you.
45 Yes The amendments seem fair and equitable.
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PROPOSED AMCA CONSTITUTIONAL AMENDMENTS ‐ EXECUTIVE BOARD
SURVEY RESULTS

MAY 3, 2022

ID

In general, do you support the 
constitutional amendments 
proposed by the Handbook 
and Constitution Committee? Please provide an explanation as to your answer to Question 1. Be as detailed as possible.

Share any further comments that you would like considered 
by the Handbook and Constitution Committee and/or the 
Executive Board?

46 Yes

Considering the ascending of the VP to President there is no need to also have the immediate past 
president as a board member.  The immediate past president should only be considered if the VP 
position is ever changed from ascends to president.  The five members keep a balance of the board.   

47 Yes The changes align with the times and are fair.

TOTAL 47
YES 44 / 94%
NO 3 / 6%
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TO: Teresa Riza, President

FROM: Records Management Committee

SUBJECT: Committee Request

EXPECTED MEETING DATE:  May 19, 2022

Purpose:
To receive Executive Board direction and feedback on a proposed template that could be utilized
by cities and towns. The template is entitled “Collection Development and Acquisitions” 

Administrative Directive / Regulation and details a policy for cities and towns to use when
accepting gifts and artifacts that detail the development and history of the city or town.

Summary and Recommendations:
On May 12, 2022, the Records Management Committee met to discuss several topics.

One topic involved a draft template titled “Collection Development and Acquisitions”. This 

template provides guidance to cities and towns on a policy on accepting gifts that detail the
municipality’s history and/or development. 

The template lays out a policy for:
• Criteria for accepting the gift, donation, or bequest
• Guidance when the object is wanted by another entity, such as a museum
• Instruction on how to accept a loaned object
• Instruction on how to loan an object to another entity
• Care and maintenance for objects
• How to properly dispose of an item
• Responsibilities departments and individuals

The Records Management Committee would like to place this template (in PDF and Microsoft
Word versions) for use by cities and towns, like the Records Management Handbook that was
developed by the Records Management Committee.

The template can be used and modified by the city or town as needed to meet their needs. The
template provides a starting point and initial guidance for a city and town and will most likely need
to be modified based on management and legal direction.

In the template, each area that is highlighted would need to be completed by the city or town. Most
highlighted areas are basic information, such as the inserting the municipality’s logo or name or 

noting who is the responsible individual or department.

COMMITTEE ASSIGNMENTS AND GOALS: ITEM 8a
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One area that is recommended to be developed by the city or town is the needed forms: 
• Deed of Gift Form 
• Incoming Loan Agreement 
• Condition Report 
• Outgoing Loan Agreement 
• Deaccession Request Form 

 
The Record Management Committee felt it was best not to provide samples of these forms and 
that each city or town utilize their own forms since they may be very specific to that city or town 
and have very specific legal requirements.  
 
The Records Management Committee believes this form will be helpful to jurisdictions looking to 
establish a policy on accepting gifts and will be a “value added” benefit for AMCA members. 
 
Decisions from the Board: 

1) Provide feedback and direction on the proposed template - “Collection Development and 
Acquisitions” Administrative Directive / Regulation. 

 
Attachment(s): 
MS Word – Template “Collection Development and Acquisitions” Administrative Directive / 

Regulation  
 
Contact Name and Number: 
Ben Lane, Records Management Committee Chair; 480-312-2411 
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4.2.1 Interpretive collection:  Those expendable objects which contribute to the educational 
programs of the City/Town and which are available directly to the public for 
examination. Objects in the interpretive collection are readily available or duplicate 
objects and are not accessioned into the permanent collection.  

4.2.2 Permanent collection:  Those significant objects which directly relate to the purpose 
of the City/Town collection. Objects accessioned into the permanent collection are 
cataloged, documented, preserved, and managed according to prescribed procedures 
meeting current professional museum and archive standards.  

4.2.3 Prop collection:  Those expendable objects which do not relate directly to the purpose 
of the City/Town, but which contribute to and enhance the visual and educational 
impact of exhibits. Objects in the prop collection are not accessioned into the 
permanent collection.  

4.3 Deaccession:  The process of removing an accessioned object from the permanent 
collection. The process is documented and made part of the permanent record. 

4.4 Deed of gift:  A signed, written instrument containing a voluntary transfer of title to real 
or personal property without monetary consideration which establishes conditions 
governing the transfer and specifies any restrictions on access or use.  The deed of gift 
will also include an acknowledgement of the City/Town’s deaccession procedures.  

4.5 Destruction:  The obliteration of an object or specimen by physical or mechanical means. 
4.6 Donor:  Individual or organization who gives materials to the City/Town.  
4.7 In perpetuity:  Something that lasts forever or continues indefinitely. 
4.8 Loan:  The transfer of objects from one institution to another in which there is no transfer 

of ownership. 
4.9 Object:  The term refers to, but is not restricted to, all collection materials, including 

specimens, records, maps, charts, books, photographs, works of art, and other artifacts. 
4.10 Record/Historic record:  An account in any permanent format preserving the memory or 

knowledge of facts or events including manuscripts, business records, auto recordings, 
film, letters, meeting minutes, field records, notebooks, documents, journals, and 
genealogies. 

4.11 Supporting documentation:  Items including, but not limited to, archival and library 
materials, exhibits and electronic databases. 

4.12 City/Town Manager:  The City/Town Manager or designee. 

5.0 POLICIES AND PROCEDURES 
5.1 Collecting. Materials may be accepted into the collection as a gift, bequest, purchase, or 

exchange. The title to all materials accessioned shall pass to the City/Town. Donors will 
be required to sign a Deed of Gift Form (Attachment 7.1) giving the City/Town sole 
ownership of the item/s.  

5.1.1 The City/Town shall not accept materials which are closed to public access in 
perpetuity. Except in special circumstances, the City/Town will refrain from 
collecting photocopies or material held by other repositories and individuals.  
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5.1.2 Materials offered to the City/Town will only be accepted into the collection with the 
written approval of the City/Town Manager and must meet the criteria established in 
this policy. 

5.1.3 Criteria for accepting materials: 
5.1.3.1 The material is consistent with the City/Town’s Strategic Plan (if applicable) and 

policies established by the Mayor and Council and City/Town Manager. 
5.1.3.2 The material has a primary emphasis on (city/town) or the residents who have 

occupied the area and its/their role in the history of the region. 
5.1.3.3 The material is consistent with the collection goals. 
5.1.3.4 The City/Town can properly store and preserve the material. 
5.1.3.5 The material will be used in the foreseeable future. 
5.1.3.6 The material is not encumbered with conditions imposed by the donor regarding 

its future use, including intellectual property rights (copyright, patent, trademark, 
or trade secrets). 

5.1.3.7 The use of the material is not restricted or encumbered by its nature (obscene, 
defamatory, potentially an invasion of privacy, or physically hazardous). 

5.1.3.8 The material is so unusual that it presents an exceptional opportunity for the 
City/Town and should be given preferential consideration. 

5.1.3.9 The acceptance of the material is not anticipated to result in any major future 
expenses for the City/Town (for conservation or maintenance or because it opens 
a new area of collecting). 

5.1.4 All donors must provide a clear and verifiable title of ownership or clear chain of 
provenance to the object showing that it was obtained by legal and ethical means.  
The City/Town will remain in full compliance with state, federal, and international 
laws and regulations governing the acquisition, sale, and transfer of cultural 
properties. 

5.1.5 Accessioned objects shall be held in trust for the public in perpetuity as long as: 
5.1.5.1 The object retains its physical integrity, identity, and authenticity. 
5.1.5.2 The object continues to be relevant and useful to the City/Town’s purposes and 

programs. 
5.1.5.3 The object can be properly stored, preserved, viewed and/or used. 
5.1.5.4 The object is of cultural or scientific value. 
5.1.5.5 The object does not represent a hazard to personnel, or to other collections. 

5.2 Cooperative Collecting.  The City/Town recognizes that other institutions collect in the 
same or overlapping areas and that in some cases there may be a more appropriate 
repository for materials offered to the City/Town. In the spirit of cooperation, 
opportunities to acquire such materials, as well as those materials not suitable for the 
City/Town’s collection, will be referred to an appropriate repository. If the legitimate 
collecting interests of the City/Town and another repository directly conflict, the 



 

 ADMINISTRATIVE DIRECTIVE: COLLECTION DEVELOPMENT/ACQUISITION  

- 4 - 

City/Town will consider the best interests of the materials and the community in pursuing 
resolution. 

5.3 Care and Preservation. The City/Town shall be responsible for the proper care, 
preservation, and protection of its collections.  All objects shall be kept, to the best of the 
City/Town’s ability, in accordance with professional museum and archive practices and 
the recordkeeping standards of the Arizona State Library, Archives and Public Records.  
The City/Town shall provide a stable environment for items in storage and on display, 
protecting them from excessive light, heat, humidity, and dust. Collections shall be 
protected against theft, fire, and other disasters and included in security and emergency 
disaster plans.  

5.4 Access and Use. The City/Town’s collection is intended to promote appreciation of its 
history and heritage through educational activities, interpretive displays, exhibitions, and 
scholarly research. Therefore, the City/Town will work to make its collection available 
for exploration by individuals and scholars. The City/Town will allow access to and use 
of its collections in a controlled, professional manner which protects the physical and 
intellectual integrity of the collections.  The City/Town reserves the right to control 
access to the collections to prevent the deterioration, mutilation, loss, or dislocation of 
objects and/or exhibition materials. 

5.5 Reproduction and Photography. The City/Town reserves all rights for the reproduction of 
objects in the collections and reserves the right to establish a fee schedule for the use of 
its copyrighted materials. No commercial reproduction (imagery or replica manufacture 
of any sort) is permitted without the written approved of the City/Town Manager.  
Non-educational or commercial reproductions of objects will not be permitted.  The 
City/Town reserves the right to deny a request for photographs of the collections if the 
activity endangers the physical security or undermines the intellectual integrity and 
preservation of the collection, poses an excessive burden on City/Town staff or resources, 
infringes on copyrighted material, or implies an institutional endorsement of any product, 
company, or enterprise. 

5.6 Loans. The City/Town may offer items in its collection as loans or receive loans into its 
collections for the purpose of research, education, or exhibition.  

5.7 Incoming Loans and Traveling Exhibitions.  The City/Town may accept objects on loan 
from individuals or institutions, including traveling exhibitions and specialty displays.   

5.7.1 Prior to the City/Town’s receipt of a loaned object, the lender and the City/Town 
Manager must execute an Incoming Loan Agreement (Attachment 7.2).  The 
Agreement shall outline the terms of the loan, specifying the loan purpose, time 
period, insurance coverage, and the responsibilities of both the City/Town and the 
lender. Copies of the Agreement will be provided to the lender and kept on file by the 
City/Town.  A Condition Report (Attachment 7.3) on the borrowed object(s) will be 
prepared upon receipt of the object(s) and a copy of the Condition Report provided to 
the lender and kept on file with the Agreement. The City/Town will include 
photographic images of the borrowed object(s) as part of the Condition Report.   

5.7.2 The City/Town will not transfer possession or alter in any way objects it has received 
on loan without the express written approval of the lender. 
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5.7.3 All objects loaned to the City/Town are the City/Town’s responsibility while on loan 
and the City/Town will house the objects properly and securely and have all 
documentation available. The City/Town will exercise the same degree of care for 
objects received on loan as it does in safekeeping its own objects. 

5.7.4 The City/Town will insure incoming loans for exhibit and research purposes once the 
loan is in the care, custody, and control of the City/Town. Coverage will be through 
the general City/Town policy for its holdings.  

5.7.5 The City/Town will not knowingly accept incoming loans of objects acquired or 
collected illegally or which are not in compliance with all applicable international, 
national, state, and local laws and regulations. 

5.7.6 The City/Town will return borrowed objects to the lender in accordance with the 
terms outlined in the Incoming Loan Agreement. 

5.8 Outgoing Loans and Exhibitions. The City/Town may lend objects or exhibitions to 
qualified organizations which promote appreciation of the City/Town’s history through 
educational activities, interpretive displays, exhibitions, and scholarly research. The 
City/Town does not grant loans of objects from the collection to private or corporate 
establishments, except for educational, non-profit purposes. Loans promoting the 
City/Town in public buildings are permitted, providing the objects of such loans are 
displayed under secure and approved environmental conditions. 

5.8.1 Organizations seeking to borrow an object(s) or host a traveling exhibition must make 
a request in writing to the City/Town Manager. The request must state the specific 
object(s), purpose, and time period of the proposed loan, and guarantee payment of all 
costs associated with the loan, including packing, shipping, and/or transportation, and 
insurance.  

5.8.2 If all conditions are met by the proposed borrower and if the loan of the object(s) will 
not endanger its physical condition or interfere with the City/Town’s purposes, the 
Outgoing Loan Agreement (Attachment 7.4) may be forwarded to the City/Town 
Manager for approval.  Once an Outgoing Loan Agreement is fully executed and all 
insurance requirements have been received and documented by the City/Town, staff 
may proceed with the outgoing loan. 

5.8.3 The following conditions apply to all outgoing loans: 
5.8.3.1 The borrowing organization will not transfer possession, repair, clean or restore 

objects it has received on loan without the express written approval of the 
City/Town Manager. 

5.8.3.2 Outgoing loans will be for a fixed period of time as determined by the City/Town 
and stated in the Outgoing Loan Agreement. 

5.8.3.3 The borrowing organization will assume full financial and legal responsibility for 
any loss of or damage to the objects while in its possession.  The City/Town 
requires that the borrower insure objects loaned for exhibition or research 
purposes and provide proof of insurance prior to shipment. 
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5.8.3.4 The City/Town will make arrangements for packing, shipping, and insuring 
object(s) and traveling exhibitions both when sending and receiving the loan. The 
borrower will reimburse the City/Town for all costs for this service. 

5.8.3.5 Objects on loan from the City/Town may not be reproduced/replicated in any 
manner without prior written approval of the City/Town Manager. 

5.9 Deaccession.  The City/Town retains the right to carefully and judiciously go through the 
process of deaccession and dispose of objects from its collection in a manner consistent 
with professionally accepted standards.  

5.9.1 When objects are accessioned into the collection, donors shall sign a Deed of Gift 
Form, which explains that if the City/Town determines previously accessioned 
materials are unsuitable for its collections, those materials will be deaccessioned in 
accordance with the procedures described in this directive.  

5.9.2 City/Town staff may recommend deaccession by submitting a Deaccession Request 
Form (Attachment 7.5), listing the reason(s) for deaccessioning and recommended 
means of disposal, to the City/Town Manager.  No items will be deaccessioned 
without the approval of the City/Town Manager as indicated by his/her signature on 
the Deaccession Request Form.  

5.9.3 Any object(s) selected and approved for deaccessioning shall be transferred or 
disposed of in one of the following manners: 

5.9.3.1 The object(s) may be placed in the City/Town’s Interpretative or Prop 
Collections. 

5.9.3.2 The object(s) may be placed with an educational institution. 
5.9.3.3 The City/Town may inform external collections, conservation partners, or 

educational institutions of the availability of the object and transfer ownership of 
the object for sale or donation. 

5.9.3.4 If the object cannot be disposed of in any of the above manners it will be 
destroyed. The disposal method shall be both documented and witnessed. 

5.9.4 Deaccessioned objects shall not be given, exchanged, or sold privately. 
5.9.5 Any funds derived from the sale of deaccessioned objects will be used solely for 

collections acquisitions or conservation. 

6.0 RESPONSIBILITIES 
6.1 Department shall have primary responsibility for implementing the City/Town’s Strategic 

Plan Initiative to document and disseminate City/Town history and heritage. 
6.2 The City/Town’s collections shall be managed by City/Town staff knowledgeable in 

fields related to the collections. Staff shall be responsible for all aspects of curation and 
maintenance of those collections, including acquisition and recommendation for 
deaccession, conservation, interpretation, approval for exhibition, loan access, research, 
and publication 
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7.0 POSSIBLE ATTACHMENTS (Needed Forms to be Created by Jurisdiction) 
7.1 Deed of Gift Form 
7.2 Incoming Loan Agreement 
7.3 Condition Report 
7.4 Outgoing Loan Agreement 
7.5 Deaccession Request Form 

 

 




