ARIZONA MUNICIPAL CLERKS’ ASSOCIATION
EDUCATION COMMITTEE MEETING

Wednesday, August 26, 2020
9:00 a.m.

Teleconference at (800) 582-3014
Participant Code: 63006808#

Committee Members: Denise Archibald, Lisa Anderson, Erin Deskins, Cherry Lawson, Annie Meredith,
Kelsi Miller, Brooke Painter, Leah Rhodes, Stacy Saltzburg, Sarah Siep, Michelle Stine, Kelly Williams,
Linda Hess (ASU Liaison), and Teresa Riza (Board Liaison)

1. Callto Order

2. Roll Call

3. Old Business
a. Review and discuss the status of 2019-2020 Education Committee trainings and programs
(attachment 1)

4. New Business

a. Discussion and possible recommendation regarding 2020-21 Education Committee trainings
and programs (attachment 2)
Review and discuss the online Summer Athenian Dialogue survey results (attachment 3)
2021 Institute and Academy Programs; Virtual Institute (attachments 4, 5 and 6)
Discussion regarding the approved 2021 Annual Conference dates of July 26 — 29, 2021
Discussion and possible recommendation of program fees for 2021 (attachment 7)
Review and possible discussion of the minutes sign-up sheet (attachment 8)
Review and possible discussion of subcommittee groups (attachment 9)
Discussion regarding the possibility of developing a new AMCA Committee and the
respective tasks for said committee (attachment 10)

Se 0 oo0T

5. Items to be communicated to the Communication Committee

6. Good of the Order/Comments from Committee Members

7. Next Meeting Date: September 23, 2020

8. Adjournment




2019-2020 TRAININGS AND EVENTS

attachment 1

EVENT / TRAINING SCHEDULED DATE STATUS

Fall Best Practice 12/3/2019 Complete

Spring Best Practice (Election Committee) 4/21/2020 Cancelled
Spring Athenian Dialogue 4/20/2020 Postponed to Summer

Summer Athenian Dialogue

7/22 & 7/23/2020

Complete (held via Zoom)

2020 Annual Conference 7/20-7/23/2020 Cancelled
2020 Institute 6/8-6/12/2020 Cancelled
2020 Academy 6/23 -6/25/2020 Cancelled
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attachment 2

2020-2021 TRAININGS AND EVENTS

EVENT / TRAINING

PROPOSED DATE

FORMAT

Fall Best Practice

Spring Best Practice (Election Committee)

Spring Athenian Dialogue

Summer Athenian Dialogue

2020 Annual Conference

7126 - 7/29/2021

Tentative in-person

2020 Institute

6/7 - 6/11/2021

Tentative in-person

2020 Academy

6/15 - 6/17/2021

Tentative in-person
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2020 Summer Virtual Athenian Dialogue

attachment 3

Q1 Please rate the book, Option B; Facing Adversity, Building Resilience,

(no label)

Iy

A WD

and Finding Joy, by Sheryl Sandberg

Answered: 21 Skipped: 0

(no label)

0%  10% 20% 30% 40% 50% 60% 70% 80%
. Poor . Average Good [ VeryGood [ Excellent . N/A
POOR AVERAGE GOOD VERY GOOD EXCELLENT N/A TOTAL
4.76% 0.00% 4.76% 33.33% 57.14%  0.00%
1 0 1 7 12 0 21
COMMENTS

Occasionally the book goes off on a tangent, but otherwise very good
The book helped me see personal situations in a different way and how to become "unstuck".
One of my favorites!!

Provided some useful insights into how she handled loss, and it was from a standpoint of a high
executive position regarding treatment in the workplace

The topic is full of really tough experiences people had, including the author, but there is some
really good advice in the book for everyone.

The book was excellent.

1/8

90% 100%

WEIGHTED AVERAGE

4.38

DATE

7/27/2020 9:25 AM
7/24/2020 12:24 PM
7/24/2020 8:43 AM
7/23/2020 4:55 PM

7/23/2020 4:20 PM

7/23/2020 4:19 PM
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2020 Summer Virtual Athenian Dialogue

Q2 Please rate the facilitator, Dr. Jane Long

Answered: 21 Skipped: 0

(no label)

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

. Poor . Average . Good . Very Good . Excellent . N/A

POOR AVERAGE GOOD VERY GOOD EXCELLENT N/A TOTAL
(no label) 0.00% 4.76% 9.52% 28.57% 57.14% 0.00%
0 1 2 6 12 0 21

2/8

WEIGHTED AVERAGE



2020 Summer Virtual Athenian Dialogue

COMMENTS
Very well spoken with a wonderful positive attitude

Dr. Long was excellent! She really encouraged people to participate. | would take another
Dialogue with her.

Kept conversation flowing, easy to understand and she cares about those attending

The facilitator was great and knowledgable on the book, however, it would have been nice to
have followed the agenda a little closer and to have also been allowed more timely and evenly
planned breaks.

This is my second AD with Dr. Long. She is fantastic. She allows everyone to be heard and is
so respectful and kind. She is well-prepared, knows the book well, and has prepared lots of
discussion topics and activities to keep us engaged. Both times, | only wished it were longer!
She's the best!

| appreciated Dr. Long's enthusiasm but | feel she was unprofessional to move the time and
then take a call during the middle of our second day. | know it was important, but it was still
unprofessional. | also think she did not manage her time well. We skipped most of the paired
discussions, which we all had expressed the most interest in. We ended up rushing through the
last bit about resilience in organizations and communities, which | would have liked to spend to
some time on.

Dr. Jane Long was an excellent facilitator. She was a great facilitator and listener. You could tell
she genuinely cared. She was organized and her powerpoint slides were well layed and
thought out.

She was very engaging and | enjoyed her presentation.

3/8

DATE
712712020 9:25 AM
7/24/2020 12:24 PM

7/23/2020 4:55 PM
7/23/2020 4:30 PM

7/23/2020 4:20 PM

7/23/2020 4:19 PM

7/23/2020 4:04 PM

7/23/2020 3:47 PM



attachment 4

2021 Institute/Academy Subcommittee Timeline

Due to COVID-19 and cancellation of 2020 Programs,

the same sessions are tentatively planned for 2021 Programs.

DEADLINE or
DATE SUBMITTED

ASU

SUBCOMMITTEE

Date Submitted:
July 15, 2020

ASU (Linda Hess) emailed Education Committee
proposed dates and preliminary program
schedules.

Proposed Program Dates:
e [nstitute June 7-11, 2021
e Academy June 15-17, 2021

September 9, 2020

Need feedback from subcommittee on program
schedules.

1. Submit any Changes/ Recommendations
via group email.

2. Ifrequired (by subcommittee or ID),
schedule Zoom meeting for discussion(s).

September 10, 2020

If no changes, Program Schedules/ Brochures
posted on ASU’s/Bob Ramsey Executive
Education’s CMC and MMC webpage.

No Action Required

September 17, 2020

If changes, revised schedules submitted to
Subcommittee for Review.

1. Subcommittee reviews revised schedules,
submit any Changes/ Recommendations
via group email.

2. Ifrequired (by subcommittee or ID),
schedule Zoom meeting for discussion(s).

September 29, 2020

Final Date to post revised Program
Schedules/Brochures on ASU’s/Bob Ramsey
Executive Education’s CMC and MMC webpage.

No Action Required

March 29, 2021

ASU to send subcommittee draft outline of

sessions and speakers for review.

e Draft outline to include brief session
descriptions and speaker biographies
scheduled to date.

Subcommittee to Review/ Respond via group
Email with any questions.

April 26, 2021

e ASU to send subcommittee final outline of
sessions

o All speakers/topics may not be finalized
prior to April 26; there could be changes
due to speaker availability and topics.

e There can be unplanned speaker
conflicts occurring. | am informed of this
by the speaker prior to the
institute/academy beginning, so we do
need flexibility for any unplanned
changes.

e Any remaining open items will be listed
(topic/speaker).

Subcommittee to Review/ Respond via group
Email with any questions.

After April 26, 2021

e ASU to communicate via email with
subcommittee for input on any
unforeseen/unplanned changes.

Subcommittee to Review/ Respond via group
Email with any questions.
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attachment 5

2021 Arizona Municipal Clerks’ Institute

Topic

Facilitator

(Day 1, 2 Hour Session):
Program Overview, KTAP, SWOT

Linda Hess, Institute Director

5-6 p.m., M-Th:
Daily Topic Discussion

Linda Hess, Institute Director

(2 Hour Session):
Elections

Hilary Hiser

Anatomy of a Dysfunctional Team

Janet Boberg

(2 Hour Session):
Public Records and Open Meeting Law

Danee Garone, Staff Attorney, Arizona Ombudsman
— Citizens’ Aide

(2 Hour Session):
Records Management

Ben Lane

Ethics and Integrity in Public Service

Blake McClelland

A Culture of Building Trust

Patrick Ibarra

Daily Topic Discussion

Linda Hess, Institute Director

Topic: TBD

Nicole Lance

The High Cost of Low Morale

Dr. Maria Church

Colors Workshop

Aaron Peterson
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attachment 6

2021 Arizona Municipal Clerks’ Academy

Topic

Facilitator

(1/2 Hour)
Program Overview, KTAP

Linda Hess

Tentative Title: Intentional Supervision

Dr. Cynthia Lietz, ASU

(2 Hour Session):
Public Records and Open Meeting Law

Danee Garone, Staff Attorney, Arizona Ombudsman
— Citizens’ Aide

(2 Hour Session): Sue Stein
Topic TBD
Topic TBD Nicole Lance

Fraud in the Workplace — Proactive vs. Reactive

Pat Walker; tentative for additional speaker

Topic TBD

Rene Guillen, Deputy Director, League of Arizona
Cities and Towns

Bridging the Gap Between Strategy & Execution
(Decision Making)

Kerby Rapp
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attachment 7

EDUCATION COMMITTEE

Currently, the training registration fees are as follows:

Best Practices: member: $45
non-member: $55

Athenian Dialogue: member early: S85
member: S95
non-member: $100

Annual Conference/Elections Training:

member all days: $180
member 1 % days: $115
member 1 day: $105
non-member all days: $210
non-member 1 % days: $135
non-member 1 day: $115

THE ABOVE FEES REFLECT THE 2019-20 RECOMMENDATIONS BELOW:

Best Practices: Fees be increased by S5 for 2019-20
Annual Conference/Elections Training:

Fees be increased by S5 per year (beginning in 2019-20) and
continuing until the conference rate is more comparable to what
the ACMA and ACAA charge for their conferences.

Athenian Dialogue: Itis recommended that the fee is not increased at this time since
the training is self-sustaining and already has an extra cost
(purchase of book) associated with the training.
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attachment 8

Meeting Date

Name of Member Taking
Minutes

August 26, 2020

Brooke Painter

September, 2020

Annie Meredith

October, 2020 Kelsi Miller
November, 2020 Denise Archibald
December, 2020 Erin Deskins
January, 2021 Stacy Saltzburg
February, 2021 Kelly Williams

March, 2021

Leah Rhodes

April, 2021 Cherry Lawson
May, 2021 Lisa Anderson
June, 2021 Sarah Siep

July, 2021

Brooke Painter
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attachment 9

Education Committee Subcommittee List 2020-21

2020 Fall Best Practice
Annie Meredith, Kelsi Miller, Leah Rhodes, Stacy Saltzburg
Assists the League in coordinating the Fall Best Practice, works with the
Education Committee on selecting topics, sessions and presenters, oversees
and facilitates the training. (October/November)

2021 Spring Best Practice (IF NEEDED)
Denise Archibald, Erin Deskins, Cherry Lawson
Assists the League in coordinating the Spring Best Practice, works with the
Education Committee on selecting topics, sessions and presenters, oversees
and facilitates the training. (March/April)

2021 Institute & Academy
Denise Archibald, Cherry Lawson, Leah Rhodes, Erin Deskins
Assists ASU with coordinating and selecting topics and presenters for the
Institute & Academy sessions (June)

2021 Annual Conference Speaker
Brooke Painter, Annie Meredith, Stacy Saltzburg, Kelsi Miller
Assists the League in coordinating the AMCA Annual Conference speaker, works
with the Education Committee on selecting professional speakers and
sessions/topics, and oversees and facilitates the training (July)

2020/21 Athenian Dialogue/Workshop (Fall?, Spring & Summer)
Kelly Williams, Sarah Siep, Lisa Anderson, Brooke Painter
Assists the League in coordinating an annual Athenian Dialogue or workshop
(held the day before the Annual Conference), works with the Education
Committee in selecting the facilitator (and selection of book for the Athenian
Dialogue)

Communications Liaison
(Brooke Painter)
Reports upcoming educational opportunities and resources to the
Communications Committee


mstine
Typewritten Text
attachment 9

mstine
Typewritten Text

mstine
Typewritten Text


attachment 10

AMCA EDUCATION COMMITTEE CALENDAR/TIMELINES

Education Committee duties — ongoing

+ Send “Welcome” email to Education Committee members

» Send agenda to Education Committee members and League for each scheduled meeting

+ Send various email blasts to the committee members

» Assign Education Committee Subcommittee members

« Plan and promote the Fall Best practice training

« Plan and promote the Spring best Practice training

* Plan and promote the annual AMCA Academy and Institute programs

« Plan and promote the education sessions of the Annual Conference to be held on the first
full day of the Conference

« Plan and promote at least one Athenian Dialogue session with the option of holding
additional AD’s upon approval by the Executive Board

« Disseminate information regarding other available training opportunities including, but not
limited to GFOAZz training, League of AZ Cities & Towns Seminars, and Records

Management

* Review and submit the need to request course review by IIMC for designation of training
points

» Be responsible for the Non-Paid presenter Appreciation Gift as described in the AMCA
handbook

* Annually review the Conference speaker budget with the Executive Board

« Develop or maintain an Education Committee succession plan

+ Take minutes of the committee meeting and provide the approved minutes to
AMCAInfo@azleague.org

* Meet at least annually with the AMCA Election Committee to determine if either the Fall or
Spring Best Practice training sessions should be dedicated to Election topics

General Notes for Education Committee Chair

Schedule a minimum of four Education Committee meetings during the year

Review the AMCA Handbook especially the section regarding the Education Committee

Assign Education Sub-committee groups

Provide Annual Business report to the AMCA President at least 30 days prior to the Annual
Business Meeting

Submit course review forms to IIMC for designation of training points

Provide survey questions to League for distribution upon completion of trainings/events

Chair's Monthly Duties Include:

e Update or review various timelines to assure deadlines are met

e Email meeting agendas to Education Committee members, board liaison, ASU liaison, and
League

e Email approved Education Committee minutes to AMCAinfo@azleague.org

e Attend AMCA Board meetings

e Schedule Education Committee meetings as necessary

e Report to/attend the Communication Committee meetings — Co-Chair or Chair

e Attend Subcommittee meetings
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July

Changing of the Guard after Annual Business Meeting

Education Action Needed
Committee
Member
Responsible
Chair e Provide succession plan to Co-Chair or new Chair if different than Co-
Chair
e Provide thumb drive with Education Committee documents to new Chair if
different than Co-Chair
e Go over Education Committee timelines and update as needed (work with
ASU/Linda Hess to update Institute and Academy timeline yearly
August
Education Action Needed
Committee
Member
Responsible
Chair . Welcome Education Committee members and inform members of duties as
a Education Committee member via email:
e Set-up Education Committee email group
e Send “welcome” email with Education Committee purpose and
documents for success (AMCA handbook, timelines, minute’s template,
etc.)
e Schedule first Education Committee meeting and send applicable
agenda (include members, Board liaison, ASU liaison, and League)
e Attend AMCA Board meeting
_ e Attend Education Committee/sub-committee meetings
Committee e Take minutes for August meeting and provide draft minutes to Chair
member(s) within one week from date of meeting if possible
e Start working with assigned sub-committee group(s) to assure August
timelines are being met (see attached draft timelines)
August August Agenda Items
Meeting(s)
Committee e Approval of previous meeting minutes
member(s) « Roll Call
e Old Business
. e New Business;
Chair e Welcome Committee Members
Committee e Discuss Subcommittee Assignments
member(s)




e Discuss previous Annual Conference survey results,
process, proposed dates and speaker Guidelines,
etc.

e Discuss any applicable upcoming trainings to include
proposed dates for: Fall Best Practice, Athenian
Dialogue, Institute and Academy, Annual
Conference

e Discuss recommendation for program fees

e Sign up list for committee minutes

Items to be communicated to the Communication Committee

[
hai e Next Meeting Date:
Chair  Adjournment
o Attend AMCA Board Meeting if scheduled
September
Education Action Needed
Committee
Member

Responsible
e Hold first meeting (if not held in August)

Chair e Attend AMCA Board Meeting if scheduled
_ e Follow Agenda Items for August or adjust as needed
Committee e Follow applicable timelines to assure deadlines are met (see attached)
member(s) e Subcommittees meet as needed

e Report to Communication Committee

October through July

Follow above “action needed” and attached timelines




Recommended New Responsibilities for the Education Committee
Work with League and IIMC to develop online/virtual training opportunities
Work with League regarding virtual fundraising presentations from vendors
Provide high level bullet point summaries of Education Committee meetings and send to Listserv
Provide meeting notices and agendas to Listserv
Create a guide or presentation regarding CMC & MMC expectations / process
Develop an online training regarding succession planning
AMCA Best Practices training sessions to include information related to the League Legislative

conference calls; the process for introducing legislative changes through the League and the route a
bill take to become a law

Develop a YouTube video regarding how a bill becomes a law

Provide more online training opportunities in order to allow participants to attend the training who
would otherwise not be able to attend in person

Develop topics for and secure speakers for possible representation at various League conferences

Work with Linda Hess to develop a survey to gauge the membership’s acceptance of online
Institutes in Arizona



2020-21 Fall Best Practices Timeline

DEADLINE

ACTION

COMMITTEE

August 2020

e Chair emails subcommittee members with
timeline and duties for chairing a training
session.

e Setup conference call with subcommittee and
Matt (League). Matt can update subcommittee
on what he can do to assist with location, food,
etc.

e Subcommittee selects a lead and develops
training session ideas, suggested dates and
times for training.

e Subcommittee lead reviews ideas with Chair
and committee to seek input and finalize topics.

e Once suggested dates and session times have
been determined, League will take care of
location, logistics & registration

e Subcommittee will continue to focus on training
sessions and securing presenters

e Subcommittee lead will continually update chair
& co-chair on progress.

September 2020 (late)

e Date, sessions, location and presenters
confirmed - for an October/November BP.

e Subcommittee reviews draft agenda prepared
by League and provides comments prior to
distribution

e League sends out BP announcement or a
“Save the Date” and registration materials

e Subcommittee works with speakers to get bios
and presentations. League’s deadline for
presentations may be later than IIMC’s
deadline for course review.

October 2020 (early)

e Chair sends assessment question
to league to send out post-BP
with survey

October 2020 (mid)

e Chair/Subcommittee to complete IIMC
Course Review Form for speakers (include
copy of presentations & bios) and submit to
[IMC for education credit/hours.

e Prepare BP handout explaining assessment
and deadline date for submission

October 2020 (late)

e Chair sends course review form, bios, and
assessment question to IIMC for points
prior to BP

e Subcommittee to coordinate with League



















March 2021 (one
month prior)

e Chair to send email reminder (to registered

participants) that they must purchase and
read the book prior to the session.

e Ask League to send a reminder email for

registration.

2 weeks prior to
Dialogue

e Chair to send 2" email reminder (to
registered participants) that they must
purchase and read the book prior to the
session.

® Photo waiver to be sent by League with other

final information to registrants.

1 week prior to
Dialogue

e Chair to send email to registered participants
with final Athenian Dialogue outline, location,
time, lunch details (notice of any changes/etc.)

e Subcommittee or other education committee
member to coordinate group picture and
chair/subcommittee member to send picture
with thank you note.

1 week following
session

¢ Chair to send email to registered participants
with information on submitting assessments and
certificates.

e League to send survey

e Facilitator to send assessments certificates
and/or participation certificates.

2-3 weeks following
session

e Chair to update IIMC Approved Course Review
for AMCA Trainings Spreadsheet (include a copy
of the flyer)




2021 Athenian Dialogue Timeline - Summer

Times will need to be adjusted based on AD dates

DEADLINE

SUBCOMMITTEE

BOARD

December 2020

e Chair — schedule initial conference call with
subcommittee members to review process,
timeline, & duties for chairing a training session.

e Subcommittee to review list of books and/or
speakers and begin reaching out to potential
speakers to get input on books and availability
of speakers/dates.

e Subcommittee to work with the League on date,
location, and any additional information or
details.

e Chair — follow-up with subcommittee
throughout process to check progress

January 2021

e Conference call with Education Committee to
review list of IIMC approved dialogue facilitators
and book choices, and make a recommendation
to the Board.

January/February 2021

e Chair to submit recommendation to AMCA Board
for approval.

Board to approve facilitator,
cost, book choice,
member/non-member
session fees and registration
deadlines

March 2021

e Subcommittee to secure facilitator (include
League and Chair in emails)

e Submit dates and information to
Communications Committee throughout
planning process to include in newsletters.

e Post information to AMCA Facebook page

e Save the date should go out 60-90 days prior to
AD.

April 2021

e Subcommittee to design the AMCA Athenian
Dialogue Flyer (with book information, speaker
biography, registration dates and fees, etc.)

e Subcommittee to send draft flyer to
facilitator for review. Once finalized, Chair
to send flyer to Board for approval.

e Once approved, Subcommittee to send
flyer to League to provide live registration
link(s).

e Subcommittee - send approved AD flyer to
IIMC.

Board to approve flyer.

May 2021

e League to distribute Athenian Dialogue
flyer by email




e Facilitator - send IIMC agenda/outline and
assessment tool (Subcommittee to verify
with IIMC that this has been received)

June 2021

e Chair/Subcommittee to send email reminder
(to registered participants) that they must
purchase and read the book prior to the
session.

e Ask League to send a reminder email for
registration.

2 weeks prior to
Dialogue

e Chair/Subcommittee to send 2™ email reminder
(to registered participants) that they must
purchase and read the book prior to the session.

1 week prior to
Dialogue

e Chair/Subcommittee to send email to
registered participants with final Athenian
Dialogue outline, location, time, lunch details
(notice of any changes/etc.)

e Subcommittee or other education committee
member to coordinate group picture and
chair/subcommittee member to send picture
with thank you note.

1 week following
session

e Chair/Subcommittee to send email to
registered participants with information
on submitting assessments and
certificates.

e League to send survey

e Facilitator to send assessment certificates
and/or participation certifications to
participants

2-3 weeks following
session

e Chair to update IIMC Approved Course
Review for AMCA Trainings Spreadsheet
(include a copy of the flyer)




2021 Spring Best Practices Timeline

DEADLINE ACTION COMMITTEE

January 2021 e Chair emails subcommittee members with
timeline and duties for chairing a training session.

e Setup conference call with subcommittee and
Matt (League). Matt can update subcommittee
on league role: assist with location, food, etc.

e Subcommittee develops training session ideas,
suggested dates and times for training.

e Subcommittee reviews ideas Educ comm to seek
input and finalize topics.

e Once dates and session times are determined,
league will work on location, logistics &
registration & follow-up with Chair

e Subcommittee will continue to focus on training
sessions and securing presenters

e Subcomm to communicate on progress.

February/March 2021 | e Date, sessions, location and presenters
confirmed - for a March/April BP.

e Subcommittee reviews draft agenda prepared
by League and provides comments prior to
distribution

e Board to approve date, location, & cost prior to
“save the date” email

e League sends out BP announcement or a “Save
the Date” and registration materials

e Subcommittee works with speakers to get bios
and presentations.

e Chair to send presentations & bios to league.

March 2021 e Chair sends assessment form to
league to send out post-BP with
survey

e Advise speakers to bring
presentations on thumb drive in
case of technological issues.

March 2021 (mid) e Chair/Subcommittee to complete IIMC
Course Review Form for speakers (include
copy of presentations, bios & assessment)
and submit to IIMC for education
credit/hours. Send 2 weeks prior to training.

e Update points spreadsheet and email to
league to update website




1-2 weeks before BP

e Follow up with league on food, registration (#),
agendas and any other outstanding issues.

o Create list of announcements/housekeeping
items

® Prepare copies of bios — assign intros to
subcommittee members/chair

e League to send program/presentations to
registrants along with assessment and
waiver/disclaimer information

Day of BP

e Subcommittee arrives early to session to assist
League with last minute needs.

e Chair/Subcommittee members introduce guest
speakers and serve as emcee of the training

e Subcommittee members stay after the session
to meet with the Education Committee and to
de-brief the training session (this can also be
done via conference call the day or week after
the BP)

Following BP
(1 day-3 weeks)

e League sends out survey and assessment. Allow
2 weeks for completion and provide deadline
date to League so they can add to email.

e Update points spreadsheet and points outline
document and send to league to update website

e Chair to obtain attendance roster, assessments
and surveys from League and assign appropriate
hours/points.

e Forward names, hours attended and whether
assessment was completed to League for
certificates

e Subcommittee to send thank you email to
speakers






