ARIZONA MUNICIPAL CLERKS’ ASSOCIATION
M EXECTUVE BOARD MEETING AGENDA
. Thursday, September 16, 2021
10:00 a.m.
Formed in 1961

th . . Zoom: https://us06web.zoom.us/j/943958404917?
60™ Year in Operation | @ 17\ ZvancxakJhOWxGcnNHaU95YWp1 UT09#success

Meeting ID: 943 9584 0491

Passcode: 612538

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, Rhonda Geriminsky, Past-President

1. CALLTO ORDER/ROLL CALL

2. MINUTES

Discussion and possible action to approve the June 24, 2021 and July 15, 2021
Regular Executive Board Meeting minutes.

Discussion and possible action to approve the August 12, 2021 Executive Board
Retreat minutes. (Page 3)

3. NEW BUSINESS
A. ADMINISTRATION
Discussion and possible action regarding the following:
1. Mentoring Program Clarification. (Page 9)

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.
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1. CAMPAIGN FINANCE COMMITTEE (Lynda Bushong, Chair; Tracie Bailey, Co-Chair;
Rhonda Geriminsky, Board Liaison)

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)

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)

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)

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

A. NEXT REGULAR EXECUTIVE BOARD MEETING DATE: October 21, 2021 (if needed)
B. NEXT EXECUTIVE BOARD AND COMMITTEE RETREAT MEETING DATE (in person and/or
telephone): October 26, 2021

6. ADJOURNMENT

Teresaw Rigov

Teresa Riza, AMCA President
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ARIZONA MUNICIPAL CLERKS’ ASSOCIATION
M EXECTUVE BOARD MEETING MINUTES

Thursday, August 12, 2021
Formed in 1961 9:00 a.m.

th . .
60™ Year in Operation In Person with Teleconference

1. CALLTO ORDER/ROLL CALL

President Riza called the meeting to order at 9:13 a.m.

Board Members present: Teresa Riza, President; Darcie McCracken, Vice President; Jennifer

Pena, Treasurer; Carla Reece, Secretary, Rhonda Geriminsky, Past-President

Absent: None

Attending Association Members: Education Committee Co-Chair Cherry Lawson (Marana);
Handbook and Constitution Committee Chair Byron Jones (Tucson Airport Authority)

Others Attending: Sandy Morari (League of Arizona Cities and Towns)

2. WELCOME AND INTRODUCTION

Welcome and introduction of the 2021-2022 Arizona Municipal Clerks’ Association
(AMCA) Executive Board members.

3. NEW BUSINESS
A. STRATEGIC PLAN UPDATE

Discussion and possible action regarding outstanding items from the 2017-2022 Strategic
Plan.

This item was discussed following Section 3. B. 1-8
Board discussion pointed out that the Strategic Plan, while a 5-year document, should be

a living document and updated annually based on goals achieved and new goals being set
forward so that the document continuously projects a 5-year plan.
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That being noted, the Strategic Plan is available to each of the AMCA Committees.
Committees will be asked to provide updates at the October retreat.

President Riza noted she would send to the Strategic Plan word document to new Board
Member, Carla Reece for her review as well.

. ADMINISTRATION

Discussion and possible action regarding the following:
1. Possible Executive Board Restructuring Ad Hoc Committee

The Handbook and Constitution Committee had submitted some research of Clerk’s
and other professional organizations in various states. The Committee hesitated to
make a recommendation since any such changes should come from the membership
and fit the needs for our Arizona Municipal Clerks Association needs. It was decided
by consensus that no changes would be recommended until a study or poll could be
distributed to the membership to identify reasons for the lack of participation by more
members. Anecdotal commentary and feedback expressed by Board Members
included:

» Number of years of commitment

» Ability to absorb the workload

» Myths or Misconceptions

» Election process intimidating

Byron Jones, Handbook and Constitution Committee Chair, noted that the committee
could work on designing a poll and working to collect data and indicators that will
hopefully provide more insight. No current timeline has been established for the poll,
but ideas can be reviewed at the October retreat.

2. Possible Policy Development Ad Hoc Committee or Subcommittee to Handbook
Committee

Due to the volume of work being handled by the Handbook and Constitution
Committee, the idea of an Ad Hoc Committee or a subcommittee has been proposed.

Past President, Rhonda Geriminsky, noted her willingness to serve a lead role for such
a committee. After continued discussion, board members reached a consensus in
having the committee act as an Ad Hoc Committee, consult with the Handbook and
Constitution committee, but report to the Executive Committee for direction.
Membership is anticipated to include a liaison from the Handbook and Constitution
Committee and three other seats to be filled by the membership.

3. Possible Policy for CMC/MMC if leaving AMCA and/or Clerk World
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This item was proposed for discussion as it relates to members who had earned their
CMC or MMC credential and since had left their job roles and AMCA membership prior
to the annual awards. The Board Members expressed strong support in providing
plagues for those with active Associate memberships and who have updated contact
information available, even if they have assumed new job assignments outside of the
Clerk’s office. However, consensus was evident for members who had left the job
role, did not renew their AMCA membership and/or could not be reached, no plaqgue
would be provided.

This item was assigned for development of the policy to the newly created Policy
Development Ad Hoc Committee.

AMCA Records Retention

The Records Management Committee had inquired about the AMCA records
retention policy.

Sandy Morari, Arizona League of Cities and Towns indicated that the League maintains
the association records in compliance with Arizona State Records Retention policies
as published by ASLAPR.

Discussion continued to items that are submitted to the Executive Board Members
directly such as award nominations, board applications, scholarship applications, etc.
It was decided that a centralized email should be used for continuity and records
retention purposes. Jennifer Pena, Treasurer, indicated that she would create a
central email for Board access and submission documents so they could be centralized
and provided to the League for retention. Continuity would also be protected, since
the email would be accessible to all Board Members.

How to Recognize Membership with Member Service Awards

Members are currently recognized as follows:
Five Years of membership — Certificate

Ten Years of membership — Certificate
Fifteen Years — Plaque

Twenty Years — Plaque

Retiree Gifts for 2" Time Retirees
The topic of gifts for retirees who had already received a gift expanded to review

whether Retiree Gifts should be a policy at all. It was noted research indicated that
many professional associations do not recognize retirees with a gift item.
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Ideas to honor the retirees in other meaningful ways including notation in the AMCA
Newsletter in proximity to the retirement date. Additionally, capturing the retiree’s
contact information would prove useful in inviting them to the annual business
meeting and they could continue to receive recognition at that event as well. Ms.
Geriminsky indicated that contacting the retirees can be a bit problematic after
retirement and fully supported gathering the information as the members retire,
rather than waiting for the annual event.

The Policy Development Ad Hoc Committee received this assignment.
7. Region VIl Conference and/or IIMC Conference bids

The Education Committee has begun exploration for bidding for a Region VII
Conference and/or IIMC Conference. The bidding process and requirements are being
collated and there are possible competitive venues in the Phoenix metro area.
Additionally, hybrid options were being looked at, costs for videographer and analysis
of the technology requirements would need to be completed. Ms. Morari noted the
League uses a third-party vendor that might be able to provide expertise and input for
completing a competitive bid submission. She agreed to provide the vendor contact
information to the Education Committee.

8. Other 2021-2022 goals for AMCA.
No additional input was offered for this agenda item.
C. 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;
Rhonda Geriminsky, Board Liaison)

No input for this item.

2. COMMUNICATION COMMITTEE (Michelle Stanley, Chair; Stacy Fobar, Co-Chair;
Jennifer Pena, Board Liaison)

No input for this item.

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

No input for this item.
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4. ELECTION COMMITTEE (Linda Mendenhall, Chair; Sheryl Rabin, Co-Chair; Darcie
McCracken, Board Liaison)
No input for this item.

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

No input for this item.

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

No input for this item.

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

No input for this item.

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

No input for this item.

9. SCHOLARSHIP/MARKETING COMMITTEE (Crystal Hadfield, Chair; Amy Putnam, Co-
Chair; Jennifer Pena, Board Liaison)

No input for this item.
4. GOOD OF THE ORDER/COMMENTS FROM EXECUTIVE BOARD MEMBERS

Past President Geriminsky noted that Legislation had recently passed that would allow
Counties to put a stay on annexations for a term prior to an election in order to maintain
jurisdictional boundaries. It was noted that it will likely to be challenged in court. (HB
23637?)

President Riza inquired if there was a need for the regularly scheduled August meeting, in
light of today’s retreat. The Board Members noted there were no pending agenda items
and that the meeting could be cancelled.

Ms. Morari indicated that she had been receiving requests to update the website from the

membership and suggested that the website be reviewed in full, possibly via one or more
committees to capture all needed changes.
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Past President Geriminsky suggested this could be added as an annual assignment and
added to the Committee Handbook. Ms. Morari noted she would send the Word version of
the handbook to Ms. Geriminsky.

Ms. Pena indicated she would send details for the new email and she circulated a hard copy
document with additional security details.

5. REMINDERS/DEADLINES

A. NEXT REGULAR EXECUTIVE BOARD MEETING DATE: September 16, 2021
B. NEXT EXECUTIVE BOARD AND COMMITTEE RETREAT MEETING DATE (in person and/or
telephone): October 26, 2021
6. ADJOURNMENT

The meeting adjourned at 12:42 p.m.

Teresa Riza, AMCA President
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Mentoring Program Clarification

The attached resources reference ‘clerks’ as participants in this program. Should we be more
general in the sense that the mentor or mentee should be current AMCA members, with an
emphasis on knowledge, skills, and abilities for the mentor.
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What does a mentor do?

A mentor is an experienced individual who is willing to
share what he or she knows including skills, knowledge,
professionalism and accomplishments. The mentor
should be willing to provide the following assistance:

®  Answer questions
Describe procedures
Share experiences
Provide information about educational opportunities
Provide moral support and encouragement

Introduce the new Clerk to other Association
members at meetings and conferences, so a
reliable network is established.

Typical assistance could be answering questions,
preparation of ordinances, minutes, agendas and

budgets, explaining parliamentary procedures, election
procedures, tips for effective Council Meetings, and
ways to ensure open and positive communication
between the Mayor and Council/Commission Members,
City Managers, and other administrative personnel.
Mentors also provide moral support and encouragement.

Mentoring at the AMCA Conferences means getting to
know the mentee, introducing them to others, and
involving them in activities. Mentors should make contact
early in the Conference activites so as to make the
mentee as comfortable as possible. An explanation of the
organization and introductions to Board members would
also be helpful to the Mentee.

What does a Mentee do?

The mentee is someone relatively new to the profession
who has a strong desire to learn new skills and abilities
and to develop existing skills and abilities. A mentee
strives to elevate his/her level of technical skills and
professional expertise to gain a greater mastery of the
job. The mentee should initiate and participate in
discussions and seek information and opinions. A
mentee must be willing to put the time and effort into
the mentoring relationship.

The mentee decides on the amount of dependence and
guidance he or she needs. A mentee should take the
initiative to ask for help or advice and needs to
communicate his/her expectations to the mentor. Benefits
of mentoring for the mentee may include the following:

Increased networking and social interaction
Assistance with career goals and strategies

Greater career commitment, satisfaction, and growth
More positive attitude

Increased productivity and a shorter learning curve

Answers to some of those questions unable to be
found anywhere else.

Looking for Help????
You have come to the right place!

AMCA offers an excellent mentoring program for
the new clerk or the clerk experiencing new
duties and statutory changes.

Sign up today to become one of AMCA's
privileged Mentees.

You will be paired with a Mentor who will guide you
through the hurdles.

Some of the privileges you will receive are:

Friendships

Introductions to others

Networking

Answers & resources to your questions
Procedures explained

Encouragement

Education with a smile

CAURRRRS

SIGN UP TODAY!

Please send your completed applications to:

Kara DeArrastia, AMCA
Membership/Mentoring Chair
City of Tempe, Deputy City Clerk
Kara_Dearrastia@tempe.gov
Office: 480-350-8947

Visit our website at: http://azclerks.org/
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AMCA

ARIZONA MUNICIPAL CLERKS ASSOCIATION

Arizona Municipal Clerks
Association

SHARE OUR SERVICES (S0S)
Mentoring Program

What is Mentoring?

The wusual concept of mentoring is a
relationship in which a more experienced
person helps and guides a less experienced
person.

Mentoring is a way of sharing both the formal
and informal knowledge necessary to achieve
effective and efficient method of performing
professional duties and reaching personal and
professional goals. Sharing of one’s expertise
is a large part of mentoring as well as the
communication of support, challenge, feelings,
and many other kinds of information.

The mentoring relationship can be cultivated
via E-mail, telephone, fax, or in person.

Municipal Clerks are ideally suited to the
concept of mentoring because there is a great
deal of specialized knowledge involved in
those positions and the typical Clerk is eager
and willing to assist others by providing
information.



mailto:Kara_Dearrastia@tempe.gov

APPLICATION
MEN T EE Please complete

| am requesting a MENTOR Mentee Indicate areas where you

Name: need assistance. I would like to be a MENTOR
Mentor Indicate your strengths. Name:
Title: _
Title: _
Address: _ O Acts. Payable
O Acts. Receivable Address: _

City & Zip Code: o Advertising

City & Zip Code:

E-mail address: 0 Agenda Packets
0 Annexations E-mail address:
Work Phone: _ Bond/Fi .
O bon Inancin
8 Work Phone: _
Name of Municipality: _ 0O Budgeting
O Business License Name of Municipality: _

Population of Municipality: _
o Code/Codification

o Computer Software

Population of Municipality: _

Identify your form of Government: X
o Conflict of Interest .
Identify your form of Government: _

o General Law o Charter o Council/Management o Council Handbooks
o other o Document Imaging 0 General Law o Charter o Council/Management
. o other
Number of Years as a MunicipalClerk? O Elections
0 General Personnel Number of Years as a Municipal Clerk?
O Appointed O Elected Certification: 0 CMC O MMC o Improvement Districts
O Appointed O Elected Certification: 0 CMC O MMC

O Incentive Programs

Would you like to request a Mentor at the AMCA Annual . .
o Liquor License - .
Are you willing to make contact with a mentee at the

conference? O Yes O No o Newsletter
0 Open Meetings AMCA Annual conference? O Yes O No
Will mentoring via E-mail work for you? O Yes O No 0 Open Records

. . Will mentoring via E-mail work for you? O Yes O No
0 Ordinances & Resolutions & v

Please check all areas to the right where you feel you need 0 Other _
0 Records Management Please check all areas to the left where you feel you have
help. O Retirement Systems
i experience to share or specify anything that you feel would
If you have a specific need, please describe: O Risk Management
o Social Media be helpful to a mentee:
0 Web Site

When complete return to:
Kara DeArrastia,

' Membership/Mentoring
A M ( A Committee Chair
' _ Kara_Dearrastia@tempe.gov

480-358:8947
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9/13/2021 Mentoring Program - Arizona Municipal Clerks Association

AMCA

ARIZONA MUNICIPAL CLERKS ASSOCIATION

Share Our Services (S0S)

Mentoring Program
Looking for Help????
You have come to the right place!

AMCA offers an excellent mentoring program for the new clerk or the clerk experiencing new
duties and statutory changes.

Sign up today to become one of AMCA's privileged Mentees.
You will be paired with a Mentor who will guide you through the hurdles.

Some of the privileges you will receive are:
v Friendships
v Introductions to others
v Networking
v Answers & resources to your questions
v/ Procedures explained
v/ Encouragement
v Education with a smile

SIGN UP TODAY!

Please send your completed applications to:

Kara DeArrastia
AMCA Membership/Mentoring Chair
City of Tempe, Deputy City Clerk
Kara_Dearrastia@tempe.gov
Office: 480-350-8947
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https://www.azclerks.org/vertical/Sites/%7B41D989AB-44D3-4C15-9AC5-81BB0C8A7932%7D/uploads/AMCA_Mentoring_Program_Brochure(1).pdf
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9/13/2021 Mentoring Program - Arizona Municipal Clerks Association

Region Mentors (2021-2022)

What is Mentoring?

The usual concept of mentoring is a relationship in which a more experienced person helps
and guides a less experienced person.

Mentoring is a way of sharing both the formal and informal knowledge necessary to achieve
effective and efficient method of performing professional duties and reaching personal and
professional goals. Sharing of one’s expertise is a large part of mentoring as well as the
communication of support, challenge, feelings, and many other kinds of information.

The mentoring relationship can be cultivated via E-mail, telephone, fax, or in person.

Municipal Clerks are ideally suited to the concept of mentoring because there is a great deal of
specialized knowledge involved in those positions and the typical Clerk is eager and willing to
assist others by providing information.

What does a Mentor do?

A mentor is an experienced individual who is willing to share what he or she knows including
skills, knowledge, professionalism and accomplishments. The mentor should be willing to
provide the following assistance:

* Answer questions

» Describe procedures

» Share experiences

* Provide information about educational opportunities

* Provide moral support and encouragement

+ Introduce the new Clerk to other Association members at meetings and conferences, so a
reliable network is established.

Typical assistance could be answering questions, preparation of ordinances, minutes,
agendas and budgets, explaining parliamentary procedures, election procedures, tips for
effective Council Meetings, and ways to ensure open and positive communication between the
Mayor and Council/Commission Members, City Managers, and other administrative personnel.
Mentors also provide moral support and encouragement.

Mentoring at the AMCA Conferences means getting to know the mentee, introducing them to
others, and involving them in activities. Mentors should make contact early in the Conference
activities so as to make the mentee as comfortable as possible. An explanation of the
organization and introductions to Board members would also be helpful to the Mentee.

Page 13
https://www.azclerks.org/index.asp?SEC=7C99EDC7-90AC-45A3-B260-BBBFBE398B1E 2/3


https://www.azclerks.org/vertical/Sites/%7B41D989AB-44D3-4C15-9AC5-81BB0C8A7932%7D/uploads/AMCA_Region_Mentors_2021-2022(1).pdf

9/13/2021 Mentoring Program - Arizona Municipal Clerks Association

What does a Mentee do?

The mentee is someone relatively new to the profession who has a strong desire to learn new
skills and abilities and to develop existing skills and abilities. A mentee strives to elevate
his/her level of technical skills and professional expertise to gain a greater mastery of the job.
The mentee should initiate and participate in discussions and seek information and
opinions. A mentee must be willing to put the time and effort into the mentoring relationship.

The mentee decides on the amount of dependence and guidance he or she needs. A mentee
should take the initiative to ask for help or advice and needs to communicate his/her
expectations to the mentor. Benefits of mentoring for the mentee may include the following:

* Increased networking and social interaction

» Assistance with career goals and strategies

» Greater career commitment, satisfaction, and growth

* More positive attitude

* Increased productivity and a shorter learning curve

» Answers to some of those questions unable to be found anywhere else.
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THE CLERK’S INSIDER | CLERKS IN THE NEWS

Be a Mentor or a Mentee in the AMCA
Mentoring Program: You Won’t Regret It!

The AMCA Mentoring Program matches new municipal clerks with experienced clerks in cities and towns of
comparable size and similar duties. These Clerk mentors are willing, ready, and able to share their experience and
answer a variety of questions dealing with elections, licensing, agendas, minutes, ordinances, resolutions, and many
other Clerk responsibilities.
Do you have at least three years’ experience as a Municipal Clerk or Deputy Clerk? Would you be committed to
offering moral and professional help to another clerk when needed? If you answer ‘yes’ to both questions, we hope
you will consider serving as a Mentor. As a Mentor, you will reap many benefits from your mentoring relationship, to
include:

@ Enhance your skills in teaching, coaching, advising, guiding, and training.

@ Pursue your passion for mentoring or realize your potential as a mentor.

@ Share your valuable experience and knowledge gained through years of service with a new clerk.

@ Feel satisfied knowing that you are empowering a clerk to succeed in their new career.

@ Build and maintain a long-lasting relationship with another clerk!
Do you have a strong desire to learn new skills and abilities and develop existing ones to gain a greater mastery of
your new job as a Municipal Clerk or Deputy Clerk? Would you be willing to put the time and effort into the
mentoring relationship? If you answer ‘yes’ to both questions, we hope you will take advantage of this wonderful
service. As a Mentee, you will reap many benefits from your mentoring relationship, to include:

@ Learn where to quickly find the right resources to perform your job or answer questions.

@ Feel more at ease in your job and become confident in your ability to excel in your clerk role.

Get top-notch, expert advice from municipal clerks on a wide range of topics and learn about what worked or
did not work for them.

Always know that you have a support person or guide who is just an email or phone call away (or maybe a
quick coffee break if you work nearby).

@ Build and maintain a long-lasting relationship with another clerk!
To learn more about this beneficial program or to apply, please log into www.azclerks.org and select ‘Mentoring

Program’ under the ‘Education/Training’ menu. If you have questions or want more information about the program,
please contact Membership/Mentoring Committee Chair Kara DeArrastia at kara dearrastia@tempe.gov.
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