AMCA

ARIZONA MUNICIPAL CLERKS ASSOCIATION

AMCA MEMBERSHIP/MENTORING COMMITTEE MEETING AGENDA

THURSDAY, SEPTEMBER 12, 2019 - 10:00 A.M. .

o Dial the Access Number: 1-877-820-7831
o Enter the Participant Passcode: 670020#

CALL TO ORDER:

ROLL CALL WITH INTRODUCTION OF ATTENDEES

1.

Approval of the Membership/Mentoring Committee Minutes from Tuesday, May 14,
2019 (Attached).

Brief Overview of the Roles and Responsibilities of the Membership/Mentoring Committee
(Guidelines attached).

Discussion and update regarding membership language in the Constitution on
AMCA Membership (Full vs. Associate members).

Discussion regarding AMCA Mentoring Program

Reports/Activities from each region leader/representative

Discussion regarding AMCA Past Due Memberships

Next Meetings (December 2019; March 2019; June 2019).

Good of the Order/Board Comments

Adjournment
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Sherry Ann Aguilar, City Clerk — City of Surprise

2019/2020 Membership/Mentoring Committee Chair
POSTED ON September 10, 2019 @ 1:00 p.m. — AMCA WEBSITE
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AMCA

ARIZONA MUNICIPAL CLERKS ASSOCIATION

AMCA MEMBERSHIP/MENTORING COMMITTEE MEETING MINUTES
TUESDAY, MAY 14, 2019 - 10:00 A.M.

CALL TO ORDER: The Membership/Mentoring Committee was called to order at 10:00
a.m. by Chair, Sherry Aguilar on Tuesday, May 14, 2019 by teleconference call.

ROLL CALL WITH INTRODUCTION OF ATTENDEES :

Region Leaders in attendance were Region 1, Judy Morgan; Region 2, Sydney Muhle;
Region 3, Katie Meiser; Region 4, Sherry Ann Aguilar; Region 6, Gloria Leija; and
Region 7, Leah Cox. Regions 5, 8 & 9 were not in attendance.

1. Approval of the Membership/Mentoring Committee Minutes from April 3,
2019.

Gloria Leija made the motion to approve the April 3, 2019 Minutes. Sydney
Muhle seconded the motion. Motion carried.

2. DISCUSSION AND POSSIBLE ACTION REGARDING AN AMCA
STUDENT MEMBERSHIP.

Chair Aguilar commented that this item was being discussed at the direction
of the AMCA Executive Board to find out if there is an interest in a student
membership and if so, what would that entail. Discussion brought forward
many questions including:

o What type of benefit would the student gain by holding a membership

e Would they be eligible to attend Clerk training opportunities

e The membership should be restricted to an intern in the City Clerk’s
Office.



After a lengthy discussion, there was no action taken on this item, region leaders
requested additional information.

3. DISCUSSION AND POSSIBLE ACTION REGARDING MEMBERSHIP
LANGUAGE IN THE CONSTITUTION ON MEMBERSHIP

Chair Aguilar reported that this item was being discussed at the direction of
the AMCA Executive Board due to questions being asked by membership.

A detailed discussion took place with the following comments and questions:

¢ When did this change take place and why?

¢ Did this go to the membership for a vote and if so, when?

s Who determines eligibility to join AMCA?

¢ |s there a review process for new member applications?

¢ Does this follow similar guidelines for IIMC and other comparable
organizations?

e Who is allowed to join AMCA, and what are the qualifications?

e Concerns expressed about not being exclusive for Clerks/Deputy
Clerks

e How many associate members do we have?

No action was taken on this item, region leaders asked for additional information and
answers to their questions from the AMCA Executive Board. Chair Aguilar
commented that she would relay their concerns and questions to the Board at the
next AMCA Executive Board Meeting.

4. DISCUSSION AND SELECTION OF A CO-CHAIR FOR THE
MEMBERSHIP/MENTORING COMMITTEE.

Chair Aguilar asked if any Region Leaders would be interested in serving as Co-
Chair for the Membership/Mentoring Committee. Casa Grande City Clerk, Gloria
Leija volunteered to serve as the Co-Chair for the Membership/Mentoring
Committee. A motion was made by Judy Morgan to approve accepting Gloria Leija
to serve as the Co-Chair for next fiscal year. Leah Cox seconded the motion.
Motion carried.

5. REPORTS/ACTIVITIES FROM EACH REGION LEADER/REPRESENTATIVE:

Region 1 — Judy Morgan reported that Region 1 held a meeting in Jerome in
April, good turnout and productive conversation.



Region 2 — Sydnee Muhle reported that a conference call meeting took place the
first week of May, the next meeting is scheduled for July.

Region 3 — Katie Meiser reported that their region will be organizing a dinner
sometime during the Elections Training in July.

Region 4 — Sherry Aguilar reported that Region 4 will not be holding a meeting for
the summer and will resume in September rotating cities and towns each quarter.

Region 5 — No report, not in attendance.

Region 6 — Gloria Leija reported that they held in meeting early May and topics of

discussion covered elections, records management and Council Packets.

Region 7 — Leea Cox reported that a region meeting will be held in Marana, no

agenda set yet.

Region 8 — No report, not in attendance.

Region 9 — No report, not in attendance.

NEW MEMBERSHIP ACROSS THE STATE AND WITHIN EACH REGION:

Chair Aguilar gave a current membership status:

e Current Members — 198
e Retired Members — 15
¢ Outstanding Members — Will be working with the League on assisting with

past due membership.

GOOD OF THE ORDER/BOARD COMMENTS: No other comments were made.



7. ADJOURNMENT: Judy Morgan made the motion to adjourn the meeting at

10:54 a.m. Seconded by Katie Meiser. Motion carried to adjourn.

o O o

Sherry Ann Aguilar, City Clerk — City of Surprise

2019 Membership/Mentoring Committee Chair
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4. Annually review the AMCA Handbook and policies; propose any suggested changes to the AMCA
Board by January of each year.

5. At least 30 days prior to the Annual Business Meeting each year, prepare and forward to the President
an annual report of the Legislative Committee for inclusion in the AMCA Annual Report. The annual
report shall include the committee’s efforts in support of the strategic plan goals, as applicable.

6. Attend AMCA Legislative Committee weekly meetings with the League of Arizona Cities and Towns
Compile and disseminate a recap of pending legislation that may potentially impact the responsibilities
of municipal clerks to AMCA membership by electronic means and post the recap on the AMCA
website.

7. Ensure either the Chair, Vice Chair or designee attend monthly Executive Board meetings and annual
workshops.

8. Submit updates and/or articles for inclusion in the Quarterly Newsletter.

Promote and demonstrate two-way communication with Executive Board, Executive Board liaison, and
between Chair and Vice Chair.

The AMCA Legislative Committee shall:

1. Follow pending legislation in the State of Arizona Senate and House of Representatives and identify
legislation which may have a potential impact on municipal clerks’ areas of responsibility.

2. Review and evaluate all legislation identified as having a potential impact on the responsibilities of
municipal clerks.

3. Develop and maintain a Legislative Committee succession plan.

MEMBERSHIP/MENTORING COMMITTEE and REGION LEADERS

The Membership/Mentoring Committee shall coordinate membership information within the Association,
including the preparation of the AMCA information brochures, with representatives from each of the AMCA
Regions. The Membership/Mentoring Committee and the AMCA Region Leaders provide an information
network between municipal clerks that facilitates the exchange of information between municipal clerks’
offices. The Membership/Mentoring Committee and Region Leaders was established to assist municipal
clerks new to the profession or to the state through the facilitation of shared experience and information, by
providing networking opportunities for the exchange of ideas, experience and information between
municipal clerks’ offices.

The AMCA Membership/Mentoring Committee Chair/Co-Chair shall:

1. Schedule a minimum of four committee meetings during the year. The schedule of meetings is to be
provided to the League of Arizona Cities and Towns for posting to the AMCA website calendar.

e Meetings may take place in conjunction with any AMCA meeting or via telephone conference
calls.

e Agendas and meeting minutes are required for all meetings with all agendas and approved
minutes posted to the AMCA website by sending an email to AMCAinfo@azleague.org.

2. Chair or Vice Chair shall serve as the liaison to the Communications Committee.

3. Mentor members and promote active committee participation; aid the AMCA Board in the support and
promotion of AMCA leadership roles and the AMCA mission statement.

AMCA Handbook — Revised — March 21, 2019 Page 16



Annually review the AMCA Handbook and policies; propose any suggested changes to the AMCA
Board by January of each year.

At least 30 days prior to the Annual Business Meeting each year, prepare and forward to the President
an annual report of the Membership/Mentoring Committee for inclusion in the AMCA Annual Report.
The annual report shall include the committee’s efforts in support of the strategic plan goals, as
applicable.

Work with the League of Arizona Cities and Towns to electronically send out the membership forms in
a timely manner.

7. Provide input to the AMCA President regarding Region Leader appointments.

8. By April 30 of each year, prepare a current listing of members (including any known retirements and/or

10.

11.
12

terminations).

Working with the Executive Board Treasurer, no later than two months before the annual meeting,
submit to the League a list of members who are eligible for all awards. The Membership/Mentoring
Committee may need to contact the Region Leaders to gather the needed information.

Ensure either the Chair, Vice Chair or designee attend monthly Executive Board meetings and annual
workshops.

Submit updates and/or articles for inclusion in the Quarterly Newsletter.

Promote and demonstrate two-way communication with Executive Board, Executive Board liaison, and
between Chair and Vice Chair.

The AMCA Membership/Mentoring Committee shall:

1.

Review the listing of municipal clerks which have not paid their membership dues and provide a
reminder.

Develop and follow a process on how to recruit those cities/towns who are not yet members.

Create and maintain a list of County Clerks of the Board, School District Clerks, Fire District Clerks
and Special District Clerks who are not members of AMCA. The League will utilize non-AMCA
member list to mail or email training notices to those clerks 60 days prior to AMCA sponsored training
or any other appropriate training sessions.

Suggestions for addressing this issue are:

e Divide those non-members among the committee membership and have each member send a
standardized recruitment letter to the clerks within their regions through snail mail, e-mail or
phone calls.

Review, maintain, and update the “What is a Municipal Clerk?” and “Welcome to AMCA?” brochures,
which contain information about the Association.

Develop and maintain a Membership/Mentoring Committee succession plan.
Revised September 2018

The AMCA Regional Leaders shall:

1.

Schedule a minimum of four committee meetings during the year. The schedule of meetings is to be
provided to the League of Arizona Cities and Towns for posting to the AMCA website calendar by
sending an email to AMCAinfo@azleague.org.

AMCA Handbook — Revised — March 21, 2019 Page 17



The initial meeting with clerks within the region, whether in person or by phone, shall establish what
type of meetings the clerks would like to hold and how often the region shall meet. At this meeting,
guidelines may be established specific to a region (suggestion for meetings held would be to rotate each
meeting to be held in a different city/town with possible tours scheduled).

Serve as information facilitator for the region. When AMCA has information to be dispersed, it shall be
forwarded to the Region Leaders, and the Region Leaders shall, in turn, disperse it to members in their
region. Also remind members within the region of deadlines for articles in the newsletter.

Encourage members within the region to contact the Region Leader when a new clerk comes to a
community, so that contact may be made on behalf of AMCA.

Obtain general information about the new clerk, e.g. biographical information, etc., and forward that
information to the Communication liaison for publication in the newsletter as well as to the
Communication Chair or designee for posting on the AMCA website.

Whenever there is a new municipal clerk within the region, contact the city/town clerk to welcome
her/him to the city/town clerks’ field and inform them of assistance available through the Arizona
Municipal Clerks’ Association (AMCA), the Secretary of State’s office (SOS), the Election Officials of
Arizona organization, and the International Institute of Municipal Clerks (IIMC).

Notify the Membership/Mentoring Committee Chair of the new clerk, and request that information
regarding AMCA and IIMC be forwarded to the new clerk.

Encourage members within the region to inform their Region Leader when a clerk leaves employment
or retires, so that the Region Leader can immediately notify the Membership/Mentoring Committee
Chair.

Agendas and meeting minutes are required for all meetings with all agendas and approved minutes posted
to the AMCA website by the League of Arizona Cities and Towns by sending an email to
AMCAinfo@azleague.org.

10. Submit updates and/or articles for inclusion in the Quarterly Newsletter.

11. Develop and maintain a Regional Leaders succession plan.

Revised September 2018

RECORDS MANAGEMENT COMMITTEE

The Records Management Committee shall coordinate with the State (i.e. the Arizona State Library,
Archives and Public Records Division) to provide the AMCA membership with contemporary municipal
records retention schedules, standardized policies and procedures, training and documentation, legal risk
mitigation, and disaster recovery planning assistance.

The Records Management Committee Chair/Co-Chair shall:

1.

Schedule a minimum of four committee meetings during the year. The schedule of meetings is to be
provided to the League of Arizona Cities and Towns for posting to the AMCA website calendar.

a. Meetings may take place in conjunction with any AMCA meeting or via telephone conference calls.

b. Agendas and meeting minutes are required for all meetings with all agendas and approved minutes
posted to the AMCA website by sending an email to AMCAinfo@azleague.org.

Chair or Vice Chair shall serve as the liaison to the Communications Committee.

3. Mentor members and promote active committee participation; aid the AMCA Board in the support and

promotion of AMCA leadership roles and the AMCA mission statement.

AMCA Handbook — Revised — March 21, 2019 Page 18



ARTICLE II
Membership

Hin 43

Section A.

Section B.

Section C.

Section D.

Section E.

Full Members. Any 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 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.

General management;

Meeting administration;

Elections administration;

Records management;

Custody of the official seal and execution of official documents;
Stewardship of by-laws, Articles of Incorporation,
ordinances, resolutions, and other legal instruments;

Financial management;

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

Associate Members. This class of membership shall be available to any other
governmental employee who is 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 F of this
Article and shall not be eligible to or serve in an elected office. The Associate
Member may serve on, or chair, any committee of the Association.

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.

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.

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.

AMCA Constitution Approved as Amended 7-2019



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 Il Sections A and B of the Constitution, the
membership shall be automatically converted to a Retired Member status as
defined in Article Il Section C of this Constitution, unless the member can show
proof that voting rights have been transferred to them from another qualifying
agency.

Section F.  Voting Rights. The right to vote shall be limited to Full Members only, as
defined in Article 1l, Section A, with each jurisdiction having one vote for each
Full Member, with the following exception: an Associate Member may be
entitled to vote on behalf of a Full Member, serving as a proxy in the Full
Member's absence. 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.

ARTICLE lll
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. The officers of the Association, collectively known as the Executive Board will
consist of a President, Vice President, Treasurer, Secretary and Immediate
Past President.

Section B. At the time of application, an applicant for Secretary on the Executive Board must
have been a Full Member of the Association for three (3) years and have
provided three (3) years of service on AMCA committees. They may have served
one year on multiple committees. Service on multiple committees within a single
year will constitute one (1) year of service. The Secretary election procedure is
outlined in the AMCA Handbook.

Section C. The Executive Board shall accept the Canvass of the Election as presented by
the Treasurer at the Executive Board meeting prior to the swearing in ceremony.
In the event only one member applies for the position of Secretary, the Executive
Board may appoint said member as Secretary by affirmation.

AMCA Constitution Approved as Amended 7-2019



item #4
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 o your questions
v Procedures explained
v Encouragement
v Education with a smile

SIGN UP TODAY!

Please send your completed applications to:

Lisa Maxwell, CRM, CMC
AMCA Treasurer
Town of Gilbert
50 East Civic Center Drive
Gilbert, AZ 85296
Phone: (480) 503-6861

Email: lisa.maxwell@gilbertaz.qov

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.

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 shotter learning curve
» Answers to some of those questions unable to be found anywhere else.



