ARIZONA MUNICIPAL CLERKS’ ASSOCIATION
MEMBERSHIP/MENTORING COMMITTEE and

! M C ' REGION LEADERS MEETING AGENDA
sl b Thursday, November 12, 2020

ARIZONA MUNICIPAL CLERKS ASSOCIA 10:00 a.m.
Microsoft Teams

Click Here to Join

Call Option: (480) 498-8745
Conference ID: 533 003 109#

Committee Members: Kara DeArrastia, Chair and Region 5 Leader; Jill Adams, Co-Chair and Region 9 Co-

Leader; Stacy Fobar, Region 1 Leader; Kelly Williams, Region 2 Leader; H. Michelle
Stanley, Region 3 Leader; Dusty Christopherson, Region 4 Leader; Sieanna Castillo,
Region 6 Leader; Cherry Lawson, Region 7 Leader; Tami Webster, Region 8 Leader;
Ashlee Coronado, Region 9 Co-Leader; and Jennifer Pena, Board Liaison

CALL TO ORDER —Roll Call

MINUTES
Discuss and consider approval of the September 10, 2020 Membership/Mentoring Committee
and Region Leaders Meeting Minutes. (Minutes attached)

REPORTS/ACTIVITIES FROM EACH REGION LEADER/REPRESENTATIVE
a. Please share any regional feedback on ways to help increase participation in the AMCA
membership and committees

OLD BUSINESS
a. Mentoring Program Update by Committee Co-Chair Jill Adams (AMCA Region Mentors 2021
List attached)

NEW BUSINESS
a. Updates on Honor page for retiring clerks and Brag Board page for promoted clerks on the
AMCA website (presented by Communications Committee Chair H. Michelle Stanley)

b. Discuss and consider possible collaboration with the Communications Committee on
compiling and posting a Clerks Week Celebration Packet on the AMCA website for the
membership (scheduled for January 2021)

c. Discuss and consider approval of sending out the AMCA Committee Participation
Questionnaire to the entire membership in January 2021 (Questionnaire attached)

d. Discuss and consider personally reaching out to individuals who requested to be removed
from AMCA membership this 2021-21 fiscal year, even though they did not move out of
state or leave the municipal clerk field (List of Former Members and Questions attached)

e. Discuss possible changes to the Membership/Mentoring Committee and Region Leaders
section of the AMCA Handbook (Handbook Section with tracked changes attached)
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6. REQUESTS FOR VOLUNTEERS
a. Highlight the benefits of membership in the Welcome to AMCA and What is a Municipal
Clerk? brochures (Brochures attached)

b. Prepare a short article for the Clerk’s Insider newsletter on the Benefits of Membership for
the Spring 2021 publication (submission deadline is Friday, February 19, 2021)

7. GOOD OF THE ORDER/COMMENTS, SUGGESTIONS, OR INPUT FROM COMMITTEE MEMBERS
8. NEXT MEETING DATE AND LOCATION

Thursday, January 14, 2021

10to 11 a.m.

Microsoft Teams (includes call-in option)
Minutes Taker: Annie Meredith

9. ADJOURNMENT

Kara DeArrastia, Deputy City Clerk — City of Tempe
2020/2021 Membership/Mentoring Committee Chair



ARIZONA MUNICIPAL CLERKS’ ASSOCIATION

MEMBERSHIP/MENTORING AND REGION
A M CA LEADERS COMMITTEE MEETING MINUTES
G e TR MO B Thursday, September 10, 2020
10:00 a.m.

Committee Members: Kara DeArrastia, Chair and Region 5 Leader; Jill Adams, Co-Chair and Region 9 Co-
Leader; Stacy Fobar, Region 1 Leader; Kelly Williams, Region 2 Leader; H. Michelle Stanley, Region 3
Leader; Dusty Christopherson, Region 4 Leader; Sieanna Castillo, Region 6 Leader; Cherry Lawson,
Region 7 Leader; Tami Webster, Region 8 Leader; Ashlee Coronado, Region 9 Co-Leader; and Jennifer
Pena, Board Liaison

CALL TO ORDER
Meeting was called to order by Chair Kara DeArrastia at 10:02 a.m.
ROLL CALL WITH INTRODUCTION OF ATTENDEES

Present via Microsoft Teams or Teleconference: Kara DeArrastia, Chair and Region 5 Leader; Jill
Adams, Co-Chair and Region 9 Co-Leader; Stacy Fobar, Region 1 Leader; Annie Meredith, Region
2 Co-Leader (on behalf of Kelly Williams); H. Michelle Stanley, Region 3 Leader; Dusty
Christopherson, Region 4 Leader; Sieanna Castillo, Region 6 Leader; Cherry Lawson, Region 7
Leader; Ashlee Coronado, Region 9 Co-Leader; and Jennifer Pena, Board Liaison

Absent: Tami Webster, Region 8 Leader

The attendees introduced themselves. Chair DeArrastia welcomed everyone and said she looks
forward to a productive 2020-21 year in the Committee and Association.

1. Approval of the Membership/Mentoring Committee Minutes from Tuesday, May 14, 2019

Dusty Christopherson moved to approve the minutes of the May 14, 2019 meeting; Ashlee
Coronado seconded the motion. Motion carried to approve the minutes of the May 14, 2019
meeting.

2. Brief Overview of the Roles and Responsibilities of the Membership/Mentoring Committee
and Region Leaders, including Member Attendance and Participation
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Chair DeArrastia noted the AMCA Handbook definition of the roles and responsibilities of the
Membership/Mentoring Committee and Region Leaders, and the Committee Member
Performance Expectations also defined in the Handbook, were included in the agenda materials.
She asked the Region Leaders to provide her with any questions, concerns, or other feedback
regarding the Handbook excerpts.

Adopt a Standard Schedule for Committee Meetings

Following discussion of the tentative FY 2020-21 Committee Meeting Schedule provided in the
agenda materials, the Region Leaders agreed to the following meeting dates and times:

e Thursday, November 12, 2020, from 10 to 11 a.m.
e Thursday, January 14, 2021, from 10 to 11 a.m.

e Thursday, March 11, 2021, from 10 to 11 a.m.

e Thursday, May 13, 2021, from 10 to 11 a.m.

The Committee meetings would be held via Microsoft Teams with an option for members to call
in if they are unable to access Teams.

Assign a Rotating List of Minutes-Takers for Committee Meetings

Chair DeArrastia asked whether the Region Leaders preferred a rotating list of minutes-takers
for the Committee meetings, based on a) the numerical order of the regions, or b) the
alphabetical order of the member’s last name. Another option is to simply ask for a volunteer to
take the minutes for the next Committee meeting as an agenda item during the present
meeting.

Individual members volunteered to take the minutes at an upcoming Committee meeting, as
follows:

e Thursday, November 12, 2020 — Ashlee Coronado

e Thursday, January 14, 2021 — Annie Meredith

e Thursday, March 11, 2021 — Co-Chair Jill Adams

e Thursday, May 13, 2021 — Stacy Fobar

Michelle Stanley offered to serve as a backup minutes-taker in case the assigned taker was not
available.

Chair DeArrastia said she would send out the minutes-takers list to the Region Leaders and
provide the minutes template to the assigned taker closer to the meeting date.
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Status of AMCA members with unpaid dues for FY 2020-2021 and City/Town Clerks who are
not AMCA members

Chair DeArrastia noted she sent out the latest listing to the Committee members yesterday,
September 9th, and inquired whether the Region Leaders were encountering any issues
reaching out to individuals in their respective region.

Annie Meredith and Stacy Fobar provided updates regarding members or potential members in
Regions 2 and 1, respectively. Chair DeArrastia said she would provide the information to the
League of Arizona Cities and Towns to update the master AMCA membership list accordingly.
She noted she would send out periodic reminders to the Region Leaders as additional changes
are made to the listings.

Discussion regarding the Membership/Mentoring Committee and Region Leaders section of
the AMCA Handbook

Chair DeArrastia noted according to the August Executive Board Retreat minutes, the Board
requested that the Committee follow up with non-paying members and clerks whose
membership has not been renewed and recommended adding this function to the Committee’s
section of the AMCA Handbook. She said the Region Leaders have been reaching out to the
individuals with unpaid membership dues in their respective region and providing their updates
for the master membership list. Chair DeArrastia explained the issue of reaching out to clerks
whose membership has not been renewed is further addressed in agenda item 7e., with the
idea of sending out a questionnaire to these individuals to determine if the reason they chose
not to renew their membership was cost, lack of time, or something else. Chair DeArrastia
offered to work on this assignment and follow up with the Region Leaders to gather feedback.

Jennifer Pena, Board Liaison, explained the Board wanted to learn what was specifically
preventing the clerks in smaller communities from joining the AMCA, such as cost or time
limitations. She said AMCA Scholarships are available to full and associate members for several
trainings throughout the year. A member only has to apply once for the entire year and simply
check the box next to the training opportunities they were interested in attending. Another perk
for joining the Association is the registration fees are lower for members versus non-members.

Chair DeArrastia requested that the Region Leaders provide her any feedback or suggestions via
email so she can provide it to the Executive Board for consideration.

Develop an Implementation Plan for the Committee Assignments and FY 2020-21 Goals
(include timeframes if possible):
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Solicit Region Mentors for the Mentoring Program Statewide as needed. Increase
participation with the Mentoring Program for both recruiting Mentors and reaching
out to new members who are requesting a Mentor.

Chair DeArrastia noted the AMCA Region Mentors 2020 List was included in the agenda
materials. She asked for volunteers to reach out to the listed Mentors to confirm their
interest in continuing to serve as a Mentor for FY 2020-21, and the name of their
mentee(s). Co-Chair Adams offered to perform this task.

Chair DeArrastia asked if the Region Leaders had ideas on how to increase participation
in the Mentoring Program for both recruiting Mentors and reaching out to new
members who are requesting a Mentor. She requested volunteers to work on an
implementation plan for promoting the Mentoring Program, including suggesting
changes to the Application if needed. Co-Chair Adams offered to work on this task,
noting that when she reaches out to the 2020 Mentors that she would also ask for their
input on ways to increase participation in the Mentoring Program. Chair DeArrastia
thanked Co-Chair Adams for volunteering and asked that she provide an update at the
Committee meeting on November 12, 2020.

Consider whether new members should be required to serve on a committee after
their second or third year of AMCA membership. How would we require seasoned
members to serve on a committee? Would this be an eligibility requirement for an
AMCA scholarship?

Chair DeArrastia asked the Region Leaders to consider the following questions:

1) Do you believe new members should be required to serve on a committee after
their second or third year of AMCA membership?

2) If so, how would we require seasoned members to serve on a committee?

3) Serving on a committee is an eligibility requirement for an AMCA scholarship: “Every
applicant must have served on and participated in at least one (1) AMCA committee
within the last two fiscal years of the date of application to be eligible to apply, or
must commit to one (1) year of service on a committee after receiving the
scholarship.” Do you recommend any changes to this requirement, or agree with
the way it is written?

Region Leaders and Board Liaison Pena engaged in a detailed discussion, resulting in the
following comments or questions:
e Some members with many years in the Association have never served on a
committee during their membership.
e Imposing a committee participation requirement is a delicate issue, as not
everyone has the time available to serve on a committee, especially in smaller
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communities where the municipal clerk wears multiple hats to include the City
or Town Manager or Treasurer.

The Executive Board has noticed a decline in members applying for an AMCA
Scholarship and are unsure of the reasons for such decline.

Instead of a requirement, members should be encouraged to participate in a
committee by being shown the value of such service.

Members who serve on an AMCA Committee can apply that service to earn
Experience points towards their Certified Municipal Clerk (CMC) designation
through the International Institute of Municipal Clerks (IIMC). This benefit
should be advertised more to the membership.

Some members may have joined a committee solely because of the scholarship
eligibility requirement to commit to one year of service on a committee after
receiving the scholarship.

If an individual has only two or three years in the membership, would they have
enough experience to serve on a committee? Experienced members can add
value to the committee.

Encouraging seasoned members to give back to their Association by
participating in a committee, while communicating the values, goals, and
mission of the organization, is critical.

Individuals in the AMCA membership for five or six years should be
recommended to participate in a committee.

The Professional Contribution requirements for the IIMC’s Master Municipal
Clerk (MMC) designation include committee participation.

All the AMCA trainings, including the Institute, Academy, Best Practices, Election
Training, and Athenian Dialogue, should include an announcement encouraging
members to join a committee.

It was noted that Mentors have been successful in recruiting their mentees to
join a committee.

Based on the discussion, Chair DeArrastia requested that the Region Leaders present the

guestions of requiring or encouraging both new and seasoned members to serve on a

committee, including suggesting ways to help increase participation in committees by

the membership, to all the members within their respective region. Such discussion

could take place either at a regional meeting or by e-mail. She noted she would email

the questions to the Region Leaders and asked they provide the comments to her for

compilation. An update on this item would be scheduled for the Committee meeting on
November 12, 2020.

Discuss how to highlight the benefits of membership in the Welcome to AMCA

brochure.
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Note: In the interest of time, Chair DeArrastia would email the Region Leaders asking
for ideas on revamping the brochure, to include listing the benefits of being a member
in the brochure and requesting volunteers to work on this project. Updates can be
provided at subsequent Committee meetings.

Consider ways we can increase participation in AMCA membership. For example,
reach out to Executive Assistants in city/town departments asking if they would be
interested in joining a professional association.

Region Leaders and Board Liaison Pena engaged in a detailed discussion concerning how
to increase the number of members in the Association. The following comments or
questions were noted:

e Be considerate of the mission and vision of the organization. Sometimes what
the AMCA teaches does not apply to all members, as it is primarily geared
towards municipal clerks.

e What is the value of being an AMCA member for those who are non-municipal
clerks?

e Do we need to reassess how we are extending AMCA membership to others?

e What is the primary goal of the Association? Can we support the non-municipal
clerk members?

e |t was noted that governmental employees can be members of several other
organizations, depending on their field.

e Should the membership be open to any and all individuals interested in joining?
Does this align with the overall mission of the Association?

Based on the discussion, Board Liaison Pena said she would relay their concerns and
guestions to the Executive Board at their next meeting. Chair DeArrastia noted she
would email this topic to the Region Leaders and asked them to reach out to all the
members within their respective region to solicit their input. Cherry Lawson said she
would provide her individual comments to the Chair and Co-Chair.

Prepare an ‘exit interview’ questionnaire surveying individuals who are still with their
city or town but decided not to renew their AMCA membership, to learn the reason(s)
why they left the association (deadline is Friday, November 13, 2020, to place the item
on the Executive Board agenda for their November meeting).

Chair DeArrastia said she would work on this assignment and follow up with the Region
Leaders via email.
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f. Prepare an article for the AMCA Clerk’s Insider newsletter on the Benefits of
Membership for the Spring 2021 publication (submission deadline is Friday, February
19, 2021).
Note: In the interest of time, Chair DeArrastia would email the Region Leaders asking
for volunteers to work on an article on the benefits of becoming a member. The draft
article could be presented for review and feedback at the Committee meeting on

January 14, 2021.

g. Suggestions and input by Committee members on new roles, different roles,
improvement in processes, etc.

Note: In the interest of time, this topic would be a standing agenda item for the Region
Leaders to provide any additional suggestions or input regarding the roles and
responsibilities of the Committee or the Association in general.
8. Good of the Order/Comments from Committee Members
No discussion.

9. Next Meeting Date

The next Committee meeting is scheduled for Thursday, November 12, 2020, from 10 to 11
a.m., via Microsoft Teams.

10. Adjournment

The meeting was adjourned at 11:20 a.m.

Kara DeArrastia
Minute Taker

Kara DeArrastia, Deputy City Clerk — City of Tempe
2020/2021 Membership/Mentoring Committee Chair
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AMCA REGION MENTORS 2021

Region 1:
Region 2:
Region 3:

Region 4:

Region 5:

Region 6:
Region 7:
Region 8:

Region 9:

Cindy Pemberton, Town Clerk of Camp Verde
Sue Stein, City Clerk for Bullhead City
Tamra Reidhead, City Clerk for the City of Show Low

Sherry Ann Aguilar, City Clerk for City of Surprise
Julie Bower, City Clerk for the City of Glendale

Dee Ann Mickelson, City Clerk for the City of Mesa
Liz Burke, Town Clerk for the Town of Fountain Hills (Not Confirmed)

Vanessa Bueras, City Clerk for the City of Maricopa
Roger Randolph, City Clerk for the City of Tucson
Tami Webster, City Clerk for the City of Safford (Not Confirmed)

Ashlee Coronado, City Clerk for the City of Bisbee



AMCA Committee Participation Questionnaire

To better serve the Arizona Municipal Clerks’ Association (AMCA) members, we would like to know why
members decide to participate in the Association’s Committees. Please take a few minutes to fill out
this survey. Your input will help guide the AMCA so that we remain relevant and valuable to all
municipal clerks across the state.

By serving on an AMCA Committee, members have the opportunity to bring new ideas to the
Association and watch them come to fruition, grow in their careers, and explore creative ways to
overcome challenges. Interested in learning more or joining a committee? Please visit
www.azclerks.org and select the Committees webpage where you can find a brief description of each
Committee and the contact information for each Committee Chair.

1. How long have you been a member of the AMCA?
[ILess than 1 year
[J1-3 years
[J4-5 years
[]6 years or more

2. Have you ever participated in an AMCA Committee?
(Yes
[INo

3. If you have participated in a Committee, how long were you in the membership before you first
joined a Committee?

[CdLess than 1 year
[11-3 years
[J4-5 years

[J6 years or more

4. If you have never participated in a Committee, please select the reason(s) why:
[ITime constraints
[IDid not see the value or benefit of joining
[1Unsure of the time commitment involved
[IFelt it was too early in my career
[INo interest
[lIntend to join next year
[1Other reason

5. Please complete the following: | would join an AMCA Committee if...



https://www.azclerks.org/

If you have participated in a Committee, is there anything that would have made your
experience more beneficial or valuable?

What did you gain from your Committee participation?

If you have joined a Committee in the past, would you recommend it to other clerks? Why, or
why not?




FIRST NAME LAST NAME TITLE CITY/TOWN EMAIL REGION
REQUESTED TO BE REMOVED FROM MEMBERSHIP
1 |Karen Dingman Development Services Records (08/10/2020) Scottsdale, City of kdingman@scottsdaleaz.gov 5
2 |Ann Marie Fantasia Program Assistant (7/15/2020) Mesa, City of annmarie.fantasia@mesaaz.gov B
3 |Maureen Fredrickson Office Support Specialist (7/15/2020) Apache Junction, City of ' mfredrickson@ajcity.net 5
4 Nolette Hernandez Records Clerk - (08/31/2020) Marana, Town of nhernandez@maranaaz.gov 7
5 |Barbara Mary Kelly Senior Administrative Assistant (8/10/2020) Apache Junction, City of bkelly@ajcity.net 5
6 |Robin Van Kirk Town Clerk Specialist (08/10/2020) Gilbert, Town of robin.vankirk@gilbertaz.gov B




Reach out to individuals who requested to be removed from AMCA membership this 2021-21 fiscal
year, even though they did not move out of state or leave the municipal clerk field.

Ask them the following questions:

1. Do you intend to renew your AMCA membership this year? (If they answer ‘yes’, please direct
them to the AMCA website at https://www.azclerks.org/, navigate to ‘Membership

Information’, then select ‘Join AMCA'.)
a. What about next year?

2. What are the reasons you decided not to renew your membership this year? Was it budget
reductions, time constraints, or something else?

3. Please complete the following: | would have renewed my membership if...
4. What would have made your membership more beneficial?

5. What did you gain from your membership?

6. Would you recommend the AMCA to other clerks?

7. What would encourage you to re-join?
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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.

Review the master AMCA membership list and notify the League of Arizona Cities and Towns at
AMCAIinfo(@azleague.org with updates as needed.

Ensure that the Membership/Mentoring Committee forms posted on the AMCA website are up-to-date
and provide any new or updated forms to the League of Arizona Cities and Towns as needed. This
includes the Welcome packets of materials for members new to the AMCA and potential members.

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 and to
the Communications Committee for inclusion in the AMCA Newsletter.
e Meetings may take place in conjunction with any AMCA meeting or via telephone conference
calls or virtual meeting tools.
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.
e At the committee’s first meeting of the fiscal year, review the requirements of the Committee
including attendance and participation.
e FEmail a brief summary of the committee’s discussions and actions after each meeting,
including the expected next meeting date, to the AMCA Listserv at amca@list.azclerks.org
and to the League at AMCAinfo@azleague.org.

Assign a rotating list for members of the committee to take minutes of the meetings.
Chair or Vice Chair shall serve as the liaison to the Communications Committee.

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.

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.
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10.

11.

12.

13.

14.

15.

Provide input to the AMCA President regarding Region Leader appointments.

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

Working with the Executive Board Treasurer, no later than two months before the annual meeting,
submit to the League of Arizona Cities and Towns a list of members who are eligible for all awards.
The Membership/Mentoring Committee Chair 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 AMCA Quarterly-Newsletter.

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

The AMCA Membership/Mentoring Committee shall:

1.

At the beginning of the fiscal year, Rreview the listing of municipal clerks whoiehk have not paid their
membership dues and provide a reminder.

Solicit Region Mentors for the Mentoring Program Statewide as needed. Increase participation with
the Mentoring Program for both recruiting Mentors and reach out to new members who are requesting
a Mentor.

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 the 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_for use as a guiding
document for the next Committee regime.

Take minutes of the committee meetings for which they are assigned and provide their approved
minutes to AMCAinfo@azleague.org. If a member of the committee is unable to attend the meeting
they are assigned to take minutes for, the committee member is responsible for switching dates with
another member or finding another member to take the minutes on their behalf.
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The AMCA Regional Leaders shall:

1.

10.

11.

12.

At the beginning of the fiscal year, follow up with members within their region who have not paid
their membership dues and clerks who requested to be removed from the membership. Region Leaders
shall use personal communication methods to reach out to the clerks with unpaid membership dues or
non-renewed membership and provide updates to the Membership/Mentoring Committee Chair.

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.

The initial meeting with clerks within their region, whether in person-ex, by phone or virtually, 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 their 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 their region of deadlines for articles in the AMCA
aNewsletter.

Encourage members within the region to contact their 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 AMCA nNewsletter as well as to the
Communications Committee Chair or designee for posting on the AMCA website.

Whenever there is a new municipal clerk within their region, eentaet-call or email 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.

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

Develop and maintain a Regional Leaders succession plan for use as a guiding document for the next
regime of Region Leaders.
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to the Arizona Municipal Clerks’ Association

The Arizona Municipal Clerks' Association
(AMCA\ is a professional organization dedicated to
providing assistance and opportunities for
education, professional development, personal
growth and leadership.

AMCA was founded in 1961. Our mission is to
promote excellence and professionalism through
support, communication and educational
opportunities for each member. AMCA is
committed to maintaining a high standard of
leadership, respect, and integrity in all aspects of
our operations and in our professional and business
conduct. We strive to reflect the highest ethical
standards and provide educational and
networking opportunities for the betterment and
enrichment of the “Clerk” profession.

Committees & Mentoring

AMCA has many opportunities for serving on various
committees, a list of which is on page 2 of this
document. Members apply annually and are appointed
by the incoming President.

One such committee, the Membership/Mentoring
Committee, provides a network between clerks and
facilitates the exchange of information between clerks’
offices. The Committee assists clerks throughout
Arizona, particularly those new to the profession or to
the state, by sharing experience and information. The
state is divided into regions with each region meeting
periodically. Representatives from each of the state’s
regions serve as region leaders and provide the
Membership/Mentoring Committee with its
membership, along with a Chairman.

Networking Opportunities

Members of the Association have the opportunity to
meet municipal clerks from other jurisdictions throughout
the State of Arizona who share common concerns and
circumstances. This gives members a tremendous
information resource by providing a network of informed
individuals available for the exchange of ideas,
experiences and perspectives.

Educational Opportunities

In conjunction with the League of Arizona Cities and
Towns, the AMCA conducts an election workshop each
year to provide clerks with the training required to
become a Certified Municipal Elections Official.
Participants must complete three years of the election
certification program and receive a passing grade on a
written examination in order to attain this designation.

The AMCA Annual Conference is held in conjunction
with the annual election workshop each year.

Points for attending the election workshop are given
toward certification through the International Institute of
Municipal Clerks (IIMC), in order to obtain the designation
of Certified Municipal Clerk (CMC) and/or Master
Municipal Clerk (MMC). More information regarding
IIMC is included on the following page.

Scholarships

The Arizona Municipal Clerks' Association is dedicated
fo supporting its members and their professional
education through providing scholarship opportunities,
which are awarded on a competitive basis. For more
information please visit the AMCA website at
www.azclerks.org.
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International Institute of Municipal Clerks
The International Institute of Municipal Clerks actively
promotes the continuing education and professional
development of municipal clerks worldwide. Through
extensive education programs, certification, publications,
networking, conferences and research, [IMC inspires
clerks to expand and advance beyond their present
level of development. For additional information on the
organization, visit their website at www.iimc.com.

Arizona Municipal Clerks Institute

Officially recognized by IIMC in 1975, this annual
weeklong educational training program is designed to
enable clerks to earn the Certified Municipal Clerk
(CMC) designation. Candidates for certification must
meet the educational and experience requirements and
be a member of IIMC for two years.

Arizona Municipal Clerks Academy

This annual advanced continuing education program
provides instruction in executive-level municipal
management. The Master Municipal Clerk (MMC)
designation is awarded to clerks who wish to contin-
ve their professional development beyond the CMC.
Academy members must demonstrate that

they have actively pursued educational and professional
activities and have remained informed of current
socio-political, cultural, and economic issues that affect
local governments and municipalities.

The Institute and Academy are designed by the School
of Public Affairs at Arizona State University and AMCA
to meet the professional development needs of Arizona

municipal clerks.
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AMCA Executive Board

President

Rhonda Geriminsky, MMC
City Cerk, City of Peoria

Vice President

Teresa Riza, CMC

Open Meeting Law & Council Support
Supervisor, City of Phoenix

Treasurer

Darcie McCracken, MMC
City Cerk, City of Goodyear

Secretary
Jennifer Pena, CMC

City Cerk, City of Apache Junction

Immediate Past President
Tracie Bailey, MMC
Chief Deputy Town Cerk, Town of Payson

Committees

Communications Committee

Education Committee

Election Committee

Handbook and Constitution Committee
Legislative Committee
Membership/Mentoring Committee
Records Management Committee
Scholarship Committee

MEMBERSHIP INFORMATION

FULL MEMBER (Voting Member)
(Municipal, District or County Clerk, Deputy or Asst Clerk)

POPULATION DUES
More than 20,000 $165.00
Less than 20,000 $ 90.00

ASSOCIATE MEMBER

(Other governmental employees - with no voting rights)
Associate Member dues are $65.00.

RETIRED MEMBER dues are $10.00.
STUDENT MEMBER dues are $20.00.

Dues for new members joining after January 1 are
one-half of the applicable annual dues.




Whatisa
Municipal Clerk

An Overview of the Municipal Clerk Profésion

"No other office in municipal service has so many contracts. It serves the mayor, the city council, the city manager
(when there is one), and all administrative departments without exception. All of them call upon it, almost daily, for some
service or information. lts work is not spectacular, but it demands versatility, alertness, accuracy, and no end of

patience. The public does not realize how many loose ends of city administration this office pulls together.”

What is the history of municipal clerks?

Along with the tax collector, municipal clerks are the oldest
public servants in local governments. Clerks, in one form
or another, have been around since before the advent of
writing. They have been known by such titles as “scribes,”
“reminders,” “remembrancers,” “clerks,” “mayors of the

palace,” and “clarkes.”

From earliest times, the clerk has been historian, archivist,
public reader of official documents, keeper of the laws, and
fee collector, as well as being responsible for publishing
official documents. Over the years, these duties have
remained unchanged.

What do municipal clerks do today?

While humble in its beginnings as a profession and
unchanged in some respects, so diverse is the role of the
municipal clerk today, that no two clerks’ roles are alike.
Nevertheless, clerks share eight core responsibilities:

General management

Records management

Elections

Meeting administration

Management of by-laws, articles of incorporation,
ordinances or other legal instruments

Human resources management

* Financial management

e Custody of the official seal and execution of

official documents

The municipal clerk’s role goes far beyond the responsibilities
set out in the eight core responsibilities. Most clerks are

responsible for maintaining the local body of laws known
as city codes. With changing technology and laws and
increased demand for information, clerks are responsible

for website administration. Another semi-universal responsibility

is that of managing boards and commissions and providing
training to board and commission members. Clerks by
necessity must be on top of changing laws and new laws
to ensure that their organizations and employees stay in
compliance with the laws.

Professor William Bennett Munro (1934)

Many clerks issue marriage certificates, passports,
business/sales tax licenses, liquor licenses, offrack betting
licenses, and bingo licenses. Some clerks are responsible
for managing their organization’s policies and procedures.

If that weren’t enough, some clerks are called upon to
double as finance directors, public information officers,
and risk managers for their organization and to serve as
city/town managers.

Where do clerks fit within the hierarchy
of their municipal organizations?

“Municipal Clerks are the hub of government, the direct link
between the inhabitants of their community and their government.
The Clerk is the historian of the community, for the entire recorded
history of the town (city) and its people is in his or her care.”

International Institute of Municipal Clerks website: www.iimc.org

More than simply public servants, clerks sit in the center of
a wheel, the spokes of which are the city/town council,
city/town manager, the organization, and the public.

Clerks are leaders in their organizations. Their leadership
is defined by service to the organization, community, and
elected body. They are the elections officials for the
community. Clerks head up their departments, supervise
personnel, administer records management programs,
share vital information, participate in administrative
meetings, exercise quasi-judicial authority, establish
administrative procedures, set policies, and are a critical
communications link in a 360 degree circle. Clerks spend
equal parts of time working with senior administrators,
mid-level administrators, staff at every level of the organi-
zation, the public, and elected and other officials within
and outside their organizations.
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Are cities and towns required to have
municipal clerks?

Arizona laws require municipalities to appoint city/town
clerks: A.R.S. §8§ 9-237 and 9-271. Clerks are one of only
a handful of municipal officials designated by statute.

Do statutes prescribe the duties of
city/town clerks?

A number of Arizona statutes regulate the duties and
responsibilities of clerks.

The Arizona Constitution, Article 4, Part 1, Section 1(9)
states that municipal initiative and referendum petitions
shall be “addressed” to the “city clerk.”

Likewise, Title 19 of the Arizona Revised Statutes assigns
the duty of receiving, processing, and verifying initiative,
recall, and referendum petitions to the clerk. These laws

further place the responsibility for receiving pro and con
arguments on municipal clerks, as well as assigning and
collecting a fee for the arguments and for preparing and
distributing informational pamphlets to the voters.

Rule 4.1 of the Arizona Rules of Civil Procedure Code,
upheld by Arizona case law, designates municipal clerks
as one of only three officials authorized to receive service
of process of summonses and complaints, claims, notices
of claim, and other special actions against a municipal
organization.

Title 16 of the Arizona Revised Statutes delegates local
election activities to the city/ town clerk, thus making the
clerk the de facto elections official. See also A.R.S. §
9-821. In addition, Title 16, Chapter 9, charges city/town
clerks with the responsibility for enforcing campaign
finance law and receiving campaign finance reports.

Clerks are required to keep the record of all proceedings
of the elected public body, keep and preserve all books
and records pertaining to the elected body, post penal
ordinances, and file and record oaths of office. A number
of laws require that plat maps, proceedings for the removal
of commissioners, improvement district plans, maps of
service areas, legal opinions, statements of posting places,
notices of public meetings, and official public records be
filed with the city/town clerk. Clerks are vested with the
authority to prepare certified copies of official documents
on behalf of the organization and to maintain custody of
the official seal. By inference, clerks are entrusted with the
custody of ordinances and resolutions.

AR.S. §§ 9237, 9-271, 9-802, 9-813, 9-821, 19-142,
36-1405, 38-431.02, and 38-507.

*Some statutes may not apply to your city or fown.

What educational opportunities are
offered to Arizona municipal clerks?

A multitude of educational opportunities are available to
Arizona clerks. The annual Clerks’ Academy and Institute
are offered by Arizona State University in conjunction
with the Arizona Municipal Clerks’ Association and the
International Institute of Municipal Clerks.

The Arizona Municipal Clerks Association also offers a
one-day annual conference in conjunction with the League
of Arizona Cities and Towns' election training, at which
educational training is conducted.

The League of Arizona Cities and Towns sponsors courses
throughout the year including elections training, the League
annual conference, and other sessions. In addition, the
Election Services Division staff of the Secretary of State’s
Office offers Election Officer Certification and Training
classes every two years.

Are professional certifications available
to municipal clerks?

Two certifications are offered through the International
Institute of Municipal Clerks:

e Certified Municipal Clerk (CMC).
* Master Municipal Clerk (MMC).

Clerks must earn experiential and educational credits to obtain
designation as a certified municipal clerk; and, to maintain it,
continuing education and professional development are
necessary. To achieve the designation of master municipal
clerk, substantial additional documented personal and
professional development is required.

Finally, to become certified, municipal clerks are required
to sign an oath that commits to the highest degree of ethics
both professionally and personally, to be impartial, neutral,
and to uphold the laws of the land.

For more information about educational opportunities and
certification, please visit:

www.azclerks.org
www.iimc.com
www.azleague.org
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