ARIZONA MUNICIPAL CLERKS’ ASSOCIATION
REGION 2 COMMITTEE MEETING

! MC (Conference Call)
Tuesday, April 27, 2021

ARIZONA MUNICIPAL CLERKS ASSOCIATION

Committee Members: Kelly Williams (Chair), Annie Meredith (Co-Chair), Tina Abriani, Lynda Bushong,
Sonia Cornelio, Shannon Davis, Tadeo A. De La Hoya, Sandra Jones, Larry Killman, Melissa Lopez,
Melinda Mauser, Debie Ogden, Jennifer Philips, Janet Pierson, Susan Stein, Janet Taylor, Ana
Valenzuela, Amy Putnam, Andrea Moreno, Francia Alonso, Marianne Salem, Ginny Anderson, Tanya

Furgueson.
1. Callto Order and Roll Call
2. Welcome and Introductions
a. Ms. Marianne Salem, Executive Assistant, Mohave County
b. Ms. Ginny Anderson, Clerk of the Board, Mohave County
c. Ms. Tanya Fergueson, Deputy City Clerk, City of Kingman
3. Approve Region 2 Minutes from January 12, 2021 (Attachment A)
4. New Business:
A. Discussion Regarding Arizona State Library, Archives, and Public Records (ASLAPR)
General Retention Schedule Updates
B. Discussion Regarding 2021 AMCA Clerks Week Packet (Attachment B)
C. Discussion Regarding AMCA Region 2 Basket Fundraiser (Attachment C)
D. Discussion Regarding Upcoming Educational Opportunities
E. AMCA Committee Updates & City/Town Updates
a) Submissions for AMCA Summer issue of The Clerk’s Insider newsletter due by
May 21, 2021
b) Please notify Region 2 Leader of new clerk arrivals
c) Please notify Region 2 Leader of clerk departures/retirements
5. Next Meeting —=TBD
6. Adjournment

10:00 a.m.

Remote Conferencing

Zoom Meeting ID: 956 8183 1889
Passcode: 412708




ATTACHMENT A

ARIZONA MUNICIPAL CLERKS’ ASSOCIATION
REGION 2 MEETING MINUTES DRAFT

/ \M C Tuesday, January 12, 2021

ARIZONA MUNICIPAL CLERKS ASSQCIATION 10:00 a.m.
Remote Conferencing
Via Zoom Platform

Committee Members: Tina Abriani, Lynda Bushong, Sonia Cornelio, Shannon Davis, Tadeo A. De La
Hoya, Sandra Jones, Larry Killman, Melissa Lopez, Melinda Mauser, Annie Meredith, Debie Ogden,
Jennifer Philips, Janet Pierson, Amy Putnam, Susan Stein, Janet Taylor, Francia Abriani, Kelly Williams
(Region 2 Leader)

1. Call to Order and Roll Call
Chair Williams called the meeting to order at 10:02 a.m.

ROLL CALL

PRESENT: Members Kelly Williams, Annie Meredith, Francia Alonso, Sonia Cornelio,
Shannon Davis, Melissa Lopez, Andrea Moreno, Debie Ogden, Janet Pierson,
Susan Stein, Janet Taylor.

ABSENT: Members Tina Abriani, Lynda Bushong, Tadeo A. De La Hoya, Sandra Jones,

Larry Killman, Melinda Mauser, Jennifer Phillips, Any Putnam.

2. Welcome and Introductions
Chair Williams welcomed Francia Alonso, City of San Luis, to the Region 2 Committee. Ms.
Alonso introduced herself to the members.

3. Approve Region 2 Minutes from October 13, 2020 (Attachment A)
Co-Chair Meredith moved to approve the October 13, 2020, meeting minutes, seconded by
Member Stein, and unanimously carried.

4. New Business
A. Discussion regarding Arizona State Library, Archives, and Public Records (ASLAPR)
General Retention Schedule Updates
Chair Williams stated that there were two updates to the General Retention Schedule since
the last meeting and reviewed the updates.

B. Discussion regarding Documenting Responses to COVID-19

Chair Williams asked if any of the committee members had created any processes on
documenting responses to COVID-19. She noted that the 2020 Winter issue of The Clerk’s
Insider newsletter included an article from the IIMC Newsletter titled “Documenting
Responses to COVID-19” with some information on what you should save to document your




agency’s response to the pandemic. The members discussed what their cities/towns are
doing to collect/protect these records.

C. Discussion regarding Remote Meeting Processes/Best Practices

Chair Williams asked if any of the committee members wanted to share any best practices
on remote meetings/conferencing processes. Several committee members shared their past
and current meeting processes (relating to remote, in-person, and/or hybrid meetings) and
the platforms they were using for remote meetings. Several of committee members said
they have not resumed in-person meetings yet and spoke on their processes for public
participation and comments.

D. Discussion regarding Serving on AMCA Committees/AMCA Facebook
Discussions/Future Educational Session Topics

Chair Williams said AMCA is looking for members to serve on committees next year and

encouraged members to consider serving on one or more committees. She said anyone with

qguestions could reach out to her or Co-Chair Meredith. She said AMCA has been sending

out information on committees, meetings, and educational topics by email and on the

AMCA Facebook page.

E. Discussion regarding Upcoming Educational Opportunities
Chair Williams announced several upcoming AMCA educational training opportunities
including the Spring Athenian Dialogue, and Institute and Academy.

F. AMCA Committee Updates & City/Town Updates

a. Submissions for Spring issue of The Clerk’s Insider newsletter
Chair Williams indicated that submissions for the Spring issue of The Clerk’s Insider
newsletter are due by February 19, 2021.

b. Please notify Region 2 Leader of new clerk arrivals
Chair Williams reminded members to notify her of any clerk arrivals

c. Please notify Region 2 Leader of clerk departures/retirements
Chair Williams reminded members to notify her of any clerk departures or retirements.

Several committee members reported on updates from their cities/towns.
Next Meeting — April 13, 2021 @ 10:00 a.m. (Telephonically)
Chair Williams said the next meeting is scheduled for April 13, 2021, at 10:00 a.m. via remote

conferencing. She reminded members to send any agenda items/topics to her by email.

Adjournment — The meeting adjourned at 10:49 a.m.
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ATTACHMENT B

What is Clerks Week and why you should
celebrate!

Clerks are one of the most under recognized professionals, typically staffed by humble civil
servants that are too busy keeping everyone organized to stop and explain how they do it. And
when asked that dreaded question What does a Clerk do?, they tend to shy away and say
things like “create agendas, take minutes, or work with Council Members” instead of
answering truthfully with the impressive list of duties they do behind the scenes. So how will
the world know just how amazing clerks are? Simple answer, you can celebrate IIMC’s
Clerks Week and proudly promote being a clerk.

Clerks Week celebrates the clerk profession internationally and provides you the unique
opportunity to promote yourself, your department and your staff. It might go against the very
nature of your being to brag about yourselves, but it is important that people
understand what clerks do and why they are an important part of the organization
(especially during budget time when you need new software or must justify an increase in your
training line item). To help you with that foreign feeling of self-promotion the AMCA
Communications Committee, in collaboration with the Membership/Mentoring Committee, has
created a Clerks Week Promotional Packet with ideas of how you can celebrate and promote
the clerks profession at your municipality!

The Clerk’s Week Promotional Packet includes:

o A Clerks Week Proclamation for you to use at your municipality. Accepting it at a meeting may
be intimidating, but it gives your Council a chance to show their appreciation and it is a public
forum to showcase the Clerks Department.

+ A Clerks Week Promotional Flyer for you to display and/or post to social media to explain what
a clerk is and what clerks do.

e« The AMCA's What is a Municipal Clerk brochure and the Welcome to the AMCA flyer for you
to display and/or share on social media to educate on what a clerk is and to promote the
AMCA.

o Alink to the League of Cities and Town’s What is a Municipal Clerk video to post on social
media. Contact us if you would like the original file emailed.

¢ An |IMC Fact Sheet and a link to the [IMC’s Clerks Week promotional packet for even more
ideas!

Other Promotional ideas:

https://www.azclerks.org/index.asp?SEC=4502EA73-0452-48BF-9AF0-96764AB45325 12


https://www.azclerks.org/vertical/Sites/%7B41D989AB-44D3-4C15-9AC5-81BB0C8A7932%7D/uploads/Clerks_Week_Proclamation_Template.docx
https://www.azclerks.org/vertical/Sites/%7B41D989AB-44D3-4C15-9AC5-81BB0C8A7932%7D/uploads/2021_Clerks_Week_Flyer.pdf
https://www.azclerks.org/vertical/Sites/%7B41D989AB-44D3-4C15-9AC5-81BB0C8A7932%7D/uploads/What_is_a_Municipal_Clerk_flyer.pdf
https://www.azclerks.org/vertical/Sites/%7B41D989AB-44D3-4C15-9AC5-81BB0C8A7932%7D/uploads/Welcome_to_the_AMCA.pdf
https://www.azclerks.org/vertical/Sites/%7B41D989AB-44D3-4C15-9AC5-81BB0C8A7932%7D/uploads/What_is_a_Municipal_Clerk-_-1080p-210202.mp4
https://www.azclerks.org/vertical/Sites/%7B41D989AB-44D3-4C15-9AC5-81BB0C8A7932%7D/uploads/IIMC_Fact_Sheet.pdf
https://www.iimc.com/156/Municipal-Clerks-Week
https://www.azclerks.org/

4/26/2021 Clerks Week - Arizona Municipal Clerks Association

» Host a celebration party — invite coworkers or open it to the public, but definitely serve
food or fancy cupcakes to show it’s a celebration!

 Invite the public to tour the Clerk’s Office and ask questions so they can get to you
know you and what your department does.

o Create a public “Brag Board” to display of how many public records request were
completed, how many meetings were attended, contracts processed, etc.

The goal is to engender respect and understanding of what clerks do and to highlight their
accomplishments for not only the public and organization to acknowledge, but also to remind
clerks that they are awesome!

Please contact the Communications Committee Chair Michelle Stanley at
hstanley@paysonaz.gov or Co-Chair Stacy Fobar at stacy.fobar@flagstaffaz.gov with
questions or ideas regarding Clerks Week!

https://www.azclerks.org/index.asp?SEC=4502EA73-0452-48BF-9AF0-96764AB45325
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ATTACHMENT C

Kelly Williams

From: Crystal Hadfield <chadfield@willcox.az.gov>

Sent: Wednesday, April 7, 2021 4:29 PM

To: ffernandez@pvaz.net; Kelly Williams; Annie Meredith; Stanley, Harryette;
dchrisopherson@afma.az.gov; Kara De Arrastia; scastillo@coolidgeaz.com; Cherry
Lawson; Tamara Webster; acoronado@bisbeeaz.gov

Cc: Darcie McCracken

Subject: Scholarship Committee Fundraising Proposal

Good Afternoon Region Leaders,

The Scholarship Committee had a meeting this morning to discuss our fundraising efforts for this year. Since COVID hit
everyone pretty hard and since most trainings will be virtual, we have decided to use an online fundraising platform to
raise funds for next year’s scholarships. We are asking if every region could come up with a basket or gift of some sort
that could be raffled online. We have some very talented people who have already offered to make quilts, etc. Please

let me know what your region’s thoughts are so we can move forward on this.

Thanks and have a wonderful day!!

Crystal Hadfield

Finance Director/City Clerk
City of Willcox

101 S. Railroad Ave. Ste B
Willcox, AZ 85643

(520) 766-4203
chadfield@willcox.az.gov




	April 27th Meeting - Agenda
	2021-01-12  AMCA Region 2 Meeting Minutes - Draft
	Clerks Week - Arizona Municipal Clerks Association
	Attachment

