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ARIZONA MUNICIPAL CLERKS’ ASSOCIATION 

REGION 5 QUARTERLY MEETING AGENDA 
 

Wednesday March 10, 2021 
10:00 a.m. 

Zoom 
Click Here to Join 

Call Option: +1 253 215 8782  
Meeting ID: 976 5262 9683 

 
Committee Members:   Lisa Anderson, Denise Archibald, Erica Barba, Jill Bright, Elizabeth Burke, Cathleen 

Butteweg, Megan Casey, NaTrace Chambers, Rommel Cordova, Cynthia Cornejo, 
Kara DeArrastia, Dana DeLong, Karen Doncovio, Carrie Dyrek, Christopher Feltz,  
Heather Figueroa, Kandace French Contreras, Jane Fuller, Jessica Gerspach, 
Samantha Gesell, Maria Gonzalez, Agnes Goodwine, Missy Gunter, Chaveli 
Herrera, Jim Keen, Jeff Kulaga, Ben Lane, Joy Maglione, Judy Martinez, Dee Ann 
Mickelsen, Duncan Miller, Jennifer Miller, Holly Moseley, Tessa Otero, Jennifer 
Pena, Carla Reece, Teresa Riza, Victoria Roedig, Cassandra Santos, Kay Savard, 
Shirley Smith, Melanie Talbot, Vanessa Wisneski 

 
1. CALL TO ORDER – Roll Call 

 
2. MINUTES 

Discuss and consider approval of the October 21, 2020 Quarterly Region 5 Meeting Minutes. 
 

3. NEW BUSINESS 
a. Region 5 quarterly meeting schedule through June 2021 (attached) 
b. 2021 AMCA Clerks Week Packet (attached) 

 
4. GOOD OF THE ORDER / COMMENTS FROM REGION 5 MEMBERS 
 
5. REMINDERS 

a. Submissions for Summer issue of The Clerk’s Insider newsletter due by Friday, May 21, 
2021 

b. Please notify Region 5 Leader of new clerk arrivals, clerk departures/retirements, or 
promotions  

c. Spring 2021 Athenian Dialogue via Zoom, April 13 & 14 (two half day sessions from 9:00 
a.m. to Noon).  Early registration opening the week of March 8, 2021. 

 
6. NEXT MEETING DATE AND LOCATION 

Co-hosted by Town of Queen Creek and City of Apache Junction on a date to be determined in 
April 2021 

 
7. ADJOURNMENT  

 
Samantha Gesell, CMC 
Planning Clerk 

https://zoom.us/j/97652629683#success
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Town of Carefree  
Samantha@carefree.org       
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ARIZONA MUNICIPAL CLERKS’ ASSOCIATION 

REGION 5 COMMITTEE MEETING MINUTES 
Wednesday, October 21, 2020 

 
Committee Members:  Lisa Anderson (City Clerk Assistant, Mesa), Denise Archibald (City Clerk, Phoenix), 
Erica Barba (Assistant City Clerk, Chandler), Jill Bright (Deputy City Clerk, Apache Junction), Elizabeth 
Burke (Town Clerk, Fountain Hills), Cathleen Butteweg (Deputy City Clerk/Records Manager, Scottsdale), 
Megan Casey (Public Affairs Management Analyst, Central Arizona Water Conservation District), NaTrace 
Chambers (Town Clerk Specialist, Gilbert), Rommel Cordova (City Clerk Supervisor, Scottsdale), Cynthia 
Cornejo (Deputy Clerk of the Board, Maricopa County Special Health Care District), Kara DeArrastia 
(Region 5 Leader; Deputy City Clerk, Tempe), Dana DeLong (City Clerk, Chandler), Karen Doncovio 
(Assistant City Clerk, Tempe), Carrie Dyrek (Town Manager, Cave Creek), Christopher Feltz, Senior 
Administrative Assistant, Scottsdale), Heather Figueroa (City Clerk Management Assistant, Chandler), 
Kandace French Contreras (Town Clerk/Treasurer, Carefree), Jane Fuller (Town Clerk, Cave Creek), 
Jessica Gerspach (City Clerk Assistant, Mesa), Samantha Gesell (Planning Clerk, Carefree), Maria 
Gonzalez (Town Clerk, Queen Creek), Agnes Goodwine (Deputy City Clerk, Mesa), Missy Gunter 
(Management Specialist, Queen Creek), Chaveli Herrera (Deputy Town Clerk, Gilbert), Carolyn Jagger 
(City Clerk, Scottsdale), Jim Keen (Assistant Town Clerk/Accountant, Carefree), Jeff Kulaga (Town 
Manager/Clerk, Guadalupe), Ben Lane (Deputy City Clerk, Phoenix), Joy Maglione (Deputy Town Clerk, 
Queen Creek), Judy Martinez (Town Clerk Specialist, Gilbert), Lisa Maxwell (Town Clerk, Gilbert), Dee 
Ann Mickelsen (City Clerk, Mesa), Duncan Miller (Town Clerk, Paradise Valley), Jennifer Miller (Board 
Support Specialist, Central Arizona Project), Holly Moseley (Deputy City Clerk, Mesa), Tessa Otero 
(Elections Specialist, II, Phoenix), Jennifer Pena (City Clerk, Apache Junction), Carla Reece (City Clerk, 
Tempe), Teresa Riza (Council Support & OML Supervisor, Phoenix), Victoria Roedig (Records 
Management Coordinator, Chandler), Cassandra Santos (Assistant Clerk, Maricopa County Special Health 
Care District), Kay Savard (Deputy Town Clerk, Guadalupe), Shirley Smith (Executive Assistant, Tempe), 
Melanie Talbot (Chief Governance Officer/Clerk of the Board, Maricopa County Special Health Care 
District), Vanessa Wisneski (Senior Program Assistant, Mesa) 
 

1. CALL TO ORDER – Roll Call 
Meeting was called to order by Judy Martinez (Town Clerk Specialist, Gilbert) at 10:03 a.m. 
 
The following members were present via WebEx:  Lisa Anderson (City Clerk Assistant, Mesa), 
Denise Archibald (City Clerk, Phoenix), Cathleen Butteweg (Deputy City Clerk/Records Manager, 
Scottsdale), NaTrace Chambers (Town Clerk Specialist, Gilbert), Kara DeArrastia (Region 5 
Leader; Deputy City Clerk, Tempe), Maria Gonzalez (Town Clerk, Queen Creek), Agnes Goodwine 
(Deputy City Clerk, Mesa), Chaveli Herrera (Deputy Town Clerk, Gilbert), Ben Lane (Deputy City 
Clerk, Phoenix), Joy Maglione (Deputy Town Clerk, Queen Creek), Judy Martinez (Town Clerk 
Specialist, Gilbert), Lisa Maxwell (Town Clerk, Gilbert), Holly Moseley (Deputy City Clerk, Mesa), 
and Carla Reece (City Clerk, Tempe).  
 

2. WELCOME / INTRODUCTIONS 
Everyone introduced themselves and either shared what they were most looking forward to this 
fall or what their favorite Halloween costume was.  
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3. MINUTES 
Cathleen Butteweg moved to approve the minutes from the June 1, 2020 quarterly Region 5 
meeting; seconded by Agnes Goodwine. 
 

4.  NEW BUSINESS 
a. Requests for volunteers to host or co-host a Region 5 quarterly meeting in December 

2020/January 2021, March/April 2021, and May/June 2021  
 
Kara DeArrastia, Region 5 Leader, asked for volunteers to host future Region 5 meetings for 2021. 
She discussed the option to cohost as well. Maria Gonzalez stated that the Town of Queen Creek 
and City of Apache Junction have agreed to host in March or April and Holly Moseley with the City 
of Mesa offered to host in May or June.  
 
b. Requests for suggestions on ways to help increase participation in the AMCA membership 

and committees 
 

Kara DeArrastia discussed the Membership/Mentoring Committee and the importance of 
promoting participation on the AMCA committees. She talked about some of the issues in the 
same people participating on committees while other long-term members have never joined a 
committee. She stated that Region Leaders would be gathering feedback from members in their 
respective region. She discussed various factors that may cause low participation and mentioned 
that there would be a questionnaire sent out regarding participation and welcomed any feedback 
from the group.   

 
Maria Gonzalez stated that the deterrent in her joining the Executive Board was the time 
commitment. She also mentioned that she was hesitant to join another committee due to her 
new position and the need for flexibility to focus on her new role. She discussed her past 
experience on a committee and stated that there was lack of support and participation and stated 
that it was challenging, and she felt alone. Kara asked if she had any recommendations to share 
on how to move forward. She also discussed any guidance or protocols in place to ensure 
participation. Lisa Maxwell stated that many people join a committee to earn Experience points 
towards the Certified Municipal Clerk or Master Municipal Clerk designation and discussed the 
need to develop a process regarding lack of participation. Kara asked if anyone had not received 
a certification due to no participation and Lisa stated they had not due to no process being in 
place.  
 
Lisa Anderson shared her experience being on a committee and stated that being new to the field 
she felt she could not contribute much. There was additional discussion on why some may choose 
to join or not join. Kara talked about the possibility of a membership wide requirement to join a 
committee but felt there was need for additional discussion. Denise Archibald stated that it would 
be helpful to have a handbook or syllabus for each committee that clearly outlined what the 
participation looked like in order to understand the time commitment, meeting times, and 
activities that a member would be involved in. Kara mentioned succession plans on committees 
and Lisa Maxwell stated that committees do have timelines throughout the year in which certain 
items must be completed by and she provided examples. Carla Reece provided the idea of 
featuring some of the committee members as a way to advertise and educate more about the 
roles and how members can serve. Kara talked about how the AMCA newsletter would start 
featuring the committees. She reminded everyone to complete the survey recently sent through 
the listserv regarding the newsletter and how changes can be made.  
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c. Letter from AMCA Executive Board 
 

Kara DeArrastia discussed the letter from the Executive Board regarding membership and the 
importance of relaying the information. She asked if anyone had comments to offer.  

 
Carla Reece provided background information on the use of the “Clerk” title and restrictions on 
the use of the name. She discussed her experience working in a Special District and stated that 
she had many of the same responsibilities of a Clerk but could not be called a Clerk. She spoke in 
support of not being so restrictive in the membership. Lisa Maxwell provided additional 
information on the membership allowing others to join who did not have a direct function related 
to the Clerk’s office. She discussed the changes to the AMCA membership application on asking 
about the department the applicant worked in. Carla discussed the option of having others from 
a city or town being sponsored by the Clerk in order to obtain membership. There was additional 
discussion about the changes.   

 
d. Changes in digital/remote processes 

 
Denise Archibald stated that the City of Phoenix has implemented virtual meetings through 
WebEx and talked about the options available for participation and the likelihood that they would 
continue. Lisa Maxwell spoke in agreement and stated that it would be difficult to discontinue 
these options now that they have become available. Maria Gonzalez spoke of the opportunities 
that these changes have allowed for the Town of Queen Creek to evaluate any deficiencies in their 
processes and software programs. She stated that these changes have also sped up the 
implementation of additional changes and process refinements. Cathleen Butteweg discussed the 
option at the City of Scottsdale for speaker cards to be submitted online rather than in person. 
She stated that once people were allowed to attend their Council meetings in person, they would 
fill out speaker cards at a computer terminal rather than a paper form.  

 
e. Inauguration and Municipal event protocols 
 
Maria Gonzalez stated that she sent a question about this topic through the listserv and she was 
still in the drafting phase on what she will be doing going forward. She talked about having 
different options and plans prepared. She stated that she did receive feedback from others who 
wanted to assist and brainstorm, but she has not heard back from them as of yet. She discussed 
the importance of making inauguration a memorable experience for incoming Councilmembers. 
Chaveli Herrera discussed what the Town of Gilbert has done in the past for inaugurations and 
echoed the same concerns as Maria. She offered to work with Maria on brainstorming ideas going 
forward.  

 
5. GOOD OF THE ORDER / COMMENTS FROM REGION 5 MEMBERS 
  

Maria Gonzalez asked if anyone would be willing to share their procedures related to Public 
Safety Personnel Retirement System (PSPRS) Boards. Judy Martinez stated that she would send 
Maria information and also offered to connect her with the staff liaison in the Town of Gilbert 
who oversees the PSPRS Board.  
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6. REMINDERS 
 
a. Please apply for AMCA Scholarships and encourage other full or associate members to apply 

– you only have to apply once for the entire year and simply indicate the specific training 
opportunities you are interested in attending. 
 
Judy Martinez reminded everyone to apply for AMCA scholarships and stated that more 
information would be forthcoming.   
 

b. Submissions for Winter issue of The Clerk’s Insider newsletter due by Friday, November 20, 
2020 
 
Judy Martinez reminded the group about the deadline for submissions for the Winter issue of 
the AMCA newsletter and asked everyone to complete the survey that was recently sent out 
regarding the newsletter. She mentioned that the Communications Committee was posting 
“Conversation Wednesdays” on the AMCA’s Facebook page and invited everyone to check it 
out.  
 

c. Please notify Region 5 Leader of new clerk arrivals or clerk departures/retirements 
 
Cathleen Butteweg announced that Carolyn Jagger, City Clerk, would be retiring from the City 
of Scottsdale effective December 31, 2020, and stated that the City would be working with a 
recruiter to fill that position. Lisa Maxwell, Gilbert Town Clerk, announced her retirement 
effective November 13, 2020, and announced that Chaveli Herrera, Gilbert Deputy City Clerk, 
has been appointed to the City Clerk position effective November 16, 2020.  

 
7. NEXT MEETING DATE AND LOCATION 
 To be determined  
  
8. ADJOURNMENT 

The meeting was adjourned at 11:12 a.m.  
 
Chaveli R. Herrera 
Deputy Town Clerk 
Town of Gilbert  
 



AMCA REGION V QUARTERLY MEETING SCHEDULE 
AUGUST 2020 – JULY 2021 

DATE AND TIME HOST  LOCATION CONTACT(S) EMAIL 

Wednesday, October 21, 2020,  
at 10:00 a.m. Town of Gilbert Cisco WebEx Chaveli R. Herrera, 

Deputy Town Clerk 

 
Chaveli.Herrera@GilbertAZ.gov  
 

Wednesday March 10, 2021,  
at 10:00 a.m.  

Town of Carefree 
 Zoom 

Kandace French 
Contreras,  
Town 
Clerk/Treasurer 

Kandace@carefree.org  

April 2021 
 

Town of Queen 
Creek and City of 
Apache Junction 

Virtual with call-in 
option 

Maria Gonzalez, 
Town Clerk, Queen 
Creek  
 
Jennifer Pena, City 
Clerk, Apache 
Junction 

 
maria.gonzalez@queencreek.org 
 
jpena@ajcity.net 
 
 

 
May OR June 2021 
 

City of Mesa Virtual with call-in 
option 

Holly Moseley, 
Deputy City Clerk holly.moseley@mesaaz.gov  

 

mailto:Chaveli.Herrera@GilbertAZ.gov
mailto:Kandace@carefree.org
mailto:maria.gonzalez@queencreek.org
mailto:jpena@ajcity.net
mailto:holly.moseley@mesaaz.gov


Clerks Week Proposal to Executive Board 

Proposal: Beginning in April, the Communications Committee will select one document each 

week from the new AMCA Clerks Week Promotional Packet to highlight on the AMCA 

Facebook page and on Listserv. We will encourage discussion on what other Clerks have done 

to promote Clerks Week in their municipalities. During Clerks Week, we will ask everyone to 

post pictures of how their municipalities are celebrating.  

• WEEK 1: April 4th – 10th Introduce the What is Clerks Week? letter and the Clerks Week 

Promotional packet on the AMCA website. We will also showcase the IIMC’s online 

promotional packet for even more ideas. The goal will be to educate clerks on the 

resources available to help them promote.

• WEEK 2 : April 11th – 17th Introduce the Clerks Week Proclamation for clerks to modify 

and adopt for their municipalities. The goal will be to encourage municipalities to get 

something official.

o *We will also be submitting a proclamation to the Governor’s Office for the AMCA 

like we did last year.

• Week 3: April 18th – 24th Introduce different flyers that can be displayed at the office or 

on social media: The Clerks Week Promotional Flyer, the AMCA What is a Municipal Clerk 
flyer, the Welcome to the AMCA brochure, and the IIMC Fact Sheet which all provide 

information for the public, while promoting clerks and the AMCA membership.

• Week 4: April 25th – May 1st Introduce the League’s 54sec video: What is a Municipal 

Clerk for clerks to share on their municipality social media pages.

• Week 5: May 2nd – May 8th is Clerks Week!

Encourage everyone to post pictures on the AMCA Facebook and Instagram pages of 

how they celebrated Clerks Week.

  Reasons for changing the previous proposal:  

1. The promotional packet is something new and we would like to promote it and encourage clerks to use it.

2. In the previous campaign, there was not a lot of participation sharing weekly pictures on social media. With

most clerks working remotely, we feel there will be even less pictures highlighting the different roles.

3. The previous campaign focused only on what clerks were doing rather than encouraging those who were not

participating. The new proposal utilizes resources from the AMCA, the IIMC, and the League for clerks to use.

https://www.facebook.com/AZClerks/videos/435938340505996/


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! 

What is Clerks Week and why you should celebrate!

Clerks are one of the most under recognized professionals, typically staffed by humble civil servants who 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 Clerks Week Promotional Packet includes:  

• 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 Clerk's 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.

• 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.

• A link to the League of Cities and Town’s What is a Municipal Clerk video to post on social media. The

Facebook link is included here, but you can also contact us if you would like the original file emailed.

• An IIMC Fact Sheet and a link to the IIMC’s Clerks Week promotional packet for even more ideas!

• Other Promotional ideas:

 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.

 Create a public “Brag Board” to display the number of public records requests completed,

number of meetings attended, number of contracts processed, etc., over the course of a year.

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! 

https://www.facebook.com/AZClerks/videos/435938340505996/
https://www.facebook.com/AZClerks/videos/435938340505996/
https://www.iimc.com/156/Municipal-Clerks-Week


Proclamation 
52nd ANNUAL PROFESSIONAL MUNICIPAL CLERKS WEEK 

Whereas, The Office of the Municipal Clerk, a time honored and vital part of local 

government exists throughout the world, and 

Whereas, The Office of the Municipal Clerk is the oldest among public servants, and 

Whereas, The Office of the Municipal Clerk provides the professional link between the 

citizens, the local governing bodies and agencies of government at other levels, and 

Whereas, Municipal Clerks have pledged to be ever mindful of their neutrality and 

impartiality, rendering equal service to all. 

Whereas, The Municipal Clerk serves as the information center on functions of local 

government and community. 

Whereas, Municipal Clerks continually strive to improve the administration of the affairs of 

the Office of the Municipal Clerk through participation in education programs, seminars, 

workshops and the annual meetings of their state, provincial, county and international 

professional organizations. 

Whereas, It is most appropriate that we recognize the accomplishments of the Office of the 

Municipal Clerk. 

Now, Therefore, I, __________________, Mayor of the _______ of _________________, Arizona, do 

recognize: 

May 2nd through May 8th, 2021 

As 

Municipal Clerks Week, 

and further extend appreciation to our Town Clerk, _____________ and to all Municipal Clerks 

for the vital services they perform and their exemplary dedication to the communities they 

represent. 

       IN WITNESS THEREOF, I have hereunto set my hand and caused the Great Seal  
 of the ________ of ______________, Arizona to be affixed this ___ day of ________, 2021. 

_________________________________ 
Mayor Attest: ______________________________ 

         Town Clerk 







Have  you  ever  wondered  what  a  Muni c ipa l  C le rk  
does?  Muni c ipa l  C l e rks  p er form  m any  v i ta l  
se r v i ces  for  the i r  communi ty.   
 
Here  are  ju s t  a  few. . .  

 
52 ND  ANNUAL  PROFESS IONAL  

MUN ICIPAL  CLERKS  WEE K   

 M a y  2  -  8 ,  2 0 2 1  

 Mainta in  records  of  communi ty  h is tor y,  

of f i c ia l  Counc i l  ac t ions ,  Meet ing Minutes ,  

Ord inance Books ,  and other  impor tant  

records  and documents .  

For more information about Municipal 

Clerks, please visit www.azclerks.org 

or www.iimc.com. 

 Process  contracts  and agreements ,  and suppor t  

a l l  admin is t ra t ive  funct ions .  

 Ser ve  as  l ia i son between loca l  

governments  and i t s  c i t i zens ;  rece ive ,  

d i s t r ibute ,  and f i le  cor respondence 

f rom c i t i zens  and other  governmenta l  

agenc ies .  

 Admin is ter  e lec t ions ,  reg is t ra t ion ,  and 

vot ing ,  which  i s  a  key  and v i ta l  p iece  in  the  

democrat ic  process .  

http://www.tempe.gov/city-hall/city-clerk-s-office
http://www.tempe.gov/city-hall/city-clerk-s-office
https://www.azclerks.org
https://www.iimc.com


?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
• 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.

Many clerks issue marriage certificates, passports, 
business/sales tax licenses, liquor licenses, off-track 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.

AMCA

What is a
Municipal Clerk
An Overview of the Municipal Clerk Prof??????????"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. Its 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."

Professor William Bennett Munro (1934)



Are cities and towns required to have 
municipal clerks?
Arizona laws require municipalities to appoint city/town 
clerks: A.R.S. §§ 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.

A.R.S. §§ 9-237, 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 town.

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:

    •  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

Prepared by: 

AMCA



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 
to 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.



AMCA Executive Board
President
Rhonda Geriminsky, MMC
City Clerk, City of Peoria

Vice President 
Teresa Riza, CMC
Open Meeting Law & Council Support 
Supervisor, City of Phoenix

Treasurer
Darcie McCracken, MMC
City Clerk, City of Goodyear

Secretary
Jennifer Pena, CMC
City Clerk, City of Apache Junction

Immediate Past President
Tracie Bailey, MMC
Chief Deputy Town Clerk, 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.

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, IIMC 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-
ue 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. 

602.258.5786 • AMCAInfo@azleague.org
www.azclerks.org



51st Annual Professional Municipal Clerks Week 
May 3 - May 9, 2020 

FACT SHEET 

Sponsored by the International Institute of Municipal Clerks 

Professionalism In Local Government Through Education 

PURPOSE  
To recognize the vital and appreciated services performed by Municipal and Deputy Clerks in serving 
the changing needs of their communities. 

HISTORY 
This May, will be the 51st Annual Professional Municipal Clerks Week, initiated in 1969 by IIMC and 
is endorsed by all of its members throughout the United States, Canada and 15 other countries. In 1984 
and in 1994, Presidents Ronald Reagan and Bill Clinton, respectively, signed a Proclamation officially 
declaring Professional Municipal Clerks Week the first full week of May and recognizing the essential 
role Municipal Clerks play in local government. 

TYPICAL RESPONSIBILITIES OF THE MUNICIPAL AND DEPUTY CLERK: 

• Maintains the official council minutes, ordinance books and all records and documents.

• Indexes all official actions of council.

• Issues licenses and permits.

• Processes contracts and agreements.

• Keepers of community history and vital records.

• Receives, distributes and files correspondence from citizens and other governmental agencies.

• Administers elections, registration and voting.

• Acts as a key liaison between local government and its citizens.

• Handles significant financial responsibilities including preparation of tax rolls, special
assessments and budgets.

• Provides central services such as personnel, purchasing, etc.

IIMC is a professional association of City, Village, Town, Township, Borough and County Clerks, 
Secretaries and Recorders. IIMC prepares its members to meet the challenges of the diverse role of the 
Municipal and Deputy Clerk by providing services and continuing professional development 
opportunities to benefit members and the government entities they serve. Founded in 1947 in French 
Lick, Indiana, IIMC has 14,700 members throughout the United States, Canada and 15 other countries. 





 

 

 

 

Save the date! 
Spring 2021 Athenian Dialogue 

 
Save the date for the Spring 2021 Athenian Dialogue.  This will be held via zoom.   
Date and information below: 
• Virtual Spring Athenian Dialogue to be held on April 13th and 14th  

   (two half-day sessions from 9:00 a.m. to Noon) 
• Facilitator:  Ms. Ellen Freeman-Wakefield  
• Registration Fees:  

    $50 for Early-Registration (Members) 
    $60 for Registration (Members) 
    $65 for Registration (Non-Members) 

• Book:  Leading with Emotional Courage  
 

We will be opening early registration the week of March 8. 
 

If you have any questions, please email amcainfo@azleague.org. 
 

mailto:amcainfo@azleague.org
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