
 
 

 

  

 
ARIZONA MUNICIPAL CLERKS’ ASSOCIATION 

EXECUTIVE BOARD REGULAR MEETING AGENDA 
 
 

Thursday, February 27, 2025 
9:00 a.m. 

Note Time Change 
 

Microsoft Teams Need help?  

Join the meeting now  

Meeting ID: 243 884 393 000  

Passcode: TMq5vZ  

 

Board Members:  Carla Reece, President; Sarah Siep, Vice President; Annie Meredith, Secretary; Terri 
Roth, Board Director – Small Communities, Ben Lane, Board Director – Large Communities  

1. CALL TO ORDER/ROLL CALL 
 

2. MINUTES 
A. Possible Approval of the January 30, 2025 AMCA Executive Board Meeting Minutes 
 

3. IIMC UPDATE 
 

4. NEW BUSINESS 
A. Review, Discussion and Possible Action based on proposed AMCA Handbook and Policy 

Statements – Summer Stewart, Handbook and Constitution Committee Chair 
B. AMCA Financials – Sandy Morari, AZ League 

1. AMCA - January Financial Report 
2. Overview and Discussion of FY2026 AMCA Budget 

C. Review, Discussion and Possible Action related to the Arizona State University – 2025 
AMCA Agreement 

 
5. COMMITTEE ASSIGNMENTS AND GOALS 

A. CAMPAIGN FINANCE COMMITTEE (Whitney Jusczak, Chair; Lisa Anderson, Co-Chair; Ben 
Lane, Board Liaison) 

B. COMMUNICATIONS COMMITTEE (Marcella Sarmiento, Chair ; Judy Martinez, Co-Chair ; Ben 
Lane, Board Liaison) 

C. EDUCATION COMMITTEE (Rommel Cordova, Chair; Janet Pierson, Co-Chair; Ben Lane, Board 
Liaison) 

https://aka.ms/JoinTeamsMeeting?omkt=en-US
https://teams.microsoft.com/l/meetup-join/19%3ameeting_NDI2MjcxODgtZmQ3NC00ZDZiLTk4MzgtYmRiYjVmYWI3MWU5%40thread.v2/0?context=%7b%22Tid%22%3a%224e37d7a8-8d65-4f9f-a91c-04b04643a377%22%2c%22Oid%22%3a%222db0e77b-5aa9-4e91-b4cb-93c80397837e%22%7d


D. ELECTION COMMITTEE (Fatima Fernandez, Chair; Tami Mayes, Co-Chair; Sarah Siep, Board 
Liaison) 

E. HANDBOOK AND CONSTITUTION COMMITTEE (Summer Stewart, Chair; Rommel Cordova, 
Co-Chair; Sarah Siep, Board Liaison) 

F. LEGISLATIVE COMMITTEE (Denise Archibald, Chair; Summer Stewart, Co-Chair; Sarah Siep, 
Board Liaison) 

G. MEMBERSHIP/MENTORING/REGIONAL LEADERS COMMITTEE (Jennifer Ekblad, Chair; 
Jasmine Pernicano, Co-Chair; Annie Meredith, Board Liaison) 

H. RECORDS MANAGEMENT COMMITTEE (Victoria Roedig, Chair; Tami Mayes, Co-Chair; Annie 
Meredith, Board Liaison) 

I. SCHOLARSHIP/MARKETING COMMITTEE (Amy Putnam, Chair; VACANT, Co-Chair; Terri 
Roth, Board Liaison) 

J. STRATEGIC PLANNING COMMITTEE Ad Hoc (Whitney Jusczak, Chair; Cindy Scott, Co-Chair, 
Terri Roth, Board Liaison) 

 
6. GOOD OF THE ORDER/COMMENTS FROM COMMITTEE MEMBERS 
 
7. NEXT REGULAR MEETING DATE:  THURSDAY, MARCH 27, 2025 10:00 AM 
 
8. ADJOURNMENT  

 
Carla Reece 
AMCA President 



 

 
 

 

  

 
 
 

ARIZONA MUNICIPAL CLERKS’ ASSOCIATION 
BOARD MEETING MINUTES 

January 30, 2025 
 

 

 

Board Members:  Carla Reece, President; Sarah Siep, Vice President; Annie Meredith, Secretary; Terri 
Roth, Board Director – Small Communities, Ben Lane, Board Director – Large Communities  

1. CALL TO ORDER/ROLL CALL 
Meeting was called to order by President Carla Reece at 10:00 A.M.  
 
The following members were present:  Carla Reece, Sarah Siep, Annie Meredith, Terri Roth, Ben 
Lane, Sandy Morari, and Rommel Cordova. 
 

2. MINUTES 
A. Possible Approval of the November 21, 2024 AMCA Executive Board Meeting Minutes 
Secretary Annie Meredith  made a MOTION to APPROVE the November 21, 2024 Executive 
Board Meeting Minutes. Board Member Terri Roth  SECONDED and it unanimously carried. 
 

3. IIMC UPDATE 
President Reece shared that there is an opening for IIMC Region VIII West Director from Arizona. 
She shared that she attached the information for applying. 
 
IIMC President Lisa Garcia said that they put it out and then Idaho said they wanted to think 
about it. She shared that Idaho gave up their spot in the prior rotation as well. She said that she 
has had three clerks reach out with interest and if more than one person submits, that IIMC will 
be doing that election. She said that Annie Meredith has been appointed to the IIMC Futures 
Committee and they will be meeting in California for a 2-day conference looking at the future of 
the Clerk’s profession and the future of the organization. 
 
President Reece congratulated Ms. Meredith. 
 
Ms. Garcia said that they are preparing for the IIMC Annual Conference and reminded everyone 
that there is an Arizona endowment available. She said that she is thinking about doing a purse 
raffle at the AMCA Annual Conference that would go back into the endowment so that it 
increases slightly every year for scholarships. 
 
President Reece congratulated Fatima Fernandez on the Jane Morris scholarship from ACMA. 
 
Ms. Fernandez said that it was a great experience, and that she had a wonderful time getting to 
meet all of the city managers and that it was a good conference. 



 

 
4. NEW BUSINESS 

A. AMCA Financial Report 
President Reece shared that there will be an invoice coming for Nicole Lance for the strategic 
planning committee. 

 
5. COMMITTEE ASSIGNMENTS AND GOALS 

A. CAMPAIGN FINANCE COMMITTEE (Whitney Juszczak, Chair; Lisa Anderson, Co-Chair; Ben 
Lane, Board Liaison) 
President Reece asked if Co-Chair Lisa Anderson was moving into the Chair position. 
Committee Co-Chair Lisa Anderson shared that Whitney Juszczak will be moving into that 
role. She said they are looking at merging with the elections committee and having 
campaign finance be a subcommittee. She said that they’re talking about financial 
disclosures and that Whitney has contacts with the Secretary of State and is trying to get us 
access to Beacon. She said that she will keep the board updated on the possibility of 
merging with the elections committee. 
 
President Reece said to let her know and she can get it on the board agenda for approval. 
 

B. COMMUNICATIONS COMMITTEE (Marcella Sarmiento, Chair ; Judy Martinez, Co-Chair ; Ben 
Lane, Board Liaison) 
Committee Chair Marcella Sarmiento said their next meeting is 2/12. She said they are 
working on the next newsletter. She said that they have introduced a new outreach effort 
“What to know Wednesday” where members can share facts that they want to share with 
the membership. She said that they have the Municipal Clerk’s week project they are 
working on for May 4-10th. She said International Women’s Day is in March and they will do 
a social media post for that. 
 
President Reece said that they are awesome. 
  

C. EDUCATION COMMITTEE (Rommel Cordova, Chair; Janet Pierson, Co-Chair; Ben Lane, Board 
Liaison) 
Committee Chair Rommel Cordova said that their committee has been busy. He said that in 
November, Tolleson hosted a liquor license training with more than 50 attendees and that 
they were able to get it approved for IIMC credits. He said that the Women Leading 
Government Conference they were also able to get IIMC points for as well. He said there 
was over 100 attendees each day for Fall Best Practices in December. He said that they 
ended up having to reschedule the Athenian Dialogue earlier this month, and  they had 
close to 30 participants registered. He said that Spring Best Practices will be on March 25th 
& 26th and he is working with Dr. Hill on the Institute and Academy, as well as the Annual 
Conference and in person Athenian Dialogue for July. 
 
President Reece said she appreciates their work. 
 

D. ELECTION COMMITTEE (Fatima Fernandez, Chair; Tami Mayes, Co-Chair; Sarah Siep, Board 
Liaison) 



 

Committee Chair Fatima Fernandez shared that they met on January 16th. She said that they 
are still working on coming up with a schedule for the annual elections training. She said 
that they sent a survey out and are working on finalizing the schedule. She said that they will 
then submit their validation materials to IIMC. She said that they met a goal by submitted an 
article to the newsletter. She said that there has been a lot of conversation about merging 
and asked if that will go to the Strategic Planning Committee. 
 
President Reece said that the committees could submit a proposal to the board, unless they 
would prefer it to go through the Strategic Planning Committee. 
 
Chair Fernandez said that they are hoping to get an actual visual of what that would look 
like. She said that if they merge then elections would become a subcommittee. She said that 
at one point the elections committee had expressed an interest in merging with the 
education committee, so there is some confusion. She said that her committee does think 
that elections should stay with elections. 
 
Vice President Sarah Siep said that she thinks they need to get some clarity on what the 
membership wants the Election Committee to be doing. She said it used to be a 
subcommittee of education and focused on elections training at the conference. She said 
that there was discussion on having them do more so they became their own committee. 
She said that the thought processes the board discussed at the retreat, in having them go 
back to being a subcommittee of education was based on that. She said that campaign 
finance committee merging with elections makes sense if that committee is going to be a 
hub of information on elections, elections training, etc. for clerks. She said that until they 
see what elections will be focused on, will determine where it will land. 
 
Chair Fernandez said that when she joined the Elections Committee, she thought they were 
going to provide feedback to the elections manual and do more election related topics. She 
said that possibly each committee should have a description of what they are supposed to 
be doing. 
 
President Reece said there is a general outline in the handbook and constitution. She said 
that when the board talked about them merging it was under the heading of elections 
education. She said that if they are going to be doing more than that, then they should 
discuss that and what their goals and structure should be. 
 
Board Director Ben lane said that he agrees with Ms. Siep and that he would rather the 
executive board have the discussion and not the strategic planning committee because 
they’re paying someone to do that. He said that Sandy Morari sent out some minutes from a 
decade ago about splitting off the Education Committee and who should take on the  
election training. He said it would be helpful to discuss the committees for elections and 
education. He said that in the campaign finance meetings they talk about early voting and 
county resources. He said that there is a benefit to having a committee that is focused on 
various election topics and one that focuses on training making sure they have the resources 
and materials needed.  
 
President Reece said that is a good idea. She said that they can schedule a special meeting 
to discuss some of that before the strategic planning meeting. She said that the board can 



 

create some guidance for them going into that. She said that creating an outline of their 
action plan and the future needs are what they need to look at. She said that the board can 
flush out what the subcommittee structure looks like, because it is helpful for the 
committees that have a lot to accomplish. 
 
Mr. Cordova said that the Education Committee breaks down into subcommittees. He said 
that it streamlines stuff. He said that there are enough members on the committee to take 
on the planning of trainings. He said that they have tried to incorporate additional trainings 
and an elections 101 program into the Institute and Academy. He said that a lot of the 
members serve on both. He said that other committees have broken into subcommittees 
that focus on trainings for those areas. He said that there is a chance the members could 
overlap but could provide suggestions on trainings to explore for the entire membership. 
 
Board Director Lane said a special meeting to talk about it would be great. 
 
Vice President Siep said she thinks so too. 
 
President Reece said that she will reach out to the chairs and co-chairs of elections, 
education, and campaign finance. 
 
Summer Stewart asked to have handbook/constitution included as well so that they can 
take notes and draft stuff. 
 
President Reece said of course and that they are important to have included. She shared 
that it will be an open meeting and anyone can attend. She said that she wants to be sure 
they optimize the special meeting.  
 

E. HANDBOOK AND CONSTITUTION COMMITTEE (Summer Stewart, Chair; Rommel Cordova, 
Co-Chair; Sarah Siep, Board Liaison) 
Chairperson Summer Stewart said that they have been busy with changes to bring to the 
board for approval. She said that they removed the reference to treasurer and changed the 
appointment process of liaisons to the standing committees. She said that they have added 
a section on chairs and co-chairs duties related to creating handbooks for the committees 
and the ability for the President to decide on payment for the Institute Director to attend 
IIMC conferences. She said that they would like direction on language for adding the ADHOC 
Strategic Planning Committee and that Vice President Siep suggested adding language for 
how often the plan would be reviewed. She said she will send that over for the board to 
review and provide suggestions. She said that a suggestion that was brought up before was 
reviewing each committees purpose and format and if they should continue, be merged, 
etc. She said that is why she wants to be in on the convos. 
 

F. LEGISLATIVE COMMITTEE (Denise Archibald, Chair; Summer Stewart, Co-Chair; Sarah Siep, 
Board Liaison) 
Co-Chair Summer Stewart shared that they started their Monday meetings with the League 
and are sending out the updates to the listserv. She said that they are in full swing and are 
status quo right now. She said that if there is anything to share they will. 
 



 

G. MEMBERSHIP/MENTORING/REGIONAL LEADERS COMMITTEE (Jennifer Ekblad, Chair; 
Jasmine Pernicano, Co-Chair; Annie Meredith, Board Liaison) 
Vice President Sarah Siep shared that they want to focus on getting their arms around the 
mentoring program. She said that a couple of regional mentors have gotten together in 
forming a subcommittee and are starting to go through what that looks like. She asked 
Marcella Sarmiento if anyone reached out to her about having mentor highlights each 
quarter. 
 
Ms. Sarmiento said that she had a few chairs reach out about the deadline. She said that Ms. 
Fernandez submitted something. 
 
Vice President Siep said that she is excited that they are trying to put some more definitive 
info together and get more people involved in mentoring. She shared her experience with a 
mentor in California and the benefit to that relationship. She said that Chair Jennifer Ekblad 
and Co-Chair Jasmine Pernicano are open to working with them on that.  
 

H. RECORDS MANAGEMENT COMMITTEE (Victoria Roedig, Chair; Tami Mayes, Co-Chair; Annie 
Meredith, Board Liaison) 
Board Liaison Annie Meredith shared that they met on January 16th and discussed their 
subcommittees which include: Training, Retention Schedule, AI, and Electronic Records. She 
said that Chair Victoria Roedig is working with the education committee to have records 
training included and that they did an essential records training at received good feedback. 
She shared that the AI subcommittee is doing some research and will have more to share on 
that. She said that the electronic records sub-committee has not met yet and that they 
discussed getting information together on records retention for text messages. She shared 
that Issaquah Washington had provided a good presentation on text message retention. 
 

I. SCHOLARSHIP/MARKETING COMMITTEE (Kristen Lecuyer-Benavidez, Chair; VACANT, Co-
Chair; Terri Roth, Board Liaison) 
Board Liaison Terri Roth said  that they have not met since October. 
 

J. STRATEGIC PLANNING AD HOC COMMITTEE (Whitney Jusczack, Chair; Cindy Scott, Co-
Chair; Terri Roth Board Liaison) 
President Carla Reece said it has been formed and she is updating the website today with 
the membership. She said that they are meeting February 12th. She said that Nicole Lance 
will be present and assign homework and then the workshop itself will be a full day 
workshop on April 3rd at the League office. She said that the old strategic plan is out of date 
by about 4 years. She said that they will use that for the framework.  
 

6. REMINDERS/DEADLINES 
A. STRATEGIC PLANNING COMMITTEE MEETING – SCHEDULED FEBRUARY 12, 2025 

(MICROSOFT TEAMS) 
B. STRATEGIC PLANNING WORKSHOP – TENTATIVELY SCHEDULED APRIL 3, 2025 AT THE 

LEAGUE OFFICE (POSSIBLE HYBRID OPTION FOR ELECTRONIC ATTENDANCE) 
 

7. GOOD OF THE ORDER/COMMENTS FROM COMMITTEE MEMBERS 
President Carla Reece said that she encourages the board to attend the strategic planning launch 
meeting and workshop if available either in person or virtual. She said that she is on the committee, 



 

but that she wants some good representation from the board. She said that there is some pretty 
good region representation on the committee and is hopeful to gather some additional input from 
the survey. She said that they want to be sure to include everyone possible. 
 
President Reece will send out some dates for a special board meeting. 
 
7. NEXT REGULAR MEETING DATE:  THURSDAY, FEBRUARY 20, 2025 10:00 AM 
 
8. ADJOURNMENT  

 
President Reece adjourned the meeting at 10:38 A.M. 
 
Annie Meredith, Board Secretary  
Minute Taker 

 



ARIZONA MUNICIPAL CLERKS’ ASSOCIATION 

EXECUTIVE BOARD COMMUNICATION 
 
 
 
TO:          Carla Reece, President 
 
FROM:          Summer Stewart, Handbook and Constitution (H&C) Committee Chair 
 
SUBJECT:         Handbook and Policy Statements Revisions  
 
EXPECTED MEETING DATE:  February 27, 2025 at 10:00 a.m. 
 
Purpose:  
 
Executive Board approval of the AMCA Handbook and Policy Statements revisions with an effective date 
of February 27, 2025. 

  
Summary and Recommendations:  
 
ACTION ITEMS (approved by the H&C Committee):  
 
The H&C Committee has been directed by the Executive Board to review and amend the AMCA Handbook 
and Policy Statements (“Handbook”) and recommends the following actions based on that direction and 
approved by the H&C Committee: 
 

• Remove all references to the position of “Treasurer” because the position no longer exists. 
 

• Amend language related to the President’s duty to appoint Executive Board Members to standing 
Committees (See President Roles and Responsibilities) 
 
Snippet from redlined version of Handbook: 

 
 



 
  
 
 

• Remove specific Executive Board Member Committee Appointments under their roles and 
responsibilities and amend the language as follows: “Serves as Executive Board Liaison to one or 
more Committees as assigned.” 

 
• Add language to the roles and responsibilities of Committee Chairs and Co-Chairs related to 

creating and maintaining committee handbooks as follows:  
 

 
 
 
NON-ACTION CONTINUED DISCUSSION ITEMS: 
 

• Updates to Education and Election Committees (draft language and changes are included in the 
redlined version of the Handbook for reference only). 

• Addition of an Ad-Hoc Strategic Planning Committee (draft language and changes are included in 
the redlined version of the Handbook for reference only). 

 
 
Decisions from the Board: 
 
 
 
Attachments: 
Redlined version of the Handbook with recommended changes and draft language requiring further 
review and approval.  
 
Contact Name and Number:   
 
Summer Stewart | sstewart@buckeyeaz.gov | 623.349.6914 
 

mailto:sstewart@buckeyeaz.gov
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AMCA CODE OF ETHICS, MISSION & VISION STATEMENT 
 
AMCA CODE OF ETHICS 
 
Believing in freedom throughout the world and allowing increased cooperation between 
municipal clerks and other officials, locally, nationally, and internationally, I do hereby subscribe 
to the following principles and ethics which I affirm shall govern my personal conduct as an 
Arizona municipal clerk: 
 
1. To uphold constitutional government and the laws of my community and State; 
2. To conduct my public and private life as to be an example to my fellow citizens; 
3. To conduct the professional duties of my office with integrity to promote public confidence in 

my community; 
4. To remain neutral and impartial ensuring equitable service to all; 
5. To record that which is true and preserve that which is entrusted to me; and 
6. To strive constantly to improve the administration of the affairs of my office consistent with 

applicable laws and through sound management practice to produce continued progress and 
fulfill my responsibilities to my community and others. 

These things, I, as a member of the AMCA, do pledge in the interest and purposes for which 
our Association has been established. 
 
AMCA MISSION STATEMENT 
 
AMCA was founded in order 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. 
 
AMCA VISION STATEMENT 
 
The Arizona Municipal Clerks’ Association offers educational opportunities, networking solutions 
and mentoring to its membership in order to promote professionalism, leadership and proficiency 
to the clerk profession.   
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AMCA EXECUTIVE BOARD ROLES & RESPONSIBILITIES 
 
Selection and, if applicable, ascension of Arizona Municipal Clerks’ Association Executive Board 
members will be accomplished as outlined in the AMCA Constitution.  
 
PRESIDENT 
 
1. Presides over meetings of the AMCA, including the Annual Business Meeting and Executive 

Board meetings. 
2. Schedules a minimum of four Executive Board meetings during the year and prepares the 

notice agenda for each meeting.  
a. Develops agendas for all Executive Board meetings and provides them to the AMCA 

membership prior to each meeting;  
b. Ensures agendas are posted to the AMCA website by submitting them to the League of 

Arizona Cities and Town (League). 
c. Creates summaries for all Executive Board meetings and provides to the AMCA 

membership after each meeting. 
3. Appoints AMCA members to standing committees for a one-year term. 
3.4. Appoints Board Members to serve as Executive Board Liaison to one or more Committees 

for a one-year term. 
4.5. May develop Ad Hoc committees as necessary and appoint members accordingly. 
5.6. With the assistance from the League staff, present an annual balanced budget to the 

Executive Board prior to the Annual Business Meeting. 
6.7. Communicates with Executive Board officers and committee chairs concerning AMCA 

activities. 
7.8. Serves as liaison to the International Institute of Municipal Clerks (IIMC), as applicable. 
8.9. Serves as liaison to the Bob Ramsey Executive Education Institute/Academy Director at 

Arizona State University (ASU). 
9.10. Serves as state’s liaison to the IIMC Region VIII Directors. 
10.11. Represents AMCA and serves as primary contact with other organizations such as the 

IIMC, ASU and the League. 
11.12. Present plaques and/or gifts to recipients at the Annual Business Meeting. 
12.13. Prepares the Annual Report which shall be distributed to the membership at the Annual 

Business Meeting and placed on the AMCA website. 
13.14. Presides over the Election Process for the Secretary and Vice President positions and 

presides over the Selection Process for the two At-Large Director Positions (the second At-
Large Director Position will be added to the Handbook and Policy Statement and selected in 
Fiscal Year 2024-2025). 

14.15. Works with the Executive Board Vice President in preparation for ascension to the 
President position. 

15.16. Submits quarterly President’s Messages to inform the membership of AMCA Executive 
Board issues as follows. 
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a. To the Communications Committee for inclusion in the AMCA newsletter; and 
b. To the League for placement on the AMCA website. 

16.17. Conducts an Annual Business Meeting and creates an Annual Report that includes AMCA 
Committee reports. 

a. Provide the names of the Clerk of the Year, Deputy Clerk of the Year and President’s 
Award of Distinction recipients to the League for purchasing plaques for distribution at the 
Annual Business Meeting. 

b. In conjunction with the Communications Committee, develop a presentation to be 
displayed at the Annual Business Meeting. 

c. Solicit Annual Reports from all standing AMCA Committees. 
d. Invite Retired Clerks to the Annual Business Meeting. 
e. Notify Mayors and City Managers of the Clerk of the Year, Deputy Clerk of the Year and 

President’s Award of Distinction recipients and invite them to the Annual Business Meeting. 
f. Prepare Oath of Office forms for Executive Board Members to be administered and signed 

at the Annual Business Meeting. 
g. Provide a list of new Executive Board members to IIMC. 
h. Provide the Annual Report to the League for retention. 
i. Coordinates retiree gifts, CMC and MMC plaques and Years of Service awards in 

coordination with the Membership/Mentoring and Region Leaders Committee and the 
League. 

j. Ensures that documentation related to the Annual Business Meeting, including, but not 
limited to:  member services awards (length of service, retirements), association awards 
(Clerk of the Year, Deputy Clerk of the Year), professional association awards (Certified 
Municipal Clerk [CMC] and Master Municipal Clerk [MMC], honorary bestowments 
(honorary membership, special recognition) and other significant actions are provided to 
the League for preservation purposes.  

17.18. Proposes, to the AMCA Executive Board, the distribution of promotional items that may be 
left over from previous conferences. 

18.19. Maintains and updates the Strategic Plan by adding the Outstanding Committee 
Assignments, as outlined onin the Committee’s Annual Reports, and the Executive Board’s 
annual goals for each Committee into the Strategic Plan.  Organizes and manages the Clerk 
of the Year and Deputy Clerk of the Year nomination and selection process. 
 

President’s IIMC-related duties: 
 
1. Represents the state Association at the IIMC Annual Conference. 

• Participates in the Parade of Flags ceremony at the opening session of the IIMC Annual 
Conference. 

2. Attends the State Presidents’ meeting at the IIMC Annual Conference and report on AMCA’s 
activities. 

3. Attends the IIMC Region VIII conference and report on the state Association’s activities. 
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4. Attends the IIMC Region VIII meeting held in conjunction with the IIMC Annual Conference 
and report on the state Association’s activities. 

Revised September 2018 

 
 
VICE PRESIDENT 
 
1. Assumes the responsibilities of the President when necessary. 
2. Coordinates with the Communications Committee to ensure that the website is up to date with 

current information applicable to AMCA. 
3. Serves as Executive Board Liaison to one or more Committees as assigned.  

3. Serves as Executive Board liaison to the Education Committee. 
4. Serves as Executive Board liaison to the Election Committee. 
5.4. Maintains and updates the AMCA Handbook in coordination with the Communications and 

Handbook and Constitution Committees. 
6.5. Annually create and send out a survey to retired and retiring members to determine their 

interest in temporary, part-time work and their maximum travel distance. 
7.6. Serves as the Executive Board’s liaison to the Legislative Committee.  
8.7. Update the committee application form, solicit for new committee members and assign 

committee membership prior to ascending to the President position. 
 

Revised July 2023 
 
TREASURER 
 
This position will be eliminated beginning Fiscal Year 2024-2025 
 
1. Reviews the financial accounting of the Association, any findings of an audit, and the Annual 

Treasurer’s report that is included in the President’s Annual Report, all prepared by the League 
staff. 

2. Serves as Executive Board liaison to the Communication Committee. 
3. Serves as board liaison to the Handbook and Constitution Committee. 
4. Works with the Education Chair to document the training session education points awarded 

by IIMC for CMC/MMC attainment.  The list of educational offerings and the IIMC points 
awarded to each individual for training session shall be posted to the AMCA website for 
reference by the membership.  The correspondence (e-mail, letter) received from IIMC 
outlining the point allocations award of these points shall be placed on file with the League of 
Arizona Cities and Towns. 

5. In a combined effort with the League, promote the submission and announcement of the IIMC 
Quill and Program Excellence in Governance (PEG) award applications and winners. 

6. Organizes and manages recruitment for the next AMCA Executive Board Secretary. [See 
Policy]. 
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Revised July 2023 
SECRETARY 
 
1. Prepares the minutes of Executive Board and Association meetings, beginning with the first 

Board Meeting after the Annual Business Meeting in which the incoming Secretary is sworn 
in, and provides the approved minutes to the AMCA membership and the League for posting 
to the AMCA website. 

1.2. Serves as Executive Board Liaison to one or more Committees as assigned. 
2. Serves as Executive Board liaison to the Membership/Mentoring and Region Leader 

Committee. 
3. Works with the incoming Secretary in preparation for their duties on the Executive Board. 

 
Revised September 2018 

 
DIRECTOR (Employed by a Municipality, District or County with a population less than 
20,000) 
 

1. Serves as Executive Board liaison to the Campaign Finance Committee. 
2. Serves as Executive Board liaison to Scholarship/Marketing Committee. 
3. Serves as Executive Board liaison to the Records Management Committee. 

Beginning with Fiscal Year 2024-2025 
1. Reviews the financial accounting of the Association, any findings of an audit, and the Annual 

Treasurer’s report that is included in the President’s Annual Report, all prepared by the 
League staff. 

1.2. Serves as Executive Board Liaison to one or more Committees as assigned. 
 

Revised 2023 
 

DIRECTOR (Employed by a Municipality, District or County with a population more than 
20,000) 
 
Beginning with Fiscal Year 2024-2025  
 

1. Serves as Executive Board liaison to the Communication Committee. 
2. Serves as board liaison to the Handbook and Constitution Committee. 
3.1. Works with the Education Chair to document the training session education points 

awarded by IIMC for CMC/MMC attainment.  The list of educational offerings and the IIMC 
points awarded to each individual for training session shall be posted to the AMCA website 
for reference by the membership.  The correspondence (e-mail, letter) received from IIMC 
outlining the point allocations award of these points shall be placed on file with the League 
of Arizona Cities and Towns. 

2. In a combined effort with the League, promote the submission and announcement of the 
IIMC Quill and Program Excellence in Governance (PEG) award applications and winners. 

4.3. Serves as Executive Board Liaison to one or more Committees as assigned. 
5.4. Organizes and manages recruitment for the next AMCA Executive Board Secretary. 
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[See Policy]. 
Revised 2023 

EXECUTIVE BOARD LIAISON RESPONSIBILITIES 
 
A Board liaison is a member of the AMCA Executive Board who maintains a critical connection 
between the Executive Board and assigned AMCA committees.  The primary purpose of the 
Executive Board liaison is to facilitate communication between the Executive Board and assigned 
committees. 
 
The Executive Board Liaison shall: 
 
1. Attend assigned committee meetings as a non-voting member. 
2. Communicate with committee Chair before scheduled committee meetings. 
3. Provide information and assignments to committees that have been previously vetted and 

approved by the Executive Board. 
4. Communicate committee information and updates during Executive Board meetings in the 

absence of the committee Chair and Co-Chair. 
5. Work with the Committee Chair to monitor Committee Member attendance and determine at 

the end of the year whether or not a committee member should receive a certificate and 
associated IIMC CMC/MMC points for their participation on the Committee pursuant to the 
guidelines outlined in the Committee Member Performance Expectations Policy. 
 

Revised October 2018; Revised April 2022 
 
AWARDS 
 
The League, with assistance from the Executive Board Treasurer facilitates the ordering and 
distribution of awards, including CMC and MMC plaques, tenure awards, and any other 
certificates and/or recognition that members have earned at the Institute/Academy and Election 
Certification programs, including Clerk of the Year/Quill Award, and Fall and Spring Best 
Practices.  Certificates shall be made available electronically and the files posted to the AMCA 
website.  Emails shall be sent to the membership as certificates are made available. 
 
The League shall: 
 
1. Obtain the electronic signatures of the AMCA President and the League Director for inclusion 

on certificates issued. 
2. Two months before the Annual Business Meeting, obtain from the Membership/Mentoring 

Committee Chair or designee, a current list of all members of the AMCA, including positions 
held and date membership began. 

3. Two months before the Annual Business Meeting, meet with the Vice President, Treasurer, 
and Secretary to plan any recognition for the out-going President that shall take place at the 
business luncheon. 

4. No later than two months before the Annual Business Meeting, the League shall have all of 
the information needed so that certificates, plaques, and/or retirement gifts may be prepared 
or purchased. 
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5. Tenure shall be calculated using the date of the member’s initial AMCA membership through 
the end of the current Annual Business Meeting year. (This means that someone receiving a 
tenure award may be a few months short of having actually been a member 10 years, 15 
years, 20 years, etc.) 

6. Prior to preparing or ordering awards, gifts, or plaques an email shall be sent to the recipients 
to verify the spelling of names. 
 

Revised  
 

CLERK OF THE YEAR AWARD [See Policy] 
 
A Municipal Clerk of the Year may be selected annually by the Executive Board, if qualified 
nominees are received. The Clerk of the Year Award recognizes a member of the Arizona 
Municipal Clerks’ Association (AMCA) who has made an important contribution to the AMCA and 
assisted in raising the professional status and image of the Clerks’ profession. 
 

Revised April 2022 
 
DEPUTY OR ASSISTANT CLERK OF THE YEAR AWARD [See Policy] 
 
A Deputy or Assistant Clerk of the Year may be selected annually by the Executive Board, if 
qualified nominees are received.  The Deputy or Assistant of the Year Award recognizes a 
member of the Arizona Municipal Clerks’ Association (AMCA) who has made an important 
contribution to the AMCA and assisted in raising the professional status and image of the Clerks’ 
profession.  
 

Revised April 2022 
 
PRESIDENT’S AWARD OF DISTINCTION [See Policy] 
 
The President may bestow upon a deserving member of the AMCA, with approval of the AMCA 
Executive Board, an Award of Distinction, which is given to a member who has assisted the 
Association with the vision and mission of the AMCA. 
 
 

AMCA COMMITTEES, ROLES AND RESPONSIBILITIES 
 
Every year, prior to the swearing in of the new Executive Board, the incoming President shall 
send a Listserv request asking for member volunteers to serve on committees and ask that an 
application be completed and returned by a specific deadline. The application form as well as 
the committee member performance expectations are available on the AMCA website along 
with a listing of the current committees and the member assignments.  
 
Within the month prior to being sworn in, the incoming President sha l l  complete and announce 
committee assignments for the coming year. Committees can be added if necessary; and 
conversely, a committee may not have anyone assigned to it.  
 
Below is a list of standing AMCA committees and their roles and responsibilities. 
 



AMCA Handbook – Revised – February 13, 2024  
 Page 11 

 

 Revised September 2018 
 

COMMITTEE ROLES & RESPONSIBILITIES 
 
COMMITTEE CHAIRS/CO-CHAIRS 
 
Committee Chairs and Co-Chairs shall: 
 
1. Schedule a minimum of four committee meetings each year. 
2. Provide meeting schedules to the League for inclusion on the AMCA website. 
3. Create agendas for all committee meetings. 

a. Provide agendas to the membership via the Listserv prior to each meeting. 
b. Provide agendas to the League for posting on the AMCA website. 

4. Create meeting summaries documenting the actions, discussions and consensus of the 
committee and email them to the membership via the Listserv after each meeting. 

5. At the committee’s first meeting of the fiscal year, review the requirements of the committee 
including attendance and participation expectations. 

6. Serve as the liaison to the Communications Committee to provide relevant committee 
information that may be important to the membership and submit updates and/or articles for 
inclusion in the AMCA Newsletter. 

7. Mentor committee members and promote active committee participation. 
8. Assist the AMCA Executive Board in supporting and promoting the AMCA mission. 
9. Annually review the AMCA Handbook as it pertains to the respective committee and 

recommend revisions that will clarify and/or enhance the roles and responsibilities of the 
committee. 
a. Each committee shall propose revisions to the Executive Board by January of each year 

or otherwise notify the Executive Board that no Handbook revisions will be necessary.   
b. A copy of the final Executive Board-approved revisions to the Handbook shall be 

provided to the Handbook and Constitution Committee Chair for incorporation into the 
Handbook and placement on the AMCA website. 

10. At least 30 days prior to the Annual Business Meeting each year, prepare and forward to the 
President an annual report for each respective committee for inclusion in the AMCA Annual 
Report. 
a. The annual report shall include the committee’s assigned, accomplished and outstanding 

goals, as well as any committee efforts to support the strategic plan goals, as applicable. 
11. Attend, or designate a committee member to attend, each Executive Board meeting and 

applicable workshops to provide updates on committee activities and promote and 
demonstrate two-way communication with the Executive Board, Executive Board liaisons, and 
between Chair and Co-Chair. 

12. Assign a rotating list for members of the committee to take minutes of each committee meeting. 
a. Approved minutes of each committee meeting shall be forwarded to the League for posting 

on the AMCA website. 



AMCA Handbook – Revised – February 13, 2024  
 Page 12 

 

13. Coordinate Executive Board-approved additions and/or changes to the AMCA website with 
the Webmaster. 
a. The League has been designated as the AMCA Webmaster.  The AMCA Webmaster 

maintains the AMCA website, updates the calendar of events, and posts all Executive 
Board and Committee meeting Agendas & Minutes. 

14. Ensure that committee forms posted on the AMCA website are up-to-date and provide any 
new or updated forms to the League as needed. 

15. Submit items to the Executive Board for discussion and approval using the Board 
Communication Form. 

16. Ensure that the AMCA website as it pertains to their respective committee is updated with 
current information. 

17. Create, and annually update, a handbook for committee members and a separate handbook 
for Chairs and Co-Chairs that outlines roles and responsibilities, expectations, and best 
practices. 

a. Ensure handbooks are annually provided to new committee members, board members, 
available to the entire membership, and posted on the AMCA website. 

b. Handbooks should include any forms used and the responsibility of who it to complete, 
receive, and take follow-up action on the form(s). 

16.  
 

CAMPAIGN FINANCE COMMITTEE 
 
The purpose of the Campaign Finance Committee is to serve as a resource for AMCA members 
in regards to complaints surrounding Campaign Finance. 
SUMMER: maybe add elections functions to this committee; to discuss at next meeting 
The Committee shall: 
 
1. Compile and maintain letter templates to be used by Clerks when accepting, processing and 

responding to complaints. 
2. Compile and maintain sample letters used by other Clerks. 
3. Compile and maintain a list of resources, including the SOS Election Manual, League 

Election Manual and statutes, to assist the Clerks. 
4. Review and provide input on the draft SOS Election Procedures Manual, as it applies to 

Campaign Finance. 
5. Review and provide up-to-date resources, including letter templates, after new legislation 

and approval of AZ SOS Election Procedure Manuals. 
6. Act as a sounding board for novice Clerks as they deal with the intricacies surrounding 

Campaign Finance Complaints. 
 
The Committee shall not: 
 
1. Provide legal advice to other Clerks. 
2. Make any determination as to reasonable cause. 
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Adopted May 2021; Revised April 2022 
 
COMMUNICATIONS COMMITTEE 
 
The purpose of the Communications Committee is to receive, gather and organize information for 
the membership, as well as share the information with the membership via available resources 
such as the AMCA website, social media, newsletter and email.  The Communications Committee 
maintains social media efforts to ensure content is accurate and within AMCA guidelines.  
 
Each standing committee chair or committee designee shall be assigned as liaison to the 
Communications Committee to facilitate the communication of news and information via available 
aforementioned resources. The Communications Committee shall inform the membership about 
AMCA activities and encourage participation in those activities and aid in supporting and 
promoting the mission of AMCA.  
 
Note: Duties of the AMCA Webmaster are coordinated through the League.  
 
The Communications Committee shall: 
 
1. Receive, gather and organize information for the membership, as well as share the information 

with the membership via available resources such as the AMCA website, social media, 
newsletter and email.  

2. Distribute reminders to members via the Listserv regarding deadlines for submission of articles 
for the AMCA Newsletter.  

3. Coordinate with the IIMC on new CMC and MMC recipients and create congratulatory notices 
for each recipient to be issued electronically to CMC and MMC recipients sent out through 
Listserv and Facebook. 

4. Identify effective ways (e.g. e-mail, forums, website, and other social media) to communicate 
with members.  

5. Develop and maintain a Communication Committee succession plan for use as a guiding 
document for the next committee. 
 

Revised April 2022 
 

EDUCATION COMMITTEE 
 
The Education Committee’s purpose is to develop, promote and provide innovative quality 
educational opportunities to members on behalf of the AMCA.  The Chair or Vice Chair of the 
Education Committee shall serve as the liaison to the Election Committee and the 
Communications Committee. 
 
The AMCA Education Committee shall: 
 
1. Plan and promote the annual Arizona Institute (CMC) and Advanced Academy Education 

(MMC) Programs in conjunction with the Arizona State University Institute Director.  Programs 
are submitted to IIMC for review and awarding of points.  
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a. The Committee shall confer with the Institute Director to plan the curriculum for the Institute 
and Advanced Academy programs.  

b. The Committee shall coordinate with the Institute Director to select dates for each program, 
preferably in June for the Institute and preferably in June for the Academy. 

c. The Committee shall coordinate with the Institute Director to ensure that the IIMC 
standards are met while developing program topics. 

2. Plan and promote the educational sessions of the Annual Conference. in conjunction with the 
Elections Training Committee.  
a. Tasks to include determining the location for the annual training.  
b. The Annual Conference shall be held on the first full day of the training, with education 

sessions focused on general topics such as leadership, motivation, etc.  
c. At least one professional speaker shall be engaged. 
d.  The Annual Business Meeting shall be held during lunch.   

3. Plan and promote Fall and Spring Best Practices training sessions. 
a. Meet at least annually with the AMCA Election Committee to determine if either of the Fall 

or Spring Best Practices training sessions should be dedicated to Election topics or general 
Education topics.  

b.a. If it is determined that an Education Best Practice Training Session is needed, the 
Committee shall develop the programming, facility location, and implementation of the 
training session.  Efforts should be made to rotate the location throughout the State when 
possible. 

c.b. At least one Best Practice should be held annually. 
c. At least one online training opportunity shall be provided annually for members who cannot 

attend off site training. 
4. Plan and promote the annual Election Training. 
5. The training will be dedicated to elections and should address all aspects of municipal 

elections.  Training can occur in conjunction with the Annual Conference or can be a 
standalone training that is conducted in-person or virtually. 
a. Develop the programming and coordinate the implementation of the annual Election 

Training.  
6. Develop, review, and update the Election Certification/Recertification program in conjunction 

with the League to continue the three-year Election Certification Program. [See Policy] 
d.  

4.7. Plan and promote one (1) Athenian Dialogue session with the option of holding additional 
Athenian Dialogues upon approval by the Executive Board. 

8. Disseminate information regarding other training opportunities available to members. 
Including, but not limited to, GFOAz training, League Seminars, and Records Management. 

9. Disseminate information not previously disseminated by the League or Secretary of State 
(SOS) regarding other election training opportunities available to AMCA members, including, 
but not limited to, SOS Election Official Training, Election Officials of Arizona conferences, and 
other local or national election training programs. 
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5.10.  
6.11. Submit all Election and non-Election-related training courses to the IIMC for designation of 

training hours/points toward the CMC or MMC designation.   
7.12. Organize and manage the Non-Paid Presenter appreciation gifts for all non-Election-

related trainings. [See policy]  
8. Shortly after the beginning of each fiscal year, review the available funds for Conference and 

training speakers with the Executive Board. 
9. Develop and maintain an Education Committee succession plan for use as a guiding document 

for the next committee. 
10. Document all training session education points awarded by IIMC for CMC/MMC attainment.  

The list of educational offerings and the IIMC points awarded to each individual training 
session shall be posted to the AMCA website for reference by the membership.  The 
correspondence (e-mail, letter) received from IIMC outlining the hours/points allocation shall 
be placed on file with the League. 
 

(Annual Conference) Policy removed March 2018; Revised October 2018;  
Revised April 2022; Revised 2023; Revised *** 

 
ELECTION TRAINING COMMITTEE 
SUMMER: COMBINE WITH EDUCATION COMMITTEE? EFFECTIVE NEXT FY, BUT WORK 
ON REVISIONS NOW, SARAH WILL SPEAK TO THE BOARD ABOUT WHEN IT SHOULD 
BE EFFECTIVE 
 
The Election Committee’s purpose is to develop, promote and provide innovative quality election 
related educational opportunities and to develop and maintain the election certification and 
recertification policy on behalf of the AMCA. The Chair or Co-Chair of the Elections Committee 
shall serve as the liaison to the Education Committee and the Communications Committee.  
 
The AMCA Election Training Committee shall: 
 
1. Plan and promote the annual Election Training. 
2. The training will be dedicated to elections and should address all aspects of municipal 

elections.  Training can occur in conjunction with the Annual Conference or can be a 
standalone training that is conducted in-person or virtually. 
a. Develop the programming and coordinate the implementation of the annual Election 

Training.  
3. Develop, review, and update the Election Certification/Recertification program in conjunction 

with the League to continue the three-year Election Certification Program. [See Policy] 
4. The Chair and/or Co-Chair shall meet at least annually with the AMCA Education Committee 

Chair to determine if either of the Best Practice training sessions should be dedicated to 
Election topics.   
a. If it is determined that an Elections Best Practice Training Session is needed, develop the 

programming, facility location, and implementation of the training session on election 
specific topics. Efforts to rotate the location throughout the State should be made when 
possible. 
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5. Disseminate information not previously disseminated by the League or Secretary of State 
(SOS) regarding other election training opportunities available to AMCA members, including, 
but not limited to, SOS Election Official Training, Election Officials of Arizona conferences, and 
other local or national election training programs. 

6. Submit all Election-related training courses to the IIMC for designation of training points toward 
the CMC or MMC designation.  Organize and manage the Non-Paid Presenter appreciation 
gifts for all Election-related trainings: [See policy] Develop and maintain an Election Committee 
succession plan for use as a guiding document for the next committee appointed. 
 

Adopted January 2018; Revised September 2018; Revised April 2022 
 
HANDBOOK AND CONSTITUTION COMMITTEE 
 
The Handbook and Constitution Committee purpose is to propose amendments to and maintain 
the AMCA Handbook and the Constitution (see Article V, Amendments, of the Constitution of the 
AMCA). 
 
The Handbook and Constitution Committee shall: 
 
1. Annually review the AMCA Constitution and Handbook to assure that all sections are still 

applicable to the Association and that the AMCA Handbook and Policies are in compliance 
with the Constitution. 

2. Submit proposed Constitution changes, whether initiated by the Committee, the Executive 
Board, or by an Association member, to the AMCA Executive Board liaison at least 60 days in 
advance of the Annual Business Meeting each year, to allow for consistency in the AMCA 
Handbook and to allow sufficient time to prepare for the Annual Business Meeting. 
a. Draft ballot language for all proposed Constitution amendments and follow the procedure 

outlined in the policy appendix. 
3. Submit proposed Handbook changes, whether initiated by the Committee, the Executive 

Board, or by an Association member, to the AMCA Executive Board for review and/or 
approval. 
a. Upon direction from the Executive Board, conduct research.   
b. The Committee shall ensure that all Handbook revisions have been incorporated into the 

Handbook and that the latest version of the Handbook is posted on the AMCA website. 
4. Develop and maintain a Handbook and Constitution Committee succession plan for use as a 

guiding document for the next committee. 
 

Revised April 2022 
 
LEGISLATIVE COMMITTEE 
 
The Legislative Committee’s purpose is to follow proposed legislation during the State legislative 
session and identify legislation that may have an impact on AMCA members’ area of 
responsibility. 
 
The AMCA Legislative Committee shall: 
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1. Follow pending legislation in the State of Arizona Senate and House of Representatives and 

identify legislation that may have a potential impact on AMCA members’ areas of 
responsibility. 
a. Attend weekly legislative calls with the League. 

2. Review and evaluate all legislation identified as having a potential impact on the 
responsibilities of the AMCA members. 
a. Document, compile and disseminate by electronic means a recap of pending legislation 

and the specific impacts that may affect the responsibilities of the AMCA membership. 
b. Post the recap on the AMCA website.  

3. Develop and maintain a Legislative Committee succession plan for use as a guiding document 
for the next committee. 

4. Review legislation proposed by cities and towns and provide feedback on the proposed 
legislation regarding the effects of the proposal. 

5. At the start of each fiscal year, assign a member of the Legislative Committee to serve on the 
League’s General Administration, Human Resources and Elections (GAHRE) Committee to 
review legislation as it is proposed and provide feedback.  
a. Members shall volunteer based on approval of their jurisdiction management. 
 

Revised May 2021; Revised April 2022 
 

MEMBERSHIP/MENTORING COMMITTEE AND REGION LEADERS  
 
The Membership/Mentoring Committee’s purpose is to coordinate with representatives from 
each of the AMCA Regions regarding membership information within the Association and 
manage the mentorship program. The Membership/Mentoring Committee and Region Leaders 
was established to assist members new to the profession or to the state through the facilitation 
and exchange of ideas, experiences and information between members.  The 
Membership/Mentoring Committee members shall be comprised of a representative from each 
AMCA Region.  Each Region Leader shall work together on the Membership/Mentoring 
Committee to ensure that AMCA membership records are accurate and that membership 
recruitment efforts encompass the entire State. 
 
The AMCA Membership/Mentoring Committee shall: 

 
1. Serve as Region Leader for their respective AMCA Region. 

a. Use communication methods to contact individuals within their region, when possible, 
including when a new member is in their region. 

• Call or email new members to welcome them and provide information about 
assistance available through the AMCA, the Secretary of State’s office (SOS), the 
Election Officials of Arizona organization, and the IIMC. 

b. Serve as the contact for regional information. 

• Collect information regarding new employees that may benefit from AMCA 
membership; notify the Membership/Mentoring Committee Chair of the new members 
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within the region and request that information regarding AMCA and IIMC be forwarded 
to the individuals. 

• Collect information regarding when members leave employment, retire or receive 
promotions and notify the Membership/Mentoring Committee Chair, the AMCA 
President and the League. 

• Provide Exit Interview Form to exiting members and submit to Chair. 
c. Conduct meetings within their region and establish the method for such meetings, i.e. in-

person, virtual, by phone, etc. as well as the frequency of the meetings. 
d. Serve as information facilitator for their region. 

• AMCA information shall be dispersed to the Region Leaders; Region Leaders shall, in 
turn, disperse the information to members in their region. 

e. Develop a data collection form and send to new AMCA members.  

• Submit completed data collection forms to the Communications Committee Chair for 
inclusion in an upcoming AMCA Newsletter and/or for other communication outlets 
such as websites and social media as appropriate. 

2. The Chairperson shall coordinate and manage AMCA membership. 
a. Review the list of AMCA members to identify which members have not renewed their 

membership. 
b. Contact individual who have not renewed their AMCA membership to remind them of 

renewal requirements.  
c. Work with the League to maintain an updated membership list.   
d. Develop recruitment strategies to increase AMCA membership. 
e. Maintain and update recruitment and welcome brochures that may be provided to recruit 

non-members and orient new members. 

• ”What is a Municipal Clerk?” 

• “Welcome to AMCA” 
f. At least 60 days before the Annual Meeting, prepare a current listing of members 

(including any known retirements and/or terminations). 
g. At least 60 days before the Annual Meeting, work with the Executive Board Treasurer to 

prepare and submit to the League 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. 

h. Develop and maintain an “Exit Interview Form” (Form) for members to complete when 
they leave AMCA.   

i. The Form shall identify the length of time the exiting member has been a member 
of the AMCA and request their choice of gift, if applicable, forwarding address, and, 
if retiring, whether they wish to be invited to the Annual Business Meeting and 
whether they wish to submit a picture and statement to be displayed during the 
Annual Business Meeting that is held after their retirement.  

ii. Completed Forms may be included in an upcoming AMCA Newsletter and/or other 
communication outlets. 
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3. Manage the AMCA mentoring program. 
a. Ensure that each AMCA Region has at least one individual providing mentoring services 

to new members.  
b. Advertise mentoring services to new members.   
c. Assign a mentor to work with any member who has applied for mentoring services. 
d. Develop and maintain a Membership/Mentoring Committee and Region Leaders 

succession plan for use as a guiding document for the next Committee. 
4. Work with the League to electronically send out the membership forms in a timely manner. 
5. Manage the Clerk Areas of Expertise spreadsheet. 

a. Review annually and make updates as needed. 
b. Ensure the most current information is available on the AMCA website. 
 

Revised February 2021; Revised April 2022 
 
RECORDS MANAGEMENT COMMITTEE 
 
The Records Management Committee’s purpose is to coordinate with the Arizona State Library, 
Archives and Public Records (ASLAPR) Division to provide the AMCA membership with:  

• contemporary municipal records retention schedules;  

• standardized policies and procedures;  

• records-related training and documentation;  

• legal risk mitigation; and  

• disaster recovery planning assistance. 
 

The Records Management Committee shall: 
 
1. Work in cooperation with ASLAPR to develop retention schedules related to member 

functions and review and evaluate changes to retention schedules proposed by ASLAPR. 
2. Relay changes to state retention schedules to AMCA members. 
3. Provide written recommendations to the AMCA Executive Board relating to the 

organization’s records, including an annual review of the AMCA records schedule. 
4. Promote training, education and evaluation on records management and archiving, 

providing information to the AMCA Executive Board for dissemination to the membership, 
including a review of the Records Management Handbook Template every three (3) years. 

5. Review and evaluate essential record lists for disaster recovery planning, providing 
information to the AMCA Executive Board for dissemination to the membership, including 
providing guidance to AMCA members on the essential records submission that is due to 
the ASLAPR every five years. 

6. Develop and maintain a Records Management Committee succession plan for use as a 
guiding document for the next committee. 

7. Review and propose updates to the AMCA retention schedule annually. 
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8. Develop and maintain best practice guides related to records retention practices involving 
email, social media, and historical collections/gifts. 

Revised February 2022; Revised April 2022 
 
SCHOLARSHIP COMMITTEE 
 
The Scholarship Committee’s purpose is to receive applications and evaluate and administer 
scholarships for AMCA members to attend training sessions. 
 
The Scholarship Committee shall: 
1. Manage the AMCA Scholarship process. 

a. Develop and maintain all forms in support of the Scholarship Policy including application(s).  
i. Ensure that all scholarship applications comply with the current Scholarship Policy (and 

eligibility requirements) as approved and adopted by the AMCA Executive Board. 
b. Develop criteria and procedures for the selection of scholarship recipients. 
c. Review applications submitted for scholarships for eligibility, and using approved selection 

criteria, recommend scholarship recipients to the Executive Board. 
d. Review and recommend scholarship funds to be approved by the AMCA Executive Board 

during the annual budget process. 
e. Ensure that scholarship recipients comply with the terms of the Scholarship Policy, 

including proof of attendance. 
f. Oversee the annual selection of new essay questions for the scholarship application(s). 

2. Declare a conflict of interest when voting on scholarship applications from the member’s 
community and/or recuse oneself from participating in selecting essay questions and reviewing 
applications if submitting a scholarship application. 

3. Develop and implement fundraising activities to increase scholarship funds and awards. 
4. Develop and maintain a Scholarship Committee succession plan for use as a guiding 

document for the next committee. 
Revised April 2022 

 
STRATEGIC PLAN COMMITTEE RECOMMEND CHANGING “AD-HOC STRATEGIC 
PLANNING COMMITTEE”(CHANGE TITLE THROUGHOUT THIS SECTION) 
 
Beginning Fiscal Year 2025-2026 
 
The Strategic Plan Committee’s purpose is to guide the ongoing development, implementation, 
and evaluation of a strategic plan that aligns with AMCA’s mission and short and long-term 
goals. This Committee ensures that the strategic direction addresses the evolving needs of 
members, fosters growth, and enhances the effectiveness of all members. 
 
The Strategic Plan Committee shall:  
 
1.    Annually survey the membership to determine and understand current needs, challenges, 

and opportunities, and to gather input that reflects the vision of AMCA. 
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2. Encourage member engagement by providing opportunities for members to participate in the 

strategic planning process. NOTE FROM SARAH: we should determine how often we'll be 
evaluating the Plan and then input that information in here - for example bi-annually, every 
five years etc. WE WILL DISCUSS THIS WITH EXEC BOARD TOMORROW (1/30) 
 

3. Create a clear, actionable roadmap that outlines short and long-term goals, initiatives, and 
performance benchmarks, serving as a guide for achieving AMCA’s mission. 

 
4. Establish metrics to measure the success of the strategic initiatives, periodically review     

progress, and adjust plans as needed to stay aligned with objectives. 
 
5. Foster collaboration and innovation by identifying opportunities for partnerships, resource-

sharing, and innovation that can benefit members and advance the association’s mission. 
 

Adopted (Month, Year)  
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APPENDIX A 

 
AMCA POLICIES 

 
ASSOCIATION POLICIES 
 
AMCA policies shall be maintained in the AMCA Handbook and shall be reviewed and modified 
as necessary by the AMCA Executive Board and the AMCA Committees as applicable.  The 
Executive Board President shall coordinate with the League and the Communications Committee 
Chair to inform the membership of any changes in the policies. 
 
AMCA CLERK OF THE YEAR AWARD 
 
The purpose of the Clerk of the Year Award is to recognize a member who is a Clerk of the AMCA 
who has made significant contributions to the professionalism and image of the clerks’ profession, 
including providing knowledge, mentorship and education to AMCA members. There shall only 
be one Clerk of the Year Award presented each year. There may be no Clerk of the Year Award 
presented during years in which it is determined that there are no outstanding nominees or no 
nominations have been received.   
 
Call for Nominations: 
 
The Executive Board President shall work with the League and the Communications Committee 
Chair to advertise the nominating period for the Clerk of the Year Award.  A notification shall be 
made to mayors and municipal and town administrators in order to generate a greater pool of 
candidates using the Manager/Mayor email list provided by the League.   Applications should be 
submitted directly to the AMCA President.  The nomination period shall open in March with final 
nominations due by the last business day of May each year.   If no nominations have been 
submitted, the President may extend the nomination deadline to a date that will sufficiently allow 
the Clerk of the Year selection process to be carried out prior to the Annual Business Meeting, 
including the timeframe needed for the League to order a plaque for the recipient.  
 
To be considered for selection as AMCA Clerk of the Year, the nominee must: 
1. Have held the title of City/Town Clerk for at least five years. 
2. Be designated as a CMC by the IIMC and a Certified Election Official through AMCA. 
3. Be a full member in good standing of AMCA, with dues paid for the preceding five consecutive 

years.  
4. Be actively involved in the AMCA Organization (contributions made for the betterment of the 

AMCA, positions held, committee involvement, newsletter contributions, and/or facilitating of 
AMCA sponsored conferences or training). 

5. Be actively continuing his/her personal and professional education.  
6. Have not been the recipient of the AMCA Clerk of the Year Award in previous years. 
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Once the deadline to submit applications has passed, the applications shall be placed on an 
Executive Board Meeting Agenda for discussion and selection of the Clerk of the Year.  The AMCA 
Executive Board shall screen all applications and rank each applicant in order to determine the 
recipient of the award.  The AMCA Executive Board will vote on the selection of the award 
recipient.  
 
Ranking: 
 
The AMCA Executive Board may use the following criteria to select the Clerk of the Year recipient. 
1. Service to the AMCA.  This would include, but would not be limited to, offices held, service on 

committees, facilitation at AMCA educational sessions, etc. 
2. Service to their city for duties performed.  Examples of any specific areas of accomplishment. 
3. Innovation. The initiative to enhance their municipality, profession, or community. 
4. A significant contribution to the AMCA or the profession in a leadership role.  This may include 

education, communication, public relations, organization and administration, legislative 
procedures, city council procedures, elections, records management or special projects. 

 
AMCA Executive Board Member Nomination 
 
If a member of the Executive Board is nominated for the Clerk of the Year Award, the Executive 
Board member will recuse themselves from any discussion and voting about the nominations.  If 
multiple Executive Board members are nominated, resulting in the loss of a quorum amongst the 
Executive Board, the chair of the Scholarship Committee shall be asked to assist in the selection 
process.  In the event that the Scholarship Committee Chair is unable to assist, the Executive 
Board shall seek assistance from the Chair of another AMCA Committee requesting assistant in 
alphabetical order of Committee titles until a Subcommittee of three Executive Board members 
has been established. 
 
The AMCA Executive Board President shall work with the League to order an appropriate plaque, 
engraved award or keepsake for the award recipient and announce the AMCA Clerk of the Year 
Award recipient at the AMCA Annual Business Meeting. 
 
The AMCA President shall coordinate with the recipient’s supervisors and/or leaders to attend the 
Annual Business Meeting if they desire and work with the League to ensure the recipient is added 
to the Honors and Accomplishments webpage on the AMCA website. 
 
Nominations shall be accepted from any member of AMCA who is in good standing.   Non-member 
nominations shall be accepted from mayors or city administrators/managers.  
 

Revised November 2012, Revised April 2015; Revised September 2018;  
Revised July 2022 
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AMCA DEPUTY OR ASSISTANT CLERK OF THE YEAR AWARD 
 
The purpose of the Deputy or Assistant Clerk of the Year Award is to recognize a member of the 
AMCA who is a Deputy or Assistant Clerk who has made significant contributions to the 
professionalism and image of the member profession, including providing knowledge, mentorship 
and education to AMCA members. There shall only be one Deputy or Assistant Clerk of the Year 
Award presented each year.  There may be no Deputy or Assistant Clerk of the Year Award 
presented during years in which it is determined that there are no outstanding nominees or no 
nominations have been received.   
 
Call for Nominations: 
 
The Executive Board President shall work with the League and the Communications Committee 
Chair to advertise the nominating period for the Deputy or Assistant Clerk of the Year Award.  A 
notification shall be made to mayors and municipal and town administrators in order to generate 
a greater pool of candidates using the Manager/Mayor email list provided by the League.   
Applications should be submitted directly to the AMCA President.  The nomination period shall 
open in March with final nominations due by the last business day of May each year.   If no 
nominations have been submitted, the President may extend the nomination deadline to a date 
that will sufficiently allow the Deputy or Assistant Clerk of the Year selection process to be carried 
out prior to the Annual Business Meeting, including the timeframe needed for the League to order 
a plaque for the recipient.  
 
To be considered for selection as AMCA Deputy or Assistant Clerk of the Year, the nominee must: 
1. Have held the Deputy or Assistant Clerk position for at least three years. 
2. Be a member in good standing of AMCA, with dues paid for the preceding three consecutive 

years.  
3. Be actively involved in the AMCA (contributions made for the betterment of the AMCA, 

positions held, committee involvement, newsletter contributions, and/or facilitating of AMCA 
sponsored conferences or training). 

4. Be actively continuing his/her personal and professional education. 
5. Have not been the recipient of the AMCA Deputy or Assistant Clerk of the Year Award in 

previous years. 
 

Once the deadline to submit applications has passed, the applications shall be placed on an 
Executive Board Meeting Agenda for discussion and selection of the Deputy or Assistant Clerk of 
the Year.  The AMCA Executive Board shall screen all applications and rank each applicant in 
order to determine the recipient of the award. The AMCA Executive Board will vote on the 
selection of the award recipient. 
 
Ranking: 
 
The AMCA Executive Board shall use the following criteria to select the Deputy or Assistant Clerk 
of the Year recipient. 
1. Service to the AMCA.  This would include, but would not be limited to, offices held, service on 

committees, facilitation at AMCA educational sessions, etc. 
2. Service to their city for duties performed.  Examples of any specific areas of accomplishment. 
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3. Innovation. The initiative to enhance their municipality, profession, or community. 
4. A significant contribution to the AMCA or the profession in a leadership role.  This may include 

education, communication, public relations, organization and administration, legislative 
procedures, city council procedures, elections, records management or special projects. 
 

AMCA Executive Board Member Nomination 
 
If a member of the Executive Board is nominated for the Deputy or Assistant Clerk of the Year 
Award, the Executive Board member will recuse themselves from any discussion and voting about 
the nominations.  If multiple Executive Board members are nominated, resulting in the loss of a 
quorum amongst the Executive Board, the chair of the Scholarship Committee shall be asked to 
assist in the selection process.  In the event that the Scholarship Committee Chair is unable to 
assist, the Executive Board shall seek assistance from the Chair of another AMCA Committee 
requesting assistant in alphabetical order of Committee titles until a Subcommittee of three 
Executive Board members has been established. 
 
The AMCA Executive Board President shall work with the League to order an appropriate plaque, 
engraved award or keepsake for the award recipient and announce the AMCA Deputy or Assistant 
Clerk of the Year Award recipient at the AMCA Annual Business Meeting.   
 
The AMCA President shall coordinate with the recipient’s supervisors and/or leaders to attend the 
Annual Business Meeting if they desire and work with the League to ensure the recipient is added 
to the list maintained on the AMCA website. 
 

Adopted April 2015; Revised September 2018 
 

AMCA PRESIDENT’S AWARD OF DISTINCTION 
 
The President may bestow upon a deserving member of AMCA, with approval of the AMCA 
Executive Board, an Award of Distinction. This award is given to a member who has assisted the 
AMCA Association with the vision and mission of AMCA.   
 
Eligibility: 

To be considered for selection of the President’s Award of Distinction, the nominee must: 
1. Be a member in good standing of AMCA, with dues paid for the current year; 
2. Be actively involved in the AMCA Organization (Contributions made for the betterment of the 

AMCA, positions held, committee involvement, newsletter contributions, and/or facilitating of 
AMCA sponsored conferences or training). 
 

Previous winners of the AMCA President’s Award of Distinction are not eligible to receive another 
President’s Award of Distinction for five years. 
 
The AMCA Executive Board President shall work with the League to order an appropriate plaque, 
engraved award or keepsake for the award recipient and announce the President’s Award of 
Distinction recipient at the AMCA Annual Business Meeting.   
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The AMCA President shall coordinate with the recipient’s supervisors and/or leaders to attend the 
Annual Business Meeting if they desire, and work with the League to ensure the recipient is added 
to the list maintained on the AMCA website. 

Adopted April 2015; Revised September 2018 
 
HONORARY MEMBER POLICY 
 
Pursuant to the AMCA Constitution:  The Association may at its Annual Business Meeting, bestow 
honorary membership upon persons who, in the opinion of the Executive Board, have made 
outstanding and distinct contributions to the AMCA membership.  (An IIMC honorary member 
must be retired from membership). 
 
Nominations to the Executive Board for consideration of an Honorary Member can be made by 
any current AMCA member.  The Executive Board shall review the nominations and make 
recommendation at least 60 days prior to the Annual Business Meeting.  The Honorary 
Membership shall be a lifetime benefit and include a waiver of annual dues. 

 
AWARDS POLICY GUIDELINES FOR AWARDS SELECTION 
 
Retirees: 
 
An individual who has been a member of the AMCA for a minimum of ten years is eligible to 
receive a retirement gift as a token of appreciation for their service in the profession.  To receive 
the gift, the retiree must complete an Exit Form developed by the Membership/Mentoring and 
Region Leaders Committee.   
 
Retirees, who have been AMCA members for ten or more years, shall be offered the following 
parting gift options: 
 
1. A Gift Card in the amount of $100, or 
2. A one-time donation of $100 to the AMCA Education Scholarship fund in their name. 
 
Members who retire from the membership profession, receive a retiree gift and then subsequently 
become a member of the AMCA upon their return, may only receive a second retirement gift if their 
second tenure in the membership profession is an additional ten years or more.  Members who 
exit the member profession and then subsequently return to the membership may receive a 
retirement gift upon leaving the profession if both membership terms add up to ten years or more. 
Retirees who complete the Exit Form shall be honored in an AMCA Newsletter. 
 
CMC/MMC: 
 
Members who have obtained their IIMC CMC or MMC designation within the year, shall be 
presented with a wood plaque at the Annual Business Meeting.  The plaque shall be inscribed as 
follows: 
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AWARD OF EXCELLENCE 

PRESENTED TO 
NAME, CMC/MMC 

CITY/TOWN 
In Recognition of Successfully Completing 

THE CERTIFIED MUNICIPAL CLERK or MASTER MUNICIPAL CLERK PROGRAM  
(Logo) (Date of Annual Business Meeting) 

 
CMC/MMC plaques are tied to the member’s membership status at the time of the Annual 
Business Meeting for which they would, if not for retiring, would have otherwise been presented 
with a plaque.  If a member receives their CMC/MMC designation but then leaves the profession 
that qualifies them to be a member of the AMCA prior to the Annual Business Meeting, the 
member will only be sent their plaque if they have completed the Exit Form and provided their 
forwarding address. 
 
Service 
 
Beginning at 10 years of service and every 5 years thereafter, members of the AMCA shall be 
presented with a wood plaque at the Annual Conference to recognize their tenured service to the 
profession.  The plaque shall be inscribed as follows: 
 

THE ARIZONA MUNICIPAL CLERKS’ ASSOCIATION 
recognizes (Name) 

for ___ years of service 
to the profession of Municipal Clerk  

(Mo/Yr) to (Mo/Yr) 
Dated this _____ day of _____ 

Revised September 2018 
 

 
REGISTRATION FEE AND CANCELLATION POLICY 
 
The fees for the Institute, Academy, Elections Training held in conjunction with the AMCA Annual 
Business Meeting, and any other trainings offered by the AMCA, shall be reviewed annually.  It is 
the belief of the AMCA that trainings should be self-sustaining and any fees associated with AMCA 
trainings shall be adjusted accordingly.   
 
Once registered for a training event, the following timeframes shall be used for any cancellation: 
1. Training registrations may be cancelled up to one week prior to training, less a $25 processing 

fee.  No refunds will be issued for any cancellation occurring after the one-week timeframe. 
2. Cancellations must be submitted in writing to the League and it is the responsibility of the 

applicant to ensure their cancellation was received.  
3. Paid registrants who are unable to attend the training event may transfer their registration to 

another AMCA member. 
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4. If a member is a “no show” and has not availed themselves of the cancellation policy, the 
member shall forfeit the entire registration fee. 

Adopted November 2016 
 

REGISTRATION WAIVERS 
 
1. The registration fee for the Annual Conference shall be waived for two (2) members of the 

Education Committee as designated by the Education Committee Chair. 
2. The registration fee for the AMCA Elections Training shall be waived for two (2) members of 

the Elections Committee as designated by the Elections Committee Chair. 
3. The registration fee for the Committee hosting the Best Practices training shall be waived for 

two (2) members of the hosting committee (Education or Elections Committee) as designated 
by the hosting committee Chair. 

 
COMMITTEE MEMBER PERFORMANCE EXPECTATIONS 
 
By volunteering for an AMCA Committee, members agree to meet the expectations outlined below 
and strive to perform accordingly. 
 
1.  Be an active advocate and ambassador for the values, mission and vision of the AMCA. 
2.  Work with fellow Committee members to fulfill the obligations of Committee membership and 

cooperate with other AMCA Committees and members to support the goals of the Association 
and the Executive Board as articulated in the AMCA Handbook. 

3.  Act in a manner that contributes to the effective operation of the Committee – and work with 
fellow Committee members and the AMCA Executive Board to ensure that the Committee 
functions well. This includes – but is not necessarily limited to the following:  
a.  Focus on the good of the organization, independent of personal agenda, self-interest, or 

the influence of others. 
b.  Support Committee decisions once they are made. 
c.  Support AMCA’s policies and procedures for conducting business.  

4. Regularly attend Committee meetings. 
5. Prepare for Committee meetings by reviewing materials in advance and bringing the materials 

to meetings.  Use conversation as a core business practice, asking strategic questions and 
participating in dialogue. 

6.  Keep informed about the Association, its issues, and its connection to the community through 
active participation within the Association and conscientious connection outside the 
Association. 

7.  As appropriate, use personal and professional contacts and expertise to benefit the 
Association, without compromising ethics or trespassing on relationships. 

8. Be willing to perform Committee research and other assignments, as needed. 
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9.  Inform the AMCA Executive Board and your Committee Chair of any potential conflicts of 
interest, whether real or perceived, and abide by the decision of the Executive Board related 
to the situation. 

10. Agree to step down from the Committee position if unable to fulfill these expectations. 
 
Committee Member Attendance Guidelines 
 
Any Committee member may voluntarily resign from a Committee by submitting a written 
resignation to the Committee Chair. 
 
1. Any member of a Committee may be administratively removed from a Committee if the 

following applies: 
a. A member has two (2) unexcused (no contact with Chair) absences or has excused 

absences for 50% of the scheduled Committee meetings with no other participation. 
b. Extraordinary circumstances, such as serious illness, may be considered by the Board 

Liaison when determining whether to administratively remove a member from a 
Committee. 

c. Any Committee member who ceases to be a member of the AMCA shall be 
administratively removed from the Committee.  

 
It is the responsibility of each Committee member to ensure compliance with these performance 
expectations.  Committee Chairpersons and the respective Executive Board Committee Liaisons 
will monitor participation and report to the Executive Board, as needed.  The Executive Board 
may remove Committee members that do not regularly attend Committee meetings.  Removal 
from a Committee by the AMCA Executive Board shall result in no points being awarded by the 
AMCA which may result in denial of International Institute of Municipal Clerk (IIMC) certification. 
 

 Adopted 2023 
 

CONTRIBUTIONS TO IIMC FOUNDATION/AMCA SCHOLARSHIP FUND POLICY 
 
Members are encouraged to support education opportunities that support the goals of the 
Association by donating, when possible, to the IIMC Foundation and the AMCA scholarship fund. 
 

Adopted November 2012; Revised September 2018 
 
ELECTION OFFICIAL CERTIFICATION/RECERTIFICATION PROGRAM 
 
The Certified Municipal Election Official designation was developed in 1993 by the AMCA, in 
conjunction with the League, to provide training in the area of municipal election administration. 
At that time AMCA members were not permitted to attend the Election Training provided by the 
Arizona Secretary of State’s Office. While that has changed and AMCA members are encouraged 
to attend the State training for an overall understanding of the election process, it was determined 
that training for AMCA members is still important since the state law and training focus is on 
statewide, partisan elections.  The Election Certification Program provides members with the 
means to obtain status as a Certified Municipal Elections Official through a three-year program of 
formal and documented instruction specific to state and local election laws.  Recertification is 
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required every four years by meeting the recertification standards as outlined in the policy.   
 
Initial Certification: 
 
The AMCA Election Training is provided annually (usually in conjunction with the AMCA Annual 
Business Meeting and Conference).   
 
To become certified, a member must complete 31.5 AMCA Election Training hours AND thereafter 
pass the accompanying Election Exam with a 90% pass rate within 5 years.  Election Certification 
is valid for four years from the initial certification date.* 
 
The Elections Certification exam will be administered by the League at the conclusion of the 
AMCA Annual Elections Training for those individuals that have completed the required hours of 
training. The exam may also be taken by the use of a proctor within 30 days following the Annual 
Elections Training for those seeking certification or recertification.  Proctors are to be an AMCA 
member who is currently a certified elections specialist by the Secretary of State or League, a 
librarian or similar professional.   The proctor will be responsible for verifying the identity of the 
examinee, ensuring the examinee takes the online test, and submitting an AMCA Elections 
Certification Exam Test Taker/Proctor Agreement Form to the League.  The proctor will not make 
any copies, distribute or discuss the context of the exam, ensure the test taker upholds the ethical 
standards of AMCA, and not assist the test taker with any of the questions on the exam.   
 
If a member fails to achieve a 90% pass rate, retesting may occur following the next Elections 
Training in the same fashion as described above.   
 
Recertification: 
 
For those seeking to maintain their Certified Municipal Election Official certification status, within 
the four years after achieving initial Certification, members must complete one of the following:  

• Complete 21 hours of election trainings*; OR 

• Complete 10.5 hours of election trainings* AND take the AMCA Elections Exam with a 90% 
pass rate. 
 

If recertification is not completed within four years of the initial certification date and recertification 
not obtained, a member must complete the initial certification process to achieve certification. 

*Elections trainings can consist of any combination of election education sessions provided by 
the AMCA Annual Elections Training, AMCA Best Practices, or the Secretary of State’s Election 
Training.  Supporting documentation should be provided as follows: 
 
• AMCA training – A certificate reflecting the hours of elections training completed; 

 
• Secretary of State Election Training – A certificate or transcript that reflect hours completed; a 

copy of the agenda should also be provided. 
 
Notification: 
 
The League shall: 
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• Notify each attendee of their election exam results/scores.; 

• Notify the Education Committee of the names of the attendees that passed the election exam; 
and 

• Prepare electronic certificates for those who passed the exam and upload them to the AMCA 
website. 

Adopted April 2018; Revised February 2019 
 

Records Policy: 
 
All AMCA Records shall be maintained by the League.  
 

Adopted January 2016; Revised September 2018 
 
 

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * 

AMCA CONFERENCE CERTIFICATION PROCESS 
 
The League shall send the Education Committee the final roster of confirmed attendees for the 
conference/training. 
 
The Education Committee shall review the roster and assign the appropriate number of 
hours/credits to be awarded based on attendance and completion of assessment tools.  The 
Education Committee shall forward the completed roster to the Membership/Mentoring 
Committee and the League who shall in turn prepare electronic certificates awarding the 
appropriate number of hours/credits and cause the certificates to be uploaded to the AMCA 
website for retrieval by the members. 
 

Adopted January 2016; Revised September 2018 
 
ELECTIONS POLICIES 
 
Elections may be called as necessary by the Executive Board and may be conducted in person, 
electronically or by any other method as designated by the Executive Board.  Notwithstanding, it 
is the intent of the AMCA to hold most elections electronically, so that members with voting rights 
who are not able to attend meetings in person shall be able to exercise their right to vote. 
 
The League currently is the holder of the membership list and shall provide the list of voting 
members when requested for AMCA elections.   
 
The Handbook and Constitution Committee shall determine what changes need to be made to the 
AMCA Constitution, if any, and propose  them to the AMCA Executive Board at a regular 
Executive Board meeting. 
 
The Executive Board may agree with all, portions of, or none of the proposed revisions and 
direct the Handbook and Constitution Committee accordingly until a majority of the Executive 
Board approves, denies or withdraws the proposed revisions. 
 
Once a majority of the Executive Board approves the proposed revisions, the Handbook and 
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Constitution Committee Chair or designee, shall draft ballot language outlining the proposed 
revisions, including the affected articles and sections, using legislative format (Strikethrough = 
deletions, ALL CAPS = insertions). Subsequent to each proposed revision to the AMCA 
Constitution, the following ballot language shall be included: 

Do you agree with the change(s) to Article XX, Section XX? 
Yes or No? 

 
Election results shall be announced using the ListServ and/or any other communication method 
deemed appropriate by the Executive Board. 
 
Changes to the Constitution require a 2/3 affirmative vote of those voting (AMCA Constitution 
Article V, Section A).  If the vote is done electronically, the number of members who voted as well 
as the Yes and No votes, shall be presented to the Executive Board for adoption. 
 
If the vote is to be done in person, sign-in sheets, containing an asterisk next to each voting 
member, shall be provided by the Membership Committee at the Annual Business Meeting. The 
sign-in sheets shall also allow space for determining whether a proxy has been properly 
designated pursuant to the AMCA Constitution. The Membership Committee shall issue each 
voting member, or properly designated proxy, a voting mechanism, such as a voting stick. 
 
Prior to the commencement of each meeting of the membership, the Membership Committee 
shall determine the total number of voting members present, as well as the number of votes 
required in order to obtain a two-thirds vote. 
 
When the membership votes on proposed Constitutional amendments, a designated member of 
the Membership Committee shall count each voting mechanism and compare it to the number 
required to obtain a two-thirds vote and verify whether the proposed Constitutional amendment 
has passed by a two-thirds vote. 
 
Executive Board Secretary Recruitment Procedure 
 
1. Beginning in February of each year, the Executive Board Treasurer shall coordinate with the 

League and the Communications Committee to recruit for the Executive Board Secretary 
position. Recruitment efforts shall include qualifications requirements for the secretary 
position, the deadline for filing application paperwork and information regarding where to 
obtain and submit an application upon completion.   

2. The application will be maintained on the Association’s website and updated as needed. 
3. Completed applications shall be emailed directly to the Executive Board Treasurer no later 

than 5:00 pm on the application deadline date.  Individuals seeking the Executive Board 
Secretary position must meet the qualifications as outlined in the AMCA Constitution. 

4. The Executive Board Treasurer shall verify potential candidate qualifications, as outlined in 
the AMCA Constitution. 
a. If a potential candidate has not met the required qualifications, the Executive Board 

Treasurer shall notify the applicant in writing that they have not met the qualifications and 
are not eligible for the Executive Board Secretary position. 

b. If only one qualified candidate for Secretary has submitted application paperwork, the 
Executive Board may vote to appoint said candidate as Secretary by affirmation. 
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c. If more than one qualified candidate for Secretary has submitted application paperwork, 
the Executive Board Treasurer shall notify the Executive Board President who shall place 
the issue onto the appropriate Executive Board agenda to call an election for the Office of 
Secretary. 

d. The Executive Board Treasurer shall notify the candidates that their names will be placed 
on an upcoming ballot to be sent to the membership for vote. 

 
5. An election for the Executive Board Secretary position called by the Board at least one month 

prior to the Annual Business Meeting.  Elections for a mid-term vacancy shall be called as 
outlined in the AMCA Constitution using the same process for regular elections using a 
modified timeline as necessary. 

6. Elections administration shall be coordinated by the Executive Board, the League and the 
Communications Committee.    

7. The Executive Board Treasurer shall coordinate with the Communications Committee to 
announce the election for Executive Board Secretary through appropriate means. 

8. The Executive Board Treasurer shall develop the election ballot which shall include the 
following minimum criteria:   
a. Date of the election 
b. Voting deadline 
c. Name of candidates 
d. Position to be filled 
e. Term of office 
f. Voting instructions 

 
9. The League shall be responsible for the electronic distribution of the ballot to all AMCA voting 

members.  
10. The League shall tally the votes to determine the successful candidate and notify the 

Treasurer. All voting information shall remain confidential. 
a. In the event of a tie vote for the election of the AMCA Executive Board Secretary, a 

second ballot shall be presented to the membership for voting following the procedures 
outlined herein.  Should a second tie vote occur, the Executive Board Secretary shall be 
selected by lot using a method outlined by the Executive Board President. 

11. The Executive Board Treasurer shall prepare the canvass of election as outlined in the election 
canvass policy in the AMCA Handbook and forward the item to the Executive Board President 
for placement on an Executive Board meeting agenda for consideration by the Board prior to 
the swearing in ceremony of the new Executive Board members, typically held at the Annual 
Business Meeting. 

12. The Executive Board may formally adopt the Canvass of Election by a majority vote as 
presented by the Treasurer.   

13. Once the Canvass of Election has been adopted by the Executive Board, the Treasurer shall 
notify the candidates and the Communications Committee of the outcome of the election.  The 
Communications Committee shall announce the results of the election to the AMCA 
membership. 
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Adopted February 2018; Revised September 2018; Revised April 2022 
 
 

General Timeline – Timeline may be modified to accommodate the needs of the 
Association 
AMCA Annual Election for Secretary Position 

No Later Than  Treasurer prepares application form and 
submits it to the Communication Chair. 

February  

Communications Committee electronically 
distributes application form and materials 
for application process using AMCA 
membership list provided by the League. 
Communications Committee prepares and 
distributes various communications 
regarding the election, including but not 
limited to:  article in the Spring AMCA 
Newsletter, social media posts and other 
tools. 

February through April 

Submit Secretary application form, 
resume, copy of Certified (or Master) 
Municipal Clerk certificate, and letter(s) of 
support to Treasurer. 

Last Friday in April by 5:00 p.m. 
Treasurer reviews applications and 
determines if applicants meet the minimum 
qualifications for the Secretary position.   

1st week in May 
Treasurer notifies candidates that their 
name will or will not appear on the ballot.  
Executive Board calls the election. 

By May 15th  Treasurer prepares election ballot and 
submits to the Communication Committee. 

3rd week in May 

Communications Committee distributes 
ballots to AMCA voting members. 
Deadline for members to return their 
ballots.  

2nd week in June 

Treasurer reviews election results, 
determines successful candidates, and: 

- Provides results to the Executive 
Board 

- Notifies candidates of election 
results 

- Notifies Communications Committee 
of results. 

Within one week after deadline to vote Executive Board canvasses the election 
results. 

 
Adopted February 2018 
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ELECTION CANVASS POLICY 
 
At the close of each election authorized by the AMCA Executive Board, a canvass of the 
election results shall be presented to the Executive Board for adoption.  The AMCA Treasurer 
shall be responsible for preparing the canvass of election and presentation to the Executive 
Board. 
 
The canvass shall include the following information:  date or date range when the election was 
held, official ballot language describing the issue or issues being voted on, number of ballots 
issued, number of ballots returned, number of “yes” votes received, number of “no” votes 
received, the number of members who did not vote, percentage of voter turnout for the election, 
and the final official election results to be adopted by the Executive Board.   
 

Adopted December 17, 2015 
 
IIMC REPRESENTATION 
 
REGION VIII DIRECTOR 
 
1. The IIMC is comprised of 11 regions throughout the world; each region is represented by two 

Region Directors.  Arizona falls within IIMC’s Region VIII, which incorporates the following 
states: Arizona, Colorado, Idaho, Montana, Nebraska, Nevada, New Mexico, North Dakota, 
South Dakota, Utah and Wyoming.  Region Directors include one member from two states 
within the Region simultaneously.  Region Directors are appointed on a rotating basis within 
the respective states.  The rotation schedule is maintained by the IIMC. 

 
REGION VIII STATE ROTATION 

2019  Arizona 2026  Wyoming 
2020  Nevada 2028  Montana 
2022  North Dakota 2029  Colorado 
2023  Idaho 2031  New Mexico 
2025  South Dakota 2032  Utah 

When Arizona becomes the state of rotation for the IIMC Region VIII Director, an individual 
interested in becoming IIMC’s Region VIII Director shall apply according to IIMC’s process, which 
includes a requirement that the candidate obtain written support from their state association.   
 
AMCA is responsible for recommending an Arizona representative to IIMC during the years in 
which Arizona is scheduled in the rotation using the following process: 
 
In the event that two or more individuals apply to become Arizona’s IIMC representative, an 
election within the state shall be conducted. 
1. One year prior to IIMC announcing a Region VIII vacancy for Arizona’s rotation, the AMCA 

Executive Board shall initiate recruitment efforts for the position by coordinating with the 
Communications Committee to send electronic solicitation notices to the AMCA membership.  
a. Notices shall include: 

i. IIMC’s qualification requirements for candidates.  
ii. The deadline for filing application paperwork with IIMC.  
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iii. Information regarding where to obtain the required forms. 
iv. Information regarding filing a Memorandum of Interest with the AMCA Executive 

Board President. 
2. Members who are interested in serving on the Region VIII Board shall submit a memorandum 

of interest to the AMCA President. 
a. If more than one qualified individual submits a Memorandum of Interest, the Board may 

require candidates to complete a qualification essay.    
i. Essays must not exceed 200 words and should detail the candidate’s qualifications 

and emphasize activities in the member’s profession. Notice from the candidates 
Manager/Mayor supporting the applicant must also accompany the essay. 

b. The Executive Board may also require a letter of support from a candidate’s respective 
place of employment be submitted to the AMCA Executive Board President. 

c. Individuals seeking the Region VIII Board position must meet the qualifications as outlined 
by the IIMC. 

d. All items related to becoming a candidate for the Region VIII Board will be due to the 
Executive Board President no later than October 1st of the year preceding the vacancy and 
the deadline for filing the documents with the IIMC.  

e. The AMCA Executive Board shall rate the applicants based on criteria determined by the 
AMCA Executive Board, and the individual with the highest rating will be recommended to 
fill the position.   

3. If only one qualified individual submits a Memorandum of Interest, that individual will be 
submitted for recommendation to the IIMC.   
a. Recommendation of a Region VIII Board candidate should be included on an AMCA 

agenda no later than the November meeting prior to the vacancy deadline.  
4. AMCA Executive Board President shall compose a letter of recommendation for the candidate 

to submit with their IIMC packet no later than December 31st of the year preceding the IIMC 
Annual Meeting. 

Revised April 2022 
IIMC VICE PRESIDENT 

 
The qualifications for the position of IIMC Vice President requires that a candidate serve as an 
IIMC Region Director on the IIMC Board for a minimum of three years prior to an IIMC election for 
a Vice President.   
1. AMCA Members interested in serving as the IIMC Vice President and who have served as an 

IIMC Region Director for at least three years, shall request AMCA Executive Board support for 
the IIMC Vice President candidacy.   

2. The AMCA Executive Board shall take action on any requests for support for the IIMC Vice 
President candidacy. 

3. If the Executive Board votes to support an individual for the IIMC Vice President position, the 
following actions shall take place: 
a. A letter of support shall be written by the AMCA Executive Board President. 
b. Funds will be allotted for the campaigning and other financial needs. 
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c. Other activities showing support shall be authorized of the Executive Board members and 
other members of AMCA.  

4. If the Executive Board chooses not to support the individual for the IIMC Vice President 
position, the AMCA Executive Board President shall notify the individual of the Board’s 
decision and reasons behind the decision. 

 
Adopted February 2019 

JOB POSTING POLICY 
 
The AMCA shall, upon request, post relevant job openings on the AMCA website free of charge 
for openings within the State of Arizona and IIMC’s Region VIII.  Additional job postings will be 
posted on a case by case basis at the discretion of the Webmaster (League) and/or the AMCA 
Executive Board.  
 
Process 
 
1. A member within the State of Arizona or in IIMC’s Region VIII, may request job 

announcements be posted on the “Job Announcements – Career Opportunities” page of the 
AMCA website. 

2. Job announcements should be limited to those within the member professions and shall be 
submitted in .pdf format to the League.  

3. Posting job announcements outside of the member professions may be done on a case-by-
case basis at the discretion of the Webmaster and/or the AMCA Executive Board. 

4. The job announcement shall be sent via email to the League.  
5. The Webmaster will remove the posting as follows, whichever occurs first:  

a. One day after the closing date. 
b. After 30 days, if there is no closing date. 
c. When the entity advises that the position has been filled. 

 
Adopted November 15, 2016; Revised April 2022 

 
MEMBERSHIP DUES AND RIGHTS POLICY 
 
Membership dues will be reviewed annually and modified as needed by the Executive Board.  
Membership applications should be placed on the AMCA website no later than the second week 
of May.  Annual applications and renewal dues shall be submitted by July 1.   

 
Adopted November 2012; Revised May 2019; Revised June 2021; Revised April 2022 

 
Membership and membership rights belong to the individual member, not to the employer.  If a 
member no longer meets the criteria for membership as defined by the Constitution, the member 
shall be converted to a retired member status as per the Constitution.   
 
The exception would be if the member changes agencies.   If the new agency does not have two 
voting members as defined by the Constitution, the voting rights may transfer with the member to 
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his/her new agency.  If the new agency already has two voting members, the new agency will 
determine which two members retain their voting rights.  The non-voting member will be converted 
to an Associate member.  Agencies shall notify the AMCA Region Leader of any changes of 
membership. 
 
Under no circumstances shall a refund of membership dues be granted. 
 

Adopted February 2013; Revised April 2022 
 
MEMORIAL AND DONATION POLICY 
 
All requests for a memorial or donation must be presented to the AMCA President in writing for 
placement on the next available Executive Board agenda after receipt for the Executive Board’s 
consideration.  Requests shall be reviewed by the Executive Board for approval on a case-by-
case basis. 
 
Requests must include the following: 

• Who the memorial or donation is for.  
• A suggestion of what an appropriate memorial or donation might be. 
• If the request is for a donation to a specific charity, the AMCA member who submitted the 

request must provide the name and address of the charity. 
 

The AMCA Executive Board shall have the option to send a card on behalf of the AMCA 
membership in lieu of a memorial or donation. 
 

Adopted December 17, 2015 
 
PHOTO AND VIDEO DISCLAIMER 
 
Photo and Video Disclaimer shall be displayed in plain sight at all AMCA conferences and 
trainings informing members of their right to request that photos and videos that include their 
images and/or names not be used in marketing materials for the AMCA.  The form will be 
maintained on the Association’s website by the League. 
 

Adopted November 16, 2017; Revised April 2022 
 

QUESTIONS/COMMENTS FORM PROCESS 
 
The AMCA has instituted a Questions/Comments process that can be located on the AMCA 
website under the About heading.  Any questions or comments submitted to the AMCA shall be 
sent to the League.  The League will set up automated responses that will be sent once a form is 
submitted.  The League will review all questions or comments submitted and answer them when 
possible.  If the League is unable to answer a question or if a comment is received, the League 
will forward the form to the Executive Board Members.  The Executive Board will either assign an 
Executive Board member to answer the question/comment, place it on an upcoming Executive 
Board agenda and/or assign the issue to a committee for further research and/or response.  Insert 
weblink 
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Adopted December 2018; Revised April 2022 
 
REMOVAL OF EXECUTIVE BOARD MEMBER 
 
Pursuant to the AMCA Constitution, Article IV, Election of Officers and Duties, Section D, “Any 
member of the Executive Board may be removed from office for cause, that is, misconduct or 
neglect of duty in office.”  
 
If concern arises that a member of the AMCA Executive Board has acted in a means that may 
constitute misconduct or neglect of duties, the AMCA President shall notify the member of concern 
and request that the member of concern submit a memo to the AMCA Executive Board explaining 
their actions within five days of notification by the AMCA President. Once the member of concern 
has submitted their explanation of actions, or if five days have elapsed since the member was 
notified of the concern, the remaining Executive Board Members shall meet within a reasonable 
period of time in a special meeting to discuss the misconduct or neglect of duties and determine 
whether the Executive Board member of concern needs to be removed from their service on the 
Executive Board.  If the President is the Executive Board member of concern, the Vice President 
shall lead the process and notify the AMCA President of the concerns and request an explanation 
of actions as outlined above. 
 
If the Executive Board determines that the member of concern has engaged in misconduct or 
neglected their duties in office; the Board member may be asked to resign their position on the 
AMCA Executive Board by requesting in writing that the Executive Board member submit a 
written resignation to the Executive Board within 48 hours of the request for resignation. 
 
In the event that the Executive Board member of concern chooses not to submit a letter of 
resignation, the remaining Executive Board members shall meet within a reasonable period of 
time to formally take action to remove the Executive Board member of concern. Such action 
to remove the Executive Board member shall be taken by a formal vote of the remaining 
Executive Board members at a special meeting held for that purpose. The notice and agenda 
for the meeting to discuss and take action to remove the AMCA Executive Board member shall 
be delivered by a verifiable means to the Executive Board member of concern. 
 
Upon completion of the matter, a notice shall be provided to the AMCA membership advising 
them of the removal of the Executive Board member. 
 
If sufficient evidence exists that the Executive Board member may have violated the IIMC 
(IIMC) Code of Ethics, a notice shall be sent to IIMC relating to the removal of the Executive 
Board member for any action deemed appropriate by IIMC. 
 
The vacant Executive Board position created by the resignation or removal shall be filled as 
required by Article IV, Election of Officers and Duties, Section E of the AMCA Constitution. 
 

Revised April 2022 
 
RULES OF CONDUCT FOR AMCA EXECUTIVE BOARD MEMBERS 
 
Goal:  To establish a set of principles and practices for the AMCA Executive Board members 
that will set parameters and provide guidance and direction for conduct and decision-making. 
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Each Executive Board member affirms the expectations outlined herein and strives to perform 
accordingly.  We treat all Executive Board members the same when it comes to these 
expectations.  These expectations shall be clearly articulated during the Executive Board 
member recruitment process.  By accepting nomination or appointment as an AMCA Executive 
Board member, individuals confirm that Executive Board service is one of his or her top 
priorities.  AMCA Executive Board members shall comply with the following: 
1. Maintain a professional level of courtesy, respect, and objectivity in all AMCA activities. 
2. Focus on the good of the Association, independent of personal agenda, self-interest, or 

influence of others. 
3. Remain accountable for prudent fiscal management to Association members, the Executive 

Board and to government and funding bodies. 
4. Approach Executive Board issues with an open mind and respect the diversity of opinions 

expressed or acted upon by the Executive Board, committees and membership. 
5. Promote collaboration, cooperation, and partnership among Association members, committee 

members and Executive Board members. 
6. Make decisions of the Executive Board based on merit and fact. 
7. Fully disclose, at the earliest opportunity, any conflict of interest.   
8. Register any dissent at the meeting, but once a decision has been made by a majority of the 

Executive Board, each Executive Board member shall support the collective decision.  
9. Respect the confidentiality of sensitive information known due to service on the Executive 

Board. 
10. Once decisions are made, clearly identify action items and who will perform each action item.   

 
Adopted May 2020; Revised April 2022 

 
SCHOLARSHIP POLICY 
 
The AMCA is dedicated to supporting its members and their professional education by providing 
scholarship opportunities, which are awarded on a competitive basis. 
 
Scholarship Funds: 
1. Each year, based on the budget, the AMCA Executive Board shall designate funds available 

for scholarships. 
2. Scholarships cover training registration costs only. If an applicant receives other grants or 

scholarships that cover registration costs, AMCA scholarship funds granted to the applicant, 
may be considered for documented travel related expenses not to exceed registration costs.  

3. The Executive Board reserves the right to determine the amount of scholarship funds available 
in any given year and how the funds should be distributed.  Since funds are distributed based 
upon availability, partial scholarships may be awarded at the Board’s discretion. 

4. The Executive Board shall be the final arbiter for granting scholarship funds, based on 
recommendations from the Scholarship Committee.  

5. AMCA scholarships will be paid in the form of a reimbursement to the payee after proof of 
attendance at the training.  
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Eligibility: 
1. Scholarships are available to full and associate members of the AMCA in good standing. 
2. 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. 

3. Each scholarship request shall be considered separately and shall be awarded based on 
established criteria.  

4. Scholarships are available for AMCA and IIMC trainings.  
5. Scholarship eligibility requirements may vary per scholarship. 
6. Scholarship awardees are required to provide a short essay regarding their training experience 

after their attendance; the essay may be included in an AMCA Newsletter. 
7. Scholarships may be limited to one (1) per municipality per fiscal year. 

 
Application Form: 
1. The Scholarship Committee shall manage the scholarship application form and ensure that it 

is posted on the AMCA website.  
2. Scholarship deadlines, if applicable, submittal instructions and the criteria used to evaluate 

each scholarship shall also be posted. 
3. The Scholarship Application shall include an essay question to be answered by the applicant. 

Rules and Requirements: 
1. All scholarship requests shall be submitted in writing using the most current and approved 

application.  
2. It is the applicant's responsibility to submit a complete packet with all required documentation 

for each scholarship requested by the stated deadline and must include: 
a. Completed application 
b. Letter of support from the member’s supervisor  
c. Essay of a minimum of 200 words per question, not including any headings, salutations, or 

closings (if used) with a word count included at the end of the essay 
3. Any scholarship application not submitted in accordance with the stated rules and 

requirements shall be disqualified.  
4. AMCA will reimburse scholarship recipients after attendance at the training.  Scholarship 

recipients shall submit proof of attendance and a copy of the registration receipt no later than 
60 days after conclusion of the training.  Late submittals may result in loss of scholarship.  
Reimbursement will be remitted to the payee and shall not exceed the amount of the awarded 
scholarship. 

5. Institute: A member may request scholarships for any two years of the Institute, with the 
maximum of two (2) Institute scholarships awarded per member.  

6. Academy:  A member may request scholarships for any two years of the Academy, with the 
maximum of two (2) Academy scholarships awarded per member.  
 

Evaluation and Selection Criteria:  
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1. All scholarship applications shall be reviewed and rated by the Scholarship Committee. The 
committee shall submit its recommendations for scholarship awards to the Executive Board 
for approval. 

2. The Scholarship Committee shall use a points system for selection purposes. Measurement 
criteria may include, but is not limited to: 
a.  Participation and service as a member or chair of an AMCA committee(s) within the past 

two fiscal years of the date of application, including the current year 
b.  Preference shall be given to first-time attendees and/or first-time scholarship requestors 
c.  Ability to provide coherent, well-written, relevant, and thoughtful responses to essay 

questions 
3. In the event of a tie based on points, the Executive Board shall be the final tiebreaker.   

 
Adopted February 2014, Revised January 2017, Revised April 2017; Revised April 2022 

AMCA SOCIAL MEDIA POLICY 
 
The AMCA Facebook private group is a platform for AMCA Members to communicate and 
share information. AMCA Members are welcome to initiate posts at any time. You must be a 
current/retired member of the AMCA in good standing to be a member of the closed group. 
The Communications Committee is responsible for moderating the page and the Admin will be 
responsible for crosschecking the most recent AMCA membership list to ensure that the 
requestor is a member. Non-members can follow the AMCA on Facebook at AMCA1961 or 
www.azclerks.org.  
 
Non-members requesting to join the AMCA Facebook private group will be referred to this 
policy.  If the requestor’s AMCA membership is pending, they will be permitted to join the 
private Facebook page once their membership has been approved. 

Adopted March 18, 2021 

 
TRAVEL POLICY 
 
Purpose 
 
AMCA must balance the need to control travel costs while encouraging volunteerism and 
reimbursing Executive Board members and IIMC Regional Representatives for out-of-pocket 
expenses. This policy identifies what travel expenses may be reimbursed to Executive Board 
members and IIMC Regional Representatives and under what circumstances. 
 
Executive Board Meetings 
 
Executive Board members and IIMC Regional Representatives may be reimbursed for the cost of 
travel to include: mileage based upon the IRS per diem rate per mile, tolls, and parking when 
required to attend business meetings that are held independent of Association-sponsored training 
or conferences or are not reimbursed by their current employer. Commuting with other Executive 
Board members is strongly encouraged when it is convenient for the members involved. 
1. Conference Scheduled Executive Board meetings – Executive Board members shall not be 

reimbursed for mileage and parking to attend Executive Board meetings that are scheduled in 
conjunction with other training sessions or conference events, unless the proposed 

http://www.azclerks.org/
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reimbursement is presented to the Executive Board for special consideration and 
authorization. 

2. Reasonable Distance Reimbursement – Recognizing the Executive Board is comprised of 
members from various municipalities throughout the state and the distance traveled to attend 
Executive Board meetings can be lengthy, Executive Board members may be reimbursed for 
overnight accommodations at the corporate rate when length of travel exceeds 150 miles, one 
way from their municipality to the meeting location. Meals shall either be furnished at the 
member’s expense or as part of the Executive Board meeting. 

 
IIMC Annual Conference 
 
1. President - All expenses for the IIMC Conference shall be paid for the President to attend. In 

the event that the President cannot attend the IIMC Conference, expenses shall be paid in the 
following order: 

VICE-PRESIDENT 
TREASURER 
SECRETARY 
 

2. Regional Conference - President – AMCA shall pay for the President to attend the Annual 
Regional Conference. In the event that the President cannot attend the IIMC Conference, 
expenses shall be paid in the following order: 

 
VICE-PRESIDENT 
TREASURER 
SECRETARY 

Conference Paid Expenses 
 
1. Coach class air transportation (other common carrier or vehicle may be used and paid at 

current mileage rate provided the paid expense shall not exceed that of available airfare).  
2. Necessary ground transportation to and from the airport of origin and from the airport of 

destination to the place of lodging and return thereto, to include personal mileage at the current 
state mileage rate, parking fees, and shuttle costs. 

3. Hotel accommodations at the conference site beginning on the evening prior to the start of the 
conference activities and ending on the morning following the annual banquet. Lodging in 
advance of the conference to attend IIMC Certification Academies or other personal events is 
to be paid by the delegate. 

4. Full registration for the conference. The delegate is personally responsible for registration 
costs to attend IIMC Certification Academies. 

5. “All Conference” events that are considered a normal part of attendance and participation in 
conference activities. 

6. All regular meals which are not part of the scheduled conference activities not to exceed the 
state per diem and upon presentation of a receipt. The delegate shall be fiscally responsible 
to the organization and use sound judgment when using AMCA funds or requesting 
reimbursement. Itemized receipts must be provided for all meal charges or reimbursements. 

7. Alcoholic beverages and pay-per-view television services shall not be paid for or reimbursed 
by AMCA. 
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Submittal of Receipts 
 

1. Anyone requesting reimbursement shall use the Reimbursement Request form found on 
the AMCA website. 

2. The delegate must submit all receipts (itemized and credit card) for reimbursement to the 
League within ten (10) working days of purchase or return from travel. 

3. Any request for reimbursement shall be submitted within 30 days of returning from the 
travel.   Late submissions may not be reimbursed. 
 

Revised April 2022 
 

AMCA Annual Conference Registration 
 
Complimentary registration (including meals offered at the conference) shall be offered to the 
AMCA Executive Board members and Secretary elect. If the annual conference is held in 
conjunction with another conference and/or training, then AMCA shall pay registration expenses. 

 
Education Committee Chair 
 
Travel expenses shall be paid with prior approval from the AMCA Executive Board.  AMCA shall 
pay travel expenses for the Chair or designee to attend IIMC or Regional Conferences to discuss 
education issues vital to AMCA membership.  The Chair will provide an update to the Executive 
Board at the next Board Meeting.   
 

Adopted July 2011; Revised April 2022 
Institute Director 
  
Travel expenses shall may be paid with prior approval from the AMCA Executive Board.  AMCA 
shall may pay travel expenses for the Institute Director or designee to attend the AMCA Annual 
Conference or IIMC or Regional Conferences to discuss education issues vital to AMCA 
membership. 

Adopted January 2016 
 
NON-PAID PRESENTER POLICY 
 
1. A “non-paid presenter” is defined as an individual or group, AMCA member or non-member, 

solicited to present to the AMCA membership, but could also include those who request to 
speak, under the discretion of the Education Committee. 

2. A maximum of one (1) appreciation gift may be given to a non-paid presenter that contributed 
to the education of members at any of the AMCA sponsored trainings each year (August 
through July). 

3. The appreciation gift shall be a gift card and shall not exceed $25.00 per non-paid presenter 
4. The appreciation gift shall include a signed card of appreciation by the AMCA Executive Board. 

 
Adopted April 2022 
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Implementation Plan – Chart of Succession 
March 15, 2022 

 
Position Current Year 2022-23 2023-24 2024-25 2025-26 2026-27 2027-28 
Immediate 
Past President 

Vacant Teresa Riza Position eliminated 

President Teresa Riza Darcie 
McCracken 

Jennifer 
Peña 

Carla 
Reece 

Sarah 
Siep 

Ascend Ascend 

Vice President Darcie 
McCracken 

Jennifer 
Peña 

Carla 
Reece 

 Sarah 
Siep 

Election Election Election 

Treasurer Jennifer 
Peña 

Carla Reece Sarah Siep Position eliminated 

Secretary Carla Reece  Sarah Siep Election --- Election --- Election 
Director  Selection --- Selection --- Selection 
Director  Selection --- Selection --- 
 
*By 2025-26, a cycle would be in effect where three positions would be elected/chosen biannually, and two 
positions would be elected/chosen in the intervening years, thus creating continuity. 
 

Adopted November 2022 
 



Jul '24 - Jan 25 Budget $ Over Budget % of Budget

Income
4000 · Membership Dues 29,137.50 29,000.00 137.50 100.5%
4010 · Conferences & Training

4010-1 · Annual/Elections Conference 21,575.00 22,000.00 -425.00 98.1%
4010-2 · Fall Training 4,875.00 5,000.00 -125.00 97.5%
4010-3 · Spring Training 0.00 5,000.00 -5,000.00 0.0%
4010-4 · Institute & Academy 0.00 25,000.00 -25,000.00 0.0%
4010-5 · Athenian Dialogue 3,050.00 4,500.00 -1,450.00 67.8%

Total 4010 · Conferences & Training 29,500.00 61,500.00 -32,000.00 48.0%

4015 · Gifts, Donations  & Fundraising 1,317.89 500.00 817.89 263.6%
4018 · Scholarship Fundraising 3,384.45 2,500.00 884.45 135.4%
4020 · Sponsorships 8,750.00 8,000.00 750.00 109.4%
4050 · Interest Income 16.37 20.00 -3.63 81.9%

Total Income 72,106.21 101,520.00 -29,413.79 71.0%

Expense
6005 · IIMC & Regional Conferences

6005-1 · IIMC Director Expenses 0.00 5,000.00 -5,000.00 0.0%
6005-2 · Registration Fees 0.00 1,720.00 -1,720.00 0.0%
6005-3 · Accommodations/Lodging 0.00 1,200.00 -1,200.00 0.0%
6005-4 · Transportation 0.00 1,350.00 -1,350.00 0.0%
6005-5 · Meals 0.00 235.00 -235.00 0.0%

Total 6005 · IIMC & Regional Conferences 0.00 9,505.00 -9,505.00 0.0%

6025 · Scholarships
6025-1 · Institute 0.00 1,125.00 -1,125.00 0.0%
6025-2 · Academy 0.00 900.00 -900.00 0.0%
6025-4 · IIMC 0.00 1,200.00 -1,200.00 0.0%
6025-5 · Miscellaneous 85.00 300.00 -215.00 28.3%

Total 6025 · Scholarships 85.00 3,525.00 -3,440.00 2.4%

6520 · Awards 725.00 2,000.00 -1,275.00 36.3%
6522 · Board Expenses 685.53 1,500.00 -814.47 45.7%
6523 · Sponsorships/Contributions 2,500.00 5,000.00 -2,500.00 50.0%
6526 · Conferences & Trainings

6526-1 · Annual/Elections Conference 32,807.73 26,000.00 6,807.73 126.2%
6526-2 · Fall Training 714.42 800.00 -85.58 89.3%
6526-3 · Spring Training 0.00 800.00 -800.00 0.0%
6526-4 · Institute & Academy 0.00 21,000.00 -21,000.00 0.0%
6526-5 · Athenian Dialogue 106.92 2,000.00 -1,893.08 5.3%

Total 6526 · Conferences & Trainings 33,629.07 50,600.00 -16,970.93 66.5%

6590 · Support Services
6591 · Administrative 7,500.00 15,000.00 -7,500.00 50.0%
6593 · Financial Services 5,520.85 7,194.00 -1,673.15 76.7%
6595 · Supplies 2,686.56 5,000.00 -2,313.44 53.7%
6597 · Web Hosting 1,075.99 960.00 115.99 112.1%
6590 · Support Services - Other 10.00

Total 6590 · Support Services 16,793.40 28,154.00 -11,360.60 59.6%

Total Expense 54,418.00 100,284.00 -45,866.00 54.3%

Net Income 17,688.21 1,236.00 16,452.21 1,431.1%

Arizona Municipal Clerks Association
Profit & Loss Budget vs. Actual

July 2024 through January 2025

Page 1



Type Date Num Name Memo Amount Balance

1000 · Chase Bank Checking 44,270.44
General ... 01/02/2025 255 FY25 Bankcard charges -65.57 44,204.87
Deposit 01/07/2025 Deposit 87.50 44,292.37
Deposit 01/09/2025 Deposit 65.00 44,357.37
Check 01/27/2025 On-line pmt Chase Card Services -99.88 44,257.49
Check 01/28/2025 1697 League of Arizona Cities & ... FY25 December Invoice -1,893.79 42,363.70
Check 01/28/2025 1698 Marlene Mortimore FY25 December invoice -225.00 42,138.70
Deposit 01/31/2025 Deposit 60.00 42,198.70

Total 1000 · Chase Bank Checking -2,071.74 42,198.70

1005 · Chase Bank Savings 139,734.06
Deposit 01/31/2025 Interest 2.34 139,736.40

Total 1005 · Chase Bank Savings 2.34 139,736.40

1300 · Prepaid Expenses 5,247.55
Total 1300 · Prepaid Expenses 5,247.55

3200 · Opening Balance Equity -169,494.44
Total 3200 · Opening Balance Equity -169,494.44

4000 · Membership Dues -29,050.00
Deposit 01/07/2025 Various FY25 Dues -87.50 -29,137.50

Total 4000 · Membership Dues -87.50 -29,137.50

4010 · Conferences & Training -29,375.00
4010-1 · Annual/Elections Conference -21,575.00
Total 4010-1 · Annual/Elections Conference -21,575.00

4010-2 · Fall Training -4,875.00
Total 4010-2 · Fall Training -4,875.00

4010-5 · Athenian Dialogue -2,925.00
Deposit 01/09/2025 Various FY25 Winter Athenian Dialogue -65.00 -2,990.00
Deposit 01/31/2025 Various FY25 Winter Athenian Dialogue -60.00 -3,050.00

Total 4010-5 · Athenian Dialogue -125.00 -3,050.00

Total 4010 · Conferences & Training -125.00 -29,500.00

4015 · Gifts, Donations  & Fundraising -1,317.89
Total 4015 · Gifts, Donations  & Fundraising -1,317.89

4018 · Scholarship Fundraising -3,384.45
Total 4018 · Scholarship Fundraising -3,384.45

4020 · Sponsorships -8,750.00
Total 4020 · Sponsorships -8,750.00

4050 · Interest Income -14.03
Deposit 01/31/2025 Interest -2.34 -16.37

Total 4050 · Interest Income -2.34 -16.37

6025 · Scholarships 85.00
6025-5 · Miscellaneous 85.00
Total 6025-5 · Miscellaneous 85.00

Total 6025 · Scholarships 85.00

6520 · Awards 725.00
Total 6520 · Awards 725.00

6522 · Board Expenses 629.54
Check 01/27/2025 On-line pmt Chase Card Services Zoom 55.99 685.53

Total 6522 · Board Expenses 55.99 685.53

6523 · Sponsorships/Contributions 2,500.00
Total 6523 · Sponsorships/Contributions 2,500.00

6526 · Conferences & Trainings 32,993.65
6526-1 · Annual/Elections Conference 32,807.73
Total 6526-1 · Annual/Elections Conference 32,807.73

6526-2 · Fall Training 79.00
Check 01/28/2025 1697 League of Arizona Cities & ... Spkr gift cards,Cvent fees, zoom 635.42 714.42

Total 6526-2 · Fall Training 635.42 714.42

6526-5 · Athenian Dialogue 106.92

Arizona Municipal Clerks Association
General Ledger
As of January 31, 2025

Page 1



Type Date Num Name Memo Amount Balance

Total 6526-5 · Athenian Dialogue 106.92

Total 6526 · Conferences & Trainings 635.42 33,629.07

6590 · Support Services 15,200.57
6591 · Administrative 6,250.00
Check 01/28/2025 1697 League of Arizona Cities & ... FY25 December Invoice 1,250.00 7,500.00

Total 6591 · Administrative 1,250.00 7,500.00

6593 · Financial Services 5,295.85
Check 01/28/2025 1698 Marlene Mortimore Inv#123124 225.00 5,520.85

Total 6593 · Financial Services 225.00 5,520.85

6595 · Supplies 2,612.62
General ... 01/02/2025 255 FY25 Bankcard charges 65.57 2,678.19
Check 01/28/2025 1697 League of Arizona Cities & ... FY25 December Invoice 5.11 2,683.30
Check 01/28/2025 1697 League of Arizona Cities & ... Cvent fees 3.26 2,686.56

Total 6595 · Supplies 73.94 2,686.56

6597 · Web Hosting 1,032.10
Check 01/27/2025 On-line pmt Chase Card Services Net Atlantic 43.89 1,075.99

Total 6597 · Web Hosting 43.89 1,075.99

6590 · Support Services - Other 10.00
Total 6590 · Support Services - Other 10.00

Total 6590 · Support Services 1,592.83 16,793.40

TOTAL 0.00 0.00

Arizona Municipal Clerks Association
General Ledger
As of January 31, 2025

Page 2



Jan 31, 25

ASSETS
Current Assets

Checking/Savings
1000 · Chase Bank Checking 42,198.70
1005 · Chase Bank Savings 139,736.40

Total Checking/Savings 181,935.10

Other Current Assets
1300 · Prepaid Expenses 5,247.55

Total Other Current Assets 5,247.55

Total Current Assets 187,182.65

TOTAL ASSETS 187,182.65

LIABILITIES & EQUITY
Equity

3200 · Opening Balance Equity 169,494.44
Net Income 17,688.21

Total Equity 187,182.65

TOTAL LIABILITIES & EQUITY 187,182.65

Arizona Municipal Clerks Association
Balance Sheet

As of January 31, 2025

Page 1



FY 24
Actual

FY 25
Budget

Expected
FY25*

Over/
(Under)
Budget

PROPOSED
FY 2026 NOTES

INCOME
Conferences & Trainings

Annual/Elections Conference 21,034 22,000 21,575 (425) 23,000
Fall Training 5,480 5,000 4,875 (125) 5,000
Spring Training 5,824 5,000 5,000 0 5,000
Athenian Dialogues 5,445 4,500 4,070 (430) 4,500
Institute & Academy (June) 24,025 25,000 25,000 0 25,000 Increased fees by $25 for June 2023

Total Conferences & Trainings 61,808 61,500 60,520 62,500
Gifts, Donations & Misc Fundraising 1,208 500 1,318 818 1,000 Raffle and other donations 
Interest Income 22 20 28 8 20

Membership Dues 27,398 29,000 29,450 450 29,000
Board approved a $5 increase for FY23 (4/15/21). 
Increasing dues in odd years by $5 - next increase FY27.  
Suggest change to a $10 increase in odd years - for FY27.

Scholarship Fundraising 3,450 2,500 3,384 884 3,500 Gift Basket fundraiser 
Sponsorships 6,250 8,000 8,750 750 10,500 Suggest increasing sponsorship from $1250 to $1500.

Total Income 100,136 101,520 103,450 1,930 106,520

EXPENSE
Conferences & Trainings

Annual/Elections Conference 28,453 26,000 30,671 4,671 30,000
Fall Training 641 800 714 (86) 800
Spring Training 178 800 800 0 800
Athenian Dialogues 747 2,000 1,198 (802) 1,000
Institute & Academy 16,867 21,000 20,000 (1,000) 17,000

Total Conferences & Trainings 46,886 50,600 53,383 2,783 49,600
IIMC & Regional Conferences

IIMC Director & Region Rep 0 5,000 5,000 0 5,000 Region Rep expenses to be included here
Registration Fees 675 1,720 1,720 0 1,720
Accommodations / Lodging 1,475 1,200 1,200 0 1,200
Transportation 556 1,350 1,350 0 1,350
Meals 0 235 235 0 235
Misc (contribution to IIMC conf) 2,500 0 2,500 Will there be a contribution for FY26?

Total IIMC & Regional Conferences 5,206 9,505 9,505 0 12,005
Other

Awards 2,081 2,000 1,411 (589) 2,000
Board Expenses 842 1,500 1,196 (304) 1,500
Sponsorships 0 5,000 2,500 (2,500) 5,000 Includes annual WLG sponsorship $2500

Total Other 2,923 8,500 5,107 (3,393) 8,500
Scholarships 

Institute (3 @ $375) 1,875 1,125 1,125 0 1,125
Academy (3 @ $300) 0 900 900 0 900
IIMC (2 @ $600) 625 1,200 1,200 0 1,200
Misc Scholarships (3 @ $100) 0 300 300 0 300

Total Scholarships 2,500 3,525 3,525 0 3,525
Support Services

Administrative 10,000 15,000 15,000 0 15,360 CPI index increase - 2.4%

Financial Services 7,033 7,194 6,870 (324) 9,550 Accounting-$3,050; Audit Review-$4,144
FY26 Accounting-$3,050; Audit Review-$6,500

Supplies 7,092 5,000 5,807 807 5,000 Includes Cvent  & Merchant acct fees; lapel pins, etc (FY24 
included WLG sponsorship - $2500.)

Web Hosting / Listserv 1,235 960 1,412 452 1,400 Listserv-$35+bandwidth; Website hosting fee-$660; domain name-
$135 for 3 yrs

Total Support Services 25,360 28,154 29,089 (285) 31,310
Total Expense 82,875 100,284 100,609 1,605 104,940

Revenues Over (Under) Expenditures 17,261 1,236 2,841 325 1,580

* Final number in black; estimated or unknown number in blue.

Ending 
Balance * FY

Rev over 
Exp

Total fund balance as of July 1, 2024 ** $169,495 23-24 $14,704 Checking $61,570.65
Total fund balance as of July 1, 2023 ** $154,791 22-23 $7,209 Savings $139,720.03
Total fund balance as of July 1, 2022 ** $147,582 21-22 $13,638 $201,290.68
Total fund balance as of July 1, 2021 ** $133,944 20-21 $18,022
Total fund balance as of July 1, 2020 $115,922 19-20 $4,183
Total fund balance as of July 1, 2019 $111,739 18-19 $6,428
Total fund balance as of July 1, 2018 $105,311 17-18 $3,272
Total fund balance as of July 1, 2017 $102,039 16-17 $8,629
Total fund balance as of July 1, 2016 $93,410 15-16 $9,284
Total fund balance as of July 1, 2015 $84,126 14-15 $15,062
Total fund balance as of July 1, 2014 $69,064 13-14 $12,494
Total fund balance as of July 1, 2013 $56,570 12-13

* Audited Figures

AMCA FY 2025-2026 PROPOSED BUDGET (working document)

Board approved a $5 annual fee increase on all registration 
fees, except Athenian Dialogues (adopted 4/24/19). This 
increase is not keeping up with the rising costs.  Suggest a 
$10 annual increase beginning FY26.

Bank Account Balances as 
of June 30, 2024:

Please Note:  The total bank balance and ending balance figures 
will not be the same since deferred revenue is not included in the 
audited ending balance figure.  Deferred revenue would include, 
for example, conference registration fees and sponsorship money 

collected before the June 30 fiscal year end for the Annual 
Conference in July.



Prior Years Actuals

REVENUES
Budget
FY 2025

Expected 
FY 2025

Over / 
(Under)

 Proposed
FY 2026

% 
Change

% of 
Total 

Budget
FY23-24 
Actual

FY22-23 
Actual

FY21-22 
Actual

FY20-21 
Actual

FY19-20 
Actual

CONFERENCES & TRAININGS 61,500 60,520 (980) 62,500 1.6% 58.67% 61,808 55,680 38,250 38,410 29,065
Annual/Elections Conference 22,000 21,575 (425) 23,000 4.5% 21.59% 21,034 16,945 10,425 10,285 21,545
Fall Training 5,000 4,875 (125) 5,000 0.0% 4.69% 5,480 3,740 2,850 0 3,125
Spring Training 5,000 5,000 0 5,000 0.0% 4.69% 5,824 5,155 2,600 5,960 0
Athenian Dialogues 4,500 4,070 (430) 4,500 0.0% 4.22% 5,445 3,440 1,925 1,290 4,395
Institute & Academy (June) 25,000 25,000 0 25,000 0.0% 23.47% 24,025 26,400 20,450 20,875 0

Gifts, Donations & Misc Fundraising 500 1,318 818 1,000 100.0% 0.94% 1,208 471 148 25 1,787
Interest Income 20 28 8 20 0.0% 0.02% 22 17 18 18 37
Membership Dues 29,000 29,450 450 29,000 0.0% 27.22% 27,398 24,853 22,905 22,708 20,970
Scholarship Fundraising 2,500 3,384 884 3,500 40.0% 3.29% 3,450 2,234 3,088 50 1,550
Sponsorships 8,000 8,750 750 10,500 31.3% 9.86% 6,250 7,500 4,500 0 7,000

TOTAL REVENUES $101,520 $103,450 $1,930 $106,520 4.9% $100,136 $90,755 $68,909 $61,211 $60,409

EXPENDITURES
Budget FY 

2025
Expected 
FY 2025

Over / 
(Under)

 Proposed
FY 2026

% 
Change

% of 
Total 

Budget
FY23-24 
Actual

FY22-23 
Actual

FY21-22 
Actual

FY20-21 
Actual

FY19-20 
Actual

CONFERENCES & TRAININGS 50,600 53,383 2,783 49,600 -2.0% 47.3% 46,886 54,937 26,906 18,953 30,839
Annual/Elections Conference 26,000 30,671 4,671 30,000 15.4% 28.6% 28,453 31,361 5,045 907 28,030
Fall Training 800 714 (86) 800 0.0% 0.8% 641 1,084 1,162 0 2,038
Spring Training 800 800 0 800 0.0% 0.8% 178 300 1,706 519 122
Athenian Dialogues 2,000 1,198 (802) 1,000 -50.0% 1.0% 747 350 1,410 93 649
Institute & Academy 21,000 20,000 (1,000) 17,000 -19.0% 16.2% 16,867 21,842 17,583 17,434 0

IIMC & REGIONAL CONFERENCES 9,505 9,505 0 12,005 26.3% 11.4% 5,206 5,887 5,399 1,921 586
IIMC Director & Region Rep 5,000 5,000 0 5,000 0.0% 4.8% 0 0 2,048 0 0
Registration Fees 1,720 1,720 0 1,720 0.0% 1.6% 675 650 875 550 0
Accommodations / Lodging 1,200 1,200 0 1,200 0.0% 1.1% 1,475 0 1,202 1,073 116
Transportation 1,350 1,350 0 1,350 0.0% 1.3% 556 459 974 298 386
Meals 235 235 0 235 0.0% 0.2% 0 278 300 0 84
Misc (contribution to IIMC conf) n/a 2,500 2,500 4,500

OTHER 8,500 5,107 (3,393) 8,500 0.0% 8.1% 2,923 1,847 3,465 3,141 2,980
Awards 2,000 1,411 (589) 2,000 0.0% 1.9% 2,081 1,121 2,458 1,447 1,631
Board Expenses 1,500 1,196 (304) 1,500 0.0% 1.4% 842 726 1,007 1,694 1,349
Sponsorships/Contributions 5,000 2,500 (2,500) 5,000 NEW 4.8% 0

SCHOLARSHIPS 3,525 3,525 0 3,525 0.0% 3.4% 2,500 3,130 700 1,925 0
Institute (5 @ $375) 1,125 1,125 0 1,125 0.0% 1.1% 1,875 2,600 700 700 0
Academy (3 @ $300) 900 900 0 900 0.0% 0.9% 0 350 0 275 0
IIMC (1 @ $625) 1,200 1,200 0 1,200 0.0% 1.1% 625 0 0 950 0
Misc Scholarships (3 @ $100) 300 300 0 300 0.0% 0.3% 0 180 0 0 0

SUPPORT SERVICES 28,154 29,089 935 31,310 11.2% 29.8% 25,360 17,744 18,453 17,122 21,740
Administrative 15,000 15,000 0 15,360 2.4% 14.6% 10,000 6,367 6,200 6,200 6,200
Financial Services 7,194 6,870 (324) 9,550 32.7% 9.1% 7,033 6,108 5,845 5,790 5,360
Supplies 5,000 5,807 807 5,000 0.0% 4.8% 7,092 4,132 5,337 4,142 2,630
Web Hosting / Listserv 960 1,412 452 1,400 45.8% 1.3% 1,235 1,137 1,071 990 7,550

TOTAL EXPENDITURES $100,284 $100,609 $325 $104,940 4.6% $82,875 $83,545 $54,923 $43,062 $56,145

Revenues Over (Under) Expenditures $1,236 $2,841 $1,605 $1,580

Beginning Fund Balance $154,791 $154,791 $157,632
Ending Fund Balance $156,027 $157,632 $159,212

* Final number in black; estimated or unknown number in blue.

Ending 
Balance * FY

Rev over 
Exp

Total fund balance as of July 1, 2024 ** $169,495 23-24 $14,704 Checking
Total fund balance as of July 1, 2023 ** $154,791 22-23 $7,209 Savings
Total fund balance as of July 1, 2022 ** $147,582 21-22 $13,638
Total fund balance as of July 1, 2021 ** $133,944 20-21 $18,022
Total fund balance as of July 1, 2020 $115,922 19-20 $4,183
Total fund balance as of July 1, 2019 $111,739 18-19 $6,428
Total fund balance as of July 1, 2018 $105,311 17-18 $3,272
Total fund balance as of July 1, 2017 $102,039 16-17 $8,629
Total fund balance as of July 1, 2016 $93,410 15-16 $9,284
Total fund balance as of July 1, 2015 $84,126 14-15 $15,062
Total fund balance as of July 1, 2014 $69,064 13-14 $12,494
Total fund balance as of July 1, 2013 $56,570 12-13
* Audited Figures
**Fund balance to be used for possible future Region Meeting expenses and 
maintaining a $50,000 reserve.

2025-2026 AMCA Budget
PROPOSED

Bank Account Balances as 
of June 30, 2024:

$139,720.03
$201,290.68

$61,570.65

Please Note:  The total bank balance and ending 
balance figures will not be the same since deferred 

revenue is not included in the audited ending 
balance figure.  Deferred revenue would include, 

for example, conference registration fees and 
sponsorship money collected before the June 30 

fiscal year end for the Annual Conference in July.



▼ ▼
FULL Less than 20000 $100 84 $8,400 FULL Less than 20000 $95 $0
FULL Over 20000 $175 83 $14,525 FULL Over 20000 $170 $0
ASSOC $75 85 $6,375 ASSOC $70 $0
Student $25 0 $0 Student $20 $0
Retired $15 10 $150 Retired $10 $0

262 $29,450 0 $0
▼Number of members in category ▼Number of members in category

▼ ▼
FULL Less than 20000 $95 83 $7,885 FULL Less than 20000 $95 88 $8,360
FULL Over 20000 $170 72 $12,240 FULL Over 20000 $170 74 $12,580
ASSOC $70 70 $4,900 ASSOC $70 88 $6,160
Retired $10 9 $90 Student $20 2 $40

Retired $10 9 $90
234 $25,115 261 $27,230

▼Number of members in category ▼Number of members in category

▼ ▼
FULL Less than 20000 $90 74 $6,660 FULL Less than 20000 $90 76 $6,840
FULL Over 20000 $165 70 $11,550 FULL Over 20000 $165 64 $10,560
ASSOC $65 73 $4,745 ASSOC $65 80 $5,200
Retired $10 14 $140 Retired $10 10 $100

231 $23,095 230 $22,700
▼Number of members in category ▼Number of members in category

▼ ▼
FULL Less than 20000 $85 60 $5,100 FULL Less than 20000 $85 63 $5,355
FULL Over 20000 $160 58 $9,280 FULL Over 20000 $160 63 $10,080
ASSOC $60 92 $5,520 ASSOC $60 91 $5,460
Retired $10 7 $70 Retired $10 9 $90

217 $19,970 226 $20,985
▼Number of members in category ▼Number of members in category

▼ ▼
FULL Less than 20000 $75 61 $4,575 FULL Less than 20000 $75 62 $4,650
FULL Over 20000 $150 51 $7,650 FULL Over 20000 $150 50 $7,500
ASSOC $50 80 $4,000 ASSOC $50 82 $4,100
Retired $5 5 $25 Retired $5 5 $25

197 $16,250 Assoc - prorated $25 3 $75
▼Number of members in category 202 $16,350

▼Number of members in category

▼ ▼
FULL Less than 20000 $75 63 $4,725 FULL Less than 20000 $75 60 $4,500
FULL Over 20000 $150 43 $6,450 FULL Over 20000 $150 46 $6,900
ASSOC $50 70 $3,500 ASSOC $50 67 $3,350
Retired $5 6 $30 Retired $5 4 $20

182 $14,705 177 $14,770
▼Number of members in category ▼Number of members in category

FY2014-2015 MEMBERHSIP DUES RECEIVED

FY2022-2023 MEMBERHSIP DUES RECEIVED FY2023-2024 MEMBERHSIP DUES RECEIVED

Total Members / Dues Received Total Members / Dues Received

FY2020-2021 MEMBERHSIP DUES RECEIVED FY2021-2022 MEMBERHSIP DUES RECEIVED

Total Members / Dues Received

FY2024-2025 MEMBERHSIP DUES RECEIVED FY2025-2026 MEMBERHSIP DUES RECEIVED

Total Members / Dues Received Total Members / Dues Received

Total Members / Dues Received

Total Members / Dues Received

FY2018-2019 MEMBERHSIP DUES RECEIVED

Total Members / Dues Received

FY2019-2020 MEMBERHSIP DUES RECEIVED

Total Members / Dues Received

Total Members / Dues Received

FY2017-2018 MEMBERHSIP DUES RECEIVED

Total Members / Dues Received

FY2015-2016 MEMBERHSIP DUES RECEIVED

FY2016-2017 MEMBERHSIP DUES RECEIVED

Total Members / Dues Received



ANNUAL CONFERENCE & ELECTIONS TRAINING 

FINANCIAL COMPARISONS

I  N  C  O  M  E
REGISTRATION FEES - Full Conference 90 @ 200 $18,000 90 @ 190 $17,100 91 @ 185 $16,835 67 @ 180 $12,060 417 @ 25 $10,425
REGISTRATION FEES - One and a Half Day (Elections Training) 19 @ 140 $2,660 19 @ 130 $2,600 24 @ 125 $3,000 23 @ 120 $2,760 N/A
REGISTRATION FEES - One Day 9 @ 125 $1,125 9 @ 115 $1,035 8 @ 110 $880 6 @ 105 $630 N/A
REGISTRATION FEES - Full Conference (Non-Member) 0 @ 230 $0 0 @ 220 $0 3 @ 215 $645 1 @ 210 $210 N/A
REGISTRATION FEES - One and a Half Day (Non-Member) 4 @ 155 $620 4 @ 145 $580 5 @ 140 $700 6 @ 135 $810 N/A
REGISTRATION FEES - One Day (Non-Member) 1 @ 135 $135 1 @ 125 $125 0 @ 120 $0 1 @ 115 $115 N/A
REGISTRATION FEES - Other (COMPS) 10 @ 0 $0 10 @ 0 $0 6 @ 0 $0 4 @ 0 $0 4 @ 0 $0
REGISTRATION FEES - Special Rate
REGISTRATION FEES - Cancellation Fees $135 $135 $170 $420 0 @ $5

Total Revenue Estimate $22,675 $21,575 $22,230 $17,005 $10,425
E X P E N D I T U R E S

NAME BADGES $92 $92 $69 $63
CVENT REGISTRATION FEES 134 @ 3.80 $509 134 @ 3.26 $437 141 @ 3.15 $444 114 @ 3.04 $347 417 @ 2.17 $905
COPIES $261 $261 $303 $342
MOBILE APP
FACILITY CHARGES $5,248 $5,248 $5,248 $1,782
FOOD / CATERING $18,000 $17,002 $16,533 $14,138
SPEAKER FEES / EXPENSES $4,225 $4,225 $6,425 $11,025 14 @ 25 $350
RECEPTION $2,100 $1,942 $1,744 $1,677
MISCELLANEOUS $22 $22 $103 $28
Car Sun Shade $1,100 $1,100
Sports Bottles N/A N/A N/A N/A
Tote bag $0 $0 $1,137 $1,159
T-shirts N/A N/A N/A N/A
Lapel pins N/A N/A N/A N/A
Stylus pens N/A N/A N/A N/A
Shoulder bags N/A N/A N/A N/A

Total Expenses Estimate $31,557 $30,329 $32,006 $30,561 $1,255
Excess Revenue Over Expenditures Estimate -$8,882 -$8,754 -$9,776 -$13,556 $9,170

Total Attendance Estimate 133 133 137 108 421

Total Sponsorship Revenue Estimate $10,500 $8,750 $6,250 $7,500 $4,500

2022 Fountain Hills
Community Center

$15,920

2025 Fountain Hills
Community Center

$23,248

2024 Fountain Hills
Community Center

$22,250

2023 Fountain Hills
Community Center

$21,781

↓ Estimates ↓

2021 Elections 
Training - via Zoom

3 Sessions



AMCA Sponsorship

Organization Amount Organization Amount Organization Amount
American Legal Publishing $1,250 American Legal Publishing $1,250 American Legal Publishing $1,250
Civic Review $1,250 Civic Review $1,250 Civic Review $1,250
ICC Community Dev Solution $1,250 ICC Community Dev Solutions $1,250 Code Publishing Company $1,250
JCG Technologies $1,250 JCG Technologies $1,250 DocUnited Imaging $1,250
JustFOIAan MCCi brand $1,250 OpenMeeting Technologies $1,250 JCG Technologies $1,250
OpenMeeting Technologies $1,250 OpenMeeting Technologies $1,250
Speech2Data LLC $1,250

$8,750 $6,250 $7,500

Organization Amount Organization Amount Organization Amount
ICM Document Solutions $1,500 American Legal Publishing $1,000 American Legal Publishing $1,000
Municode $1,500 Code Publishing Co. $1,000 Code Publishing Co. $1,000
PrimeGov $1,500 DocUnited Imaging $1,000 DocUnited Imaging $1,000

JCG Technologies $1,000 GovOffice $1,000
Konica Minolta $1,000 JCG Technologies $1,000
Municode $1,000 Konica Minolta $1,000
Total Imaging Solutions, Inc $1,000 Municode $1,000

$4,500 $7,000 $7,000

Organization Amount Organization Amount Organization Amount
American Legal Publishing $1,000 Municode $1,000 American Legal Publishing $1,000
Code Publishing Co. $1,000 American Legal Publishing $1,000 Code Publishing Co. $1,000
DocUnited Imaging $1,000 BoardDocs $1,000 DocUnited Imaging $1,000
JCG Technologies $1,000 Code Publishing Co. $1,000 Greenberg Traurig $1,000
Konica Minolta $1,000 DocUnited Imaging $1,000 Konica Minolta $1,000
Municode $1,000 Granicus $1,000 Stifel, Nicolaus & Co. $1,000

$6,000 Konica Minolta $1,000 $6,000
Stifel, Nicolaus & Co. $1,000

$8,000

Organization Amount Organization Amount Organization Amount
American Legal Publishing $1,000 American Legal Publishing $1,000 American Legal Publishing $1,000
Code Publishing Co. $1,000 Arizona Office Technologies $1,000 Election Systems and Software $1,000
DocUnited Imaging $1,000 Code Publishing Company $1,000 General Code, LLC $1,000
Konica Minolta $1,000 DocUnited Imaging $1,000 Lin-Cum, Inc. $1,000
Municode/Municipal Code Co $1,000 General Code, LLC $1,000 Municipal Code Corporation $1,000

$5,000 Granicus $1,000 Code Publishing Company $500
Lin-Cum, Inc. $1,000 $5,500
Municipal Code Corporation $1,000

$8,000

2014-2015 2013-2014 2012-2013

2017-2018 2016-2017 2015-2016

2024-2025 2023-2024 2022-2023

2021-2022 2019-2020 2018-2019



ATHENIAN DIALOGUE

FINANCIAL COMPARISONS

I  N  C  O  M  E
REGISTRATION FEES - Member EARLY 19 @ $50 $950 27 @ $85 $2,295 18 @ $50 $900
REGISTRATION FEES - Member 2 @ $60 $120 3 @ $95 $285 5 @ $60 $300
REGISTRATION FEES - Non-member 6 @ $65 $390 0 @ $100 6 @ $65 $390
REGISTRATION FEES - Cancellation fees 1 @ $10 $10 2 @ $10 $20

Total Revenue $0 $1,470 $2,600 $1,590
E X P E N D I T U R E S

NAME BADGES $3
CVENT REGISTRATION FEES 28 @ 3.26 $91 32 @ 3.26 $104 31 @ 3.15 $98
COPIES
FOOD / CATERING
SPEAKER FEES / EXPENSES $500 $500

Total Expenses $0 $591 $607 $98
Excess Revenue Over Expenditures $0 $879 $1,993 $1,492

Total Attendance 19 29

FINANCIAL COMPARISONS

I  N  C  O  M  E
REGISTRATION FEES - Member EARLY 17 @ $85 $1,445 18 @ $50 $900 16 @ $85 $1,360 16 @ $85 $1,360
REGISTRATION FEES - Member 4 @ $95 $380 5 @ $60 $300 2 @ $95 $190 4 @ $95 $380
REGISTRATION FEES - Non-member 1 @ $100 $100 6 @ $65 $390 1 @ $100 $100 1 @ $100 $100
REGISTRATION FEES - Cancellation fees $5

Total Revenue $1,925 $1,590 $1,650 $1,845
E X P E N D I T U R E S

NAME BADGES $2 $2 $2
CVENT REGISTRATION FEES 22 @ $3.15 $69 31 @ 3.04 $94 19 @ 3.04 $58 22 @ 3.04 $67
COPIES
FOOD / CATERING $726
SPEAKER FEES / EXPENSES $500 $350 $617

Total Expenses $571 $94 $410 $1,412
Excess Revenue Over Expenditures $1,354 $1,496 $1,240 $433

Total Attendance 22 29 19 20

FINANCIAL COMPARISONS

I  N  C  O  M  E
REGISTRATION FEES - Member EARLY 17 @ $50 $850 24 @ $85 $2,040 22 @ $85 $1,870
REGISTRATION FEES - Member 6 @ $60 $360 29 @ $85 $2,465 0 @ $95 $0 1 @ $95 $95
REGISTRATION FEES - Non-member 2 @ $65 $130 1 @ $95 $95 5 @ $100 $500 0 @ $100 $0
REGISTRATION FEES - Cancellation fees -$40 $10

Total Revenue $1,300 $2,570 $2,540 $1,965
E X P E N D I T U R E S

NAME BADGES $3 $2
CVENT REGISTRATION FEES 26 @ 2.17 $56 40 @ 2.17 $87 30 @ 2.17 $65 27 @ 2.17 $59
COPIES $0 $2
FOOD / CATERING $875 $629
SPEAKER FEES / EXPENSES $400 $581 $386

Total Expenses $456 $87 $1,524 $1,078
Excess Revenue Over Expenditures $844 $2,483 $1,016 $887

Total Attendance 25 30 23 23

FINANCIAL COMPARISONS

I  N  C  O  M  E
REGISTRATION FEES - Member EARLY 24 @ $85 $2,050 21 @ $85 $1,795 23 @ $85 $1,955 20 @ $85 $1,700
REGISTRATION FEES - Member 1 @ $95 $95 0 @ $95 $0 1 @ $95 $95 3 @ $95 $285
REGISTRATION FEES - Non-member 0 @ $100 $0 0 @ $100 $0 1 @ $100 $100
REGISTRATION FEES - Cancellation fees

Total Revenue $2,145 $1,795 $2,150 $1,985
E X P E N D I T U R E S

NAME BADGES $3 $2 $2 $2
CVENT REGISTRATION FEES
COPIES $0 $0 $3 $3
FOOD / CATERING $750 $409 $887 $528
SPEAKER FEES / EXPENSES $548 $1,304 $488 $2,120

Total Expenses $1,301 $1,715 $1,380 $2,653
Excess Revenue Over Expenditures $844 $80 $770 -$668

Total Attendance 25 21 25 23

2025 via Zoom
Jan 2025

2024 Fountain Hills 
Community Center

July 2024
2023 via Zoom

Nov 2023

2022 via Zoom
Nov 2022

2023 Fountain Hills 
Community Center

July 2023

2022 Fountain Hills 
Community Center

July 2022

2022 Goodyear 
Recreation Campus

April 2022

2018 Fountain Hills
Community Center

July 2018

2018 League of AZ Cities 
& Towns

April 2018

2017 Fountain Hills
Community Center

July 2017

2016 Fountain Hills
Community Center

July 2016

2020 via Zoom
July 2020

2019 Fountain Hills
Community Center

July 2019

2019 Skysong, 
Scottsdale
April 2019

2021 via Zoom
April 2021



INSTITUTE & ACADEMY (ASU)

FINANCIAL COMPARISONS

I  N  C  O  M  E
REGISTRATION FEES - Institute (in state) 44 @ $375 $16,500 46 @ $370 $17,250 38 @ $350 $13,300
REGISTRATION FEES - Institute (out of state) 0 @ $425 $0 1 @ $425 $425 0 @ $400
SCHOLARSHIPS - Institute 2 @ -$350
REGISTRATION FEES - Academy (in state) 24 @ $300 $7,200 28 @ $300 $8,400 26 @ $275 $7,150
REGISTRATION FEES - Academy (out of state) 1 @ $325 $325 1 @ $325 $325 0 @ $350 $0
SCHOLARSHIPS - Academy 1 @ -$275

Total Revenue $0 $0 $24,025 $26,400 $20,450
E X P E N D I T U R E S

ASU Services Fee (55% of registration fees) $13,214 $14,520 $11,248
PRESENTERS FEE & EXPENSES $3,250 $6,750 $6,500
FOOD & REFRESHMENTS $403 $336 $336
COMMUNICATIONS & OTHER CHARGES
MATERIALS & SUPPLIES $232

Total Expenses $0 $0 $16,867 $21,838 $18,083
Excess Revenue Over Expenditures $0 $0 $7,158 $4,562 $2,367

FINANCIAL COMPARISONS

I  N  C  O  M  E
REGISTRATION FEES - Institute (in state) 40 @ $350 $14,000 0 @ $350 $0 41 @ $350 $14,350 36 @ $350 $12,600 35 @ $350 $12,250
REGISTRATION FEES - Institute (out of state) 0 @ $400 $0 0 @ $400 $0 2 @ $400 $800 1 @ $400 $400 6 @ $400 $2,400
SCHOLARSHIPS - Institute 0 @ -$350 $0 0 @ -$350 $0 4 @ -$350 3 @ -$350 2 @ -$350
REGISTRATION FEES - Academy (in state) 25 @ $275 $6,875 0 @ $275 $0 25 @ $275 $6,875 34 @ $275 $9,350 27 @ $275 $7,425
REGISTRATION FEES - Academy (out of state) 0 @ $300 $0 0 @ $300 $0 4 @ $300 $1,200 3 @ $300 $900 0 @ $350 $0
SCHOLARSHIPS - Academy 0 @ -$275 $0 0 @ -$275 $0 1 @ -$275 2 @ -$275 1 @ -$275

Total Revenue $20,875 $0 $23,225 $23,250 $22,075
E X P E N D I T U R E S

ASU Services Fee (55% of registration fees) $11,481 $0 $12,774 $12,788 $12,141
PRESENTERS FEE & EXPENSES $5,500 $0 $6,500 $7,500 $6,350
FOOD & REFRESHMENTS $216 $0 $210 $214 $171
COMMUNICATIONS & OTHER CHARGES $737
MATERIALS & SUPPLIES

Total Expenses $17,934 $0 $19,484 $20,501 $18,662
Excess Revenue Over Expenditures $2,941 $0 $3,741 $2,749 $3,413

FINANCIAL COMPARISONS

I  N  C  O  M  E
REGISTRATION FEES - Institute (in state) 35 @ $350 $12,250 31 @ $300 $9,300 30 @ $300 $9,000 33 @ $300 $9,900 34 @ $300 $10,200
REGISTRATION FEES - Institute (out of state) 1 @ $400 $400 0 @ $350 $0 0 @ $350 $0 2 @ $350 $700 2 @ $350 $700
SCHOLARSHIPS - Institute
REGISTRATION FEES - Academy (in state) 23 @ $275 $6,325 32 @ $225 $7,200 33 @ $225 $7,425 36 @ $225 $8,100 34 @ $225 $7,650
REGISTRATION FEES - Academy (out of state) 0 @ $350 $0 0 @ $250 $0 0 @ $250 $0 0 @ $250 $0 0 @ $250 $0
SCHOLARSHIPS - Academy 2 @ -$225 -$450

Total Revenue $18,975 $16,050 $16,425 $18,700 $18,550
E X P E N D I T U R E S

ASU Services Fee (55% of registration fees) $10,436 $8,828 $9,034 $10,285 $6,598
PRESENTERS FEE & EXPENSES $6,150 $6,430 $4,465 $3,303 $5,284
FOOD & REFRESHMENTS $123 $223 $640 $1,614 $1,522
COMMUNICATIONS & OTHER CHARGES $1,791
MATERIALS & SUPPLIES $1,863

Total Expenses $16,709 $15,481 $14,139 $15,202 $17,058
Excess Revenue Over Expenditures $2,266 $569 $2,286 $3,498 $1,492

2026 2025 2024 2023 2022

20122015

2019 2018 2017

2016

2020
CANCELLED2021

2014 2013



FALL TRAININGS

FINANCIAL COMPARISONS

I  N  C  O  M  E
REGISTRATION FEES - Member 58 @ $45 $2,610 68 @ $40 $2,720
REGISTRATION FEES - Non-member 4 @ $55 $220 8 @ $50 $400
VIRTUAL REGIS FEES - Single Session 17 @ $30 $510 22 @ $30 $660 28 @ $25 $700
VIRTUAL REGIS FEES - Both Sessions 97 @ @45 $4,365 107 @ @45 $4,815 80 @ $40 $3,200
REGISTRATION FEES - Cancellation $0 $5 other $80 3 @ $5 $15 1 @ $5 $5

Total Revenue $4,875 $5,480 $3,980 $2,845 $3,125
E X P E N D I T U R E S

NAME BADGES $0 $43 $7
COPIES $0 $57 $41
FOOD / CATERING (Discounted food costs) $0 $985 $2,038
FACILITY CHARGES
SPEAKER FEES / EXPENSES $175 $231 $750 $100 $75
ZOOM WEBINAR FEE 1 @ $79 $79
CVENT REGISTRATION FEES 118 @ 3.26 $385 131 @ 3.15 $413 110 @ 3.04 $334 62 @ 2.17 $135 77 @ 2.17 $167

Total Expenses $639 $644 $1,084 $1,320 $2,328
Excess Revenue Over Expenditures $4,236 $4,836 $2,896 $1,525 $797

Total Attendance 129 108 62 62

SPRING TRAININGS

FINANCIAL COMPARISONS

I  N  C  O  M  E
REGISTRATION FEES - Member 53 @ $45 $2,385 240 @ $25 $6,000 76 @ $40 $3,040
REGISTRATION FEES - Non-member 6 @ $55 $330 n/a -$40 7 @ $50 $350
VIRTUAL REGIS FEES - Single Session 26 @ $30 $780 15 @ $25 $375
VIRTUAL REGIS FEES - Both Sessions 123 @ $45 $5,535 111 @ $40 $4,440
REGISTRATION FEES - Cancellation other $10 other $350 4 @ $5 $20

Total Revenue $6,325 $5,165 $2,735 $5,960 $3,390
E X P E N D I T U R E S

NAME BADGES $0 $0 $6 $0 $9
COPIES $0 $0 $25 $0 $34
FOOD / CATERING $0 $0 $1,415 $0 $1,810
FACILITY CHARGES $0 $0 $0
SPEAKER FEES / EXPENSES $75 $375 $75 $75 $100
ZOOM WEBINAR FEE 2 @ $79 $158
CVENT REGISTRATION FEES 153 @ 3.26 $499 134 @ 3.15 $422 63 @ 3,04 $192 239 @ 2.17 $519 94 @ 2.17 $204

Total Expenses $732 $797 $1,713 $594 $2,157
Excess Revenue Over Expenditures $5,593 $4,368 $1,022 $5,366 $1,233

Total Attendance 149 126 59 240 83

2024: Best Practices

via Zoom

December 10 & 11, 2024

2024: Best Practices

via Zoom

April 24 & May 8, 2024

2023: Best Practices

via Zoom

November 28 & 29, 2023

2023: Best Practices

via Zoom

April 18 & 19, 2023

2021: Best Practices

American Sports Center, 
Avondale

November 18, 2021

2021: Spring Training

via Zoom

April 22, 2021

2022: Spring Training
Goodyear Recreation 

Campus

April 19, 2022

2022: Best Practices

via Zoom

December 6 & 7, 2022

2019: Spring Training

SkySong Scottsdale

April 30, 2019

2019: Best Practices

Burton Barr Library, 
Phoenix

December 3, 2019



ARIZONA STATE UNIVERSITY  
SERVICES AGREEMENT 

 

This Agreement (“Agreement”) is entered into effective as of February 25, 2025 between Arizona 
Municipal Clerks Association, 1820 West Washington Street, Phoenix, AZ 85007 (“Client”) and The Arizona 
Board of Regents for and on behalf of Arizona State University (“ASU”) and its Bob Ramsey Executive 
Education center (“Center”) governs Center’s performance of all services requested of Center by Client 
(the “Services”) and Client’s obligations to Center. Client acknowledges that its engagement of Center 
constitutes Client’s agreement to the terms and conditions of this entire Agreement. 

1. Mission of ASU and Center. The parties agree that the performance of the Services is consistent, 
compatible, and beneficial to the role and mission of ASU to provide educational experiences  for students 
and to encourage and support research and related educational activities. 

2. Scope of Work. Center will use reasonable efforts to provide the Services requested by Client and 
as described in Exhibit A. The Services will be provided under the direction and supervision of a Center 
employee. The parties agree that Center shall have discretion to involve its learners in the conduct and 
performance of the Services. ASU’s performance of the Services and its obligations under this Agreement 
are subject to and governed by the regulations and policies of the Arizona Board of Regents 

3. Scheduling Services. The scheduling of the Services shall be arranged to avoid conflict with ASU’s 
educational and research programs. Center shall control the scheduling of such Services but will try to 
meet reasonable timelines established by Client. 

4. Term and Termination. 

4.1 This Agreement shall begin on the date Client executes this Agreement and shall terminate as 
provided herein. 

4.2 Either party may terminate this Agreement at any time by giving the other party not less than 
thirty (30) days prior written notice. If this Agreement is terminated by Client, Client will remain 
responsible for payment to Center for all work performed through the date of termination and for 
reimbursement to Center of all non-cancelable commitments incurred in the performance of the Services. 
Subject to the immediately preceding sentence, upon termination, Client will be entitled to receive the 
deliverables, if any, produced as a result of the Services performed through the date of termination but 
will have no rights to any intellectual property therein.  Any equipment purchased in furtherance of this 
Agreement will remain the property of the purchasing party, unless expressly specified otherwise. 

5. Compensation and Invoicing.  

5.1 In consideration for the Services provided under this Agreement, ASU will receive as a Services 
fee fifty-five percent (55%) of the registration fees collected by ASU from Client’s participants (the “Fees”).  
The Services fee includes staff time to coordinate and deliver the Services described in Exhibit A.  ASU will 
remit the remaining forty-five percent (45%) of the registration fees to Client.     

 



5.2 An estimate of all Services delivery costs and expenses is included in Exhibit B to this Agreement.  
Client will pay any additional costs incurred to deliver the Services not identified in Exhibit B, subject to 
Client’s pre-approval.  Any such delivery costs that are incurred by ASU will be invoiced to Client and will 
be due at the completion of the Services. 

5.3  Client will pay any additional costs incurred by the Center as a result of any changes or alterations 
that are directly requested by or result from any changes or alterations requested by Client to any aspect 
of the services provided under this Agreement.  Such changes or alterations will be subject to the prior 
approval of the Center and will be set forth in writing and signed by an authorized representative of each 
Party. 

5.4  ASU Bob Ramsey Executive Education will remit financial report and the remaining forty-five 
percent (45%) of the registration fees to the League of Arizona Cities and Towns for AMCA (Arizona 
Municipal Clerks Association) revenue share by August 31, 2025. 

6. Confidential Information.  To the extent permitted by law, the Center agrees that it will keep 
confidential any information regarding, received from or about Client (“Confidential Information”) that is 
disclosed to it in connection with its conduct of the Analysis.  To be protected hereunder, Confidential 
Information must be marked confidential if disclosed in written or other tangible form.  If Confidential 
Information is disclosed orally or visually, Confidential Information must be identified as confidential at 
the time of disclosure and reduced to writing, marked confidential, and transmitted to the Center within 
thirty (30) days of the initial disclosure. 

The Center will use reasonable efforts to prevent the disclosure to unauthorized third parties of any 
Confidential Information of the Client and will use such information only for the purposes of this 
Agreement.  The Center’s obligations with respect to Confidential Information will survive for three (3) 
years after the termination of this Agreement; provided that the Center’s obligations hereunder will not 
apply to information that:  

1. was already known to the Center or ASU prior to the time of first disclosure; 

2. at the time of disclosure is in the public domain, or after the date of the disclosure, lawfully 
becomes a part of the public domain other than through breach of this Agreement by the Center or ASU; 

3. is received in good faith, without any obligation of confidentiality from a third party having a 
legal right to disclose the same; 

4. is independently developed by the Center or ASU by individuals without access to such 
information; or 

5. is required to be disclosed by the Center or ASU pursuant to a legally enforceable order, law, 
subpoena, or other regulation (“Order”), provided, however, that the Center promptly notifies Client in 
advance of such disclosure and discloses only that information necessary to comply with said Order. 

The Center and/or ASU retain the right to refuse acceptance of any Confidential Information that is not 
required for the purposes of this Agreement. 



Notwithstanding any other provision of this Agreement to the contrary, ASU is a public institution, and as 
such is subject to A.R.S. §§ 39 121 through 39 127 regarding public records.  Any provision regarding 
confidentiality is limited to the extent necessary to comply with the provisions of Arizona law.  

7. No Warranty. Center neither makes nor shall be deemed to have made any representation or 
warranty whatsoever (express or implied) regarding any outcome obtained or deliverable delivered 
hereunder including any outcome desired by Client. Any decision regarding safety, applicability, 
marketability, effectiveness for any purpose, or other use or disposition of said outcome shall be the sole 
responsibility of Client and/or its permitted assigns and licensees. 

8. No University Endorsements. In no event shall Client (or its successors, employees, agents and 
contractors) state or imply in any publication, advertisement or other medium that ASU has approved, 
endorsed or tested any product or service. In no event shall Center’s performance of the Services 
described herein be considered a test of the effectiveness or the basis for any endorsement of a product 
or service. 

9. Use of Names or Logos.  

9.1 Neither party will use any names, service marks, trademarks, trade names, logos or other 
identifying names, domain names or identifying marks of the other party (“Marks”), or the name of any 
representative or employee of the other party in any sales promotion work or advertising, press release 
or any form of publicity, without the prior written permission of an authorized representative of the party 
that owns the Marks in each instance.  A party may withhold such consent in that party’s absolute 
discretion.  Any permitted use of a party’s Marks must comply with the owning party’s requirements, 
including but not limited to using the “®” indication of a registered trademark.   

9.2 With regard to the use of ASU’s Marks, all requests for approval pursuant to this Section 
must be submitted to the ASU Marketing Hub at the following email address at least 10 business days 
prior to the date on which a response is needed: marketinghub@asu.edu.  

9.3 With regard to any sales promotion work or advertising, press release or any form of 
publicity, all requests for approval pursuant to this Section must be submitted to ASU Media Relations at 
the following email address at least 10 business days prior to the date on which a response is needed: 
mediarelations@asu.edu.  

9.4 Each party acknowledges and agrees that violation of this Section 7 is a material breach 
of contract.  In the event of any breach or threatened breach of this Section 7, the parties agree that the 
non-breaching party will suffer irreparable harm for which there is no adequate remedy at law and shall 
be entitled to seek immediate injunctive relief, in addition to any other remedies available under this 
Agreement, at law or in equity.  If the non-breaching party is successful in obtaining an injunction, the 
breaching party will pay all costs, including all reasonable attorneys’ fees and costs and court costs, 
incurred by the non-breaching party in prosecuting such injunction, together with all costs necessary to 
cure the breach, which was the subject of the proceeding, to the reasonable satisfaction of the non-
breaching party 

10. Similar Research. Nothing in this Agreement shall be construed to limit the freedom of ASU or of 
its researchers from engaging in similar services made under other grants, contracts or agreements with 
parties other than Client. 



11. Export Controls. Client will notify Center in writing if any technological information or data 
provided to Center under this Agreement is subject to export controls under U.S. law or if technological 
information or data that Client is requesting Center to produce during the course of work under this 
Agreement is expected to be subject to such controls. Client will notify Center of the applicable export 
controls (for example, Commerce Control List designations, reasons for control, countries for which an 
export license is required). Center shall have the right to decline export controlled information or tasks 
requiring production of such information.  Client will comply with Export Control Laws.   

12. Intellectual Property. ASU will retain ownership of its pre-existing intellectual property, including 
any that may be incorporated into the Services and/or deliverables under this Agreement.  The parties 
understand and agree that ASU owns any and all right, title and interest in and to any and all intellectual 
property developed, created or invented solely by ASU in its performance under this Agreement, including 
the Services and/or any deliverables, and that ASU will have the exclusive right to patent, copyright, 
publish, distribute, disclose, use or disseminate in whole or in part any such intellectual property.  In no 
event is any ASU intellectual property considered a “work for hire” and, except as provided in this Section 
10, in no way does the provision of Services under this Agreement confer any license, right, title or interest 
in any ASU intellectual property to Client.  Solely to the extent to allow Client to make use of any 
deliverables for their intended purpose as contemplated by this Agreement, ASU hereby grants to Client 
a fully paid up, perpetual, irrevocable, royalty-free, worldwide right and license to ASU’s pre-existing 
intellectual property incorporated into the deliverables, if any.  

13. Independent Contractor. Each party is an independent contractor and is independent of the other 
party. Under no circumstances shall any employees of one party be deemed the employees of the other 
party for any purpose. This Agreement does not create a partnership, joint venture or agency relationship 
between the parties of any kind or nature. This Agreement does not create any fiduciary or other 
obligation between the parties, except for those obligations expressly and specifically set forth herein. 
Neither party shall have any right, power, or authority under this Agreement to act as a legal 
representative of the other party, and neither party shall have any power to obligate or bind the other or 
to make any representations, express or implied, on behalf of or in the name of the other in any manner 
or for any purpose whatsoever contrary to the provisions of this Agreement. Each party acknowledges 
that the relationship of the parties hereunder is non-exclusive. 

14. Force Majeure. 

14.1  With the exception of a party’s payment obligations, no liability shall result from the 
delay in performance or nonperformance caused by force majeure or circumstances beyond the 
reasonable control of the party affected, including, but not limited to, acts of God, fire, flood, substantial 
snowstorm or other weather condition, or of a public enemy, acts of the Government in either its 
sovereign or contractual capacity, war, terrorism, embargo, any United States or foreign government 
regulation, direction or request, accident, disease, pandemic or epidemic, mass health issues, quarantine 
restrictions, strike or other labor difficulties, dispute or labor trouble, civil unrest, freight embargoes, 
natural disasters, or any failure, disruption or delay of any transportation, utilities, power, equipment or 
communications system, critical electronic systems, acts of terrorism, mass shootings , other emergencies 
that disrupt a party’s operations, or any other or similar cause beyond that party’s reasonable control. 

14.2 The party which is so prevented from performing shall give prompt notice to the other 
party of the occurrence of such event of force majeure, the expected duration of such condition and the 



steps which it is taking to correct such condition. This Agreement may be terminated by either party by 
written notice upon the occurrence of such event of force majeure which results in a delay of performance 
hereunder exceeding thirty (30) days.  

15. Applicable Law. Any dispute regarding or arising under this Agreement shall be subjected to and 
resolved in accordance with the laws of the State of Arizona, without regard to its conflicts of laws 
principles. 

16. Dispute Resolution. In the event of any dispute, claim, question, or disagreement arising from or 
relating to this Agreement or the breach, termination or validity thereof, the parties will first attempt to 
resolve the matter over a period of at least thirty (30) days before resorting to formal dispute resolution, 
except that equitable remedies may be sought immediately. To this effect, they shall consult and 
negotiate with each other in good faith and, recognizing their mutual interests, attempt to reach a just 
and equitable solution satisfactory to both parties.  The parties agree to arbitrate disputes filed in Arizona 
Superior Court that are subject to mandatory arbitration pursuant to Arizona Revised Statutes (“A.R.S.”) 
§ 12 133.  A.R.S. § 12 1518 requires this provision in all ASU contracts. 

17. Assignment. Neither party shall assign or transfer any interest in this Agreement without the prior 
written approval of the other party. Any attempted assignment in violation of this Section shall be null 
and void. Subject to the foregoing, this Agreement shall be binding upon the permitted successors and 
permitted assigns or other permitted transferees of the parties. 

18. Severability. If any provision of this Agreement shall for any reason be found invalid, illegal, 
unenforceable, or in conflict with any valid controlling law: (a) such provision shall be separated from this 
Agreement; (b) such invalidity, illegality, unenforceability, or conflict shall not affect any other provision 
hereof; and (c) this Agreement shall be interpreted and construed as if such provision, to the extent the 
same shall have been held invalid, illegal, unenforceable, or in conflict, had never been contained herein. 

18. Waiver. The waiver of a breach hereunder may be effected only by a writing signed by the waiving 
party and shall not constitute, or be held to be, a waiver of any other or subsequent breach or to affect in 
any way the effectiveness or enforceability of the provision in question. 

20. No Third Party Beneficiaries. Nothing in this Agreement, express or implied, is intended or shall 
be construed to confer upon any person or entity, other than the parties and their respective successors 
and assigns permitted by this Agreement, any right, remedy or claim under or by reason of this 
Agreement. 

21. Merger and Integration. This Agreement contains the entire understanding between the parties 
concerning the subject matter of this Agreement and supersedes any and all prior understandings, 
agreements, representations, and warranties, express or implied, written or oral, between the parties 
concerning the subject matter of this Agreement. 

22. University and State Required Provisions. 

22.1 Nondiscrimination. The parties will comply with all applicable laws, rules, regulations, 
and executive orders governing equal employment opportunity, immigration, and 
nondiscrimination including the Americans with Disabilities Act.  If applicable, the parties will 
abide by the requirements of 41 CFR §§ 60−1.4(a), 60−300.5(a) and 60−741.5(a). These 
regulations prohibit discrimination against qualified individuals based on their status as 



protected veterans or individuals with disabilities, and prohibit discrimination against all 
individuals based on their race, color, religion, sex, or national origin. Moreover, these 
regulations require that covered prime contractors and subcontractors take affirmative action 
to employ and advance in employment individuals without regard to race, color, religion, sex, 
national origin, protected veteran status or disability. 
22.2 Conflict of Interest. If within 3 years after the execution of this Agreement, Client hires 
as an employee or agent any ASU representative who was significantly involved in negotiating, 
securing, drafting, or creating this Agreement, then ASU may cancel this Agreement as provided 
in Arizona Revised Statutes (ARS) § 38−511.   
22.3  Failure of Legislature to Appropriate.  In accordance with ARS § 35−154, if ASU’s 
performance under this Agreement depends on the appropriation of funds by the Arizona 
Legislature, and if the Legislature fails to appropriate the funds necessary for performance, then 
ASU may provide written notice of this to Client and cancel this Agreement without further 
obligation of ASU. Appropriation is a legislative act and is beyond the control of ASU.  
22.4 Indemnification and Liability Limitations. Because ASU is a public institution any 
indemnification, liability limitation, releases, or hold harmless provisions are limited as required 
by Arizona law, including Article 9, Sections 5 and 7 of the Arizona Constitution and ARS §§ 
35−154 and 41−621. ASU’s liability under any claim for indemnification is limited to claims for 
property damage, personal injury, or death to the extent caused by acts or omissions of ASU. 
22.5 Responsibility.  Each party is responsible for the negligent or willful acts or omissions of 
its employees and agents when acting under such party’s direction and supervision.  ASU 
recognizes an obligation to pay attorneys’ fees or costs only when assessed by a court of 
competent jurisdiction.  Notwithstanding the terms of this Agreement or any other document: 
(i) other than for employees and agents acting under ASU’s direction and supervision, ASU is not 
responsible for any actions of any third parties, including its students; and (ii) no person may 
bind ASU unless they are an authorized signatory in PUR 107, which is located at the following 
link: https://www.asu.edu/aad/manuals/pur/pur107.html.   
22.6 Title IX Obligation. Title IX protects individuals from discrimination based on sex, 
including sexual harassment. ASU fosters a learning and working environment built on respect 
and free of sexual harassment. ASU’s Title IX Guidance is available online. Client will: (i) comply 
with ASU’s Title IX Guidance; (ii) provide ASU’s Title IX Guidance to any Client Parties reasonably 
expected to interact with ASU students or employees, in person or online; and (iii) ensure 
that all Client will comply with      ASU’s Title IX Guidance.  
22.7 No Boycott of Israel. As required by ARS § 35−393.01, Client certifies it is not currently 
engaged in a boycott of Israel and will not engage in a boycott of Israel during the term of this 
Agreement. 
22.8  Federal Disclosure Requirements.  Client acknowledges and agrees that: (1) federal 
agencies that provide funding for research may require disclosure of contracts pursuant to 
Section 223 of the National Defense Authorization Act (NDAA), Section 117 of the Higher 
Education Act of 1965, as amended (HEA), and National Security Presidential Memorandum 33 
(NSPM-33) (collectively, “Federal Disclosure Requirements”); and (2) nothing in this Agreement 
shall prevent ASU from disclosing the Agreement to federal agencies pursuant to the Federal 
Disclosure Requirements. 



23. Scope. This Services Agreement does not contemplate that the Client or its employees will be 
present on the ASU campus or use ASU equipment.  However, the parties agree that in the event that 
Client, its employees or agents are present on the ASU campus and/or use ASU or Center’s space and/or 
equipment, all provisions of Sections 24, 25, 26, 27 and 28 will apply, as well as any related provisions in 
exhibits hereto. 

24. Liability. Client will conduct its activities in a careful and safe manner. As a material part of the 
consideration to ASU, Client agrees to assume all risk of damage to and loss or theft of Client’s property 
while at ASU, damage to ASU space, and injury or death to persons related to Client’s use of property, use 
or occupancy of the space in, upon, or about the space from any cause, and Client waives all claims against 
ASU. Client further agrees to indemnify and hold harmless Arizona State University, the Arizona Board of 
Regents, the State of Arizona and their officers, regents, agents and employees, against all claims, suits, 
liabilities, costs, damages and expenses (including reasonable attorneys’ fees) arising out of or in 
connection with: (i) Client’s use of property, use or occupancy of the space, or any activity or thing done, 
performed or suffered by Client, its agents, its employees, licensees, invitees or persons attending or 
participating in Client’s activities and use of property and in or about the space; or (ii) any loss, injury, 
death or damage to persons, property, or the space on or about the space by reason of any act, omission 
or negligence of Client, or any of its agents, contractors, employees, licensees, or invitees; or (iii) any 
breach or default in the performance of any obligation on Client’s part to be performed under the terms 
of this Agreement. Client’s indemnity obligations will not extend to any liability to the extent caused by 
the negligence of ASU or its agents or employees. Client’s obligations and liabilities under this Section will 
survive the expiration or early termination of this Agreement. 

25. Insurance. Client, at its expense, agrees to procure and maintain during the term of this 
Agreement a policy of commercial general liability insurance in an amount of not less than One Million 
Dollars ($1,000,000), single limit, Two Million Dollars ($2,000,000), general aggregate, against claims for 
bodily injury, death and property damage occurring in connection with Client’s use of property and space 
at ASU. All insurance required pursuant to this Section must name the Arizona Board of Regents, Arizona 
State University, and the State of Arizona as additional insureds and must contain a waiver of subrogation 
against the Arizona Board of Regents, Arizona State University, and the State of Arizona. Client agrees to 
procure and maintain Workers’ Compensation insurance with statutory limits unless exempt under A.R.S. 
§23-901 and executes the appropriate waiver (Sole Proprietor/Independent Contractor) form. 

26. Tobacco-Free University. ASU is a tobacco-free university. For details, visit  
https://asunow.asu.edu/content/asu-now-tobacco-free. 

27. Weapons, Explosive Devices and Fireworks. ASU prohibits the use, possession, display or storage 
of any weapon, explosive device or fireworks on all land and buildings owned, leased, or under the control 
of ASU or its affiliated or related entities, in all ASU residential facilities (whether managed by ASU or 
another entity), in all ASU vehicles, and at all ASU or ASU affiliate sponsored events and activities, except 
as provided in A.R.S. §12-781 or unless written permission is given by the Chief of the ASU Police 
Department or a designated representative. Client will notify all persons or entities who are employees, 
officers, subcontractors, consultants, agents, guests, invitees, or licensees of Client of this policy, and 
Client will enforce this policy against all such persons and entities.  ASU’s Weapons, Explosives, and 
Fireworks Policy is located at the following link:  http://www.asu.edu/aad/manuals/pdp/pdp201-05.html. 

https://asunow.asu.edu/content/asu-now-tobacco-free
http://www.asu.edu/aad/manuals/pdp/pdp201-05.html


28.  Training. Client understands that Center regulations require certification prior to use of Center 
equipment and that Client employee’s must be certified to use Center equipment.  Center reserves the 
right to determine if such use or presence is appropriate and Center reserves the right to charge an 
additional fee for any training services. Before access to the Center's labs can be given, Client employees 
must complete fire safety and prevention, laboratory safety, and hazardous waste management training 
followed by yearly refresher trainings and/or any other applicable training courses required by Center or 
ASU’s Environmental Health and Safety department.  

29.  Records. To the extent required by ARS § 35-214, the non-ASU parties to this Agreement, Client 
will retain all records relating to this Agreement. Entity will make those records available at all reasonable 
times for inspection and audit by ASU or the Auditor General of the State of Arizona during the term of 
this Agreement and for a period of five years after the completion of this Agreement. The records will be 
provided at Arizona State University, Tempe, Arizona, or another location designated by ASU on 
reasonable notice to Entity. 

30. Counterparts.  This Agreement may be executed in one or more counterparts, each of which will 
be deemed an original, but all of which taken together will constitute one and the same instrument, and 
photocopy, facsimile, electronic and other copies will have the same effect for all purposes as an ink-
signed original. 

[SIGNATURES ON NEXT PAGE.] 
IN WITNESS WHEREOF, the Parties hereto have caused this Agreement to be executed by their duly 
authorized representatives on the respective dates entered below. 

THE ARIZONA BOARD OF REGENTS    
FOR AND ON BEHALF OF     
ARIZONA STATE UNIVERSITY 

Client – ARIZONA MUNICIPAL CLERKS 
ASSOCIATION (AMCA) 

 
 
By:        

 
 
By:        

 
Print Name:  
 

 
Print Name: 

Title: Title: 
 

Date: Date: 
 

 
 
By:  Bob Ramsey Executive Education   
[Name of Recharge Center/Lab/Institute/Service Center] 
Department / Center Chair’s Signature: 
 
Department / Center Chair’s Name:  Hector Zelaya 
Title:  Executive Director 
Date: 

 



EXHIBIT A 

Description of Services to be provided  

ASU Liaison:  Dr. Michelle Hill 

Services Title:  Arizona Municipal Clerks’ Institute 

Dates:   June 2-6, 2025;  M-Th: 8:00 a.m.-5:00 p.m.; F:  8:00 a.m.-3:00 p.m. 

Location:  Chandler Innovation Center, 249 E Chicago St, Chandler AZ 85225 

Services Summary:  Bob Ramsey Executive Education will: 

• Work with AMCA Education Committee to design program curriculum and recruit 
instructors. 

• Reserve room for in-person classes. 
• Create a shared site for participants to access electronic program materials. 
• Manage the participant registration process and collect registration fees. 
• Promote program through its website. 
• Evaluate participant Knowledge Transfer Action Plans. 
• Client can choose to provide food and snacks at their own expense. 
• Collect evaluation data from survey evaluations prepared by Client. 
• Submit final report to IIMC and AMCA by date required by IIMC. 

 

Services Title:  Arizona Municipal Clerks’ Academy 

Dates:   June 10-12, 2025; T-W: 8:00 a.m.-5:00 p.m.; Th:  8:00 a.m.-3:00 p.m. 

Location:   Chandler Innovation Center, 249 E Chicago St, Chandler AZ 85225 

Services Summary:  Bob Ramsey Executive Education will: 

• Work with AMCA Education Committee to design program curriculum and recruit 
instructors. 

• Reserve room for in-person classes. 
• Create shared site for participants to access electronic program materials. 
• Manage the participant registration process and collect registration fees. 
• Promote program through its website. 
• Evaluate participant Knowledge Transfer Action Plans. 
• Collect evaluation data from survey evaluations prepared by Client. 
• Submit final report to IIMC and AMCA by date required by IIMC. 

 

 

 

 

 



EXHIBIT B 

Rates and charges / Total Compensation and Payment Schedule  

The following is an estimate for Services delivered at the Chandler Innovation Center. 
 
Arizona Municipal Clerks’ Institute 
June 2-6, 2025 
Services Fee    ASU retains 55% of registration fees 
Facility costs    Included in Services Fee 
Instructional technology  Included in Services Fee 
Copy & materials costs   Included in Services Fee 
Instructors    To be paid directly by Client 
Food or alternate beverages  To be provided and paid directly by Client 
Snacks To be provided and paid directly by Client 
 
 
Arizona Municipal Clerks’ Academy 
June 10-12, 2025 
Services Fee    ASU retains 55% of registration fees 
Facility Costs    Included in Services Fee 
Instructional Technology  Included in Services Fee 
Copy & Materials Costs   Included in Services Fee 
Instructors     To be paid directly by Client 
Food or alternate beverages  To be provided and paid directly by Client 
Snacks To be provided and paid directly by Client 
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