
 
ARIZONA MUNICIPAL CLERKS’ ASSOCIATION 

EXECUTIVE BOARD MEETING AGENDA 
Wednesday, March 27,  2024 

10:00 a.m. 

Zoom Meeting 
Join Zoom Meeting 
https://us06web.zoom.us/j/89377191790?pwd=Jqbvg4AG3mtj6xvxyvTHdBxKLyPAlj.1 

Meeting ID: 893 7719 1790 
Passcode:   429102 

Dial In:                                            One tap mobile 
• +1 253 205 0468 US                               +13462487799,,89377191790#,,,,*429102# US (Houston) 
• +1 253 215 8782 US (Tacoma)              +16694449171,,89377191790#,,,,*429102# US 
• +1 360 209 5623 US 

Board Members:  Jennifer Pena, President; Carla Reece, Vice President; Sarah Siep, Treasurer; 
Annie Meredith, Secretary; Terri Roth, Board Director-small community 

1. Call to Order/Roll Call 
 

2. MINUTES 
A. Discussion and possible action to approve the February 13, 2024, Executive Board 

Meeting minutes. 
 

3. IIMC Update 
 

4. NEW BUSINESS 
 

A. Review, Discussion and Possible Action on the 2024 Scholarship Applications  
(Crystal Hadfield, Scholarship Committee Chair) 
 

B. Review, Discussion and Possible Action on the draft Essential Records Guide 
 (Ben Lane, Records Mngt Committee) 

 
C. Discussion  Regarding a Region VIII Joint Conference – East & West 

 (Jennifer Pena, President) 
 
D. Review and discussion on the 2024-25 Fiscal Year AMCA Budget.  

(Sandy Morari, League)  
 

E. Update regarding the ASU Agreement for services  
(Jennifer Pena, President) 

 
 



5. COMMITTEE ASSIGNMENTS AND GOALS 
 
A. CAMPAIGN FINANCE COMMITTEE (Sharon Antes, Chair; Lisa Anderson, Co-Chair; 

Terri Roth, Board Liaison) 
B. COMMUNICATION COMMITTEE (Stacy Fobar, Chair; Marcella Carrillo, Co-Chair; 

Sarah Siep, Board Liaison) 
C. EDUCATION COMMITTEE (Rommel Cordova, Chair; Janet Pierson, Co-Chair; Carla 

Reece, Board Liaison) 
D. ELECTION COMMITTEE (Linda Mendenhall, Chair; Fatima Fernandez, Co-Chair; Carla 

Reece, 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; 

Carla Reece, Board Liaison) 
G. MEMBERSHIP/MENTORING/REGIONAL LEADERS COMMITTEE (Kara DeArrastia, 

Chair; Cindy Pemberton, Co-Chair; Annie Meredith, Board Liaison) 
H. RECORDS MANAGEMENT COMMITTEE (Ben Lane, Chair; Victoria Roedig, Co-Chair; 

Terri Roth, Board Liaison) 
I. SCHOLARSHIP/MARKETING COMMITTEE (Crystal Hadfield, Chair; Kristen Benavidez, 

Co-Chair; Terri Roth, Board Liaison) 
 
6. GOOD OF THE ORDER/COMMENTS FROM EXECUTIVE BOARD MEMBERS 
 
7. REMINDERS/DEADLINES – News letter, Applications, COY DCOY, Committees 
 
8. NEXT MEETING DATE: April 24 
 
9. ADJOURNMENT  

 

 
Jennifer Pena, AMCA President  



ARIZONA MUNICIPAL CLERKS’ ASSOCIATION 

EXECUTIVE BOARD COMMUNICATION 
 
 
 
 
 
TO:   Jennifer Pena, President 
 
FROM:  Crystal Hadfield, Scholarship Committee Chair 
 
SUBJECT:  Request to Award Scholarships 
 
MEETING DATE:   March 27, 2024 
 
Purpose: 
 

Scholarship Awards 
  

Summary and Recommendations 
 

The Scholarship Committee has met and has the following recommendations: 
 
Approve awarding scholarships to all twelve applicants as follows: 
 
Pierson, Janet – IIMC Annual Conference 
Robinson, Sara – Academy 
Greenwood, Marissa – Institute 
Aguilar, Steven – Academy 
Clements, Kathy – Institute 
Mayes, Tami – Institute 
Smothers, Cara – Institute 
Burchill, Sara – Institute 
Salskov, Kristi – Best Practices 
Sweet, Jessica – Institute 
Altman, Debbie – Athenian Dialogue 
Guisto, Regina - Institute 
 
Decisions from the Board 
 
Based on the revenue generated last year, and the strong applicants we received this year, the 
Committee recommends awarding all twelve applicants a scholarship. 
 
Attachments 
 
Scholarship Application Scores 
 
Contact Name and Number:   
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Crystal Hadfield 
(520) 766-4203 – Office 
(520) 507-0981 – Cell 
chadfield@willcox.az.gov 



ARIZONA MUNICIPAL CLERKS’ ASSOCIATION 

EXECUTIVE BOARD COMMUNICATION 
 
 
 
 
TO:   Jennifer Pena, President 
 
FROM:  Records Management Committee  
 
SUBJECT:  Committee Request 
 
EXPECTED MEETING DATE:  March 27, 2024 
 
 

Purpose: 
To receive Executive Board direction and feedback on the draft Essential Records Guide. 

  
Summary and Recommendations: 
ARS 41-151.14(A)(4) specifies that the head of each state and local agency must establish, 
maintain, and submit lists of all essential records in the custody of the agency to the Arizona State 
Library, Archives & Public Records Director every five years. 
 
Essential Records are records, regardless of format or archival value, necessary for the continuity 
and/or resumption of daily functions and operations of government during and after an emergency. 
These records are what the organization needs within the first 72 hours of an emergency. 
 
Cities and towns must provide an updated list of their essential records to the State Library and 
Archives by December 31, 2024. One of the responsibilities of the Records Management 
Committee is to: 
 

 
 
Per this duty, the Records Management Committee developed a template that provides background 
information and best practices related to Essential Records. This template can be modified by city 
and town clerks to provide guidance to other departmental staff as they gather their essential 
records and to the Clerk Offices as they prepare their submittal to the State Library. The Guide 
includes the following topics: 
 

- Defining essential records 
- Explaining the importance of essential records 
- Noting different types of emergencies 
- Defining roles and responsibilities of the different staff involved  
- Helping identify and categorize essential records 
- Storing and recovering essential records 
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- Submitting your essential records list to the State Library 
- Reference materials 
- Examples of essential records by department 

 
The Records Management Committee spent the last several months drafting, reviewing, and 
suggesting changes to the guide template. The Committee used a collaborative approach to review 
the template. An email chain and a Microsoft Teams environment was set up to allow Committee 
members to suggest edits to a shared document.  
 
If approved by the Executive Board, the Records Management Committee would work with 
League Staff to place this template (in PDF and Microsoft Word versions) for use by cities and 
towns on the AMCA’s website. Additionally, the template would be provided through the AMCA 
listserv and Committee staff are also drafting an article about the template for possible inclusion 
in the next AMCA newsletter. 
 
The template can be used and modified by the city or town as needed to meet their needs. The 
template provides a starting point and initial guidance for a city and town and will most likely need 
to be modified based on management and legal direction. 
 
The Records Management Committee believes this form will be helpful to jurisdictions looking to 
update or establish an essential records program in their jurisdiction and will be a “value added” 
benefit for AMCA members. 
 
Decisions from the Board: 

1) Provide feedback and direction on the draft Essential Records Guide. 
 
Attachment(s): 
MS Word Document – “Essential Records AMCA Guide” 
 
Contact Name and Number: 
Ben Lane, Records Management Committee Chair; 480-312-2411 
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What are Essential 
Records? 
Essential Records are records, regardless of format or archival value, necessary for the 
continuity and/or resumption of daily functions and operations of government during and 
after an emergency. These records are what the organization needs within the first 72 hours 
of an emergency. Essential records are not necessarily permanent records. 

 

Defining Essential Records 
Code of Federal Regulations Title 36 Chapter XII Subchapter B Part 1223.2 

Essential agency records that are needed to meet operational responsibilities under national 
security emergencies or other emergency conditions (emergency operating records) or to 
protect the legal and financial rights of the Government and those aƯected by Government 
activities (legal and financial rights records). 

 

Federal Emergency Management Administration  

Information systems and applications, electronic and hardcopy documents, references, and 
records needed to support essential functions during a continuity event (FEMA,2018). 

 

Arizona Revised Statutes (ARS) 41-151.12(A)(4) 

(a) Records containing information necessary to the operations of government in an 
emergency created by a disaster. 

(b) Records containing information necessary to protect the rights and interests of persons 
or to establish and aƯirm the powers and duties of governments in the resumption of 
operations after a disaster. 

 

 

 Some records management resources may refer to Essential Records as Vital Records. 
However, the term Vital Records in state and local government is more commonly used 
to refer to records such as birth and death certificates. It is recommended to use the term 
Essential Records to ensure standardized language when referring to records needed for 
emergency response and recovery.  
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Why are Essential 
Records Important? 
A local municipality is often the first responder for emergencies within their jurisdiction. By 
identifying and safeguarding essential records, emergency responses are more eƯicient, and 
the disruption of service is minimized. The organization must rapidly restore services, 
regardless of the scope or type of event, to reduce economic and legal impacts. While it may 
take additional time to identify and protect these records, having them available during an 
emergency is critical for a successful outcome. 

 

Continuity of Operations Plan 

A Continuity of Operations Plan (COOP) is a document that “establishes policy and guidance 
to ensure the execution of the essential functions for departments in the event that an 
emergency threatens or incapacitates operations; and the relocation of selected personnel 
and functions of any essential facilities of department are required” (Maricopa County).  

According to the Arizona Department of Emergency and Military AƯairs (DEMA), “The 
identification, protection, 
prioritization for recovery, and 
availability of essential records 
(e.g., databases, applications, 
and hard copy documents) 
needed to support essential 
functions, are critical elements 
of a successful COOP plan” 
(DEMA, 2018).  

An Essential Records Listing is 
an important component of the 
COOP and care should be taken 
to ensure the listing is up to date 
and the records are 
safeguarded. 
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Types of Emergencies 
An emergency is defined as, “an unforeseen combination of circumstances or the resulting 
state that calls for immediate action” (Merriam-Webster, 2023). In government, the term 
emergency or disaster could have other legal definitions for receiving additional funding or 
aid. Essential Records may be needed for any type of emergency which could be localized 
to a certain building such as a major leak or have a much larger scope and impact an entire 
municipality or region. There are many kinds of emergencies, each requiring a diƯerent type 
of response, so an Essential Records Listing must be comprehensive enough to consider a 
wide range of possibilities based upon the organization’s risk tolerance.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Risk Analysis 

To determine which threats should be focused on when creating an Essential Records 
Listing, a risk analysis may be completed. A risk analysis is the “identification of potential 
risks, assessment of the likelihood of specific incidents occurring, and analysis of the 
relative eƯect of each of these incidents on the institution” (Northeast Document 
Conservation Center (NEDCC), 2017). During this process there may be risk mitigation 
measures taken to reduce the level of risk to the organization.  

Natural  
 Flood  
 Tornado 
 Earthquake 
 Wildfire 

 

Man-Made 
 Workplace Violence  
 Transportation Impacts 
 Terrorist Attacks 
 Hazardous Materials 

 

Electronic  
 Data Loss 
 Power Failure 
 Cyber Attacks (Data Breach, Ransomware)  
 Software or Hardware Failure  
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Roles and 
Responsibilities 
 

 

What is the Role of the State Library? 

The Arizona State Library, Archives, and Public Records (LAPR) is required to establish 
criteria for designating essential records within the following general categories defined in 
ARS 41-151.12(A)(4). LAPR maintains all Essential Records Listings submitted by state and 
local agencies and protects the listings from disclosure. In addition, LAPR may also store 
backup copies for various state and local agencies and assist in their reproduction as 
necessary. The LAPR Director is responsible for setting standards and procedures for 
records management and oƯers training and guidance to help state and local agencies 
adhere to those standards.  

 

What is the Role of the Clerk/Records OƯicer? 

ARS 41-151.14(A)(4) specifies that the head of each state and local agency must establish, 
maintain, and submit lists of all essential records in the custody of the agency to the Arizona 
State Library, Archives & Public Records Director every five years. Although state statute 
requires the agency to submit every five years, it is recommended that the list be reviewed 
at least annually for any changes that may have occurred. The Clerk may work with a variety 
of stakeholders such as Information Technology, Law, and Emergency Management to 
integrate the Essential Records Listing where necessary.  

 

What is the Role of the Records Liaisons/Coordinators? 

Regardless of the size of the organization, it is nearly impossible for the Clerk or Records 
OƯicer to know the details of every function of every department. The utilization of Records 
Liaisons or Records Coordinators can help provide subject matter expertise and add 
additional layers of support for records management functions. The Records Liaisons 
should assist the Clerk with gathering information to determine the Essential Records for 
their area and create a plan to safeguard and maintain the identified records.  
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Identifying Essential 
Records 
Essential Records are a small portion of the organization’s records and are only those that 
are used to support essential functions, within the first 72 hours of a disaster or shortly 
thereafter, for your government, your residents, and other government entities or agencies. 

 

Step One – Determine Essential Functions 

Essential Functions “are those functions that need to be continuous or resumed within 12 
hours after an event and maintained for up to 30 days or until normal operations can be 
resumed” (Department of Homeland Security, 2022). The Essential Functions are likely 
diƯerent for each department based on their role within the organization and what other 
departments or residents may be relying on them for services or information.  

 

Step Two – Review the Records Inventory 

Review the Records Inventory to see each department’s records. The Records Inventory 
should identify, at minimum, the records series, retention period, and the locations the 
records are stored. It is recommended that the Records Inventory be compared against LAPR 
retention schedules to ensure that no updates have been made.  

 

Step Three – Identify Essential Records 

Essential Records are the records listed on the Records Inventory that support the 
department’s Essential Functions. The records that are identified as Essential Records 
should meet one of the following Essential Designations to be considered essential:  

1. Are necessary for emergency response. 
2. Are necessary to resume or continue operations. 
3. Protect the health, safety, property, and rights of residents. 
4. Would require massive resources to reconstruct. 
5. Document the history of communities or families. 
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Priority Access 
In an emergency, records should be recovered based on their necessity to the emergency 
response. Each Essential Record identified should be given a Priority Access timeframe. This 
helps ensure resources are working to recover the records that are most critical first.  

 

Category I 

Essential Records that are necessary for an emergency response or to continue operations 
(Essential Designation 1 and 2) should be recovered within the first 1-12 hours of an 
emergency.  

Examples: StaƯ contact lists, emergency response plans, disaster recovery plans, 
enterprise architecture records, and current facility drawings. 

 

Category II 

Records that protect financial status and legal rights for the organization and residents or 
would require massive amounts of resources to reconstruct (Essential Designation 3 and 4) 
should be recovered within the first 12-72 hours.  

Examples: Payroll, Accounts Payable/Receivable, Active Contracts, Agreements, and 
Leases, Ownership Records, City Code, and City Charter.  

 

Category III 

Records that provide a history of the community (Essential Designation 5) should be 
recovered after the first 72 hours.  

Examples: Historic items, archival collections, and minutes. 
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Storage and Recovery 
It is important to be prepared for any type of emergency. Safeguarding essential records in a 
variety of ways can make retrieval more eƯective and eƯicient.  

 

Create Duplicates 

Duplicates may be created as part of routine business processes for many records series. 
Essential Records, especially with Essential Designation 1 and 2, are recommended to have 
both physical and electronic copies in addition to the original. The locations of all copies 
should be specific to ensure staƯ members will be able to find and access them.  

Electronic copies are valuable as they can be accessed quickly and are more likely to be 
updated in real time. Electronic copies may be kept in a variety of computer systems both 
on servers owned by a municipality or in vendor cloud applications.  

Physical copies are important if computer systems are impacted or if there is a disruption in 
power or communication infrastructure. Physical records could be paper or microforms. 
These records should be uniquely stored to indicate that they are Essential Records. Some 
records may be kept in a vault or fireproof filing system; however, these storage containers 
may not protect against water damage. Access 
requirements should be documented to ensure that first 
responders and staƯ are able to locate and get access of 
the records.  

 

Dispersed Locations 

The scope of an emergency may be large enough to aƯect 
the entire municipality or region. Having all backup 
copies in the same building or area is not suƯicient to 
safeguard Essential Records. It is recommended that 
organizations consider dispersing copies across 
locations to ensure that at least one copy of the record 
will be accessible regardless of the scope of the 
emergency. Security standards should be in place for all 
copies so that any personal identifying information or 
other confidential information is kept safe from 
disclosure.  

Some records are static 
and do not change at all 
while others are dynamic 
and change frequently 
during business. All 
copies, in all formats and 
locations, should be 
regularly updated to 
make sure accurate 
information is available 
during and after an 
emergency. These update 
cycles should become a 
routine part of business 
and outlined in an 
Essential Record 
Maintenance Plan. 
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Submit the Essential 
Records Listing  
Once all Essential Records have been identified, the City Clerk/Records OƯicer must 
complete the Essential Records Listing Form.  

 

The Essential Records Listing must be submitted to the LAPR by December 2024 by mail or 
emailed to records@azsos.libanswers.com.   

The completed Essential Records Listing should be added as part of the organization’s 
COOP and saved in a way that will be accessible to multiple staƯ. The Essential Records 
Listing should be updated anytime there are additions or deletions from a retention 
schedule, the storage location has moved, or the Essential Designation changes. This review 
should be done annually.  
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Additional Resources 
Arizona Geological Survey Center for Natural Hazards 

Arizona Revised Statutes  

Arizona State Library, Archives and Public Records -Essential Records 

Department of Homeland Security Campus Resilience Program Resource Library 

Maricopa County Threats and Hazards 

National Archives and Records Administration - Essential Records Guide 

Northeast Document Conservation Center - Emergency Planning  
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Appendix A - Essential 
Records Examples 
 

All Departments - Citywide 

 Disaster Recovery Records   File Plans (Detail the location and 
format of records) 

 Delegations of Authority  OƯice Internal Administrative Records 
(Standard Operating Procedures, OƯice 
Assignments, Work Schedules) 

 Emergency Operations Response Plans  StaƯ Contact List 
 
Airport 

 Airport Condition Report Notices  
 Federal Aviation Administration (FAA) 

Records 
 Flight Track Data 

 Fuel Records 
 Tenant Records 

  
City Attorney/Risk Management 

 In Process Claim Records  Legal Opinions  
 Health and Safety Plans  Active Litigation Records  
 Insurance Policies   Open Summons and Subpoenas 

 
City Clerk 

 Current Agreements and Contracts   Minutes  
 Charter and Code  Ordinances 
 Deeds and Titles  Policy and Procedure Records 

(Administrative Regulations) 
 Easements   Resolutions 
 Essential Records Listing    Water Rights 

 
City Manager 

 Distribution Lists (Email Lists)  Policy and Procedure Records 
(Administrative Regulations) 
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Development Services 

 Archaeology Records   Facility Records  
 As Built Records   Historical Records 
 Infrastructure and Engineering Records  Flood Control Records 

 
Facilities and Fleet 

 Building Inventory Records   Safety Data Sheets 
 Environmental Records including Lead 

Based Paints and Asbestos Records 
 Vehicle Inventory Records 

 
Fire Department/Emergency Medical Services 
 Incident Reports  Patient Care Records 
 Inspection Records  Underground Storage Tank Records  

 
Finance Department 

 Accounts Payable and Receivable   Financial Management Records 
 Banking Records   Investment Records  
 Budget Records  Payroll  
 Business Licensing Records   Warehouse Inventory Records 
 Capital Asset Records  

 
Human Resources 

 Benefit, Medical, and Provider Records   Training Records  
 Employee Personnel Records  Workers Compensation Records 

 
Information Technology 

 Application Records  Enterprise Architecture Records 
 Backup Tape Library Records  GIS Records 
 Computer System Maintenance 

Records, Records related to backups or 
inventories 

 Security Records 

 Configuration Management Records  Master File Content Records 
 
Library 

 Historical Collection Records 
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Neighborhood Resources/Human Services 

 Client Records  Inspection Records  
 Community Development Block Grant 

(CDBG) Records 
 US Department of Housing and Urban 

Development (HUD) Records 
 Other Grant Records  

 
Parks and Recreation 

 Inspection Records  Herbicide or Other Chemical Records 
 
Police 

 Crime Reports   Jail and Detention Records  
 Homeland Security Records   Professional Standards Records 
 Intelligence Information Records  

  
Public Works – Solid Waste   

 Landfill Environmental Records  Map System/Vehicle Routes 
 
Public Works – Streets and Transportation   

 TraƯic Control Plans  TraƯic Management System 
 
Public Works - Water Department  

 Instrument Records   Lab Data Records 
 Utility Billing Records  Well Monitoring Reports 
 Supervisory Control and Data 

Acquisition (SCADA) System Related 
Documentation 

 Water and Sewer As-Built Plans 
 

 



FY 23
Actual

FY 24
Budget

Expected
FY24*

Over/
(Under)
Budget

PROPOSED
FY 2025 NOTES

INCOME
Conferences & Trainings

Annual/Elections Conference 16,945 22,000 21,034 (966) 22,000
Fall Training 3,740 2,600 5,480 2,880 3,500
Spring Training 5,155 2,600 2,600 0 5,000
Athenian Dialogues 3,440 4,500 4,425 (75) 4,500
Institute & Academy (June) 26,400 25,000 25,000 0 25,000 Increased fees by $25 for June 2023

Total Conferences & Trainings 55,680 56,700 58,539 60,000
Gifts, Donations & Misc Fundraising 471 500 1,138 638 500 Raffle and other donations 
Interest Income 17 40 16 (24) 20

Membership Dues 24,853 25,000 27,040 2,040 29,000
Board approved a $5 increase for FY23 (4/15/21). 
Suggest $5 increase every other year (odd years) - 
next increase FY25 .

Scholarship Fundraising 2,234 2,000 3,450 1,450 2,000 Gift Basket fundraiser 
Sponsorships 7,500 8,000 6,250 (1,750) 8,000

Total Income 90,755 92,240 96,433 2,354 99,520

EXPENSE
Awards 1,121 2,000 2,081 81 2,000
Board Expenses 726 1,500 1,500 0 1,500

Conferences & Trainings
Annual/Elections Conference 31,361 22,000 28,453 6,453 26,000
Fall Training 1,084 1,800 643 (1,157) 1,500
Spring Training 300 1,800 1,800 0 1,500
Athenian Dialogues 350 3,000 665 (2,335) 2,000
Institute & Academy 21,842 20,000 20,000 0 21,000

Total Conferences & Trainings 54,937 48,600 51,561 52,000

IIMC & Regional Conferences
IIMC Director & Region Rep 0 5,000 5,000 0 5,000 Region Rep expenses to be included here
Registration Fees 650 1,720 1,720 0 1,720
Accommodations / Lodging 0 1,200 1,200 0 1,200
Transportation 459 1,350 1,350 0 1,350
Meals 278 235 235 0 235
Miscellaneous 4,500 n/a One time only Endowment start-up contribution

Total IIMC & Regional Conferences 5,887 9,505 9,505 9,505

Scholarships 

Institute (3 @ $375) 2,600 1,125 1,125 0 1,125
Late submission (FY22 books closed). Submitted in Nov - trouble 
getting certificate from ASU ($350). Therefore, recorded in FY23 
($2600).

Academy (3 @ $300) 350 900 900 0 900
IIMC (2 @ $600) 0 1,200 1,200 0 1,200
Misc Scholarships (3 @ $100) 180 300 300 0 300

Total Scholarships 3,130 3,525 3,525 3,525

Sponsorships 2,500 Annual WLG sponsorship

Support Services
Administrative 6,367 10,000 10,000 0 10,000

Financial Services 6,108 7,093 7,093 0 7,194 Accounting-$2160; Audit Review-$3,948
FY25 Accounting-$3,050; Audit Review-$4,144

Supplies 4,132 5,000 7,500 2,500 5,000 Includes Cvent (increased costs) & Verisign accts; lapel 
pins, etc (Includes WLG sponsorship for FY24 - $2500.)

Web Hosting / Listserv 1,137 960 858 (102) 960 Listserv-$300; Website hosting fee-$660; domain name-
$135 for 3 yrs

Total Support Services 17,744 23,053 25,451 23,154

Total Expense 83,545 88,183 93,623 81 94,184

Revenues Over (Under) Expenditures 7,210 4,057 2,810 2,273 5,336

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

Ending 
Balance * FY

Rev over 
Exp

Total fund balance as of July 1, 2023 ** $154,791 22-23 $7,209 Checking $88,471.46
Total fund balance as of July 1, 2022 ** $147,582 21-22 $13,638 Savings $89,698.20
Total fund balance as of July 1, 2021 ** $133,944 20-21 $18,022 $178,169.66
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 2024-2025 PROPOSED BUDGET (working document)

Board approved a $5 annual fee increase on all 
registration fees, except Athenian Dialogues 
(adopted 4/24/19).

Bank Account Balances as 
of June 30, 2023:

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.

**Fund balance to be used for possible future Region Meeting expenses and 
   



Budget Narrative

Income
Conferences & Trainings

Annual/Elections Conference 22,000
Fall Training 3,500
Spring Training 5,000
Athenian Dialogues 4,500
Institute & Academy (June) 25,000

Total Conferences & Trainings 60,000

Gifts, Donations & Misc Fundraisin 500 GIFTS, DONATIONS & MISCELLANEOUS FUNDRAISING – This item includes 
funds received as a voluntary contribution and raffle income.

Grants 0 GRANTS – This item is reserved for the possible collection of funds received through 
grants programs for educational trainings.

Interest Income 20 INTEREST INCOME – Excess revenue is held in a High Yield Savings account and 
accrues interest.

Membership Dues 29,000

MEMBERSHIP DUES – Dues are collected from the membership by FY.  There are four 
membership categories which include full member, associate member, student member 
and retired member. [Board approved a $5 increase for FY23 (4/15/21).  Approved a $5 
increase for FY25 (4/19/23). Odd year increases.]

Scholarship Fundraising 2,000 SCHOLARSHIP FUNDRAISING – This item includes funds received from the gift 
basket fundraiser.

Sponsorships 8,000 SPONSORSHIPS – This is revenue collected through the League’s coordination of an 
AMCA corporate sponsorship program.  

Total Income 99,520

Expense

Awards 2,000 AWARDS – Each year awards (certificates & plaques) are given at the annual meeting for 
service to the AMCA.  This item also includes retirement gifts.

Board Expenses 1,500 BOARD EXPENSES – This category includes conference call charges and all other 
charges necessary to support the day-to-day activities and meetings of the Board.  

Conferences & Trainings
Annual/Elections Conference 26,000
Fall Training 1,500
Spring Training 1,500
Athenian Dialogues 2,000
Institute & Academy 21,000

Total Conferences & Trainings 52,000
IIMC & Regional Conferences

IIMC Director & Region Rep 5,000
Registration Fees 1,720
Accommodations / Lodging 1,200
Transportation 1,350
Meals 235

Total IIMC & Regional Conferences 9,505
Scholarships 

Institute (3 @ $350) 1,125
Academy (3 @ $275) 900
IIMC (2 @ $600) 1,200
Misc Scholarships (3 @ $100) 300

Total Scholarships 3,525

Sponsorships 2,500
SPONSORSHIPS - This category is for an annual sponsorship in support of the Arizona 
Women Leading Government conference as well as any other possible future 
sponsorships.

Support Services

Administrative 10,000

Financial Services 7,194

Supplies 5,000

Web Hosting / Listserv 960

Total Support Services 23,154

Total Expense 94,184

Revenues Over (Under) Expenditures 5,336

SUPPORT SERVICES – 
• Administrative – League support services 
• Financial Services – Contract accounting service [Accounting-$3,050; Audit Review-
$4,043]
• Supplies – General office supplies, copies, postage, shipping, credit card processing fees, 
online registration fees and other miscellaneous including charitable contributions
• Web Hosting  - Website maintenance and domain [Listserv-$300; Website hosting fee-
$660]

AMCA FY 2024-2025 BUDGET 
(Proposed DRAFT Budget)

CONFERENCES & TRAININGS – This item includes revenues from the Annual 
Conference/Elections Training, Spring and Fall Trainings, Athenian Dialogues, Institute 
& Academy and any other possible training events.  This revenue is intended to cover all 
event expenses, plus provide approximately $3,000-$5,000 in net revenue to the AMCA to 
support other programs throughout the year.  [Board approved a $5 annual fee increase 
on all registration fees, except Athenian Dialogues (adopted 4/24/19).]

CONFERENCES & TRAININGS – This item includes all expenses incurred at the 
Annual Conference/Elections Training, Spring and Fall Trainings, Athenian Dialogues 
and any other possible training events.  The Institute & Academy item includes expenses 
incurred from the annual Institute and Academy trainings as stated in the contract with 
ASU.

IIMC & REGIONAL CONFERENCES – This budget item includes costs associated with 
attendance at IIMC conferences.  The AMCA will reimburse registration and travel costs 
for the IIMC Executive Director, the Regional Representative, the AMCA President and 
AMCA Education Chairman to attend the IIMC Annual Conference.

SCHOLARSHIPS – Annually scholarships are awarded to successful applicants to offset 
the cost of the registration fee for training opportunities.
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