
  
ARIZONA MUNICIPAL CLERKS’ ASSOCIATION 

RECORDS MANAGEMENT COMMITTEE MEETING 
 
 

Thursday, July 11, 2024 
9:00 a.m. 

  Microsoft Teams 
 

 

Committee Members:   

• Terri Roth – Board Liaison 

• TBD, AZ LAPR Liaison 

• Ben Lane – Chair 

• Victoria Roedig, Co-Chair 

• Debbie Altman 

• Kristen Benavidez 

• Charity Brooks 

• Sara Burchill 

• Liz Camacho 

• Ruby Cervantes 

• Shannon Davis 

• Karen Doncovio 

• Christy Estavillo 

 

• Trina Gaston 

• Sehreh Goodman 

• Patti Hageman 

• Wendy Henson 

• Andy Juarez 

• Patricia Leyva 

• Tami Mayes 

• Ian Newcomb 

• Leah Rhodes 

• Kristi Salskov 

• Sharla Sanders 

• Cara Smothers 

• Jennifer Wiita 

 
1. Call to Order (minute taker: To Be Determined) 

 
 

2. Roll Call 
 
 

3. Old Business 
a. Discussion and possible approval of April 30, 2024 meeting minutes (attached) 

 
b. Review minute taker list (attached)  

 
 
 



 
4. New Business 

a. Committee Goals for this Year 
i. Essential Records Best Practices Guide 

- Completed work 
ii. AMCA Retention Schedule Review 

- For discussion at today’s meeting 
iii. Committee Succession Plan 

- For discussion at today’s meeting 
 

b. AMCA Retention Schedule Review (attached) 
i. Discussion / suggestions related to future state 

ii. Assigning review 
 

c. Committee Succession Plan (attached) 
i. Review and Discussion 

ii. Possible Revisions 
 

d. Topics to discuss at future meetings 
i. Discussion with State Library related to State Retention Schedule Format (all 

committee members) 
ii. Software that does not allow for extraction and purging of records (Andy Juarez) 

iii. Handling of Historic Data for Dashboards when underlying records are purged 
due to retention period being met (Patti Hageman) 

iv. AI and Records Management (Karen Doncovio) 
 
 

5. Good of the Order/Reports from Committee Members 
a. Terri Roth – Executive Board meeting update 

 
b. Roundtable 

 
 

6. Next Meeting Date: To Be Determined 
Minute Taker: To Be Determined 

 
 

7. Adjournment  
 

 

Ben Lane 
Records Management Committee Chair 
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1. Call to Order (minute taker: Liz Camacho) 
 

Chair Ben Lane called the meeting to order at 9:02am. 
 

2. Roll Call 
 

Chair Lane conducted roll call noting a quorum was present. 
 

The following Records Management Committee (RMC) members attended via Microsoft 
Teams: 
Terri Roth – Litchfield Park, Board Liaison; Ben Lane, Chair – Scottsdale; Victoria Roedig, Co- 
Chair – Scottsdale; Debbie Altman – Peoria; Kristen Benavidez – Phoenix; Sara Burchill - Chino 
Valley; Liz Camacho – Buckeye; Shannon Davis – Lake Havasu; Karen Doncovio – Tempe; Christy 
Estavillo – Surprise; Trina Gaston - Eloy; Patti Hageman – Gilbert; Wendy Henson – El Mirage; 
Andy Juarez – Maricopa; Tami Mayes - Cottonwood; Ian Newcomb – Florence; Leah Rhodes - 
Sahuarita; Kristi Salskov – Pinetop Lakeside; Sharla Sanders – Surprise; Cara Smothers – Yuma 

 
Absent: 
Charity Brooks – Clarkdale; Ruby Cervantes – Superior; Sehreh Goodman – Prescott Valley; Patricia 
Leyva – Wilcox; and Jennifer Wiita – Prescott.   
 
3. Old Business 

 
a. Discussion and possible approval of February 29, 2024 meeting minutes 
b. Review minute taker list 

 
On motion of Committee Member Mayes, seconded by Committee Member Benavidez and carried 
unanimously to approve the February 29, 2024, meeting minutes. 

 
Chair Lane reviewed the minute taker list. 
 
c. Essential Records Best Practices Guide – Approved Version  

 i. Feedback from Executive Board  
ii. Outreach Efforts  

 
Chair Lane informed Committee Members that the Executive Board was very pleased with the guide, noting 
its thoroughness and availability in various formats. He extended a special thank you to Co-Chair Roedig for 
drafting it and extended gratitude to board members for their valuable contributions. He also reported that 
an article for the AMCA newsletter has been written and published. 

Thursday, April 30, 2024 
9:00 a.m. 

Microsoft Teams 

ARIZONA MUNICIPAL CLERKS’ ASSOCIATION 
RECORDS MANAGEMENT COMMITTEE MEETING 
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4. New Business 

a. Committee Goals for this Year 
i. Essential Records Best Practices Guide 

- Completed work 
ii. AMCA Retention Schedule Review 

- For discussion at today’s meeting 
iii. Committee Succession Plan 

- For future meeting 
 

Chair Lane stated that the Committee had three major goals this year. The first goal, the completion of 
the Essential Records Best Practices Guide, has been achieved. The second goal is to update the AMCA 
Retention schedule, a topic to be discussed today. The third goal is to develop a succession plan for the 
committee, which he and Co-Chair Roedig will be working on to ensure a smooth transition for future 
years. 

 
  b. AMCA Retention Schedule Review 
   i. Review of existing schedule 
   ii. Discussion / suggestions related to future state 
   iii. Assigning review 
 

The schedule was reviewed, highlighting changes due to alterations in procedures. Documents 
previously held by individuals within AMCA are now centralized with the League. Discussion was held 
regarding the information in the retention schedule. 

 
Members were encouraged to provide feedback to enhance the usability of the schedules. Plans were 
discussed to update and review the schedules annually. It was proposed to add a column referencing 
the applicable state-approved retention schedule, including the start point of retention. Member Juarez 
suggested hyperlinking the state schedule for easy updates. 

 
Chair Lane proposed dropping the column indicating document location and replacing it with a note that 
explains that "records, unless otherwise noted, reside with the AZ League." Discussion was held on 
retaining the online column, type of record, retention period, subheading, and adding a relationship to 
the state retention schedule and remark column. It was suggested to transition the document from 
Word to Excel format. 

 
An update deadline of the last meeting in June was established. Committee Member Henson 
volunteered to transfer the information to Excel and share it via Teams. Verification of current 
information accuracy was deemed necessary. It was decided that assignments would be listed with each 
schedule to clearly identify each person's respective tasks. 

 
Co-Chair Roedig demonstrated the method for searching the retention schedules. 
 
c. Topics to discuss at future meetings 

i. Discussion with State Library related to State Retention Schedule Format (all 
committee members) 

ii. Software that does not allow for extraction and purging of records (Andy Juarez) 
iii. Handling of Historic Data for Dashboards when underlying records are purged due to 

retention period being met (Patti Hageman) 
iv. AI and Records Management (Karen Doncovio) 
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Chair Lane indicated that the discussions would be open for participation by all members. 
 
5. Good of the Order/Reports from Committee Members 

a. Terri Roth – Executive Board meeting update 
b. Roundtable 

 
Executive Board Liaison Roth provided a recap of last week’s Executive Board meeting.  
 
It was announced that committee signups are currently open and are due in June. Members were 
reminded to reapply for consideration. 
 
6. Next Meeting Date: Thursday, May 23, 2024, at 9:00 a.m.; Microsoft Teams  

Minute Taker: Leah Rhodes  
 
7. Adjournment 
Without any further items or questions, on motion of Committee Member Juarez, seconded by 
Committee Member Hageman motioned to adjourn the meeting carried unanimously and the meeting 
was adjourned at 9:58 am. 
 
Submitted by: 
Liz Camacho, Clerk Supervisor 
City of Buckeye, AZ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



AMCA Records Management Committee 

Meeting and Minute Taker* Schedule  

2023-24 

Updated July 11, 2024 

 

Meeting Date   Time  Minute Taker Meeting Held? 

Thursday, Nov. 2, 2023  8:30 a.m. Victoria Roedig  Yes 

Thursday, Dec. 28, 2023**  9:00 a.m. Not Applicable  No 

Thursday, Jan. 25, 2024  9:00 a.m. Charity Brooks***  Yes  

Thursday, Feb. 29, 2024  9:00 a.m. Ian Newcomb  Yes 

Thursday, March 28, 2024  9:00 a.m. Kristi Salskov  No 

Tuesday, April 30, 2024  9:00 a.m. Liz Camacho   Yes  

Thursday, May 23, 2024  9:00 a.m. Leah Rhodes   No 

Thursday, June 27, 2024  9:00 a.m. Trina Gaston   No 

Thursday, July 11, 2024  9:00 a.m. To Be Determined  Yes  

 

 

 

* Per the AMCA Handbook Records Management Committee Duties: 

The Chair or Co-Chair shall assign a rotating list of members of the committee to 
take minutes of the meetings. 

 

** Meeting cancelled  

 

***Charity Brooks filled in for Tami Mayes 

 



Type of Record Retention Period Start Point of Retention State Retention Schedule Ownership

Auditor's Report 7 years
Bank Deposit Slips 3 years

Bank One Certificate of Deposit 1 year after cashed

Bank statement, reconciliations 7 years
Budgets 5 years
Checkbook register (includes 
journal of cash disbursements, 
cash receipts and deposits)

7 years

Check Stubs 3 years

Credit Card Account Statements 3 years

Dues Schedules 2 years
Employer ID Number Permanent
Federal Tax ID Number Permanent
Financial Statements (annual) Permanent
Invoices 7 years
Petty cash vouchers 3 years
Treasurer Report 5 years

Annual Reports Permanent
Articles of Incorporation Permanent
Bylaws Permanent
Minutes (Board) Permanent

Minutes (Committees)
1 year after annual report 
accepted at board meeting

Policies and procedures, generally For life of policy/procedure

Arizona Municipal Clerks Association
Record Retention Schedule/Document Retention Policy

ACCOUNTING

CORPORATE RECORDS



Conflict of Interest Forms 2 years
Logo Permanent

Annual Conference 1 year after added to "How 
to Host an Annual Meeting"

Regional Conference (AMCA 
Hosting) 6 years after conference
Regional Conference (Not 
Hosting) 1 year after conference
IIMC Conference (AMCA 
Hosting) 6 years after conference

IIMC Conference (Not Hosting) 1 year after conference

Contracts, generally 6 years  

Membership Ballots 1 year

President Statement Permanent
Other Documents Declared 
Historical Permanent

Photographs Permanent

General Correspondence 1-3 years
Marketing and promotional 
materials, including brochures 1 year

Grant Applications (Not Awarded) 2 years

Grant Applications (Awarded) 7 years

GRANTS

LEGAL

GENERAL

CONFERENCES

CONTRACTS

ELECTIONS

HISTORICAL ARCHIVES



Claims and litigation files where 
Association is a party 10 years

Membership Applications
     Approved 1 year
     Denied 5 years
Membership Lists Permanent

Board Oath of Office
2 years after no longer on the 

board
Board Resignations 1 year

Ethics and disciplinary action files
     Files in which action taken 10 years
     Files closed without action 1 year

Research reports and data analysis Permanent (final report only)

Survey
Until publication of final 
report to which it relates

Scholarship applications 7 years after issued

Scholarship recipient information, 
including names, addresses and 
program attending

7 years after issued

Selection committee records, 
including selection criteria used 
and other documentation regarding 
the selection process

2 years after issued

Policy Statements For the life of the document

MEMBERSHIP

SCHOLARSHIPS

STATEMENTS OF POLICY/POSITION

RESEARCH MATERIALS



Testimony and final comments on 
rulemakings and legislation Permanent

Press Releases
1 year, except if retained for 
historical archive purposes

Drafts, comments, etc. prepared in 
the policy or comment 
development process

Until publication of the 
document to which it relates

Website Content Until no longer valuable
Website Content Per Retention 
Schedule

Content shall be kept per 
retention schedule

WEBSITE CONTENT



 

Records Management Committee 
Succession Plan 

 

Periodic Expectations 
Responsible Party Action Needed 

Chair/Co-Chair Every three years, review Records Management Handbook 
template with Records Management Committee (RMC) 
Members and propose possible changes, if needed, to the 
AMCA Executive Board. Next update due during 2025-26 
Meeting Year. 

Chair/Co-Chair Every five years, review Essential Records Manual (used 
for disaster recovery planning) with RMC Members and 
propose possible changes, if needed, to the Executive 
Board. Next update due during 2028-29 Meeting Year. 

 

Yearly Expectations 
Responsible Party Action Needed 

Chair/Co-Chair Review Records Section of AMCA Handbook with RMC 
Members and propose possible changes, if needed, to the 
Executive Board. 

Chair/Co-Chair Review AMCA Record Retention Schedule/Document 
Retention Policy with RMC Members and propose possible 
changes, if needed, to the Executive Board. 

Chair/Co-Chair Submit yearly report of RMC accomplishments to Executive 
Board President. Report is due in July. 

 

Quarterly Expectations 
Responsible Party Action Needed 

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



 

Monthly Expectations 
Responsible Party Action Needed 

Chair/Co-Chair Send an agenda and agenda packet for Committee 
members to review.  

Chair/Co-Chair Send agendas to Arizona League of Cities and Towns (AZ 
League) for posting.     

Chair/Co-Chair Send approved minutes to AZ League for posting.  

Chair/Co-Chair Send bullet point summary of each meeting (include next 
meeting date) to AMCA listserv and League.  

Chair/Co-Chair Attend monthly Executive Board and Communications 
Committee meetings and provide update related to RMC 
accomplishments and upcoming meeting agendas 

Chair/Co-Chair Relay state retention schedule changes to AMCA 
members. 

July 
Responsible Party Action Needed 

Chair/Co-Chair Establish/Re-establish connection with ASLAPR. 

Chair/Co-Chair Welcome members and conduct poll of best meeting days 
and times. 

 

August 
Responsible Party Action Needed 

Chair/Co-Chair At the first meeting, review committee purpose/charge, 
including attendance and participation requirements.  
Ask Committee for desired projects for the year.  

Chair/Co-Chair Develop list of meeting dates and assign a rotating list of 
members to take minutes each committee meeting. RMC 
must meet at least four times during the meeting year with 
monthly meetings being the most common standard. 

Chair/Co-Chair Send list of meeting dates to the Communications 
Committee and AZ League.  



 

September 
Responsible Party Action Needed 

Chair/Co-Chair Develop implementation plan for goals, including due 
dates. Check with Executive Board for review time needed 
for projects / documentation that require Board approval. 
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