ARIZONA MUNICIPAL CLERKS’ ASSOCIATION
RECORDS MANAGEMENT COMMITTEE MEETING

/ \M CI \ Thursday, July 11, 2024

ARIZONA MUNICIPAL CLERKS ASSCCIATION
9:00 a.m.
Microsoft Teams

1. Call to Order (minute taker: Cara Smothers)

Chair Ben Lane called the meeting to order at 9:05 a.m.

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, Board Liaison — Litchfield Park; Ben Lane, Chair — Scottsdale; Debbie Altman — Peoria; Kristen
Lecuyer-Benavidez — Phoenix; Charity Brooks — Clarkdale; Sara Burchill — Chino Valley; Shannon Davis — Lake
Havasu; Karen Doncovio — Tempe; Patti Hageman — Gilbert; Tami Mayes — Cottonwood; lan Newcomb —
Florence; Leah Rhodes — Sahuarita; Cara Smothers — Yuma;

Absent:

Victoria Roedig, Co-Chair — Queen Creek; Liz Camacho — Buckeye; Ruby Cervantes — Superior; Christy Estavillo —
Surprise; Trina Gaston — Eloy; Sehreh Goodman — Prescott Valley; Wendy Henson — El Mirage; Andy Juarez —
Maricopa; Patricia Leyva — Wilcox; Kristi Salskov — Pinetop Lakeside; Sharla Sanders — Surprise; Jennifer Wiita -
Prescott

Guests:
Yvette McKinney — Apache Junction; Dana Tucker — Apache Junction

3. Old Business
a. Discussion and possible approval of April 30, 2024, meeting minutes
b. Review minute taker list

On motion of Committee Member Lecuyer-Benavidez, seconded by Committee Member Davis and
carried unanimously to approve the April 30, 2024, meeting minutes.

Chair Lane reviewed the minute taker list and noted that this is the last meeting for this meeting year. The chair
for next year’s committee will contact the group regarding meeting dates for the upcoming year.



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

Chair Lane stated that the Committee has accomplished most of this year’s goals. The Essential Records Best
Practices Guide is complete, and we will discuss the AMCA Retention Schedule and Committee Succession Plan
today.

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

Chair Lane recalled that the Committee previously discussed modifying the existing template to remove the
columns indicating 1) if a record is available online, and 2) who is responsible for the records; most records are
now maintained by the League of Arizona Cities and Towns, unless otherwise noted. The Committee also
discussed adding the applicable State retention schedule and a hyperlink to that schedule; however, it was
determined it would be difficult to link to a specific schedule, so just the schedule number will suffice.

Chair Lane thanked Committee Member Hanson for creating a new template based on that discussion. The
Ownership column in the template is for the Committee Member taking responsibility for updating that
schedule. Committee Members are invited to update the template as they are able, and any who do not have
access to the Teams channel are welcome to send an email indicating which schedules they would like to work
on.

Committee Member Doncovio suggested that Committee Members include their contact information in the
Ownership column in the event there are any questions about a schedule.

c. Committee Succession Plan
i. Review and Discussion
ii. Possible Revision

Chair Lane explained that he and Co-Chair Roedig created the Committee Succession Plan to outline the yearly,
quarterly, monthly, and periodic expectations for the Committee. The Succession Plan also lists actions specific
to the months of July, August, and September, when the Committee transitions from one meeting year to the
next.

McKinney commended Chair Lane and Co-Chair Roedig for a remarkable job on creating the Succession Plan,
noting that it is an incredible tool from which every committee could benefit. Chair Lane added that he will be
including the Succession Plan as an attachment to the yearly report.

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. Al and Records Management (Karen Doncovio)



Committee Member Hageman asked how other organization are handling the retention of data extracted by
information dashboards such as Power Bl. Can that extracted data be retained after destruction of the source
records, or does the same retention as the source record need to be followed? Chair Lane suggested reaching
out to executive leadership to understand how long they would like to retain the dashboard data, and
potentially adjust retention schedules to retain the source records to match the desired retention of
dashboard data, or alternately ensure that everyone understands that the source records may be purged.
Committee Member Lecuyer-Benavidez noted that Record Series 10305 — Source Documents — Data Entry
Forms does not list a specific retention period, but indicates that records should be kept until data is verified.

Committee Member Doncovio asked if any other cities are struggling to address Artificial Intelligence (Al) in
records management in terms of retention and public records requests. Chair Lane and Committee Member
Hageman noted that their cities have committees addressing artificial intelligence and suggested that any
records generated by Al would fall under the same record series as if that record were created by a human, as
Al is merely a tool used in the creation of the record.

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

Executive Board Liaison Roth thanked the committee for all the work they have done this year. She noted the
following:

e AMCA Annual Conference and Elections Training is July 23-25 in Fountain Hills

e AMCA membership renewal deadline for is July 12",

e Region baskets to benefit the AMCA scholarship fund have been uploaded to the auction website

Chair Lane thanked Executive Board Liaison Roth for her support

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

7. Adjournment

Without any further items or questions, on motion of Committee Member Doncovio, seconded by
Committee Member Altman motioned to adjourn the meeting carried unanimously and the meeting
was adjourned at 9:59 am.

Submitted by:
Cara Smothers, City Clerk Specialist
City of Yuma, AZ



