ARIZONA MUNICIPAL CLERKS’ ASSOCIATION
RECORDS MANAGEMENT COMMITTEE MEETING

Thursday, October 17, 2024

9:00 a.m.
Google Meet

Committee Members:

e Annie Meredith — Board Liaison

TBD, AZ LAPR Liaison

e Victoria Roedig, Chair

e Tami Mayes, Co-Chair

e Jesus Acedo
e Steven Aguilar

e Debbie Altman

e Kristen Lecuyer-Benavidez

e Charity Brooks
e Liz Camacho

e Shannon Davis
e Karen Doncovio

e Sehreh Goodman

1. Callto Order
2. Roll Call

3. Old Business

Patti Hageman
Andy Juarez
Julie Knoll

Lara Loewenheim
Lily Meier

lan Newcomb
Lisa Nottebaum
Kaitlynn Reeves
Leah Rhodes
Kristi Salskov
Cara Smothers
Maria Talamante

Bridgette Rhodehouse

a. Discussion and possible approval of September 19, 2024, meeting minutes

(attached)

4. New Business

a. Review Subcommittee Goals and Assignments.




5. Good of the Order/Reports from Committee Members
a. Annie Meredith — Executive Board meeting update

b. Roundtable
6. Next Meeting Date: November 21, 2024

7. Adjournment

Victoria Roedig
Records Management Committee Chair



ARIZONA MUNICIPAL CLERKS' ASSOCIATION
RECORDS MANAGEMENT COMMITTEE MEETING

Thursday, September 19, 2024
9:00 a.m.
Google Meet

1. Call to Order (minute taker: Tami Mayes)

Chair Victoria Roedig called the meeting to order at 9:01 a.m.
2. Roll Call

Chair Roedig conducted roll call noting a quorum was present.

The following Records Management Committee (RMC) members attended via Google Meet:

Victoria Roedig, Chair — Queen Creek; Jesus Acedo - Tucson; Steven Aguillar — Mesa; Kristen Lecuyer-
Benavidez — Phoenix; Shannon Davis — Lake Havasu City; Sehreh Goodman — Prescott Valley; Patti
Hageman - Gilbert; Wendy Henson — El Mirage; Andy Juarez - Maricopa; Lily Meier - Eloy; lan Newcomb -
Florence; Lisa Nottebaum — Chino Valley; Kaitlynn Reeves - Buckeye; and Maria Talamante — Tucson.

Absent:

Annie Meredith, Board Liaison; Tami Mayes, Co-Chair - Cottonwood; Debbie Altman - Peoria; Charity Brooks — Clarkdale; Liz
Camacho — Buckeye; Karen Doncovio — Tempe; Julie Knoll - Avondale; Lara Loewenheim — Cochise County; Leah Rhodes — Camp
Verde; Kiristi Salskov — Pinetop-Lakeside; and Cara Smothers - Yuma.

3. Old Business
a. Discussion and possible approval of July 11, 2024, meeting minutes

On motion of Committee Member Aguilar, seconded by Committee Member Lecuyer-Benavidez,
and carried unanimously to approve the July 11, 2024, meeting minutes.

b. Review Work that was completed in FY 23/24 and outstanding projects
i. AMCA Retention Schedule Review
ii. Electronic Records
iii. Historic Data for Dashboards
iv. Al and Records Management
v. LAPR Changes

Chair Roedig discussed changes that are anticipated for the Committee during the current Fiscal Year,
and projects that were completed in Fiscal Year 23/24. The big focus last year was Essential Records.
That went well and a lot of positive feedback was received. Items that were not completed last year
include the retention schedule review, best practices for electronic records, historic data for dashboards,
Al and records management, and questions regarding changes made by the State.

Committee Member Mayes will be Co-Chair this year and will complete the minutes of this meeting via
the recording as she was unable to attend today. Committee Member Henson volunteered to complete
the minutes if Committee Member Mayes was unavailable to do so. Annie Meredith will be our Board
Liaison.
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4. New Business

a. Presentation and discussion regarding proposed changes to the Records Management
Committee structure and future projects.

b. Discussion regarding goals for FY 24/25

Chair Roedig stated in the past few years, this Committee discussed big projects but never really got to them.
The Committee usually was able to complete one project a year. This year the Chair proposes creating
subcommittees for all of the outstanding items (3.b. above) not completed last year. The subcommittees would
bring their project back to this Committee for approval. If approved, the item will be taken to the Board for
review. In addition, Chair Roedig proposed a subcommittee to focus on training. The Education Committee
often looks for sessions and AMCA members are always asking for Records Management training. It is often
hard to find presenters for Records Management, and it would be beneficial for this Committee to propose one
or two training session on Records Management. The subcommittees will schedule their own meetings, which
should assist with attendance as each subcommittee will be much smaller.

Chair Roedig asked if there was anyone opposed to forming subcommittees. There was no opposition voiced
from any of the Committee Members.

There were no further subjects proposed for inclusion in this year's committee.

Chair Roedig stated she is attempting to have a liaison assigned to this Committee from the Arizona State
Library, Archives & Public Records (AZLAPR). It has been quite some time since the Committee has had a
liaison from the State, and it would be beneficial to rebuild that relationship. Chair Roedig asked if there was
any particular subject to raise and to what degree this Committee would like to have with AZLAPR involved.

Committee Member Goodman stated it would be nice to have a specific contact at AZLAPR in order to reach
out with questions/concerns regarding their recommended retention schedules.

Chair Roedig stated along those same lines, it would be nice to have a contact at AZLAPR to reach out to for
clarity. if needed, or for an addition to the schedules, and what the process is for doing that.

Chair Roedig asked if there were any other training ideas for the Committee this year. The focus last year was
essential records.

Committee Member Newcomb stated he has been working with the other Town Departments in his jurisdiction
on records retention. He would like to ask this Committee to create training snippets and resources that this
Committee could provide to assist in training City/Town Departments, or others, on records retention.

Committee Member Goodman seconded the idea brought forth by Council Member Newcomb, and expanded
upon it to include Records Management best practices, where to look for help, and anything records
management related. Maybe those that have already developed training materials for records management
could share that with this Committee and they could be updated or revised.

Committee Member Henson stated she found the presentation given by Chair Roedig a few years ago very
informative.

Committee Member Aguilar stated he concurs that a video or some kind of training regarding Records
Management 101 would be beneficial in assisting with understanding Arizona State law, as opposed to other
states, with respect to records management.

Chair Roedig stated we could work on something for people new to the State or new to the Clerk’s Office.

Committee Member Davis stated in Lake Havasu City we give records management and essential records
training to all of the Records Liaisons in the different departments. It would be nice to have a refresher for the
employees in the City Clerk’s Office as well.

Chair Roedig stated perfect. This Committee can definitely do something like that. Hopefully, this Committee’s
coordination with the Education Committee this year will help to open up some of those collaborations to get
the word out about records.
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5. Good of the Order/Reports from Committee Members

a. Annie Meredith — Executive Board meeting update
Chair Roedig stated she did meet with Annie briefly to discuss some of the changes the Records Management

Committee is anticipating this year. Annie did indicate she had talked to the Board about it and they were
supportive of the changes. The Board is looking forward to seeing what this Committee will produce this year.

b. Roundtable
There were not further topics brought to the Committee’s attention at this time.

Chair Roedig stated this Committee will be meeting every third Thursday of the month. Subcommittees will
most likely meet more often.

Committee Member Nottebaum asked where she can gain access to the Essential Records Guide that was
developed last year by this Committee.

Chair Roedig stated it is posted on the AMCA’s website under the “Members Only” section. Chair Roedig will
send the Guide to anyone who would like a copy.

Chair Roedig requested that each Committee Member send the subcommittee they wish to be on by Thursday,
September 26, 2024.

6.Next Meeting Date: October 17, 2024
Minute Taker: To Be Announced

7. Adjournment

Without any further items or questions, the meeting was adjourned at 9:19 a.m.

Submitted by:
Tami Mayes, City Clerk
City of Cottonwood, AZ



Records Management Committee Subcommittees

Training

Victoria Roedig/Tami Mayes
lan Newcomb

Steven Aguilar

Sehreh Goodman

Kristen Lecuyer-Benavidez
Cara Smothers

Kristi Salskov

Karen Doncovio

AMCA Retention Schedules
Tami Mayes

Debbie Altman

Patti Hageman

Shannon Davis

Charity Brooks

Al

Victoria Roedig

Lily Meier

Bridgette Rhodehouse

Lara Loewenheim

lan Newcomb - Liaison between Al and Training Subcommittees

Electronic Records and Databases

Victoria Roedig/Tami Mayes

Julie Knoll

Lisa Nottebaum

Lizbeth Camacho

Andy Juarez

Kaitylynn Reeves

Maria Talamante

Jesus Acedo

Leah Rhodes

Lara Loewenheim - Liaison between Electronic Records and Al Subcommittees
Steven Aguilar - Liaison between Electronic Records and Training Subcommittees



