ARIZONA MUNICIPAL CLERKS’ ASSOCIATION
REGION 2 COMMITTEE MEETING
(Conference Call)

A M ‘ A Tuesday, September 10, 2024

ARIZONA MUNICIPAL CLERKS ASSOCIA 1 0 :30 a'm'

Remote Conferencing

Teams Meeting ID: 262 716 834 27
Passcode: glLJuxb

Committee Members: Andrea Moreno (Chair), Annie Meredith, Lynda Bushong, Sonia
Cornelio, Shannon Davis, Tanya Fergueson, Sandra Jones, Melissa Lopez, Debie Ogden,
Janet Pierson, Amy Putnam, Flora Romero, Cara Smothers, Susan Stein, Kelly Williams, Laura
Skubal, Susan Carroll.

1.

2.

Call to Order
Roll Call
Welcome and Introductions of New Members

Approval of Region 2 Minutes
a. September 5, 2023 (Minutes will be on the next agenda for approval)
b. June 11, 2024 (Attachment A)

New Business:

a. Discussion regarding a one in-person meeting in Yuma, AZ.
b. Discussion Regarding Upcoming Educational Opportunities

i. Virtual Fall Best Practices 12/10 & 12/11 9am-noon

ii. 1IMC Virtual Trainings

1. Athenian Dialogues 9/12, 9/19,9/26-27
c. Discussion Regarding Arizona State Library, Archives, and Public Records
(ASLAPR) General Retention Schedule Updates from Records Committee

d. Best Practices Quarterly Topics:

i. Agenda processes and executive session minutes

6. AMCA Committee Updates & City/Town Updates

7.

a. City/Town/Committee Updates Roundtable
b. Reminder to notify the Region 2 Leader of new clerk arrivals,
departures/retirements, or promotions

Next Meeting — Tuesday, December 10, 2024 @ 10:30 a.m. Microsoft Teams Meeting

8. Adjournment




Attachment A

ARIZONA MUNICIPAL CLERKS’ ASSOCIATION
REGION 2 COMMITTEE MEETING MINUTES

M CA Tuesday, June 11, 2024
10:33 a.m.

MUNICIPAL CLERKS ASSOCIATION Remote Conferencing
Teams Meeting Meeting ID: 222 607 549 931

Passcode: cuGBrz

Committee Members: Andrea Moreno (Chair), Annie Meredith, Lynda Bushong, Sonia
Cornelio, Shannon Davis, Tanya Ferguson, Sandra Jones, Melissa Lopez, Debie
Ogden, Janet Pierson, Amy Putnam, Flora Romero, Cara Smothers, Kelly Williams,
Susan Carroll

1. Call to Order
Chair Moreno called the meeting to order at 10:34 a.m.

2. Roll Call
PRESENT: Andrea Moreno, Lynda Bushong, Sonia Cornelio, Shannon Davis,
Melissa Lopez, Annie Meredith, Debie Ogden, Flora Romero, Cara Smothers, Kelly
Williams and Susan Carroll

ABSENT: Tanya Ferguson, Sandra Jones, Janet Taylor, Janet Pierson, and Amy
Putnam

3. Welcome and Introductions of New Members
Chair Moreno welcomed Susan Carroll as Deputy City Clerk from Bullhead City.
Member Carroll said she was formerly with the Public Works Department and
became Deputy City Clerk when Debie Ogden was promoted to City Clerk.

4. Approval of Region 2 Minutes
a. September 5, 2023

Minutes will be on the next agenda for approval.
b. March 19, 2024

Member Davis said on page 3, she is listed as Deputy Clerk but her title is
Assistant City Clerk. She said the word Kingman is misspelled on page 4. She
said Debie Ogden’s name is misspelled on page 5.

MOTION: Member Davis made a motion to approve the minutes of the March 19, 2024
meeting as amended. Member Cornelio seconded the motion. The motion passed
unanimously.
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5. New Business:
a. Discussion Regarding Region Baskets for Annual Conference

A discussion was held regarding the region baskets for the annual conference. Chair
Moreno mentioned that this year, as in previous years, the region will be split into two
(north and south) and will create the baskets for their region. She reminded the group
that the deadline to submit a picture of the basket is July 1, 2024 and to send it to
Crystal Hatfield in Wilcox. She said the auction site will open on July 10t and close on
July 24" and the winner will be announced on July 25™ at the Elections Training.

b. Discussion Regarding Upcoming Educational Opportunities

Chair Moreno provided a list of the upcoming training opportunities. The list was
reviewed by the members present.

i. June 18-20, 2024, Master Municipal Clerk (MMC) Academy,
Phoenix, AZ

ii. July 23-25, 2024, AMCA Annual Conference and Elections
Training, Fountain Hills, AZ

iii. December 10-11, 2024, Virtual Fall Best Practices

Chair Moreno said other opportunities can be found on the IIMC and AMCA websites.

A discussion was held regarding Master Municipal Clerk training. Member Romero said
she took various courses from FEMA and other trainings offered but it has been a long
process and asked if anyone present had their MMC.

Member Cornelio said she has her MMC and it took a long time because it is stricter
and there are more requirements. She said it took about a year after she submitted her
application.

Member Ogden said she was able to get many points from the Certified Public Manager
training through Rob Ramsey ASU. She explained volunteer opportunities and special
programs qualify for points as well. She said to contact IIMC first to make sure the
volunteer opportunity will qualify for points.

Member Williams said all AMCA training count as points. She said the IIMC website lists
virtual classes that also count as points. She reminded the group that next month’s
conference, election training and the Athenian Dialog count towards your certification.
She said the in-person Athenian Dialog will be held on July 22" and the education
committee is scheduling a virtual one in November.
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c. Best Practices Quarterly Topics:
i. Records Management/Destruction

Member Cornelio requested this item be discussed regarding records management and
destruction policies.

Member Cornelio asked the group if any cities used New World Systems or Tyler
Technology software. She said in San Luis, the clerk’s office is responsible for
inspecting the records destroyed by the finance department and certifies that on the
form to the state. She then had discovered that the records still existed in digital form.

Member Smothers said Yuma uses New World but their finance department does not
submit for destruction. She said they use Open Text Edocs for document management
and separately list when physical records and electronic records are destroyed. She
said she can contact her finance department to see how they are removing records from
New World. Member Cornelio asked to be put in touch with someone in the finance
department of Yuma to discuss how they destroy paper records versus digital. She said
at San Luis, they do destroy the paper record, but it is a copy and the original record still
exists within the system.

Member Smothers said the Certificate of Destruction is specific as to the format and you
have to check the box for paper, microfilm, and digital. She said that by signing off on
the certificate, you are certifying that the records in that form were destroyed, not that
other formats have been destroyed. Member Cornelio said she had contacted the state
and they told her it was fraudulent to sign the certificate if they have not truly destroyed
all the records.

Chair Moreno asked Member Cornelio why the finance department does not want to
destroy the records that already passed retention. Member Cornelio said Tyler
Technology does not have the option to delete records. She said there is a separate
module, but Tyler Technology does not guarantee it will work. She said her I.T.
department does not feel comfortable deleting the records.

Member Romero reminded the group that if you get a records request for documents
past the retention period, you still have to fill it and that could cause problems.

d. Discussion Regarding Arizona State Library, Archives, and Public
Records (ASLAPR) General Retention Schedule Updates from Records
Committee

Chair Moreno asked if there are any updates on the General Retention Schedule from
the Arizona State Library, Archives, and Public Records.
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Member Davis said she checks the schedules monthly and has not seen any updates
as of May 31st. Member Smothers said she is on the committee and they are in the
process of doing updates.

6. AMCA Committee Updates & City/Town Updates
a. City/Town/Committee Updates Roundtable

Chair Moreno asked if there are any updates comments, or news to share with the
group.

Member Cornelio said San Luis held a special election on May 21! for the property tax
and it failed. She said they had a low voter turnout. She said they are preparing for the
elections, and said San Luis has a few measures on the ballot.

Member Williams asked Member Cornelio if they had to do a publicity pamphlet for their
special election. Member Cornelio said they prepared the pamphlet in-house then sent
to Runbeck. She said she had posted the question on Listserv if anyone had used an
outside company to prepare the pamphlet from start to finish instead of the clerk’s office
starting the draft. She said she received a response and was sent a template to use.
She said it is difficult to determine the number of days you have to do certain things, but
tries to follow the calendar from the League.

Member Romero said she contacted the Arizona State Library and Archives to obtain a
copy of Quartzsite’s essential records list and was told the city never submitted one.
She said she is working on the list in order to get it submitted by December. Member
Williams said the state had training on essential records and 15 — 20 percent of the
city’s records would be considered essential.

Member Cornelio said the essential records listing was established in 2019 and is due
every five years. She said she met with the departments and asked for them to list their
essential records, and submitted the listing to the state. She said she will share some
examples of San Luis’ list with Member Romero to use as a guide. Member Williams
said she met with the departments to determine what was an essential record as well.

Member Romero asked what other cities do when citizens stay too long after the council
meeting. She said there are some officials that like to stay and talk. She asked if it was
the clerk’s responsibility to tell the people to leave or should it come from a council
member. Member Cornelio said she turns off the lights and locks the doors, and that
sends the message it is time to go. Member Meredith said she will ask the citizens if
they would take their conversation to the parking lot.

Member Meredith said she turned the Essential Records Handbook into a Powerpoint
presentation for the directors and records managers and she will be presenting it at the
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end of the month. She said she will share it with the group. She said Member Ferguson
will be available for assistance.

Member Meredith shared a picture of their region basket that includes a Kate Spade
purse and matching wallet.

Member Meredith shared Kingman has a new City Manager. She said that Member
Ferguson will be attending the conference and they are presenting the Athenian Dialog.
She said she is doing one now through the Texas Association of Clerks on the Britney
Spears book The Woman In Me. She said their primary election included Mayor, three
four-year terms and one two-year term for council, plus the general plan going on the
general election in November.

Member Williams asked if she is preparing a publicity pamphlet. Member Meredith
answered affirmative and she uses a consultant and Runbeck.

Member Williams said Lake Havasu City has three council member seats on the ballot
and seven candidates have filed. She said last month they held an orientation and
training session for all candidates who filed and will share the training Powerpoint with
the group.

b. Reminder to notify the Region 2 Leader of new clerk arrivals,
departures/retirements, or promotions.

7. Next Meeting — Tuesday, September 10, 2024, at 10:30 a.m. via Microsoft
Teams Meeting.

There was no opposition to holding the meeting on September 10, 2024.
8. Adjournment

The meeting was adjourned at 11:46 a.m.





