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FOREWORD

The purpose of the Association Handbook is to serve as a guide to officers, directors, and
committee members in planning and carrying out their duties and responsibilities.
An attempt has been made to describe the function of the office and/or committee, the
individual's responsibility, projects routinely designated, and procedures for planning and
completing each project undertaken or new projects assigned by the Association President. The
guidelines proposed are subject to change. It should be understood that the role of any officer,
director, and/or committee member is not limited to the projects and procedures outlined in this
handbook.
Every effort has been made to incorporate knowledge, experience, and expertise in the
preparation of this information and it is intended to be a beneficial resource as we plan the future
for municipal clerks. Special appreciation is extended to all municipal clerks who provided
information during the research, writing and updating of this handbook.
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PRESIDENT
PURPOSE
The President shall be the chief executive officer and chairperson of the governing body and the
Executive Committee.
QUALIFICATIONS
The President shall have been an active member of the Association for at least five years and shall
have served at least one full term on the Board of Directors and achieved NCCMC designation
through the Association. It is desirable but not required that the President have achieved CMC
designation from the International Institute of Municipal Clerks
GENERAL DUTIES
Oversee and direct the programs and activities of the Association and serve as an ex-officio member
of each committee.
SPECIFIC DUTIES
Before taking office attend the workshop for new Officers and Board of Directors conducted by the
Past President’s Committee.
Attendance at all Board of Directors and Business Meetings is required. In the event an emergency
arises the First and Second Vice Presidents should be notified at least 24 hours in advance of the
scheduled meeting.
Preside at all general meetings, board meetings, and executive committee meetings.
Set the time and place, create an agenda, and issue notification of all regular, business or special
board meetings.
Appoint all committees and designate chairpersons.
Issue general instructions to all committees.
Act as chairperson of the Executive Committee.
Act as chairperson of the committee to select recipients for the IIMC Certification Schools
scholarship and the college scholarship sponsored by the Association.
Execute contracts on behalf of the Association.
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Keep the First Vice President and Second Vice President informed of all activities in order to ensure
a smooth transition.
Perform any other duties as may be assigned by the governing body.
Summarize year's events for Annual Report and provide picture to the Annual Report coordinator by
June 1.
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FIRST VICE PRESIDENT
PURPOSE
The First Vice President shall act in the capacity of and perform the duties of the President in the
event the President is unable to perform or is absent from a meeting and shall be the Presidential
nominee at the next election.
QUALIFICATIONS
The First Vice President shall have been an active member of the Association for at least five years
and shall have served at least one full term on the Board of Directors, and also achieved NCCMC
designation through the Association It is desirable but not required that the First Vice President have
achieved CMC designation from the International Institute of Municipal Clerks.
GENERAL DUTIES
Keep abreast of and involved in the programs and activities of the Association.
SPECIFIC DUTIES
Before taking office attend the workshop for new Officers and Board of Directors conducted by the
Past President’s Committee.
Attendance at all Board of Directors and Business Meetings is required. In the event an emergency
arises the President should be notified at least 24 hours in advance of the scheduled meeting.
Serve on the committee to select scholarship recipients for the IIMC Certification School.
Serve as advisor and oversee the activities of the Finance Committee and the Program and
Education Committee, as provided by the Constitution.
Keep Second Vice President advised of activities to ensure a smooth transition.
Perform other duties as assigned by the President.
Prepare committee assignments for announcement upon installation as President.
Summarize year's events for Annual Report and provide picture to the Annual Report coordinator by
June 1.
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SECOND VICE PRESIDENT
PURPOSE
The Second Vice President shall act in the capacity of and perform the duties of the President in the
event neither the President nor the First Vice President is able or available to perform them. The
Second Vice President shall be the nominee for First Vice President at the next election.
QUALIFICATIONS
The Second Vice President shall have been an active member of the Association for at least five
years and shall have served at least one full term on the Board of Directors, and also achieved the
NCCMC designation through the Association. It is desirable but not required that the Second Vice
President have achieved CMC designation from the International Institute of Municipal Clerks.
GENERAL DUTIES
Keep abreast of and involved in the programs and activities of the Association.
SPECIFIC DUTIES
Before taking office attend the workshop for new Officers and Board of Directors conducted by the
Past President’s Committee.
Attendance at all Board of Directors and Business Meetings is required. In the event an emergency
arises the President should be notified at least 24 hours in advance of the scheduled meeting.
Act as advisor and oversee the activities of all standing committees other than the Finance and
Program and Education Committees, as provided by the Constitution.
Serve on the committee to select scholarship recipients for the IIMC Certification School.
Perform other duties as assigned by the President.
Summarize year's events for Annual Report and provide picture to the Annual Report coordinator by
June 1.
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RECORDING SECRETARY
PURPOSE
To keep a full and accurate record of all proceedings of meetings of the Association and the
governing body.
QUALIFICATIONS
The Recording Secretary shall have been an active member of the Association for at least five years
and shall have served at least one full term on the Board of Directors an also achieved NCCMC
designation through the Association. It is desirable but not required that the Recording Secretary
have achieved CMC designation from the International Institute of Municipal Clerks.
GENERAL DUTIES
Before taking office attend the workshop for new Officers and Board of Directors conducted by the
Past President’s Committee.
Attendance at all Board of Directors and Business Meetings is required. In the event an emergency
arises the President should be notified at least 24 hours in advance of the scheduled meeting.
Have a draft copy of the minutes to the President no later than 6 weeks after the quarterly board
meeting and at least 2 months before the annual business meetings.
Once minutes are approved, send a copy to the website coordinator to be placed on the Association
website and to the NCLM to be place in the minute book.
Assist in the performance of the duties of the Secretary-Treasurer when required.
Summarize year's events for Annual Report and provide picture to the Annual Report coordinator by
June 1.

5

CORRESPONDING SECRETARY/TREASURER
QUALIFICATIONS
The Constitution provides that the Secretary/Treasurer position shall be filled by the staff member
of the North Carolina League of Municipalities assigned to the Association as staff liaison.
PURPOSE
To house all official records of the Association, coordinate all services provided to the Association
by the North Carolina League of Municipalities, and administer and account for all financial affairs
of the Association, in accordance with the terms of an agreement entered into annually between the
Association and the League.
GENERAL DUTIES
Attend as many meetings of the Association and the governing body as possible.
Present a current financial statement at each quarterly meeting of the Board of Directors and at the
business meetings at the Clerks’ School and Annual Conference.
Collect, deposit, invest, and disburse all Association funds and maintain complete and accurate
records of all financial transactions for the Association. Execute contracts on behalf of the
Association, as delegated.
Maintain an accurate, up-to-date membership listing, assist the Membership Committee in soliciting
and enrolling new members, and issue annual membership renewal statements.
Coordinate all Association mailings handled by the League, including distribution of the monthly
newsletter, conference mailings and other mailings as directed by the President.
Serve as conference coordinator for the Annual Conference. With the assistance of the host
clerk/on-site coordinator, work with the hotel facility on meeting, housing, and meal arrangements
as instructed by the Program and Education Committee. Handle advance registration, meal tickets,
badges, program preparation, and other details connected with the conference as required.
Serve as an ex-officio member of the Program and Education Committee, the Finance Committee,
the Conference Site Selection Committee and such other committees as appointed by the President.
Maintain all official records of the Association at League Headquarters in the Albert Coates Local
Government Center.
At the end of each calendar year, submit all official minutes and attachments to Municipal Code
Corporation for indexing.
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Purchase plaques for the outgoing president and any honorary members, to be presented at the
annual conference.
Perform such other duties as requested by the board and as delineated in the affiliate service
contract.
Summarize year's events for Annual Report and provide picture to the Annual Report coordinator by
June 1.
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IMMEDIATE PAST PRESIDENT
PURPOSE
The Immediate Past President shall serve as a member of the Board of Directors and shall have
the right to vote on all matters.
QUALIFICATIONS
The Immediate Past President shall have been an active member of the Association for at least
five years and shall have served at least one full term on the Board of Directors and have attained
NCCMC designation through the Association. It is desirable but not required that the Immediate
Past President have achieved CMC designation from the International Institute of Municipal
Clerks.
GENERAL DUTIES
Keep abreast and involved in the programs and activities of the Association.
SPECIFIC DUTIES
Serve as chairperson of the Nominating Committee.
Serve on the committee to select scholarship recipients for the IIMC Certification School.
Serve as advisor for the State Certification Committee.
Summarize year’s events for the Annual Report and provide picture to the Annual Report
coordinator by June 1.
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DIRECTORS
PURPOSE
To govern, along with the officers of the North Carolina Association of Municipal Clerks.
QUALIFICATIONS
Members of the Board of Directors shall have been active members of the Association for at least
three years. It is desirable but not required that they have achieved CMC designation from the
International Institute of Municipal Clerks or NCCMC designation through the Association.
RESPONSIBILITY
Attend all board meetings and other meetings sponsored by the Association. It is an honor to have
been chosen a director by your peers. Make yourself available to serve. When given a duty, do it
promptly and professionally.
COMPOSITION
One director from each of the twelve districts as outlined by the N.C. League of Municipalities. As
provided by the Constitution, the Immediate Past President shall also serve as a voting member of
the Board of Directors; all other past presidents shall be non-voting, ex-officio members.
SPECIFIC DUTIES
Before taking office attend the workshop for new Officers and Board of Directors conducted by the
Past President’s Committee.
Attendance at all Board of Directors and Business Meetings is required. In the event an emergency
arises the President should be notified at least 24 hours in advance of the scheduled meeting.
Promote membership through district membership representatives and general membership
chairperson. Review the membership roster.
Assist regional chairperson in coordinating regional schools.
Contact all clerks within district and inform them of the Association's functions and urge them to
attend. Joint travel is recommended, if feasible.
Promote general goodwill among clerks within district. Suggested ways of doing this may include
but are not limited to establishing county or district meetings, and making a special effort to talk to
clerks from your district at Association functions. Publicize clerk-related events within district.
Promote clerk-related educational opportunities.
Keep officers and board informed on clerk-related news such as new appointments, retirees, etc.
Keep Newsletter Coordinator informed on clerks' news within your district. You may want to
appoint a clerk from each county to keep you informed.
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Promote the purposes and objectives of the We Share Our Services Committee by aiding committee
members in recruiting mentor clerks and in matching new clerks with mentors and by participating
as a mentor whenever possible.
Perform all other duties as assigned by the President.

10

EXECUTIVE COMMITTEE
PURPOSE
To govern on behalf of the Board of Directors on matters requiring immediate attention when it is
not feasible or possible to hold a meeting of the entire governing body.
COMPOSITION
The Executive Committee shall be comprised of the President, the First Vice President, the Second
Vice President, the Recording Secretary, and two members of the Board of Directors elected by the
full Board.
RESPONSIBILITY
Attend all meetings of the Executive Committee.
Service on the Executive Committee is very important. This committee can be called upon by the
President to meet on short notice and on an irregular basis. Please make yourself available when
called upon by the President.
PROCEDURES
Any action taken by the Executive Committee shall be reported to the full Board within 48 hours of
the action, and shall be presented to the full Board at its next meeting for ratification or rescission.
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FINANCE COMMITTEE
PURPOSE
To prepare a balanced operating budget for the Association, arrange for an annual audit, establish a
policy for expenditures, and assist the Secretary/Treasurer in administering and accounting for all
financial affairs of the Association.
COMPOSITION
The Finance Committee shall be comprised of one member of the Board of Directors, two members of
the Association at large, and the Secretary/Treasurer. (Advisor is First Vice President)
RESPONSIBILITY
To make sure the Association has a balanced operating budget and to file the appropriate forms with the
correct agencies.
PROCEDURES
1.

Prepare a balanced operating budget of estimated revenues and expenditures for the Association,
to be presented to the Board of Directors for their consideration at the board meeting most
closely preceding July 1. The budget shall be adopted by the Board of Directors by July 1, in
order to fit in with the financial management arrangement with the N.C. League of
Municipalities.

2.

Conduct an audit of the Association's financial records within three months of the close of the
fiscal year. Upon completion of the audit, notify the NCLM’s finance officer of the results of the
audit.

3.

The Secretary/Treasurer shall present quarterly reports of financial activity to the Board of
Directors. A year-end report of financial activity in the preceding fiscal year will be presented at
the January business meeting. The chairperson or another member of the Finance Committee
shall make the report in the absence of the Secretary-Treasurer.

4.

Prepare or arrange for the preparation of the Association's annual tax return (IRS Form 990--Tax
Return for Organizations Exempt from Income Tax or 990EZ as appropriate), to be completed
and filed with the IRS by November 15. (Note that the service agreement with the League
excludes tax returns from the provided services.)

5.

Each March present a report on the membership dues and make a recommendation about the 1%
increase in dues for that upcoming budget year to the Board of Directors.

6.

Review merchandise revenues and make a recommendation concerning the monies going to the
Legacy Committee by the March Board meeting.

7.

The Chairperson, prior to the expiration of his or her term, shall review this portion of the
Association Handbook and furnish the incoming President with written recommendations that
would improve the efficiency of the committee based on experience in working with these
guidelines.
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LEGISLATIVE COMMITTEE
PURPOSE
To monitor state and federal legislation affecting the municipal clerk and to propose legislation
and/or coordinate efforts for or against such legislation consistent with the Legislative Goals and
Policies of the N.C. League of Municipalities and the International Institute of Municipal Clerks.
COMPOSITION
N.C. League Board Member (chairperson), IIMC Board Member (if applicable), and other members
as appointed by the President.
RESPONSIBILITY
To study and become familiar with all legislation which affects or has the potential of affecting the
municipal clerk whether it be to add duties or to change legal requirements within the jurisdiction of
the clerk's office.
PROCEDURES
1.

Contact IIMC and ask to be put on the mailing list for federal legislation affecting clerks.

2.

Monitor N.C. League of Municipalities and School of Government publications relative to state
legislation in progress.

3.

Be aware of legislative goals and policies of the N.C. League of Municipalities.

4.

Survey Association members for input as to legislative action which would benefit the municipal
clerk. Any legislation proposed by the Association would be submitted to the N.C. League of
Municipalities for proper channeling through the policy committee process.

5.

Support and encourage response to action calls by the N.C. League of Municipalities.

6.

Make regular reports to Association membership through the newsletter, correspondence, and at
meetings.

7.

Summarize year's events for Annual Report and provide picture to the Annual Report coordinator by
June 1.

8.

The Chairperson, prior to the expiration of his or her term, shall review this portion of the
Association Handbook and furnish the incoming President with written recommendations that
would improve the efficiency of the committee based on experience in working with these
guidelines.
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MEMBERSHIP COMMITTEE
PURPOSE
Expand and maintain the membership of the Association and encourage IIMC membership.
COMPOSITION
The membership committee is composed of fourteen members, including a chairperson appointed
from the membership at large, the IIMC state membership chairperson, and twelve district
representatives. (Advisor is Second Vice President)
RESPONSIBILITY
Contact and attempt to enroll every municipal clerk in the state as an active member of the
Association and strive to obtain the membership goal set by the President each year.
PROCEDURES
1.

Contact the Secretary/Treasurer of the Association at the N.C. League of Municipalities for an upto-date list of all municipal clerks. A list shall be provided to each director with member
designation.

2.

Each district committee member shall contact each non-member clerk within his or her district and
issue a personal invitation to join the Association.

3.

To produce an updated membership directory on the odd numbered years. At regional schools and
conferences, encourage membership.

4.

In February, mail a reminder to all clerks when new municipal budgets are in preparation. All clerks
should be encouraged to submit a request for the municipality to pay membership in the North
Carolina Association of Municipal Clerks and IIMC for the upcoming fiscal year.

5.

At the January Clerks’ School and the Annual Conference, make routine reports as requested by the
President. Committee chairperson will attend one of the Clerk’s Certification classes held during the
year at the School of Government.. The chairperson shall do a presentation at the New Members
Academy held each January.

6.

Summarize year's events for Annual Report and provide picture to the Annual Report coordinator by
June 1.

7.

The Chairperson, prior to the expiration of his or her term, shall review this portion of the
Association Handbook and furnish the incoming President with written recommendations that
would improve the efficiency of the committee based on experience in working with these
guidelines.
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N.C. LEAGUE OF MUNICIPALITIES BOARD MEMBER
PURPOSE
To represent the North Carolina Association of Municipal Clerks on the North Carolina League of
Municipalities’ Board of Directors.
QUALIFICATIONS
An active member of the North Carolina Association of Municipal Clerks for at least five years,
who has served a full term on the Association Board of Directors. Member is nominated by the
Association and elected by the N.C. League of Municipalities at its annual business meeting. The
term of office is for two years, not to exceed two terms.
PROCEDURE
The NCAMC Board of Directors must nominate and submit the names of two (2) qualified
candidates to the North Carolina League of Municipalities’ Nominating Committee for
consideration. One of the candidates shall be elected during the business session of the League’s
Annual Conference. (The League Constitution requires the Association to nominate a slate of two
individuals. One may be designated as an alternate nominee. Since the League Constitution
prohibits more than one member of the Board from the same municipality, the alternate nominee can
be chosen in the event that the primary nominee is from the same municipality as another individual
nominated to the Board.)
RESPONSIBILITY
1.

To serve as a conduit of information from the municipal clerks to the Board of Directors of the
North Carolina League of Municipalities. This member shall also carry out the responsibility of
Legislative Committee chairperson.

2.

Become familiar with the constitution and bylaws of the N.C. League of Municipalities.

3.

Attend orientation for new board members.

4.

Attend all League Board of Directors meetings.

5.

Request input from N.C. Association of Municipal Clerks' Board of Directors on issues that are to
be presented to the League relative to functions of the clerk's office.

6. Keep Association President informed of actions that concern all clerks that are considered or acted
upon by the League.
7.

Request NCAMC Board to adopt resolution endorsing and supporting the issues proposed.

8.

Provide pertinent information to all clerks through written reports in the monthly newsletter, Minute
by Minute.

9.

Provide a report to the President and the Board of Directors on a regular basis.
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10. Summarize year's events for Annual Report and provide picture to the Annual Report coordinator by
June 1.
11. The Board Member, prior to the expiration of his or her term, shall review this portion of the
Association Handbook and furnish the incoming president with written recommendations that would
improve the efficiency of the committee based on experience in working with these guidelines.
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N.C. LEAGUE OF MUNICIPALITIES COMMITTEE MEMBERS
PURPOSE
To represent the North Carolina Association of Municipal Clerks in the North Carolina League of
Municipalities’ policy development process.
BACKGROUND
The Bylaws of the N.C. League of Municipalities create three legislative action committees to
advise and assist the League’s Board of Directors. Each legislative action committee is made up of
at least 35 but no more than 45 elected or appointed municipal officials or staff members appointed
by the League President. The President is directed by the Bylaws to make reasonable efforts to
appoint officials who express their interest in serving, provided that no League member
municipality may have more than two members on any one of the committees simultaneously. The
appointments to these committees are for two-year terms and those individuals who serve are
eligible to be reappointed one time, thereby allowing them to serve for a total of four consecutive
years.
The legislative action committees study, debate, prioritize and make recommendations concerning
the League’s core municipal principles, municipal advocacy goals and positions.
The
recommendations then go to the League Board of Directors. After approval by the Board, the
League membership as a whole adopts the agenda and amends the principles at the biennial NCLM
Advocacy Goals Conference (odd-numbered years) At other times, the Board may adopt position
statements, endorsements and changes to the municipal advocacy goals and the core municipal
principles.
The three legislative action committees and their major subject areas are:
Planning and Environment Legislative Action Committee
annexation, building codes, eminent domain, environment, housing, land use, ordinance
enforcement, parks and recreation
General Government Legislative Action Committee
alcoholic beverage control, elections, emergency response, ethics, information
technology, liability, open meetings, personnel, public records, purchasing, retirement,
transportation, utilities
Tax and Finance Legislative Action Committee
bonds, debt financing, budgeting, fiscal control, economic development, incentives,
impact fees, interlocal financing, investment of government funds, property tax, publicprivate partnership, sales tax, special assessments, State-collected taxes, tax reform,
user charges
Committee recommendations take several forms. The “core principles” are the broad, bedrock
concepts for which the League and its membership stand. The “advocacy agenda” identifies the
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issues that the membership has determined are of the highest priority for a particular two-year
legislative cycle. The League focuses its time and resources on actively seeking the items in the
advocacy agenda and on protecting the membership from legislation that violates the core
principles. “Endorsements” are generally at a member city’s request, and are statements of approval
of proposals that are not included in the advocacy agenda. “Position statements” are statements of
the League’s stance on legislation or regulations that have been introduced but are not clearly
covered by the core principles and are not part of the advocacy agenda.
The League Bylaws also create the Regulatory Advisory Committee (“RAC”), a standing body of
the League, to advise the League staff, legislative action committees, and the League Board of
Directors with regard to state and federal agency administrative rulemaking and polices, and other
matters of interest. The RAC provides technical feedback and formulates policy position statements
on priority regulatory items, which are primarily environmental, including the following: air
quality, stormwater, water quality and water resources. Any municipal official or staff member may
serve on RAC.
PROCEDURE
The NCAMC Board of Directors must submit the names of interested individuals to the President of
the North Carolina League of Municipalities by November 1 of each year. It is recommended that
nominees be submitted for all four committees if there are a sufficient number of clerks who wish to
serve.
RESPONSIBILITY
1.

Serve as a conduit of information from the municipal clerks to the League’s policy committees and
assist in the formulation of legislative policy for the League of Municipalities.

2.

Become familiar with the constitution and bylaws of the N.C. League of Municipalities and the
policy development process.

3.

Attend meetings of the policy committee.

4.

Keep Association President informed of actions that concern all clerks that are considered or acted
upon by the policy committees.

5.

As appropriate, request NCAMC Board to adopt resolution endorsing and supporting the issues
proposed.

6.

Provide pertinent information to all clerks through written reports in the monthly newsletter, Minute
by Minute.

7.

Provide a report to the President and the Board of Directors on a regular basis.

8.

Summarize year's events for Annual Report and provide picture to the Annual Report coordinator by
June 1.
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NOMINATING COMMITTEE
PURPOSE
To nominate a slate of officers and directors from the North Carolina Association of Municipal
Clerks membership for election during the Annual Conference.
COMPOSITION
Three past presidents and three active members at large, of which one shall be a current member of
the Board of Directors. The Immediate Past President serves as chairperson. (Advisor is Second
Vice President)
RESPONSIBILITY
To seek the most qualified active Association members for nomination.
PROCEDURE
1.

Chairperson shall review the by-laws of the Association to ascertain qualifications and eligibility for
offices to be filled.

2.

Chairperson shall provide committee members with a copy of offices to be filled The qualifications
for those offices.

3.

Chairperson should update the “NCAMC Director and Officer Application Form” for the
appropriate offices and have it available no later than the January business meeting during the City
and County Clerks Academy. .

4.

Chairperson should coordinate with President and Newsletter Coordinator and Website Chairperson
as to publication of notices to the newsletter and website requesting members to indicate their
interest in serving on the board of directors by completing the “NCAMC Director and Officer
Application Form” and remit or postmark same by April 15

5.

The Chairperson shall compile the list of candidates and forward to the Secretary Treasurer to
confirm active membership.6..
Chairperson shall schedule a meeting and ask committee
members to review in advance of the meeting a list of proposed candidates and the candidate
applications for consideration by the full committee. This should be based on eligibility,
experience, participation, demonstrated leadership, interest in serving and other criteria to promote
the Association.

6.

During the scheduled meeting, the full committee should discuss all candidates proposed and select
at least two choices for each position in the event one cannot serve. When the slate is tentatively
agreed upon by the committee, the Chairperson contacts the candidates for confirmation and advises
the committee of the findings. In the event additional candidates are needed, the committee may
suggest others to the Chairperson and, upon making contact, the committee will be advised when the
proposed slate is confirmed.
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7.

Work of the Nominating Committee should be completed before the June Board of Directors
meeting.

8.

Chairperson shall submit a proposed slate of nominations to the President as soon as possible. The
President shall report the slate to the Board of Directors for its information at the final board
meeting prior to the annual conference.

9. Chairperson shall prepare a report from the Nominating Committee and present it at the Annual
Conference business meeting. Copies should be provided for distribution to the membership
present.
10. Summarize year's events for Annual Report and provide picture to the Annual Report coordinator by
June 1.
11. The Chairperson, prior to the expiration of his or her term, shall review this portion of the
Association Handbook and furnish the incoming President with written recommendations that
would improve the efficiency of the committee based on experience in working with these
guidelines.
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PAST PRESIDENT’S COMMITTEE
PURPOSE
The Committee shall serve the President and/or Board of Directors for special projects.
COMPOSITION
The Past President Committee is comprised of all Past President’s.
RESPONSIBILITY
The Committee will be utilized as assigned by the President and/or Board of Directors for special
projects as needed. The Committee will be responsible for conducting a workshop in August for the
newly elected officers and an orientation at the January academies for all persons interested in serving on
the Board of Directors to assist with educating them on the role, responsibilities and expectations of
members serving on the Board of Directors.
PROCEDURES
1. The President will appoint the Chairperson to serve as advisor.
2. The President may assign a project for review and recommendation by the committee.
3. The Committee Chairperson works closely with the President and/or Board on assigned projects.
4. Once project is completed the Committee Chairperson will make a presentation at the next Board
of Directors meeting.
5. The Chairperson prior to the expiration of his or her term shall review this portion of the
Association Handbook and furnish the incoming President with written recommendations that
would improve the efficiency of the committee based on experience in working with these
guidelines.
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PROGRAM AND EDUCATION COMMITTEE
PURPOSE
The NCAMC Program and Education Committee (Committee) works in partnership with The UNCChapel Hill School of Government (SOG), the NC League of Municipalities (NCLM) and the
International Institute of Municipal Clerks (IIMC) to implement high quality educational programs to
help municipal clerks carry out their duties in an efficient and professional manner.
PARTNERSHIPS DEFINED
The IIMC is a professional, non-profit association that promotes continuing education and certification
through university and college-based institutes and provides networking solutions, services and benefits
to its members worldwide. The IIMC is the official provider of the IIMC certification program (Certified
Municipal Clerk [CMC] and Master Municipal Clerk [MMC]).
The NCAMC is a non-profit, professional organization comprised of city, town, and village clerks from
the entire state. The NCAMC is committed to the continuing education and ongoing professional
development of municipal clerks. The NCAMC partners with the SOG and is the official provider of the
state’s certified municipal clerk program.
The NCAMC Program & Education Committee (Committee) is tasked with working with all partners (as
defined herein) to develop and implement educational and professional development opportunities for
municipal clerks.
The SOG provides educational, advisory, and research services for state and local governments,
including municipal clerks.
The Institute Director is director of the NC IIMC Clerks Institute Program. The SOG Dean designates a
SOG faculty member to serve in this capacity. The Institute Director also serves as an advisor and
affiliate member of the NCAMC. The NCAMC pays the SOG an agreed upon fee to provide the
following services to implement educational sessions for the NCAMC: a per-person course fee, course
evaluations and other duties pertaining to course administration.
The NCLM is a nonpartisan association of municipalities in North Carolina. The mission of the League
is to enhance the quality of life in municipalities through excellent municipal governance. The NCLM
Director designates a NCLM staff member to serve as liaison to the NCAMC. Under the NCAMC
Constitution, the NCLM liaison serves as the NCAMC Corresponding Secretary/Treasurer. The NCAMC
and NCLM have a contractual agreement whereby the NCLM provides services to the NCAMC at an
agreed upon fee, which is set with each NCAMC fiscal year budget. Such services include affiliate
services, printing/mailing services, membership management services, financial management services,
summer academy management services and special projects/services.
The NCLM liaison is a NCLM staff member who is designated by the NCLM’s Executive Director to
supervise the provision of NCLM services to the NCAMC. The NCLM liaison also serves on the
NCAMC Board of Directors as a non-voting ex-officio member and as the Corresponding
Secretary/Treasurer.
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The North Carolina Association of County Clerks (NCACC) is a non-profit, professional association
comprised of county clerks across the state. The NCACC is dedicated to providing opportunities to
exchange ideas and techniques used in the performance of the Clerks duties, obtaining information on the
operation of the respective departments in the 100 counties of the state, obtaining knowledge on existing
and new federal and state programs and laws affecting county government, staying abreast of new trends
implemented in and by county governments in the state and promoting, creating and improving efficiency
in the operations and record keeping of the Clerk’s office throughout the state of North Carolina.
EDUCATIONAL PROGRAMS
There are two categories of educational programs:
(1) SOG-sponsored Academies, also known as Academies: Academies are sponsored by the SOG in
cooperation with the NCAMC, NCLM and IIMC. No IIMC pre-approval is required for
Academy programs. It is the responsibility of the Institute Director to ensure all Academy
programs are in line with IIMC course content requirements (see www.iimc.com for more
information about acceptable and unacceptable course content). The Committee partners with the
Institute Director and the NCLM liaison to brainstorm potential Academy educational topics and
speakers. The IIMC authorizes the Institute Director to approve course content and speakers. The
Institute Director submits an annual report to IIMC containing required information about the
Academy programs that occurred the prior year. The SOG maintains transcripts of Academy
sessions. IIMC awards the maximum amount of IIMC certification points for these programs.
(2) NCAMC-sponsored schools, also known as A-B-C-D-E Schools (Association Business,
Communication, Development & Education): A-B-C-D-E Schools are sponsored by the NCAMC
in cooperation with the SOG, NCLM and IIMC. The Committee consults with the Institute
Director and the NCLM liaison to brainstorm A-B-C-D-E School educational topics and
speakers. IIMC pre-approval is required for all A-B-C-D-E Schools. The NCLM, in conjunction
with the NCAMC, maintains lists of those individuals attending A-B-C-D-E Schools. IIMC
awards less certification points for these Schools as compared to the Academy level programs.
However, these schools are important to help clerks attain “experience” points, which are
required for certification.
COMMITTEE COMPOSITION
The NCAMC President shall appoint a chair and no fewer than three members to the committee. The
SOG and NCLM liaisons shall be ex-officio members. (Advisor is First Vice President)
COMMITTEE DUTIES
1. Attend meetings and actively participate to successfully carry out the committee’s duties (as
contained herein) in a timely manner.
2. Work with the NCLM liaison to recommend and make arrangements for a guest speaker at the
Annual Clerks Breakfast held in conjunction with the NCLM Annual Conference.
3. Work cooperatively with the Institute Director to help coordinate and implement educational
programs and speakers for all Academies.
4. Recommend topics and speakers, obtain IIMC pre-approval and implement all A-B-C-D-E
Schools.
5. Assist NCAMC Regional Chairs and Host Clerks with on site arrangements as needed for
Regional Academies and A-B-C-D-E Schools.
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6. Answer or direct member questions about training opportunities and certification to the
appropriate individuals.
7. Promote and emphasize the IIMC Certification School provided by the SOG/Institute Director.
8. Work with the NCLM liaison to set registration fees for all Academies and A-B-C-D-E Schools
(with the exception of the Annual City/County Clerks Academy; the registration for this
Academy is handled by the SOG and Institute Director).
9. Publicize educational opportunities (i.e., articles in the monthly newsletter, postings on the
clerk’s listserve and NCAMC website).
10. Chair shall serve on NCAMC Scholarship Committee.
11. Chair shall report on Committee activities to the governing board as requested by President and
at all regular NCAMC business meetings. If the Chair is unable to attend a board or regular
business meeting, then the chair shall provide a written report to the President in advance of the
meeting.
12. The Chair, prior to the term expiration, shall review this portion of the NCAMC Handbook, and
furnish the incoming President with written recommendations to improve the efficiency of the
Committee based on experience in working with these guidelines.
13. The Chair shall provide a summary of the Committee’s work for the year to the NCAMC Annual
Report Coordinator by the requested deadline. This summary will be included in the NCAMC
Annual Report.
14. Any other duties as requested by the President.
COMMITTEE MEETINGS AND RECOMMENDED SCHEDULE
Due to the large volume of work associated with the Committee, as well as the timely manner in which it
must be completed, the Committee should meet as a group at least quarterly. These meetings typically
last 1.5 hours, and are usually held before the NCAMC quarterly Board of Directors meeting at the
NCLM Building in Raleigh. In some cases, it may also be necessary for the committee to meet before,
after, or during lunch or free time at scheduled Academies throughout the year when a majority of the
members are in attendance (such as the Annual City/County Clerks Academy and the Annual Summer
Academy). Teleconferences and email communication may also be useful between the chair and
members in between the quarterly meetings.
The Chair shall review the duties and responsibilities of the committee for each of the educational
opportunities offered during the year and set committee meeting agenda to plan those sessions well in
advance. (Sample agenda are included in this document as a guide.)
The following recommended schedule may serve as a general guide for the Committee’s work, and
assumes that recurring educational offerings and Committee meetings are conducted in the same
timeframe each year.
August:
• The new Chair reviews these guidelines.
• The new Chair reaches out to the Institute Director and the NCLM liaison to ensure open
lines of communication.
• The new Chair schedules a Committee meeting at the Annual Summer Academy to (1)
share expectations of Committee with all members, and (2) brainstorm educational topic
ideas and potential speakers for the Annual City/County Clerks Academy.
• Chair shall contact the NCLM liaison to schedule meeting space at the League Building
for the quarterly committee meetings.
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•

Chair shall advise members of the quarterly meetings dates, times and locations and
provide them a copy of these Committee guidelines.

September:
• Institute Director shall contact the Committee Chair and the Program Chair of the
NCACC to schedule a meeting with both groups to plan for the Annual City/County
Clerks Academies. This meeting involves both Associations’ Committee chairs, both
Presidents, the NCLM liaison, the Institute Director, a representative from the NC
Association of County Commissioners who works with the NCACC, and SOG staff.
• Conduct quarterly Committee meeting. (See proposed agenda at end of these guidelines.)
• Member shall draft the MCEF grant proposal, and submit it to the Chair, who will obtain
approval from the Committee and President. Once approved, the Chair will provide the
grant proposal to the President to send to IIMC prior to the deadline. (See
www.iimc.com for additional information.)
November:
• The SOG staff and Institute Director works cooperatively with the NCAMC and NCACC
to finalize registration materials for the January Joint City/County Clerks Academy.
December:
• Conduct quarterly Committee meeting. (See proposed agenda at end of these guidelines.)
January:
• Joint City County Clerks Academies occur.
• If needed, conduct a Committee meeting at the Annual City and County Clerks Academy
to review and finalize programs for the Spring Regional Academies and A-B-C-D-E
Regional Schools.
• Obtain pre-approval from IIMC on the topic/speaker(s) for the A-B-C-D-E Regional
Schools.
February/March:
• Spring Regional Academies occur.
March:
• Conduct quarterly Committee meeting. (See proposed agenda at end of these guidelines.)
April/May:
• Regional A-B-C-D-E Schools occur.
June:
•

Conduct quarterly Committee meeting. (See proposed agenda at end of these guidelines.)

July/August:
• Outgoing Chair meets with incoming Chair to share information and to train the
incoming Chair.
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September:
• Former Chair submits proposed Committee guideline changes to President for September
NCAMC Board of Directors meeting.
Suggested Committee meeting agenda:
Meeting #1: At the August Summer Academy (about 1 hour):
1. Introduction of Members
2. Committee expectations
3. Brainstorm topics for January Joint City/County Clerks Academy
4. Share with committee the topic/speaker information for the clerks breakfast at the NCLM Annual
Conference
Meeting #2: Quarterly Meeting/September (about 1.5 hours)
1. Call to Order
2. Summer Academy debrief (what went well; what can be improved and how; it’s helpful for the
Chair to get a summary of attendee evaluations in advance of this meeting from the SOG staff)
3. Final plans for clerks breakfast at NCLM Annual Conference
4. Discuss status of issues for January Joint City/County Clerks Academy
5. Designate Member to draft the MCEF grant request by the specified deadline
6. Open discussion
7. Wrap up
8. Adjourn
Meeting #3: Quarterly meeting/December (about 1.5 hours)
1. Call to Order
2. NCAMC breakfast at NCLM conference debrief (what went well; what can be improved and
how)
3. Update on MCEF grant request
4. Final plans for January Joint City/County Clerks Academies
5. Planning for Spring Regional Academies (6 hour session; the same session is typically held in
two locations)
6. Planning for A-B-C-D-E Regional School (4 hour session; the same session is typically held in
two to four locations)
7. Open discussion
8. Wrap up
9. Adjourn
Meeting #4: Meeting at the January Joint City/County Clerks Academy if needed)
Status of plans for Spring Regional Academies (6 hour session) and A-B-C-D-E Regional Schools (4
hour session)
Meeting #5: Quarterly meeting/March (about 1.5 hours)
1. Call to Order
2. January Joint City/County Clerks Academies debrief (what went well; what can be improved and
how; it’s helpful for the Chair to get a summary of attendee evaluations in advance of this
meeting from the SOG staff)
3. Review/debrief any Spring Regional Academies held to-date
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4.
5.
6.
7.
8.
9.

Reminder about upcoming Spring Regional Academies
Final plans for A-B-C-D-E Regional Schools
Brainstorm Summer Academies potential topics and speakers
Open discussion
Wrap up
Adjourn

Meeting #6: Quarterly meeting/June (about 1.5 hours)
1. Call to Order
2. Spring Regional Academies and A-B-C-D-E Regional Schools debrief (what went well; what can
be improved and how; it’s helpful for the Chair to get a summary of attendee evaluations in
advance of this meeting from the SOG staff [Academy programs] and NCLM staff [Schools])
3. Final plans for Summer Academies
4. Brainstorm potential speakers/topics for clerks breakfast at NCLM conference in October
5. Open discussion
6. Wrap up
7. Adjourn
Below are detailed action plans for each Committee main responsibility:
SOG-Sponsored January Joint City/County Clerks Academies I and II
The City/County Clerks Academies I and II are sponsored by the SOG in cooperation with the NCAMC,
the NCACC, the NCLM and IIMC, and are typically held in January. Academy I is a one-day program
with six instructional hours, not including breaks and lunch. Academy II is conducted the day after
Academy I, and is a 1.5-day program. Day 1 of Academy II includes six instructional hours, and Day 2 of
Academy II includes about two instructional hours and business meetings for both Associations. Breaks
and meals are not included in instructional hours. Attendees may elect to attend both Academy I and
Academy II or only one of these Academies. Attendees must successfully complete the entire
Academy(ies) to earn certification points. The Institute Director is the final approving authority for all
educational sessions and speakers for Academies I and Academy II and shall ensure that all course
content meets IIMC criteria (see www.iimc.com for more information about acceptable and unacceptable
course content).
1. Typically at a special called Committee meeting at the Summer Academy, the Committee
brainstorms potential education topics/speakers and communicates this with the Institute
Director.
2. In the August/September timeframe, the Institute Director shall contact the Committee Chair and
the Program Chair of the NCACC to schedule a meeting with both groups to plan for the Annual
City/County Clerks Academies. This meeting involves both Associations’ Committee chairs,
both Presidents, the NCLM liaison, the Institute Director and SOG staff. This meeting lasts a few
hours, and at the conclusion of the meeting, the topics and speakers are agreed upon.
3. Chair assists the Institute Director with following up with potential speakers as needed.
4. The SOG and Institute Director set the fees for the Academies and communicate the fees to the
NCLM liaison.
5. If the municipal and county clerks decide to have a hospitality room at the Academies, it is
suggested they rotate the responsibility for providing food and beverages. For example, the
municipal clerks might provide beverages in the even numbered years, and provide snacks in the
odd numbered years. At least one committee member should plan to attend to open, close and
assist the county clerk in staffing the hospitality room. If the decision is jointly made by the
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6.

7.
8.

9.
10.

NCAMC and NCACC to not have a hospitality room, then both associations should work hard to
provide activities to allow the two groups to socialize and network.
The SOG handles working with presenters to obtain course descriptions and biographical
information and arranges for classroom set-up, meal functions, registration, mailings,
entertainment and post session evaluations. The SOG requests assistance with these duties and
other tasks as needed from the NCAMC and NCACC.
At the Academies, committee members assist SOG as needed with sign in/out to ensure the SOG
has an attendance record.
Special attention should be paid to new clerks at the Joint Clerks Academies I and II. The
program for the Academies usually includes a special social gathering to welcome new clerks
and special training sessions for them. Committee members should take advantage of this
opportunity to meet, greet, and welcome new clerks and offer their assistance with educational
questions.
The Chair shall follow up with speakers after the Academies with a thank you note.
The SOG shall submit any applicable invoices for payment to the NCLM liaison no later than
eight weeks after the Academies.

The following agenda are examples for Academies I and II. The Institute Director sets the actual agenda.
Academy 1:
(IIMC certification point calculation based on six hours of Academy level instruction; attendees must
attend and successfully complete entire Academy I to earn IIMC or state certification points.)
7:45-8:45 a.m.
Registration and Networking Breakfast
8:45-9 a.m.

Welcome and Announcements (by the SOG)

9 a.m.-12:30 p.m.

Program Block
(30-minute break scheduled during this block)

12:30-1:30 p.m.

Networking Lunch

1:30-5 p.m.

Program Block
(30-minute break scheduled during this block)

5 p.m.

Adjourn

5:30-6:30 p.m.

Reception for New Clerks

In addition to Academy 1, the SOG sponsors a one-day session for new clerks (six hours of instruction
time). The Institute Director sets this agenda and determines the points that attendees receive for
successfully completing the course. An example of an agenda follows:
Institute and Workshop for New Clerks
7:45-8:30 a.m.
Registration and Networking Breakfast
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8:30-8:45 a.m.

Welcome (provided by the Institute Director and both Association
Presidents)

8:45-10 a.m.

Laws that affect the clerk (provided by the Institute Director)

10-10:30 a.m.

Break

10:30-Noon

Laws That Affect the Clerk (continued)

Noon - 1 p.m.

Networking Lunch

1-2:30 p.m.

Ins & Outs of Minutes & Agendas (provided by the Institute Director)

2:30-3:30 p.m.

Orientation for New Clerks (provided by Association Presidents, with
municipal clerks in one room and county clerks in another) – focus is on
Associations)

3:30-4 p.m.

Networking Break

4-4:45 p.m.

How governing boards do their work (NCLM liaison typically leads
session for municipal clerks, and Institute Director typically leads session
for county clerks)

4:45 p.m.

Adjourn

5:30-6:30 p.m.

Reception for new clerks

Academy II:
(IIMC certification point calculation based on six hours of Academy level instruction on Day 1 of
Academy II and typically two hours of instruction on Day 2 of Academy II; attendees must attend and
successfully complete the entire Academy II to earn IIMC or state certification points.)

Day 1:
7:45-8:45 a.m.

Registration and Networking Breakfast

8:45-9 a.m.

Welcome and Announcements (by the SOG)

9 a.m.-12:30 p.m.

Program Block
(30-minute break scheduled during this block)

12:30-1:30 p.m.

Networking Lunch
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1:30-5 p.m.

Program Block
(30-minute break scheduled during this block)

5 p.m.

Adjourn

Day 2:
7:30-8:15 a.m.

Registration and Networking Breakfast

8:15-9:45 a.m.

NCAMC and NCACC Business Meetings

9:45-10 a.m.

Break

10 a.m.-Noon

Program Block

Noon

Adjourn

SOG-Sponsored Spring Regional Academies
The Spring Regional Academies are sponsored by the SOG in cooperation with the NCAMC and NCLM.
The purpose of the Academies is to provide affordable training opportunities during the year for clerks
working towards certifications. To keep these Academies as affordable as possible, they are offered at
two different locations on two different dates in the February/March timeframe (typically on Fridays).
This eliminates overnight travel for most attendees, and it requires minimal time away from the office.
One location is within the combined area of NCAMC Regions 1 and 2, and the other is within the
combined area of NCAMC Regions 3 and 4. The host clerks provide the meeting space, room set-up and
equipment at no cost. The SOG and NCAMC attempts to utilize speakers affiliated with the SOG, NCLM
or other organizations who do not charge a speaking fee.
Committee and SOG Responsibilities for the Spring Regional Academies
1. In October, the Chair shall contact the Institute Director and NCLM liaison to learn any dates to
avoid for scheduling purposes.
2. In November, the Chair shall contact the Regional Chairs for each Region (appointed annually by
the President) to request their assistance securing potential locations and host clerks for both
offerings of this Academy.
3. The Chair shall work with the Institute Director, and based on host clerk volunteers, they will
jointly select the two Academy locations. When possible based on host clerk volunteers, travel
time should be equalized as much as possible for the farthest portions of the state.
4. At the December Committee meeting, the Chair shall report to the Committee the Academy
locations based on the recommendation of the Chair and Institute Director and obtain the
Committee’s concurrence.
5. At the December Committee meeting, the Committee shall brainstorm topic and speaker
recommendations. The Institute Director shall ensure that all topics under consideration meet the
IIMC course content criteria (see www.iimc.com for more information about acceptable and
unacceptable course content). When possible, speakers should be affiliated with the SOG,
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6.
7.
8.
9.

10.

11.
12.
13.

NCLM or other organization that will not charge a speaker fee in order to meet the goal of
providing high quality educational sessions at minimal cost.
The Institute Director has final approval authority for topics/speakers.
The Institute Director and Chair finalize details with the speaker(s). All sessions must contain six
hours of education, not including breaks and lunch.
The Chair and the NCLM liaison shall jointly set the registration fee based on speaker fees, per
diem charges and estimated food costs.
The Chair shall provide information to the Host Clerks about the program, room set-up,
equipment requirements and total amount of money that may be spent on food and beverages for
the day at each session (keeping in mind that the less spent, the more money is generated for the
NCAMC).
The Chair shall forward materials to the NCLM for on-line registration. The Chair shall also
obtain signatures of the Institute Director and NCAMC President on a letter inviting members to
attend the Spring Regional Academy. This invitation letter will be included on the registration
web page. Registration should be available at least six weeks prior to the date of the first
Academy.
The NCAMC President shall invite the NCACC to attend this Academy.
Committee members assist SOG as needed with attendee sign in/out at the Academy to ensure
the SOG has an accurate attendance record.
The SOG shall submit any applicable invoices for payment to the NCLM liaison no later than
eight weeks after the Academy.

Host Clerk Responsibilities
1. Forward legible maps and driving directions and hotel information for attendees requiring
overnight travel to the Chair for inclusion with registration materials.
2. Make lunch and refreshment arrangements, and keep the total cost of all food and beverages for
each session within the monetary amount authorized by the Chair and NCLM liaison.
(a) Arrange for catered luncheon, either at the Academy site or at an off-site restaurant
convenient to the Academy site; arrange for costs to be billed to the NCAMC or for
municipality to pay and be reimbursed by NCAMC; and
(b) Arrange for other light refreshments throughout the day, such as coffee and pastry items
in the morning and beverages and a light snack (or the dessert from lunch) in the
afternoon. Arrange for costs to be billed to the NCAMC or for the municipality to pay
and be reimbursed by the NCAMC after the session.
3. Make arrangements for room set-up and equipment needs required by the speaker. The host town
supplies the facility and equipment at no charge.
4. Secure an official from the host municipality to provide the welcome.
5. After the session, send a thank you note or email to the speaker(s).
6. Forward a summary of each Academy to the Newsletter Coordinator by the 10th of the month
following the meeting date for inclusion in the newsletter.
7. Forward and photos with corresponding text descriptions of the photos to the NCAMC
Scrapbook Coordinator to be included in the Annual Report.
8. Provide the Chair and NCLM liaison receipts for payment or reimbursement to the municipality
after the session.
The following agenda is suggested:
(IIMC certification point calculation based on six hours of Academy level instruction; attendees must
attend and successfully complete entire Academy to earn IIMC or state certification points.)
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8:30-8:45 a.m.

Registration and Refreshments

8:45-9:00 a.m.

Welcome and Announcements (by an official from the host municipality or
Board of Directors member or Committee member)

9:00 a.m.-12:15 p.m.

Program Block
(15-minute break scheduled during this block)

12:15-1:15 p.m.

Lunch (may be catered at meeting location or at an off-site convenient
restaurant)

1:15-4:30 p.m.

Program Block
(15-minute break scheduled during this block)

4:30 p.m.

Closing Remarks and Adjourn (by the NCAMC President, Host Clerk,
Board of Directors member or Committee member)

NCAMC-Sponsored Regional A-B-C-D-E Schools
The purpose of the NCAMC-sponsored Regional A-B-C-D-E Schools is to provide an affordable training
opportunity during the year for clerks working towards certifications. To keep these Schools as
affordable as possible, the goal is to offer them at between two to four different locations (one location
per NCAMC region or one location for combined regions 1 and 2 and another location for combined
regions 3 and 4). This eliminates overnight travel for most attendees, and it requires minimal time away
from the office. A-B-C-D-E Schools are typically held on Fridays in the April/May timeframe. These
schools are offered only if Host Clerks volunteer to host them. In the event there are not adequate
volunteers to offer both the Regional Academies and the Regional A-B-C-D-E Schools, then priority is
given to the Academies.
Committee Responsibilities
1. In October, the Chair shall contact the SOG and NCLM liaison to learn any dates to avoid for
scheduling purposes.
2. In November, the Chair shall contact the Regional Chairs for each Region (appointed annually by
the President) to request their assistance securing potential locations and host clerks for up to
four offerings of this A-B-C-D-E School.
3. The Chair shall work with the Institute Director, and they will jointly select the A-B-C-D-E
School locations. When possible based on host clerk volunteers, travel time should be equalized
as much as possible for the farthest portions of the state. When choosing these locations, the
Chair and Institute Director will keep in mind the location of the Spring Regional Academies and
as best as possible ensure that locations are spread equitably throughout the state.
4. At the December meeting, the Chair shall report to the Committee the A-B-C-D-E School
locations based on the recommendation of the Chair and the Institute Director and seek the
Committee’s concurrence.
5. At the December meeting, the Committee shall brainstorm topic and speaker recommendations.
The Chair shall ensure that all topics under consideration meet IIMC’s course content criteria
(see www.iimc.com for appropriate and inappropriate course content). When possible, speakers
should be affiliated with the SOG, NCLM or other organization that will not charge a speaker
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6.

7.
8.
9.
10.

11.

12.
13.
14.

fee, in order to meet the goal of keeping the cost to a minimum. The committee should also
consider sessions that can be led by clerks and clerk panels.
The Committee will tentatively approve the topic(s) and speaker(s), including the feedback of the
Institute Director and NCLM liaison. The School shall be four hours of instructional time, not
including breaks and lunches.
The Chair shall submit the required information to IIMC and request their pre-approval.
After IIMC pre-approval is received, the Chair finalizes details with the speaker(s).
The Chair shall work with the NCLM liaison on any speaker fees, per diem charges and food
charges to jointly set the registration fee.
The Chair shall provide information to the Host Clerks about the program, room set-up,
equipment requirements and total amount of money that may be spent on food and beverages for
the day at each session (keeping in mind that the less spent, the more money is generated for the
NCAMC).
The Chair shall forward materials to the NCLM for on-line registration. The Chair shall also
obtain the signatures of the NCAMC President on a letter inviting members to attend the A-B-CD-E Regional School. This invitation will be included on the registration web page. Registration
should be available at least six weeks prior to the date of the first School.
The NCAMC President shall invite the NCACC to attend this School.
Committee members are responsible for maintaining an accurate attendance roster.
The SOG shall submit any applicable invoices for payment (i.e., speaker per diem) to the NCLM
liaison no later than eight weeks after the Academy.

Host Clerks Responsibilities
The host clerk responsibilities for the Regional A-B-C-D-E Schools are the same as for the SOGsponsored Spring Regional Academies.
Suggested Agenda
(IIMC certification point calculation based on four hours of state association level instruction; attendees
must attend and successfully complete entire program to earn IIMC or state certification points.)
9-9:30 a.m.
Registration and Refreshments
9:30-9:45 a.m.

Welcome and Announcements (by an official from the host municipality or
Board of Directors member or Committee member)

9:45a.m.-Noon

Program Block
(15-minute break scheduled during this block)

Noon-1 p.m.

Lunch (may be catered at meeting location or at an off-site convenient
restaurant)

1-3:15 p.m.

Program Block
(15-minute break scheduled during this block)

3:15-3:30 p.m.

Closing Remarks and Adjourn (by the NCAMC President, Host Clerk,
Board of Directors member or Committee member)
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SOG-Sponsored Annual Summer Academies I and II
The Annual Summer Academies I and II are sponsored by the SOG in cooperation with the NCAMC, the
NCLM and IIMC, and are usually held in August. Academy I is a one-day program with six instructional
hours. Academy II is conducted the day after Academy I, and is a 1.5-day program. Day 1 of Academy II
includes six instructional hours, and Day 2 of Academy II includes about two instructional hours. Day 2
also includes a NCAMC business meeting and the Annual Banquet. Breaks, meals, the business meeting
and banquet are not included in instructional hours. Attendees may elect to attend both Academy I and
Academy II or only one of these Academies. Attendees must successfully complete the entire
Academy(ies) to earn certification points. The Institute Director is the final approving authority for all
educational sessions and speakers for Academies I and Academy II and shall ensure that all course
content meets IIMC criteria (see www.iimc.com for more information about acceptable and unacceptable
course content). The NCAMC Site Selection Committee works with the NCLM to identify sites for
Board approval. Under a contractual agreement with the NCAMC, the NCLM handles all logistical
responsibilities with the hotel for the Summer Academy. The Host Clerk works with the NCLM to handle
special events/entertainment.
1. To ensure the necessary work is done in a timely manner by the Committee, in November the
Chair should consider appointing subcommittees of the Committee to complete certain tasks.
This ensures all members are sharing in the workload.
2. In September, the Chair shall invite the Summer Academy host clerk to attend the December,
March and June Committee meetings to be part of the planning process for the Summer
Academy.
3. In December, the Committee shall work with the SOG and NCLM and brainstorm potential
topics and speakers for the educational sessions for the Summer Academies. The Institute
Director shall ensure that all courses under consideration meet the IIMC course criteria (see
www.iimc.com for acceptable and unacceptable course content).
4. The Institute Director is the final approval authority for the Academies and speakers. No
additional IIMC approval is required for the Academies.
5. The Institute Director, with assistance as needed from the Committee, works with Academy
speakers to finalize the Academies.
6. The Chair shall work with the NCLM staff and liaison to set the exhibitor
registration/sponsorship fees.
7. The Chair shall work with the NCLM staff and liaison to create an exhibitor registration web
page. This web page should be live in the May/June timeframe.
8. In the May/June timeframe, the Chair (or the Chair’s designee from the Committee) shall be
responsible for inviting exhibitors to participate in the Academy.
9. Taking into consideration all potential costs and revenues, the Chair and NCLM liaison shall
jointly set the Academies I and II registration fees.
10. The Chair shall provide the NCLM the information they need for attendee registration, which
should be available by mid June. This information shall include a signed invitation letter from
the Institute Director and the President that will be placed on the registration web page.
11. Once registration is available, the President shall invite IIMC representatives and other
dignitaries.
12. The Chair shall obtain biographical information for the introduction of speakers for the programs
and secure committee members to convene the sessions.
13. The Chair shall provide the biographical information and course descriptions to the Institute
Director for the annual report to IIMC.
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14. The Chair shall ensure that all conference speakers complete the necessary spec sheets (provided
by NCLM staff) for the particular session. The Chair shall complete spec sheets for the business
meeting and Banquet. All spec sheets must be returned to NCLM staff to meet their deadlines.
15. Based on the spec sheets received, the NCLM shall work with the host hotel site to ensure
adequate room set-up and equipment for each session.
16. The Chair shall work closely with the Board to arrange seating for the head table at the Banquet
and other functions that may take place during the Academies.
17. The Institute Director works cooperatively with the Chair to develop the content for the program.
18. The NCLM liaison is responsible for printing the program.
19. The presiding President is responsible for printing the Banquet Program, and the Committee may
assist if requested.
20. The Committee shall work with the incoming President and Host Clerk on decorations for the
Banquet. The incoming President selects the colors, and all parties work together to develop a
decoration plan within budget (this budget is determined by the NCLM liaision). The Committee
shall be responsible for decorating the room prior to the banquet.
21. The incoming President works with the NCLM staff and Host Clerk to decide on Banquet
entertainment. The Committee assists if requested.
22. The NCLM liaison shall purchase an appreciation plaque for the outgoing NCAMC President to
be presented by the incoming President at the Banquet.
23. If any Honorary Memberships are to be awarded, the NCAMC Corresponding
Secretary/Treasurer shall purchase the appropriate plaques.
24. If a college scholarship is to be awarded during at the banquet, the NCLM liaison is responsible
for mailing the check to the recipients. Scholarship recipients are inviting to attend the Banquet
and are recognized at that time.
25. The Chair is responsible for purchasing a gift suitable to the outgoing President as an
appreciation gift from its membership. The reasonable costs of such a gift shall be reimbursed by
the NCAMC. The Chair should communicate with the NCLM liaison to determine a reasonable
cost before purchasing the gift.
26. Committee members shall assist the NCLM staff at the registration desk.
27. Committee members shall assist SOG as needed with the sign in/out process to ensure attendance
rosters are accurate.
28. The Host Clerk is responsible for goody bags, if applicable. Committee members shall assist the
Host Clerk with this duty upon request.
29. The NCAMC encourages the Committee to have a Silent Auction as part of the Summer
Academies, since all proceeds go to the NCAMC. Committee members are responsible for
publicizing the Auction, obtaining items for and conducting the Auction, maintaining adequate
records of the items donated, staffing the Auction room, sending thank you notes to donors after
the Academy and publicizing the results of the Auction after the Academy.
30. The hospitality room is traditionally supplied and staffed by a sponsor. If there is no sponsor,
then Committee members may perform these functions in keeping with a budget set jointly by the
Chair and NCLM liaison.
31. Following the Academy, the Chair shall send thank you notes/emails to speakers and exhibitors.
32. The SOG sends Academy attendees post session evaluations to complete.
33. The SOG shall submit any applicable invoices for payment to the NCLM liaison no later than
eight weeks after the Academy.
Academy 1:
(IIMC certification point calculation based on six hours of Academy level instruction; attendees must
attend and successfully complete entire Academy to earn IIMC or state certification points.)

35

7:45-8:45 a.m.

Registration and Networking Breakfast

8:45-9 a.m.

Welcome and Announcements (by the SOG)

9 a.m.-12:30 p.m.

Program Block
(30-minute networking break scheduled during this block)

12:30-1:30 p.m.

Networking Lunch

1:30-5 p.m.

Program Block
(30-minute networking break scheduled during this block)

5 p.m.

Adjourn

5:30-6:30 p.m.

President’s Welcoming Reception

After Dinner

Hospitality Suite

Academy II:
(IIMC certification point calculation based on six hours of Academy level instruction; attendees must
attend and successfully complete entire Academy to earn IIMC or state certification points.)
Day 1:
7:45-8:45 a.m.

Registration and Networking Breakfast

8:45-9 a.m.

Welcome and Announcements (by the SOG)

9 a.m.-12:30 p.m.

Program Block
(30-minute networking break scheduled during this block)

12:30-1:30 p.m.

Networking Lunch

1:30-5 p.m.

Program Block
(30-minute networking break scheduled during this block)

5 p.m.

Adjourn

5:30 p.m.

Dinner/Entertainment

After dinner

Hospitality Suite
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Day 2:
7:30-8:30 a.m.

Registration and Networking Breakfast

8:30-10 a.m.

NCAMC Business Meeting

10-10:30 a.m.

Networking Break

10:30 a.m.-12:30 p.m. Program Block
12:30 p.m.

Adjourn

7-8:30 p.m.

Annual Banquet

After banquet

Hospitality Suite

NCACC Educational Opportunities typically occur in the spring and fall. Both Association Presidents are
encouraged to work together and share information about each organization’s educational sessions, and
extend invitations for the other association members to participate. Points are awarded to participants
who successfully complete NCAMC and NCACC educational sessions.
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PUBLICITY COMMITTEE
PURPOSE
To collect and compile for distribution information of interest to municipal clerks about the
Association and the administration of the clerk’s office.
COMPOSITION
The Publicity Committee shall consist of the following members appointed by the President, and
others at the discretion of the President, and shall perform their respective duties independently
under the President as follows: (Advisor is Second Vice President)
Newsletter Coordinator (Chairperson)
Annual Report Coordinator
Birthday/Events Calendar Coordinator
News Release Coordinator
Scrapbook Coordinator
Website Coordinator
NEWSLETTER COORDINATOR
RESPONSIBILITY
To coordinate and prepare for printing the Association's monthly newsletter.
PROCEDURES
1. Serve as chairperson of the Publicity Committee.
2. Solicit dates, location, time, and information regarding meetings and educational opportunities
available to clerks from officers, directors, and committee chairpersons as soon as possible after
the Annual Conference and periodically thereafter during the year. Provide this information to
the News Release Coordinator.
3. Collect news articles for inclusion in the monthly newsletter by the 10th of each month.
4. Assemble news for newsletter between the 10th and 15th of each month and prepare "cameraready" copy. If news items are in short supply, contact President for guidance.
5. Mail "camera-ready" copy of the newsletter to the League staff coordinator by the 15th of each
month for printing and distribution.
6. Make routine reports to the governing body as requested by the President at the January Clerks’
School, the Annual Conference, and Board of Directors’ meetings.
7. Mail or fax news releases from IIMC regarding clerks who have obtained their CMC or MMC
status to the News Release Coordinator, and NCCMC after the August conference.
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8. Summarize year's events for Annual Report and provide picture to the Annual Report coordinator
by June 1.
9. The Chairperson, prior to the expiration of his or her term, shall review this portion of the
Association Handbook and furnish the incoming President with written recommendations that
would improve the efficiency of the committee based on experience in working with these
guidelines.
ANNUAL REPORT COORDINATOR
RESPONSIBILITY
To develop an annual report using information solicited from officers, directors, and committee
chairpersons, to be completed and distributed at the Annual Conference.
PROCEDURES
1. Contact all officers, directors, and committee chairpersons to let them know you are responsible
for compiling and publishing the annual report.
2. Obtain a biographical sketch and picture from all officers and directors (all information should
be solicited and returned to the coordinator by June 1).
3. Keep articles and materials on goals and accomplishments of the Association and prepare articles
for inclusion in the annual report.
4. Cost estimates of the annual report should be submitted to the President for approval.
5. All articles should be written and "camera-ready" copy of the annual report should be sent to the
printer no later than 45 days prior to the Annual Conference.
6. Annual report should be distributed at the Annual Academy to those in attendance and mailed or
emailed to remaining members.
BIRTHDAY/EVENTS CALENDAR COORDINATOR
RESPONSIBILITY
Prepare for publication in the newsletter a two-month calendar of events and birthdays to be sent to
the Newsletter Coordinator by the 10th of each month.
PROCEDURES
Prepare a “camera-ready” two-month calendar on 8 1/2 x 11 paper that includes events, meetings,
NCAMC schools and training sessions, and birthdays of clerks (obtained from the membership
directory and supplemented by information from the Secretary/Treasurer) and submit to the
Newsletter Coordinator by the 10th of each month. (Example: By the 10th of October, prepare a
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November/December calendar, and by the 10th of November, prepare a December/January
calendar.)

NEWS RELEASE COORDINATOR
RESPONSIBILITY
Inform the League’s Public Affairs Director via news releases of upcoming meetings and events and
accomplishments of clerks, including information on clerks who receive their CMC or MMC
designation. Submit information to the editor of the News Digest (IIMC newsletter) regarding
upcoming Association meetings and events and accomplishments of the Association. Write news
releases for local newspapers about activities of the Association and/or individual members.
PROCEDURES
1.

As soon as possible following the Annual Conference, prepare news releases about the newly
elected officers and directors. These should be forwarded to the new officers and directors for
publication in their local newspaper, or ideally mailed directly to the individual clerk’s hometown
newspaper as well as the IIMC.

2.

Prepare news releases on various meetings of the Association and provide to the appropriate news
media. (Example: local newspaper of town where regional school is held).

3.

Obtain from the Newsletter Coordinator information on clerks who receive their CMC or MMC
designation and send information to the League’s Public Affairs Director.

4.

Obtain information on upcoming meetings from Program and Education Committee Chairperson
and Newsletter Coordinator, prepare news release and send to the League’s Public Affairs Director
and the editor of the IIMC News Digest. (Note that items must be submitted to the IIMC News
Digest at least 3 months in advance in order to be included on the calendar.)

5.

Obtain information on accomplishments of clerks from Newsletter Coordinator and send news
release to the League’s Public Affairs Director.

6.

Prepare news release on Annual Conference and any major accomplishment of the Association and
send to the editor of the IIMC News Digest.
SCRAPBOOK COORDINATOR

RESPONSIBILITY
To obtain programs from meetings, take pictures at events, and prepare the official scrapbook.
PROCEDURES
1.

Attend meetings of the Association including Annual Conference, Clerks’ School, Regional
Schools, miscellaneous committee meetings, and Board of Directors’ meetings to take pictures and
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obtain a copy of the program. If unable to attend, another Publicity Committee member should be
asked to fill in and report to the Scrapbook Coordinator after the event.
2.

Appropriate information including pictures, news articles and related materials should be included
in the scrapbook. This information may be submitted and the scrapbook done in digital format.

3.

The scrapbook should be completed and delivered to the League staff liaison by the Annual
Conference. All other materials are to be turned over to the incoming Publicity Committee
Chairperson by the Annual Conference.

WEBSITE COORDINATOR
RESPONSIBILITY
To maintain and update the website of the Association.
PROCEDURES
1.

During or as soon as possible after the Annual Conference, schedule a training session with the
previous Website Coordinator to obtain training on the maintenance and upkeep of the site and
develop an understanding of who is responsible for each area.

2.

During or as soon as possible after the Annual Conference, meet with the President to see if there
are any changes that he or she would like to make to the present format of the website.

3.

As soon as possible after the Annual Conference, update the Officers, Board of Directors, and
committee members on the website.

4.

As soon as possible after the Annual Conference, obtain a calendar of events for the upcoming year
from the newly installed President and post it on the website.

5.

Items to be posted on the website include, but are not limited to: President’s Message; link to e-mail
of Officers and Board Members; listing of Officers, Board of Directors and committee members;
calendar of events; listing of committees and their responsibilities; Constitution; MORE Manual;
IIMC Certification School scholarship application; WSOS application; and college scholarship
application.
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SCHOLARSHIP COMMITTEE
PURPOSE
To select recipients for the IIMC Certification School scholarships, to select recipients for the college
scholarship sponsored by the Association, and to seek new sources for scholarship funds.
COMPOSITION
President, Immediate Past President, First Vice President, Second Vice President, and Program and
Education Committee Chairperson, and Program and Education Committee Vice Chairperson with the
President serving as chairperson. At the President’s discretion one or more non-clerks can be selected by
the President to serve on the committee when choosing the recipient of the college scholarship.
RESPONSIBILITY
To inform municipal clerks of scholarships available through the Association by providing information
on eligibility and application procedures.
To collect and review applications for eligibility.
To select scholarship recipients and make awards based on criteria as established by the Board of
Directors. (See Appendixes for information on eligibility and application process for scholarships.)
PROCEDURES
College Scholarship
1.

Each year, the President, acting as chairperson, shall inform municipal clerks of the available
college scholarship, eligibility requirements, and application procedures as spelled out by the
Board of Directors. (See Appendix A and application). This may be done through the
Association newsletter, the Association website or through the Clerk’s listserv.

2.

Applications must be remitted or postmarked on or before the deadline date of April 15. After
April 15, the President, acting as chairperson, shall notify the committee members (including
non-clerk members) and provide them with copies of all applications for the college scholarships
received for their review.

3.

Before the June Board of Directors meeting, the President, acting as chairperson, shall meet with
the committee to select college scholarship recipient(s) based on eligibility and criteria for award
as set by the Board of Directors (see Appendix A).

4.

As soon as possible before the Annual Conference, the Board of Directors shall be informed of
the committee's selections as to the scholarships. Announcement of selections will be made to
the membership by the President at the Annual Conference business meeting.

5.

Scholarship funds should be dispersed to the recipient prior to the beginning of the school year
for which the scholarship was awarded. The President shall provide the Secretary/Treasurer with
letters awarding the scholarships so that a check may be enclosed.
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Certification Scholarships
1.

IIMC Certification Scholarship applications will be distributed to course attendees by the IIMC
Institute Director at the Institute of Government, part of the School of Government at the
University of North Carolina at Chapel Hill, during the first week long session each year

2.

After April 15, and in advance of the June Board of Directors meeting, the President, acting as
chairperson, shall obtain copies of the certification scholarship applications along with a list of
course attendees and all scholarships awarded for certification. The President shall notify the
committee members of the scheduled meeting and provide them with copies of all certification
scholarship applications received for their review.

3

In advance of the June Board of Directors meeting, the President, acting as chairperson, shall
meet with the committee to select scholarship recipient(s) based on eligibility and criteria for
award as set by the Board of Directors (see Appendix B).

4.

As soon as possible before the Annual Conference, the Board of Directors shall be informed of
the committee's selections as to the scholarships. Announcement of selections will be made to
the membership by the President at the annual conference business meeting.

5.

Scholarship funds shall be payable to the recipients employer prior to the annual summer
conference. The President shall provide the Secretary/Treasurer with letters awarding the
scholarships so that checks may be enclosed. The President should notify the IIMC Institute
Director on who received the scholarships.

Other
1.

Summarize year's events for Annual Report and provide picture to the Annual Report coordinator
by June 1.

2.

The Chairperson, prior to the expiration of his or her term, shall review this portion of the
Association Handbook and furnish the incoming President with written recommendations that
would improve the efficiency of the committee based on experience in working with these
guidelines.
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APPENDIX A
COLLEGE SCHOLARSHIP INFORMATION SHEET
North Carolina Association of Municipal Clerks (NCAMC) Scholarship Fund
SCHOLARSHIP
1.

The scholarship is sponsored by the North Carolina Association of Municipal Clerks (NCAMC).

2.

The scholarship shall be for attendance at any recognized college, university or trade school.

3.

The amount of the scholarship is $1,500.00.

APPLICANT ELIGIBILITY REQUIREMENTS
1.

The applicant shall maintain a grade average consistent with good standing in high school and with
expectations of admission to a recognized institution (or, if already attending a recognized institution of
higher education, with good standing at that institution.) The current Committee will decide their rating
scale for the GPA.

2.

Participation in extracurricular activities (school and community and church).

3.

Good character. The current Committee will decide their rating scale.

4.

The applicant must have been accepted for admission at the institution of choice for the academic year for
which the scholarship application is submitted.

5.

Submission of completed application to the North Carolina Association of Municipal Clerks, giving
complete information as requested, and must be remitted or postmarked on or before April 15 of any year.

6.

The scholarship is open to anyone pursuing a higher education and is not restricted to relatives of members
of the North Carolina Association of Municipal Clerks.

APPLICATION
1.

Data to be submitted with application:
•
•
•
•
•

2.

A high school or college transcript, whichever is applicable. (High school transcript should include
first semester senior grades, SAT and/or ACT scores, and cumulative numerical academic average.)
Name, phone number and address of one personal reference.
Name, phone number and address of one faculty reference.
A listing of activities and/or honors in school, community and church.
Letter from applicant stating plans, career goals, and reasons for wanting this scholarship.

Application and information can be obtained by writing to or calling the following address:
North Carolina Association of Municipal Clerks
Scholarship Fund Committee
150 Fayetteville Street, Suite 300
Raleigh, NC 27601
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3.

Deadline for submission: Remitted or postmarked on or before April 15 of any year.

4.

Applications will be reviewed by the NCAMC Scholarship Fund Committee, and award will be made by the
end of June each year. Check will be payable to the scholarship recipient, issued in the month of August.
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_

COLLEGE SCHOLARSHIP APPLICATION
NORTH CAROLINA ASSOCIATION OF MUNICIPAL CLERKS
(NCAMC)

Applicant’s Name
Phone:
Email:
Address:
Parent/Guardian’s Name:
Parent/Guardian’s Place of Employment:

Institutions to which you have applied for admission (if already attending the institution, please indicate):
First Choice:
Accepted: Yes__________ No_____________
Second Choice:
Accepted
Yes__________ No_____________
Expected Major/Concentration:
If referred by a Clerk, Please list name of the Clerk and how you know the Clerk:

Each applicant should attach the following:
•
•
•
•
•

A high school or college transcript, whichever is applicable. (High school transcript
should include first semester senior grades, SAT and/or ACT scores, and cumulative
numerical academic average.)
Name, phone number, email and address of one personal reference.
Name, phone number and, email and address of one faculty reference.
A listing of activities and/or honors in school, community and church.
Letter from applicant stating plans, career goals, and reasons for wanting this
scholarship.

Signature____________________________________________________________ Date_____________________

Application to be submitted and postmarked on or before April 15 of any year to:
North Carolina Association of Municipal Clerks
Scholarship Fund Committee
150 Fayetteville Street, Suite 300
Raleigh, NC 27601
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APPENDIX B
IIMC CERTIFICATION SCHOOL SCHOLARSHIIP FUND
ESTABLISHMENT
On July 12, 1983, the Board of Directors of the North Carolina Association of Municipal Clerks
(NCAMC) voted to establish a Scholarship Fund to assist municipal clerks in attending the IIMC
Certification School at the Institute of Government, now part of the School of Government at the
University of North Carolina at Chapel Hill. NCAMC will award scholarships to clerks, payable to their
employer, in the amount of up to $700.00.
ELIGIBILITY
A municipal clerk must apply by completing the application provided by the IIMC Institute Director
during the first week long session of the course. The applicant must be a current member of the
NCAMC, currently employed as a municipal clerk, or deputy clerk, or qualify as an Active Member of
NCAMC per the constitution.
APPLICATION PROCEDURE
The Scholarship Fund will be administered by the Board of Directors of the NCAMC. Applications are
available at the School of Government during the first week long session of the course. The IIMC
Institute Director shall submit all applications to the NCAMC President on or before April 15, in advance
of the June Board of Directors meeting.
CRITERIA FOR AWARD
The Board of Directors has delegated to the President, First Vice President, Second Vice President,
Immediate Past President, and Program/Education Committee Chairperson the authority to select
recipients each year. The selection will be at the discretion of the above and will be based on the
following criteria:
(1)
(2)
(3)
(4)
(5)

Demonstrated interest and ambition to attend the IIMC Certification School;
Financial need;
Years of experience as a municipal clerk;
Present and past service to the NCAMC;
Active membership in the Association.

AWARD
Following selection, the Scholarship Committee will report on the recipients to the NCAMC Board of
Directors.
The President shall prepare notification letters and send them to the NCAMC
Secretary/Treasurer so that the check can be enclosed.
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NORTH CAROLINA ASSOCIATION OF MUNICIPAL CLERKS
IIMC CERTIFICATIONCOURSE SCHOLARSHIP FUND APPLICATION
Name of
Applicant:_____________________________________ Title:___________________________
Address:______________________________________________________________________
Years employed by this Municipality: _______ Prior years with local government: ______
Are you a member of the N.C. Association of Municipal Clerks?

Yes

No

Does your Municipality budget for CMC training?

Yes

No

Do you intend to pursue designation as a Certified Municipal Clerk
after completing CMC training?

Yes

No

Are you familiar with the other requirements for CMC designation?

Yes

No

Have you served on committees of the NC Assoc. of Municipal Clerks?
Yes No
If so, which committees? _________________________________________________________
Are you or have you been an officer or director in the Association?
Yes No
If so, please state position(s) held __________________________________________________
Would the completion of this course be contingent upon whether or
not your governing board continues to appropriate funds in the future?

Yes

No

Did you apply for a scholarship from IIMC?

Yes

No

If so, were you selected to receive one?

Yes

No

Write a brief statement of your qualifications and why you would like to be considered for a scholarship.
(You may use the space below or attach a separate sheet.)

__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
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SITE SELECTION COMMITTEE
PURPOSE
To recommend a conference site, date, and facility for the Annual Academies and Banquet to the
governing body of the Association.
RESPONSIBILITY
Work with the NCLM event staff to select a site, date, and hotel/motel facility for the Annual
Academies and Banquet, with facility contract to be completed two years in advance of the
conference year. (For example, the Site Selection Committee for the 2004 Conference will be
completing its work by the end of August 2002).
COMPOSITION
The President shall appoint a Site selection Committee composed of a Chairperson from the
region where the Academies and Banquet is to be held, two other members from the geographical
area, and the Secretary/Treasurer of the Association. (Advisor is Second Vice President)
GENERAL BACKGROUND
Conference Site
The policy of the governing body of the N.C. Association of Municipal Clerks shall be to rotate
the Annual Academies and Banquet site among three general locations in the state:
Western/Mountain location
Eastern/Coastal location
Central/Piedmont location
Conference Dates
The traditional date for the Annual Academies and Banquet is early in the month of August. The
conference generally begins on a Thursday afternoon and ends Saturday evening. (Master
Municipal Clerks Academy programs are sometimes scheduled in conjunction with the
conference. In such instances, the MMC Academy class normally begins Thursday morning and
ends Thursday afternoon.)
Conference Facilities
The hotel/motel facility selected for the Academies and Banquet must generally meet the
requirements shown below; however, the Chairperson should check with the Secretary/Treasurer
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of the Association in advance to determine if the suggested numbers shown below should be
increased or decreased based on past registrations and attendance.
The NCLM Event Staff will secure the following:
•

A block of sufficient sleeping rooms (at least 150) and 2 suites. If there is to be an MMC
Academy program on the Thursday morning prior to the Academies and Banquet, a block
of approximately 125 rooms should be reserved for Wednesday night.

•

A meeting room for approximately 125 people classroom style for the MMC Academy on
Thursday.

•

A meeting room for approximately 160 people classroom style for the programs
scheduled on Friday and Saturday.

•

Space for vendors and/or sponsors to exhibit, usually an atrium, registration area, or wide
hallway near the meeting space; however, a separate room may also be selected if it is
near the meeting space and can be easily accessed by delegates attending the conference.
(Keep in mind, vendors are there to interact with clerks and will expect traffic to flow or
be directed near their exhibit and booths).

Separate space from the meeting room will be needed for the following meal and event functions:
1)
2)
3)
4)

Thursday continental breakfast for MMC for approximately 125; *
Thursday Luncheon space for MMC for approximately 125;
Thursday evening welcome reception space for approximately 160;
Friday buffet breakfast space for approximately 160, (or if desired, a *continental
breakfast may be selected and set up as described below)
5) Friday luncheon space for approximately 160;
6) Saturday buffet breakfast space for approximately 160;
7) Saturday evening reception and banquet space for approximately 225.
*Continental breakfast – The continental breakfast is usually selected for the Thursday MMC
Academy and occasionally selected for Friday morning. If selected, the continental breakfast
may be set up in the same manner as described below for the Beverage and Snack breaks.
*Beverage and Snack Breaks – These may be set up in an atrium, registration area, a hallway
outside the meeting space or depending on space availability, set up in the meeting room itself
off to the side or in the back of the room.
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Additional Space Requirements:
•

A separate room for the Silent Auction that can be kept locked.

•

A registration area adjoining the meeting rooms, preferably with a locked storage area for
registration supplies, goody bags, host committee work space, etc.

In selecting a site, the committee and NCLM event staff should consider:
Accessibility for those traveling long distances - e.g. proximity to an airport, train station or other
mode of mass transportation.
Availability and proximity of facilities for a Friday evening dinner and entertainment event
which if scheduled off site may require transportation such as a bus service. Consider also the
general availability and proximity of leisure activities and shopping facilities for Academies and
Banquet attendees.

PROCEDURES
1. Before the first meeting of the committee, the Chairperson shall determine potential dates by
checking with the N.C. League of Municipalities, the Institute of Government, and IIMC on
functions already scheduled in August of the conference year which involve municipal clerks
(such as tax collectors' school, finance directors' school) or which might otherwise present
conflicts (such as annual conferences of other League affiliates).
2. After determining available Thursday through Saturday dates in August based on Step 1
above, the Chairperson shall work with the NCLM event staff to check on one or more
specific hotel/motel facilities within the geographic area for the conference and determine if
the facilities can meet the requirements outlined herein on one or more of the available
conference dates.
3. NCLM event staff shall request in writing a tentative hold from any facility that can meet
the conference requirements on one or more of the potential conference dates. It is also
advisable to obtain a written "bid" from the facility with information as to the anticipated
room rates, whether complimentary suites or rooms will be provided based on a certain
number of paying rooms, the availability and costs (if any) of meeting and event rooms, a
layout sketch of the facility, catering menus, information on nearby attractions and
entertainment, etc.
4. When all committee members and NCLM event staff have completed the work outlined in
Step 2 above, the Chairperson shall call a meeting of the committee to review all potential
conference dates, sites, and facilities. At this preliminary meeting, the committee shall select
the date for the conference if more than one set of dates is being considered and narrow the
site and facility down to two or three primary choices. No facility shall be selected as a
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primary choice unless the committee has written confirmation that the facility is tentatively
holding a block of sufficient sleeping rooms and meeting rooms as required for the dates
selected.
5. If the hotel/motel facilities being considered have not previously been used for conferences,
the committee along with a NCLM event staff may elect to visit one or more of them for an
on-site inspection of their facilities and capabilities for adequately handling the conference.
6. The committee and NCLM event staff shall hold such other meetings, or communicate
through e-mail or conference call, as necessary to complete its work and to inform the
President of the committee's recommendation for the site, date, and hotel/motel facility by
April 30 two years before the conference. (For example, the President should be informed of
the site selection for the 2004 conference by April 30, 2002).
7. Upon approval of the governing body, the Chairperson and NCLM event staff shall notify
the hotel/motel selected and assist the Secretary/Treasurer in obtaining a written contract or
verification from the hotel/motel of the rooms and facilities being held for the conference.
The contract should be finalized two full years in advance. (For example, a contract for the
2004 conference should be in place by August 31, 2002.)
8. The Chairperson and NCLM event staff shall see that all other hotel/motel space being held
on a tentative basis for the conference is released in writing.
9. The Annual Conference site, date, and hotel/motel facility for the following year shall be
announced at the January Clerks' School.
10. Summarize year's events for Annual Report and provide to the Annual Report coordinator by
June 1.
11. The Chairperson, prior to the expiration of his or her term, shall review this portion of the
Association Handbook and furnish the incoming President with written recommendations
that would improve the efficiency of the committee based on experience in working with
these guidelines.
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WEBSITE COMMITTEE
PURPOSE
Maintain and update the website to ensure http://www.ncamc.com remains a primary communication
vehicle for the stakeholders served by NCAMC.
COMPOSITION
The website committee shall be comprised of at least three members who are annually appointed by the
NCAMC president. Unless otherwise directed by the president, the website coordinator, who serves as a
member of the publicity committee, will serve as chairperson of the website committee.
PROCEDURES
1. As soon as possible after the Annual Conference, the chair contacts the NCAMC president to
learn of any changes the president may want to see on the website. The chair determines what
“minor” changes can be made by the committee. The chair develops a report outlining any
“major” changes and submits it to the board of directors for board approval.
a.

Minor changes are defined as those changes necessary to maintain the current
structure with up-to-date information.

b.

Major changes are defined as those that require assistance from the vendor and/or
may have a budget impact.

2. As soon as possible after the Annual Conference, the chair assigns responsibilities for the year,
schedules a planning meeting and training sessions with the committee members to develop a
web update schedule, and discuss any changes the committee wants to see to the website. At the
request of the new chair, the former chair will assist in the meeting and training. The chair
incorporates any “major” changes into the report (as noted in item 1 above) for the board’s
approval. The committee may proceed with making minor changes to the site. (Refer to annual
action/work plan below for more specific information outlining annual Web updating
requirements.)
3. The chair, or designee, provides updates to the board at their quarterly meetings.
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APPENDIX C
NCAMC Website Committee Annual Action Plan
Below are the specific annual duties of the Website Committee, in addition to the committee description.

What to
Update

When to Update

Latest news
Document library
Other links
Job opportunities

As Needed

Member Spotlight

Monthly

According to adopted guidelines

Calendar
Message from the
President

Immediately after the August
conference when provided by
president, and as needed
throughout the year to keep
current

Located under the “About” section on the website

Officers

Immediately following August
conference

Comments

Information provided by the president.

Volunteer applications

Agenda and minutes

Update other information under “Leadership” section as
needed

Annually, when needed

The first vice president is responsible for providing the
website coordinator with any updates

Agenda updated prior to each
board meeting

Information provided by the president (or designee) to
website coordinator

Approved minutes after each
board meeting

Get materials in source document when available to save
it as ADA accessible PDF
The League works directly with the web host and
provides host with the up-to-date roster information.

Roster

Quarterly by web host
The membership committee chair is responsible for
providing the League with updated information

Educational
opportunities

Newsletter

Immediately after August
conference and thereafter as
needed
Monthly

Web links

Twice per year

Web, general, review
site for one-time and
ongoing maintenance
needs

Annually, shortly after August
conference

The education committee chair is responsible for
providing the website coordinator or designee with any
updates
The publicity committee provides the newsletter to the
league. The league then forwards the current newsletter
to the website committee point person
Links to ncamc.com “pages” should come up on same
browser; links to pdf documents on ncamc.com should
come up in separate browser; links to outside web sites
or documents should come up in separate browser
Committee may make minor changes but needs board
approval for major changes (refer to committee
description for definitions of minor and major)
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APPENDIX D
Clerk Spotlight on www.ncamc.com
Approved Guidelines:

•
•
•
•

•

A clerk may be featured only once every two years, unless they are in a particular featured
role for multiple consecutive years.
The NCAMC Website Committee is responsible for all random selections.
The NCAMC Website Committee is responsible for working with the featured clerk to
obtain the information to be uploaded to the Website each month.
The NCAMC board of directors will revisit this every year to consider changing the
spotlight option used, and it is the responsibility of the NCAMC Website Committee to
bring this to one of the board meeting agenda.
The website committee will determine the monthly spotlight. Features may include, but
are not limited to, highlighting the following:
o Clerk of the year
o Mentor and mentee
o Small sized town clerk (population up to 2,000)
o Clerk who attended his/her first school for new clerks (as part of the annual clerk
school)
o Medium sized town clerk (population between 2,001-10,000)
o Clerk's innovative initiative/idea
o Large sized town clerk (population 10,001+)
o SOG clerk certification institute graduate
o NCAMC committee or board member
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WSOS (We Share Our Services) MENTORING COMMITTEE
PURPOSE
To assist new clerks in developing effective and efficient methods of discharging their
responsibilities through practical training programs and through the use of mentors.
COMPOSITION
One member from each of the four regions and a chairperson to be appointed by the President. Two
of the members should be clerks with 1 to 3 years service to ensure that the committee is cognizant
of the concerns of new clerks. (Advisor is Second Vice President)
RESPONSIBILITY
Publicize and promote the WSOS program.
Recruit clerks with at least 3 years experience to serve as mentors.
Match new clerks with appropriate mentors.
Monitor the mentoring relationship.
PROCEDURES
1.

The Chairperson shall arrange for an article promoting WSOS and describing its mission to be
published in the NCAMC newsletter at the beginning of each Association year. The article should
also include an interest questionnaire for new clerks to identify those who want training and a
volunteer form for experienced clerks to recruit mentors. Mentors must have at least 3 years
experience as a municipal clerk. To facilitate mentor matches, the Chairperson should contact the
Secretary/Treasurer of the Association at the N.C. League of Municipalities or the Membership
Committee Chairperson for an up-to-date list of all municipal clerks.

2.

After the questionnaires are returned, mentors and new clerks should be matched according to size
of municipality, range of duties, and proximity. Each match shall be for one year and renewable if
needed. If there are more mentors than new clerks, the names of those not being utilized shall be
placed on file for future matches and they shall be kept informed on the activities of the active
matches.

3.

The Chairperson shall confirm the arrangements with mentors and new clerks by letter or email.
Mentors should be made aware of their responsibility to contact the new clerk as soon as possible
with an offer of help. Services include, but are not limited to, moral support and encouragement by
answering questions, assisting in the preparation of ordinances, minutes, agendas and budgets,
explaining parliamentary procedures and offering tips for effective council meetings.

4.

Responsibility for monitoring participants in WSOS shall be divided among the committee members
on a regional basis. Each committee member shall quarterly call all new clerks and mentors
assigned to them to ensure that new clerks’ concerns are being addressed and that the mentor role is
not unduly burdensome.
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5.

If the new clerk so desires, the Chairperson may offer to consult by phone, letter or personal visit
with the mayor, council or administrator/manager to encourage the new clerk’s participation in
training for educational and professional opportunities within the Association.

6.

Special attention shall be paid to new clerks at all general events sponsored by NCAMC. Particular
emphasis shall be placed on the Annual City/County Clerks’ School held in January each year. The
program for the school shall include a special social gathering and a special training session for new
clerks. The Chairperson should consult with the Program and Education Committee to offer any
insight or assistance in planning and implementing events for new clerks.

7.

In early November, a letter shall be sent to each new clerk with information about the Clerks’
School and encouraging him or her to attend.

8.

Each month mentors shall provide the Chairperson with a progress report of their activities for the
prior month.

9.

New clerks and mentors shall complete an evaluation form prior to the Annual Conference and the
Chairperson shall compile a report. (See Appendix for Evaluation Forms.)

10. Summarize year's events for Annual Report and provide picture to the Annual Report coordinator by
June 1.
11. The Chairperson, prior to the expiration of his or her term, shall review this portion of the
Association Handbook and furnish the incoming President with written recommendations that
would improve the efficiency of the committee based on experience in working with these
guidelines.
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APPENDIX E

WSOS (We Share Our Services)
EVALUATION FORM
(New Clerks)
The North Carolina Association of Municipal Clerks is pleased that you have participated in the “We
Share Our Services” (WSOS) Program for new clerks. To help the committee evaluate this program,
please take a few minutes to answer the questions below. This will enable us to identify any weaknesses
and improve upon them.
Please complete the questionnaire below and return to the designated person within 30 days following
your WSOS Program.
Do you feel the WSOS Program was helpful? __________ If so, in what ways:
1.
2.
3.
How often did you use the services of your Mentor? __________________________________________
Was your Mentor able to respond in a timely manner with the answers/resources available to your
questions? _____________
Did you feel comfortable requesting information from your Mentor? __________ If not, why?
____________________________________________________________________________________
Was your Mayor/Council/City Manager supportive of the idea for assistance? __________ If not, why?
____________________________________________________________________________________
Do you feel the program should extend beyond one year? __________
Would you recommend this program to other new clerks? _____________
What improvements would you suggest to the WSOS Program?
1.
2.
3.
Would you be willing to serve as a Mentor in the future (upon meeting the qualifications)? ___________
OTHER COMMENTS:
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WSOS (We Share Our Services)
EVALUATION FORM
(Mentors)
The North Carolina Association of Municipal Clerks is pleased that you have participated in the “We
Share Our Services” (WSOS) Program for new clerks. To help the committee evaluate this program,
please take a few minutes to answer the questions below. This will enable us to identify any weaknesses
and improve upon them.
Please complete the questionnaire below and return to the designated person within 30 days following
your WSOS Program.
Do you feel the WSOS Program was helpful to the new clerk? __________ If so, in what ways:
1.
2.
3.
How often were your services as Mentor used? ______________________________________________
Were you able to respond in a timely manner with the answers/resources requested? ____________
Did you feel comfortable providing information to the new clerk? __________ If not, why?
____________________________________________________________________________________
Was your Mayor/Council/City Manager supportive of the idea of your providing assistance to another
clerk? __________ If not, why? __________________________________________________________
Do you feel the program should extend beyond one year? ____________
Would you recommend this program to other potential Mentors? __________
What improvements would you suggest to the WSOS Program?
1.
2.
3.
Would you be willing to serve as a Mentor again in the future? ___________

OTHER COMMENTS:
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CLERK OF THE YEAR COMMITTEE

PURPOSE:
The purpose of the Clerk of the Year award is to honor a municipal clerk who has demonstrated
extraordinary individual job performance, commitment to professional development, and to
community involvement, positive on-the-job attitude, and who has brought innovative ideas to
their cities and towns.
COMPOSITION:
Effective with the 2013 Clerk of the Year, John Phelps, the NCLM’s representative to the
NCAMC serving as a non-voting ex-officio, will sit with five anonymous members (one
appointed from each of the four regions and one officer to serve as chairperson) who are
appointed each year by the NCAMC president. This group will meet to select the clerk of the
year. The members of the group will remain anonymous. Clerks serving on this committee do
so with the understanding of confidentiality.
RESPONSIBILITY:
•

The objective of the process is to keep the nominations confidential and the selection does
not come to the NCAMC Board of Directors for approval or for their information.

•

Award selection criteria are similar to the Florida clerks’ association. Candidates are ranked
1-5 (1 the lowest and 5 the highest) and weighed by percentages based on leadership, active
participation in municipal, state, and national associations; innovation sharing with the
Association; demonstrates commitment to professional development; demonstrates
commitment to community involvement; extraordinary individual job performance; and
positive on-the-job attitude.

•

The committee may decide there are no outstanding nominations, and in that situation no
award will be given that year.

•

The committee may decide there is a tie, and in that situation there is a maximum of two
winners per year.

•

The decision of the selection panel is final.

PROCEDURES:
•

The NCAMC will utilize all the various communications methods to announce nominations,
including the newsletter, the Web site, at meetings, (including the Annual Summer
Academy), on the listserv, etc. Award details will be explained at the 2010 Annual Summer
Academy, and nomination forms will be available at that time.

•

Nominations can come from clerks, municipal staff (including managers), elected officials,
etc.
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•

Eligibility for nomination: Nominees must be active members of the NCAMC for at least
four years at the time of the nomination deadline. “Active member” shall be defined as: any
person employed by an incorporated North Carolina municipality who has been sworn in as a
city, town or village clerk, deputy clerk, or assistant clerk, and performs the duties of that
office, regardless of the title they hold in the municipality, pursuant to Article III, Section 1
of the NCAMC Constitution. With the exception of clerks currently serving as an officer of
the NCAMC (Recording Secretary, Second Vice-President, First Vice President, President,
and Immediate Past President), all clerks – including past presidents - are eligible for
consideration.

•

Nominations will be sent to the NCLM representative to the NCAMC (currently John
Phelps).

•

The clerk of the year award will be presented at the NCAMC Annual Summer Academy
beginning in 2011; the winner will be given a plaque with the NCAMC round seal.
o There was discussion about announcing clerks who had been nominated. At its June
8, 2012 meeting, it was the decision of the Board of Directors that only the winner(s)
would be announced at the Annual Banquet and the decision to announce nominees
could be reviewed at a later date.

•

The NCAMC President and the Secretary/Treasurer will work confidentially with the mayor
or appropriate staff person to ensure the winning clerk is at the Annual Summer Academy.
The clerk’s board members will also be invited to attend the Annual Summer Academy at
their own expense.

•

There will not be any complimentary tickets given with the exception of financial hardship.
The NCAMC Secretary/Treasurer and the NCAMC President will work with the staff
representatives of the municipal Clerk of the Year to try to accommodate tickets to the
banquet.

•

NCAMC members may only receive this award once.

OTHER:
The Chairperson, prior to the expiration of his or her term, shall review the portion of the
Association Handbook and furnish the incoming President with written recommendations that
would improve the efficiency of the committee based on experience in working with these
guidelines.
Criteria adopted June 11, 2010; Criteria amended June 08, 2012 and September 8, 2017
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CLERK OF THE YEAR AWARD
NOMINATION FORM

Nominee: ________________________________________________

Title:

________________________________________________

Municipality: ____________________________________________

Nominee must have at least four years of active membership in the NCAMC. Nominee has been
an active member of the NCAMC for ________ Years.

Nomination:
The nomination is based on significant contributions or outstanding service made by the Nominee
in all of the following areas:
1) Leadership (leadership roles in the NCAMC, profession and/or community)

2) Involvement in Professional Associations (contributions made for the betterment of the
professional association [NCAMC, municipal, state and/or national association], positions
held, committee involvement, newsletter contributions, etc.)
3) Innovation (unique initiative to enhance NCAMC, municipality, profession or community)
4) Community Relations (includes involvement in civic, charitable, and church
organizations, positions held, community projects, etc.)
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Supporting Statements:
List other significant offices, honors, and awards Nominee has received.*
Include two (2) letters of support limited to two (2) double-spaced, typed pages.

* Participation on NCAMC committees is maintained by the clerk. Information about a clerk’s
NCAMC involvement may be found on the NCAMC website, Minute-by-Minute Newsletter,
and/or by contacting a neighboring clerk.

Nomination prepared and submitted by:

Name:

Signature

Title:

Municipality:

Mailing Address:

Submittal Deadline: June 1st

Return Nomination Form and all supporting documentation to:
John M. Phelps, II
NCAMC Secretary/Treasurer
150 Fayetteville Street, Suite 300
Raleigh, North Carolina 27601
jphelps@nclm.org
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The draft letter to the NCAMC announcing the award program follows:
Dear Fellow Clerk:
The North Carolina Association of Municipal Clerks is accepting nominations for the
Clerk of the Year award, an annual award presented to an outstanding North Carolina
Clerk or Deputy Clerk at the NCAMC Summer Academy in August.
To be eligible for the award, someone must meet certain criteria as follows:
➢
➢
➢
➢
➢
➢
➢

Active member of the NCAMC for at least four years
Brings innovative ideas to the Association
Active in municipal, state and national associations
Demonstrates commitment to professional development
Demonstrates commitment to community involvement
Extraordinary individual job performance
Positive on the job attitude

A completed nomination form should address the above criteria. You need not be a clerk
to submit a nomination. Nominations will be accepted and encouraged from mayors,
supervisors, presidents, managers, council members, board members, staff, etc.
If you would like to make a nomination for this prestigious award, please complete the
application attached and mail or e-mail by June 1, 2011 to: John Phelps, NCAMC, 150
Fayetteville Street, Suite 300, Raleigh, North Carolina 27601, or jphelps@nclm.org.
Nominees who received the award during the last five years are not eligible. Those
Clerks of the Year were: (2011 will be the first year this award is given)
There may be years in which there are no outstanding nominees. The decision of the
selection panel is final.
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LEAVING A GREEN LEGACY COMMITTEE
PURPOSE:
To implement the planting of a location appropriate tree in the city of the previous year's Clerk of
the Year recipient honoring the Clerk’s service to her municipality, her community and the
NCAMC.
COMPOSITION:
The Leaving A Green Legacy Committee is comprised of six members - two from the Western
part of the State, two from the Eastern part of the State, and two from the Central part of the
State. (Advisor is Second Vice President)
RESPONSIBILITY
To make sure the Clerk of the Year’s municipality is contacted regarding the planning and
implications of the committee’s guidelines.
DUTIES:
1. The Committee will solicit tree donations from nurseries, landscapers, arbor and
beautification associations as needed.
2. The Committee will develop wording for the commemorative plaque and implement the
purchase and installation of the same.
3. The Committee working with appropriate Staff and officials in the designated
municipality to purchase and plant an appropriate tree with the commemorative plaque
honoring the Clerk of the Year recipient in the location of their choosing.
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STATE CERTIFICATION COMMITTEE
PURPOSE:
The North Carolina Certified Municipal Clerks program is a voluntary accreditation program for
North Carolina municipal clerks. It was initiated under the sponsorship of the North Carolina
Association of Municipal Clerks and in cooperation with the School of Government of The
University of North Carolina at Chapel Hill. This program is designed as an alternative to the
Certified Municipal Clerk and Master Municipal Clerk program sponsored by the International
Institute of Municipal Clerks (IIMC); however, municipal clerks will still have the option of
participating in the IIMC programs.
An effort to design such a program evolved from the realization that municipal clerks wanted
educational and professional growth, but limited budgets and reduced staff placed a hardship on
the municipalities.
COMPOSITION:
The State Certification Committee will be comprised of a representative from each of the four
regions and two at large members appointed by the Board of Directors. The diversity of the
membership should include small, medium and large-size municipalities. The First VicePresident, Second Vice-President, and School of Government Advisor shall serve as ex-officios.
The Immediate Past President shall serve as advisor to the committee.
RESPONSIBILITY:
The principal duty of the committee is to work with a representative of the School of
Government, and to examine once a year all applications submitted for Certification designation.
Certification designations will be presented at the Annual Clerks Summer Academy held in
August.
PROCEDURES:
1. Pursuant to the association’s recertification guidelines, the committee will verify all
information submitted by a clerk for recertification and shall recommend recertification
to the Board of Directors in those cases where the requirements for recertification have
been met.
2.

The committee shall recommend to the Board of Directors the amount of fees to be paid
by all applicants for certification or recertification designation. Such fees shall be paid
directly to the person assigned by the Board of Directors to collect the applications, and
the funds shall be made out to the North Carolina Association Municipal Clerks
(NCAMC). In making its recommendation, the committee shall ensure that each fee is
sufficient to cover all investigation expenses, all costs incurred by the School of
Government and billed to the association, and all costs for production of a plaque and/or
other appropriate recognition for the clerk who is receiving the certification or
recertification. The fee may be changed by the Board from time to time upon the
committee’s recommendation.
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3. The committee shall arrange for a plaque and other appropriate recognition for clerks
who are receiving their certification or recertification designation.
4. The Executive Committee of the Board of Directors shall hear any appeals submitted
from an applicant who wishes to challenge the decisions of the committee regarding
certification.

67

CONSTITUTION
NORTH CAROLINA ASSOCIATION OF MUNICIPAL CLERKS

Adopted November 5, 1975
Amended:
October 18, 1977
October 21, 1980
April 8, 1983
January 25, 1984
January 29, 1985
April 10, 1987
August 16, 1991
August 13, 1993
August 16, 1997
August 11, 2001
August 16, 2003
August 18, 2007
January 31, 2013
August 17, 2013
August 23, 2014
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ARTICLE I
NAME AND CREATION
SECTION 1. The name of the organization shall be the North Carolina Association of
Municipal Clerks (hereinafter "Association").
SECTION 2. The Association shall be an unincorporated, non-profit organization and
shall function as an affiliate organization of the North Carolina League of Municipalities
(hereinafter "League") and the School of Government at the University of North
Carolina at Chapel Hill (hereinafter “SOG”). The League is hereby designated as the
secretariat and as such shall perform services for the Association as may from time to
time be mutually agreed upon.
ARTICLE II
PURPOSES
SECTION 1. The purpose of this Association is to provide a professional organization
of city, town and village clerks from across the state, dedicated to excellence in
municipal administration and governance through the continued growth, development
and education of each municipal clerk. It shall provide means whereby efficiency and
improvements may be achieved in the operation of municipal clerks' offices throughout
North Carolina by:
a) Providing and promoting educational and professional development
opportunities for municipal clerks to enhance their knowledge and effectiveness,
in cooperation with the League, the SOG, and the International Institute of
Municipal Clerks (hereinafter “IIMC”).
b) Promoting cooperation among municipal clerks through the interchange of
ideas, experiences and methods of performing the duties of their offices, to the
end that each may profit from the experiences of others.
c) Promoting periodic conferences or meetings of municipal clerks for discussion of
mutual problems, and research to find solutions for same.
d) Promoting a closer business and social union among municipal clerks to better
enable them to uphold the principles of good government and good citizenship.
e) Promoting such other programs and activities as may be of value to enhance the
professionalism and value of the municipal clerks' offices.
ARTICLE III
MEMBERSHIP
SECTION 1.
Honorary.

There shall be three classes of membership:

Active, Associate and

a) Active Member. Any person employed by an incorporated North Carolina
municipality who has been sworn in as city, town or village clerk, deputy clerk,
or assistant clerk and performs the duties of that office, regardless of the title
they hold in the municipality, is eligible for active membership upon payment of
annual dues.
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b) Associate Member. Any previously active member who has left public
employment or changed duties making that person ineligible for active
membership, any person employed by a special purpose entity, lead regional
organization, or unified government, and any person who is interested in the
Association and subscribes to its objectives, shall be eligible for associate
membership upon payment of annual dues. Special purpose entity shall be
defined to include any public authority, special district, or unit of local
government, as defined in the North Carolina Local Government Budget and
Fiscal Control Act, other than an incorporated municipality, with a direct and
significant connection to one or more municipalities and authorized municipal
functions and powers.
c) Honorary Member. A past president of the Association shall automatically
become an honorary member upon retirement from governmental service. The
honorary membership shall be officially conferred at the first annual meeting of
the Association following retirement. In addition, persons who have made such
distinct contributions to the Association that their efforts deserve recognition
shall be eligible for honorary membership. Such honorary memberships shall be
conferred at the annual meeting of the Association, upon recommendation of the
Board of Directors. With the exception of honorary memberships conferred to
Past Presidents, no more than one honorary membership may be conferred in
any one year. Honorary members shall not be required to pay membership dues.
SECTION 2. There shall be annual membership dues of such amount as the Board of
Directors may determine for each active and associate member of this Association.
Dues are assessed on the basis of the fiscal year July 1 through June 30. Members
joining the Association in the last quarter of the fiscal year may postpone payment of
dues until the beginning of the new fiscal year. Membership shall be in the name of the
person holding the office but shall be vested with the municipality or employing entity,
if any. If the person in whose name the membership is recorded becomes dissociated
from the office that qualifies him or her for membership, upon notice to the
Corresponding Secretary/Treasurer, said membership shall be transferred to the
person's successor for the remainder of the fiscal year. In the event that the
membership dues were paid by the individual rather than the municipality or
employing entity, the member may furnish documentation thereof to the
Corresponding Secretary/Treasurer, and the membership will remain in the name of
that individual.
ARTICLE IV
RIGHT TO VOTE AND HOLD OFFICE
SECTION 1. The right to vote is limited to active members only--each active member
having one vote. The right to hold office, serve as committee chair, or serve as the
Association’s representative on the League’s Board of Directors is reserved for active
members only.
ARTICLE V
OFFICERS, BOARD OF DIRECTORS, AND LEAGUE BOARD REPRESENTATIVE
SECTION 1. The governing body of the Association shall consist of the officers and the
Board of Directors as defined herein. References herein to meetings or actions of the
Board of Directors are deemed to refer to the entire governing body unless otherwise
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specified. Members of the governing body have the right to vote on all matters before
the Board, with the exception of the Corresponding Secretary/Treasurer.
SECTION 2. The officers of the Association shall be President, First Vice President,
Second Vice President, Recording Secretary, and Corresponding Secretary/Treasurer.
To be eligible to be elected President, First or Second Vice President or Recording
Secretary, candidates shall have been an active member of the Association for at least
five years and shall have served one full term on the Board of Directors of the
Association. It is desirable but not required that candidates for the aforementioned
offices have achieved CMC designation from the IIMC and NCCMC designation
through the Association. The Corresponding Secretary/Treasurer shall be a staff
representative of the League.
Officers shall serve one year terms. They shall serve until successors are elected and
take office. At each election, the First Vice President shall succeed to President and the
Second Vice President shall succeed to First Vice President.
SECTION 3. Board of Directors. The Association shall be divided into twelve districts,
identical to those established by the League (see attached map), and one director shall
be elected from each district. Candidates for the Board of Directors shall have been
active members of the Association for at least three years. It is desirable but not
required that candidates for the Board of Directors have achieved CMC designation
from the IIMC or NCCMC designation through the Association. Directors shall serve
two-year terms and shall not be eligible to serve more than two successive full terms.
Directors' terms shall be staggered so that no more than six (6) directors are elected each
year. Directors from odd-numbered districts shall be elected in even-numbered years
and directors from even-numbered districts shall be elected in odd-numbered years.
SECTION 4. The immediate Past President of the Association shall serve as a member
of the Board of Directors and shall have the right to vote on all matters. All other Past
Presidents that remain active members of the Association shall be ex-officio members of
the Board without voting rights.
SECTION 5. In the event of a vacancy in the office of President, the First Vice President
shall become President and the Second Vice President shall become First Vice President.
If the Second Vice President position becomes vacant more than ninety (90) days prior
to the date of the next annual meeting, the Board of Directors shall fill the vacancy. If
the vacancy occurs less than ninety (90) days prior to the next annual meeting the
position shall remain vacant until the next annual meeting. Vacancies occurring on the
Board of Directors shall be filled in the same manner.
SECTION 6. The Association’s representative on the Board of Directors of the League
shall have been an active member of the Association for at least five years and shall
have served a full term on the Board of Directors.
ARTICLE VI
DUTIES OF OFFICERS AND BOARD OF DIRECTORS
SECTION 1. General. Except as otherwise provided in the Constitution, the general
powers and duties of the officers of the Association shall be as indicated by the titles of
the offices.
SECTION 2. President. The President: 1) shall be the chief executive officer and the
Chair of the Executive Committee and Board of Directors; 2) shall issue the call for
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regular or special meetings of the Board of Directors and the membership and shall
preside at such meetings; 3) except as provided in Article VIII, Section 1(b), shall
appoint all committees, designate the chairs and serve as an ex-officio member; and 4)
such other duties as may be delegated by the Board of Directors.
SECTION 3. First and Second Vice Presidents. The Vice Presidents shall assist the
President as may be requested and succeed to the duties and privileges of the office
when the President is unable or unavailable to perform the duties. The Vice Presidents
shall be requested to serve in the order of their ranking. The First Vice President shall
serve as advisor and oversee the activities of the Finance Committee and the Program
and Education Committee, and beginning in fiscal year 2015-2016, appoint the Vice
Chair of the Program and Education Committee. The Second Vice President shall serve
as advisor and oversee the activities of all other standing committees.
SECTION 4. Corresponding Secretary/Treasurer. The Corresponding Secretary
/Treasurer: 1) shall keep an accurate record of all Association monies received and
disbursed and report the status of all financial accounts at the annual meeting and such
other times as requested by the Board of Directors; 2) shall perform staff work for the
Association in accordance with the terms of an agreement entered into annually
between the Association and the League; and 3) shall be the custodian of the official
records of the Association and as such shall store the permanent, legal and historical
records as well as pertinent promotional materials in a secure and safe environment
within the offices of the League.
SECTION 5. Recording Secretary. The Recording Secretary: 1) shall maintain a full
and accurate record of Association business meetings and all the meetings of the Board
of Directors; 2) shall be the historian and update the Association history at the end of
each term; and 3) shall assist in the performance of duties of the Corresponding
Secretary/Treasurer if requested.
SECTION 6. Board of Directors. The Board of Directors of the Association shall govern
the affairs of the Association during the period between annual meetings and shall from
time to time make recommendations to the Association concerning the conduct of the
Association's business and affairs. The Board of Directors shall have the authority to fix
and assess dues for membership.
SECTION 7. Executive Committee. The Executive Committee shall be comprised of the
President, the First Vice President, the Second Vice President, the Recording Secretary
and two (2) members of the Board of Directors who shall be elected by vote of the Board
of Directors and shall serve one year terms. The Executive Committee is empowered to
take emergency action required between Board meetings provided that any action so
taken shall be reported to the full Board within forty-eight (48) hours of such action.
Any action so taken shall be presented to the full Board at its next meeting for
ratification or rescission.
ARTICLE VII
ELECTIONS
SECTION 1. The election of officers and directors shall take place at the annual meeting
of the Association. The nominees receiving the highest number of votes cast for the
respective offices shall be declared duly elected.
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SECTION 2. At the annual meeting, the Nominating Committee shall submit a list of
nominees for officers and directors who meet the qualifications for the respective offices
as set forth in the constitution. Additional nominations may be made from the floor.
SECTION 3. The officers and directors shall take the oath of office at the closing event
of the annual meeting and shall begin their terms immediately thereafter.
ARTICLE VIII
COMMITTEES AND DUTIES
SECTION 1. The following standing committees are hereby established:
(a)

Nominating Committee. The Nominating Committee shall be composed of three
active members that are Past Presidents and three active members at large, one of
which shall be a current member of the Board of Directors. The immediate Past
President shall be Chairperson. It shall be the duty of this Committee to
nominate a slate of officers and directors to be presented for election at the
Annual Conference. These nominations shall be reported to the Board of
Directors at the final board meeting prior to the Annual Conference for
informational purposes only and shall be printed in the next issue of the monthly
newsletter following the report.

(b)

Program and Education Committee. The Program and Education Committee, in
cooperation with the League and the SOG, shall plan and coordinate educational
seminars and programs for the enhancement of municipal clerks’ performance
and professionalism. These include programs at all of the official meetings of the
Association, such as the Annual Summer Academy and any Master Municipal
Clerks Academy held in conjunction therewith, the regional academies, and any
programs or activities sponsored by the Association at the League Annual
Conference. The Committee shall assist the SOG in planning of the Clerks’
Certification Institute, the City and County Clerks Academy and Institute, and
any Master Municipal Clerks Academies held in conjunction therewith. The
Committee shall have a Chair and a Vice Chair. For fiscal year 2014-2015, the
Chair and the Vice Chair shall be appointed by the President. For each fiscal
year thereafter, the Chair shall be the individual who served as the Vice Chair in
the immediately preceding fiscal year. Beginning in fiscal year 2015-2016, the
Vice Chair shall be appointed by the First Vice President. In the event that a Vice
Chair is not able to serve as Chair or the position of Chair becomes vacant, the
President shall, as applicable, appoint the Chair or fill the vacancy.

(c)

Finance Committee. The Finance Committee shall be composed of four
members, one of which shall be a member of the Board of Directors, two
members of the Association at large, and the Corresponding
Secretary/Treasurer. The committee shall prepare a balanced operating budget
for the Association annually, arrange an annual audit and assist the
Corresponding Secretary/Treasurer in administering the financial affairs. The
Board of Directors shall adopt the budget at the final Board meeting prior to the
annual meeting.

(d)

Annual Conference Site Selection Committee. The Site Selection Committee shall
investigate and make recommendations to the Board of Directors for the best
possible location for the Association's Annual Summer Academy utilizing the
criteria outlined in the Municipal Clerks Handbook. This committee shall
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include a staff representative of the League, a director from the region where the
conference is to be held and at least one other clerk from that region.
(e)

Membership Committee. The Membership Committee shall recruit and promote
membership in the Association and the IIMC. It shall be composed of a general
chair appointed from the membership at large, one (1) representative from each
of the twelve districts and the IIMC membership representative(s).

(f)

State Certification Committee. The State Certification Committee shall be
comprised of a representative from each of the four regions and two at large
members appointed by the Board of Directors. The First Vice President, Second
Vice President and a representative of the School of Government shall serve as
ex-officio voting members and the Immediate Past President shall serve as
advisor. Each year the committee shall examine all applications submitted for
Certification designations and otherwise assist in the administration of the North
Carolina Certified Municipal Clerk certification and recertification process.

(g)

Website Committee. The Website Committee shall be comprised of at least three
members who are appointed by the President. The committee will keep the
Association’s website up to date with the events that have happened during the
year.

(h)

Leaving a Green Legacy Committee. The Green Legacy Committee shall be
comprised of six members as follows: two from the western part of the State, two
from the eastern part of the State, and two from the central part of the State. The
committee shall facilitate the planting of a tree honoring the recipient of the
Clerk of the Year award within the jurisdiction of the employing municipality of
the recipient.

(i)

We Share Our Services Committee. The We Share Our Services (‘WSOS”)
Committee shall be comprised of one member from each of the four regions and
a chairperson. The committee shall publicize and promote the WSOS program,
recruit experienced clerks to serve as mentors, match new clerks with
appropriate mentors and monitor the mentoring relationship.

SECTION 2. Committee recommendations shall be reported to the Board of Directors
for review and recommendation for final action. This provision shall not be applicable
to the Nominating Committee, which shall report as specified in Section 1(a) of this
Article.
SECTION 3. The President may create such other committees as may be deemed
necessary for the orderly and efficient conduct of the Association's business.
SECTION 4. Active, associate and honorary members may serve on committees;
provided, however, that only active members shall be eligible to serve as committee
chairperson.
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ARTICLE IX
MEETINGS
SECTION 1. The Association shall hold two business meetings during the year. The
annual business meeting shall be held in conjunction with and as a part of the Annual
Summer Academy each year. The other business meeting shall be held during the
Annual City and County Clerks Academy and Institute sponsored by the SOG.
SECTION 2. Special business meetings may be called by the President, the First Vice
President, or a majority of the Board of Directors. Written notice of any meeting so
called shall be delivered to the entire membership and governing body at least thirty
(30) days in advance of the meeting. The notice may be delivered by mail, facsimile, or
electronic mail. If mailed, such notice will be deemed to be delivered when deposited
in the United States mail in a sealed addressed envelope, with postage prepaid. The
notice shall state the purpose of the meeting and only such business as specified may be
transacted.
SECTION 3. The Board of Directors shall meet at least quarterly. Written notice of the
time and place shall be given to the directors and officers and the past presidents that
remain active members at least ten (10) days in advance of the meeting. The notice may
be delivered by mail, facsimile, or electronic mail. If mailed, such notice will be deemed
to be delivered when deposited in the United States mail in a sealed addressed
envelope, with postage prepaid.
SECTION 4. Special meetings of the Board of Directors may be called by the President,
the First Vice President, or two members of the Board. Written notice of any meeting so
called shall be given to the directors and, officers and the past presidents that remain
active members at least forty-eight (48) hours in advance. The notice may be delivered
by mail, facsimile, or electronic mail. If mailed, such notice will be deemed to be
delivered when deposited in the United States mail in a sealed addressed envelope,
with postage prepaid.
SECTION 5. Meetings shall be governed by “Suggested Rules of Procedure for Small
Local Government Boards” published by the SOG.
SECTION 6. Any one or more, or all the members of the Board of Directors may
participate in any Board meeting by, or conduct the meeting through the use of, any
means of communication by which all members of the Board participating may
simultaneously hear each other during the meeting. Prior to conducting a meeting
pursuant to this section, the Board of Directors shall adopt rules of procedure governing
Board members’ participation in, and the conduct of, such meetings. The Board shall
review the rules of procedure each year at the time of its first meeting subsequent to the
annual business meeting and, at such time, may modify or rescind the rules as it may
deem appropriate.
ARTICLE X
QUORUM
SECTION 1. A majority of the actual membership of the governing body, excluding the
Corresponding Secretary/Treasurer and any vacant seats, shall constitute a quorum
sufficient for the conduct of the business of the Board of Directors. The affirmative vote
of a majority of those present, a quorum being present, shall be sufficient to carry any
question being voted upon. A member of the Board of Directors participating in a
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meeting by simultaneous communication as authorized by Article IX, Section 6 is
deemed to be present in person at the meeting.
SECTION 2. In the event a quorum of the governing body then holding office cannot be
obtained for a regular or special meeting, and it is urgent that particular matters of
business be taken up, those Officers and Directors present may take action, subject to
approval or rescission by a majority of the governing body at its next meeting.
SECTION 3. Ten percent (10%) of the active members of the Association shall constitute
a quorum sufficient for the conduct of business of the Association. The affirmative vote
of a majority of those present, a quorum being present, shall be sufficient to carry any
question being voted upon.
ARTICLE XI
AMENDMENTS
SECTION 1. The Constitution may be amended by a vote of active members, present
and voting at any regular business meeting of the Association pursuant to Article IX,
Section 1. However, no amendments shall be voted upon unless and until a copy of the
proposed amendments shall have been furnished to each active member of the
Association and to the Executive Director of the League at least thirty (30) days in
advance of the meeting. A quorum being present, an affirmative vote of a majority of
the active members present shall be sufficient to adopt such amendments.
ARTICLE XII
DISSOLUTION
Upon dissolution of the Association, the governing body shall, after paying or making
provisions for the payment of all liabilities of the Association, distribute all of the net
assets of the Association for one or more exempt purposes within the meaning of
Section 501(c)(3) of the Internal Revenue Code of 1986, as amended, or the
corresponding section of any future federal tax code, or shall distribute such assets to
the federal government, or to a state or local government, for a public purpose. Any
such assets not so distributed shall be disposed of by a court of competent jurisdiction
of the county in which the principal office of the Association is then located, exclusively
for such purposes or to such organization or organizations, as the court shall determine,
which are organized and operated exclusively for such purposes.
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EXPENSE REIMBURSEMENT POLICY
Purpose and Intent
This policy establishes eligible reimbursable expenses for the North Carolina Association of
Municipal Clerks (NCAMC). This policy provides:
1. clear guidelines and processes that consider all stakeholders and are fair, practical and
easy to administer;
2. a high level of accountability to the NCAMC; and
3. cost-consciousness to the members and municipalities that support the NCAMC.
Expenses not specifically outlined in this policy are not reimbursable unless prior approval
(before the expenses are actually incurred) is granted by the NCAMC Board of Directors.

Eligible Officials
The eligible officials described below qualify for expense reimbursement according to this
policy.
NCAMC President
The NCAMC values the professional service and leadership that its president provides
to the association and its members. The NCAMC expects its president to represent the
association at specific NCAMC and IIMC events. The NCAMC does not expect its
president to incur personal expenses to carry out these NCAMC official duties. Neither
does the NCAMC expect the president’s municipality to bear all of these expenses.
Reimbursement will be provided to NCAMC president according to the chart included
in this policy.
International Institute of Municipal Clerks (IIMC) President and IIMC Region III
Directors
The NCAMC enjoys and greatly values the relationship it shares with IIMC. Currently,
the NCAMC depends solely on the IIMC for the professional certifications of our
members in conjunction and cooperation with the School of Government at the
University of North Carolina at Chapel Hill and the North Carolina League of
Municipalities. While there is no official role for IIMC representatives at the NCAMC
Annual Conference, the NCAMC acknowledges the importance of providing IIMC
representatives and NCAMC members the opportunity to meet and mingle and share
information. This provides a vital connection to both organizations and provides the
opportunity for IIMC representatives to meet constituents face-to-face on a more
personal level.
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The NCAMC President will issue an invitation to the IIMC President and the two IIMC
District III Directors to attend the NCAMC annual conference and the IIMC Region III
Meeting when NC is the host and will provide them with the NCAMC expense policy.
The NCAMC President-elect determines who will be involved in the officer installation
ceremony at the annual conference and may invite the IIMC representatives to
participate.
Reimbursement will be provided to IIMC representatives according to the chart
included in this policy.
North Carolina League of Municipalities and School of Government Liaisons
The North Carolina League of Municipalities (NCLM) and the School of Government
(SOG) provide valuable support and guidance to the NCAMC on a daily basis. It is
important that these affiliate organizations maintain a global knowledge in order to
effectively support the clerk’s role in government. Therefore, it is the intent of this
policy to provide fair and practical guidelines for eligible reimbursable expenses to
these organizations. Reimbursement will be provided to NCLM and SOG liaisons to
the NCAMC according to the chart included in this policy.
Speakers/Presenters at NCAMC Events
Because each situation may be unique, the expenses of speakers/presenters at NCAMC
events shall be reimbursed based on a pre-approved contractual agreement between the
speaker/presenter and the NCAMC treasurer.

General Guidelines
Individuals for whom expenses are reimbursed are expected to exercise the same care in
incurring expenses that a prudent person would exercise when traveling on personal business and
expending personal funds. Excessive costs, indirect travel routes, luxury accommodations, and
services unnecessary or unjustified are not reimbursable under this policy.
Refer to the chart herein for a list of all reimbursable expenses for eligible officials. Some
examples of allowable expenses include: registration fee (unless “comped” up-front according to
the chart), mileage/airfare, meals not included in registration fee (excluding alcoholic beverages)
and lodging. The mileage reimbursement rate is based on current IRS regulations.
All officials are responsible for their guest(s) expenses. Master Municipal Clerk Academy
(MMCA) registration is not waived for any official, and each official is responsible for all
expenses associated with the MMCA program.
The NCAMC reimbursement will not exceed the actual expenses.
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If registration is comped, the eligible official should submit the registration form to the
appropriate party (as stated on the registration form), and should write or type “COMPED BY
NCAMC” at the top of the form. The NCAMC treasurer will confirm that this is accurate
according to this policy.
If the lodging is comped, then the NCAMC president should communicate this to the NCAMC
treasurer to arrange for the appropriate lodging accommodations.

Expense Reimbursement Process
To ensure efficient and effective administration of this policy, the following process for
reimbursement is established:
1. either the eligible official’s municipality or the eligible official pays the expenses upfront;
2. within 30 days of incurring the expenses, the eligible official submits the appropriate
NCAMC expense reimbursement form and all receipts, excluding mileage, to the
NCAMC treasurer;
3. within 30 days of receiving the expense reimbursement request, the NCAMC reimburses
the eligible official’s municipality or the eligible official for the allowable expenses
according to this policy.
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Chart of NCAMC Eligible Reimbursable Expenses
NOTE: In all instances where the NCAMC comps the hotel or allows a specified monetary amount for reimbursement for hotel expenses, it is appropriate for the
eligible official’s hotel stay to begin the evening prior to the first day of the event if warranted by travel distance.

NCAMC Annual
Conference

NCAMC President

IIMC President

IIMC District III
Directors

NCAMC Affiliate:
School of Government

N/A

Comp hotel and
Comp registration
and
• Reimburse all
eligible expenses
not covered in
registration fee
Reimburse mileage

NCAMC Affiliate: NC
League of
Municipalities
• Comp hotel and
• Comp registration
and
• Reimburse all
eligible expenses
not covered in
registration fee
Reimburse mileage

•
•

• Comp hotel and
• Comp registration

• Comp registration

•
•

Reimburse up to $500
(including mileage)

N/A

•

Comp registration
and
reimburse up to
$1,200 TOTAL for
all four schools
(includes mileage)

N/A

N/A

N/A

N/A

Reimburse up to
$6,000 actual
conference expenses
(including
mileage/transportation
costs)

N/A

N/A

•

•
•

•
•

•

School of Government
Annual City/County
Clerk’s School
NCAMC Regional
Schools

•

IIMC Annual
Conference

IIMC Regional Meeting
in NC

•

Comp hotel and
Comp registration
and
Reimburse mileage

comp hotel and
comp registration
and
reimburse mileage

•

Comp hotel and
Comp registration

Comp registration

•
•
•
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Reimburse up to
$750 if not a
speaker at
conference or
Reimburse up to
$400 if a speaker
at conference (the
reduced amount
recognizes IIMC’s
commitment as a
financial partner
for speaker fee
allowance)
Comp hotel and
comp registration
and
reimburse mileage

•

•

•
•
•

Reimburse up to
$750 if not a
speaker at
conference or
Reimburse up to
$400 if a speaker
at conference (the
reduced amount
recognizes IIMC’s
commitment as a
financial partner
for speaker fee
allowance)
Comp hotel and
comp registration
and
reimburse mileage

IIMC Regional Meeting
Outside of NC

Miscellaneous
Expenses

NCAMC President

IIMC President

IIMC District III
Directors

NCAMC Affiliate:
School of Government

Reimburse up to
$1,500 (including
mileage /
transportation costs)
Reimburse reasonable
costs for the following
if the president
chooses to recognize
NCAMC leaders in this
manner at the annual
conference:
• Certificate paper or
paper for printing
certificates for
NCAMC board
members and
committee chairs
and committee
members AND
• Presentation folders
for certificates noted
above

N/A

N/A

Reimburse up to $400

NCAMC Affiliate: NC
League of
Municipalities
Reimburse up to $400

N/A

N/A

N/A

N/A

Other miscellaneous
expenses incurred by
the president to
recognize NCAMC
leaders are not
reimbursable.
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REQUEST FOR REIMBURSEMENT OF ELIGIBLE EXPENSES
FOR QUALIFYING OFFICIALS

Name:
Telephone:

Email:

Expense was incurred in my capacity as (check one):
NCAMC President
IIMC President
Speaker/Presenter
School of Gov’t Liaison

IIMC Region III Rep.
NCLM Liaison/Staff

Reason for Travel:
Date/Destination(s) of Travel:
Eligible Expenses (do not include expenses that were “comped”):
Registration:
Meals (not included in registration):
Mileage (at current IRS rate):
_____________miles x ___________ (rate)
Airfare:
Lodging:
Other (please specify):
TOTAL ELIGIBLE EXPENSES:
Amount to be reimbursed by NCAMC (per travel policy limits):

$
$
$
$
$
$
$
$

I paid these expenses personally and have not been reimbursed by my employer or other
agency. I certify by my signature below that the expenses claimed will not be submitted for
reimbursement from any source other than NCAMC. Please make reimbursement payable
directly to me (specify your name and address):
Name:
Address:
My employer paid these expenses. Please make reimbursement payable to the following
(specify employer’s name and address):
Name:
Address:
I certify that the above is true and complete to the best of my knowledge.
Signature

Date

Please attach receipts for all eligible expenses except for personal car mileage and submit within
30 days of incurring expenses to:
John M. Phelps, II, NCAMC, 150 Fayetteville Street, Suite 300 Raleigh, NC 27601
jphelps@nclm.org
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MEMBERSHIP DUES POLICY

Effective July 1, 2018, it will be the policy of the Association that annual membership dues will
be as follows:
$70.00 per year for all Clerks, including Deputy and Assistant Clerks and all other job titles
$25.00 per year for Retired Clerks
Honorary Members remain exempt from dues payments
Dues are not prorated. However, in the event that application for membership is made after
March 31st of any year, the applicant will be added to the Association’s mailing list but will not
be billed for annual dues until the new fiscal year.
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MEMORIAL POLICY
Death in Member’s Family
It will be the policy of the Association to acknowledge in the Minute by Minute newsletter a
death that occurs in a member’s family.
When the death is an immediate family member (mother, father, spouse or child), a memorial
resolution will be presented to the Clerk at the Annual Conference.
In the event of a death in a member’s family, notification to the President will be the
responsibility of the member.
Death of Member or Former Member
It will be the policy of the Association to acknowledge in the Minute by Minute newsletter the
death of members and former members of the Association.
Death of Current or Former Officers, Directors and Honorary Members
When the President receives notification within three months of the death of a current or former
officer, director or honorary member of the Association, a donation of $100 shall be made to
either the Association’s Green Legacy Fund or Scholarship Fund as determined by the Board.
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NCAMC PAST PRESIDENTS

1975-77
1977-79
1979-80
1980-81
1981-82
1982-83
1983-84
1984-85
1985-86
1986-87
1987-88
1988-89
1989-90
1990-91
1991-92
1992-93
1993-94
1994-95
1995-96
1996-97
1997-98
1998-99
1999-00
2000-01
2001-02
2002-03
2003-04
2004-05
2005-06
2006-07
2007-08
2008-09
2009-10
2010-11
2011-12
2012-13
2013-14
2014-15
2015-16
2016-17
2017-18

Margaret Rollins
Lewis Cutright
Bill Hemmingway
Opal Hahn
Sadie Whitfield
Sanford Aydlett
Lois Worthington
Jean Bailey
Connie Hardee
Betty Fortner
Betty Childress
Mary Lou Rand
Gail Smith
Pat Sharkey
Corinne Geer
Peggy Boone
Glenda Sansosti
Marie Matthews
Vickie Weant
Connie Spell
Sabrina Guy
Janice Thomas
Beth Hamrick
Pat Brunell
Wanda Elks
Eva Brown
Dianne Pierce
Janet Anderson
Lisa Vierling
Beverly Bigley
Josann Campanello
Penelope Spicer-Sidbury
Dolores “Dee” A. Hammond
Carmen K. Miracle
Sherry L. Scoggins
Kim Worley
Dale F. Martin
Stephanie C. Kelly
Jeanne M. Giblin
Dora K. Moore
Elaine Faison Hunt

I

Durham
Winston-Salem
Jacksonville
Brevard
Goldsboro
Elizabeth City
Greenville
Rocky Mount
Nags Head
Clinton
Laurinburg
Garner
Raleigh
Charlotte
Pine Knoll Shores
Kinston
Brevard
Winston-Salem
Concord
Stedman
Jacksonville
Foxfire Village
Mint Hill
Oak Island
Greenville
Richlands
Elizabeth City
Franklin
High Point
Indian Beach
Saint James
Wilmington
Laurinburg
Jacksonville
Clayton
Franklinton
Kernersville
Charlotte
Morehead City
Rural Hall
Clinton

NORTH CAROLINA ASSOCIATION OF MUNICIPAL CLERKS
HONORARY MEMBERS
Date Awarded
1.

S. Leigh Wilson
(deceased)

N.C. League of Municipalities

April 25, 1985

2.

John Sanders

Institute of Government

April 25, 1985

3.

Margaret Rollins
(deceased)

President, 1975-77
City of Durham

April 25, 1985

4.

Lewis Cutright

President, 1977-79
City of Winston-Salem

April 25, 1985

5.

Opal Hahn
(deceased)

President, 1980-81
City of Brevard

April 25, 1985

6.

Sanford Aydlett
(deceased)

President, 1982-83
City of Elizabeth City

April 12, 1986

7.

Virginia Poole Going

N.C. League of Municipalities

April 12, 1986

8.

C. W. Hemmingway

President, 1979-80
City of Jacksonville

August 5, 1988

9.

A. Fleming Bell, II

Institute of Government

August 5, 1988

10.

Warren J. Wicker
(deceased)

Institute of Government

August 17, 1991

11.

Lois Worthington
(deceased)

President, 1983-84
City of Greenville

August 17, 1991

12.

Pat Sharkey
(deceased)

President, 1990-91
City of Charlotte

August 8, 1992

13.

Sadie Whitfield

President, 1981-82
City of Goldsboro

August 14, 1993

14.

Dale Barstow

Municipal Code Corporation

August 14, 1993

15.

Frances L. Kincaid
(deceased)

City of Conover

August 11, 1995

16.

Corinne Webb Geer
(deceased)

President, 1991-92
Town of Pine Knoll Shores

August 11, 1995

17.

Constance Hardee

President, 1985-86
Town of Nags Head

August 10, 1996

II

18.

Marie Matthews

President, 1994-95
City of Winston-Salem

August 16, 1997

19.

Janet Edwards

Institute of Government

August 16, 1997

20.

Peggy Boone

President, 1992-93
City of Kinston

August 8, 1998

21.

Betty Childress

President, 1987-88
City of Laurinburg

August 14, 1999

22.

Mary Jackson
(deceased)

Town of Williamston

August 14, 1999

23.

Sabrina M. Guy

President, 1997-98
City of Jacksonville

August 12, 2000

24.

Patricia P. Simmons

City of High Point

August 11, 2001

25.

Elmar N. Holmes

Town of Louisburg

August 24, 2002

26.

Kimberly S. Hibbard

N.C. League of Municipalities

August 14, 2004

27.

Vickie Weant

President, 1995-96
City of Concord

August 19, 2006

28.

Patricia Williams

City of Hickory

August 19, 2006

29.

Mary Lou Todd

Town of Garner
President, 1988-89

August 18, 2007

30.

Magdalen Burleson

City of Asheville

August 18, 2007

31.

Betty Fortner

City of Clinton
President, 1986-87

August 16, 2008

32.

Phyllis Register

Town of Hope Mills

August 16, 2008

33.

Janice Thomas

Village of Foxfire Village
President, 1998-99

August 15, 2009

34.

Pat Brunell

Town of Oak Island
President, 2000-01

August 15, 2009

35.

Beverly Bigley

Town of Indian Beach
President, 2006-07

August 15, 2009

36.

Juanita Cooper

City of Greensboro

August 15, 2009

37.

Glenda Sansosti

City of Brevard
President, 1993-94

August 14, 2010

III

38.

Eva Brown

Town of Richlands
President, 2002-03

August 14, 2010

39.

Wanda Elks

City of Greenville
President, 2001-02

August 14, 2010

40.

Johnsye Lunsford

City of Rockingham

August 14, 2010

41.

Connie F. Spell

Town of Stedman
President, 1996-97

August 13, 2011

42.

Athena V. Banks

N.C. League of Municipalities

August 13, 2011

43.

Dolores “Dee” A.
Hammond

City of Laurinburg
President, 2009-10

August 18, 2012

44.

Frieda Van Allen

Town of Boone

August 18, 2012

45.

Jean M. Bailey

City of Rocky Mount
President, 1984-85

August 17, 2013

46.

Beth Q. Hamrick

Town of Mint Hill
President, 1999-2000

August 17, 2013

47.

Richard C. Fromeyer

American Legal Publishing

August 17, 2013

48.

Sue Rowland

Town of Cary

August 23, 2014

49.

Janet A. Anderson

Town of Franklin
President, 2004-05

August 15, 2015

50.

Josann A. Campanello

Town of St. James
President, 2007-08

August 15, 2015

51.

Dale F. Martin

Town of Kernersville
President, 2013-14

August 15, 2015

52.

John M. Phelps, II

N.C. League of Municipalities

August 15, 2015

53.

Jeanne M. Giblin

Town of Morehead City
President, 2015-16

August 19, 2017

54.

Jayne Danner

Town of Kernersville

August 19, 2017

55.

Myra Heard

City of Salisbury

August 18, 2018

IV

NORTH CAROLINA ASSOCIATION OF MUNICIPAL CLERKS
CLERK OF THE YEAR AWARD
RECIPIENTS
Date Awarded

1.

Angela G. Stadler

City of Reidsville

August 13, 2011

2.

Sue Rowland

Town of Cary

August 18, 2012

3.

Jennifer Larson

Town of Fairmont

August 17, 2013

4.

Dora Moore

Town of Rural Hall

August 23, 2014

5.

Carmen K. Miracle

City of Jacksonville

August 15, 2015

6.

Betsey Richardson

City of Greensboro

August 20, 2016

7.

Sylvia J. Holleman

Town of Wrightsville Beach

August 19, 2017

8.

Joyce M. Walker

Town of Lewisville

August 18, 2018

V

Districts and Regions
The Association has twelve districts as delineated on the map below. Each region is made up of
three districts.

Region 1:
Region 2:
Region 3:
Region 4:

Districts 1, 2, 3
Districts 4, 5, 6
Districts 7, 8, 9
Districts 10, 11, 12

VI

List of Active Incorporated Municipalities in Each League District
of the N.C. League of Municipalities
DISTRICT I
(Counties: Bertie, Camden, Chowan, Currituck, Dare, Gates, Hertford, Martin, Pasquotank,
Perquimans, Tyrrell, Washington)
Ahoskie
Askewville
Aulander
Bear Grass
Cofield
Colerain
Columbia
Como
Creswell
Duck

Edenton
Elizabeth City
Everetts
Gatesville
Hamilton
Harrellsville
Hassell
Hertford
Jamesville
Kelford

Kill Devil Hills
Kitty Hawk
Lewiston-Woodville
Manteo
Murfreesboro
Nags Head
Oak City
Parmele
Plymouth
Powellsville

Robersonville
Roper
Roxobel
Southern Shores
Williamston
Windsor
Winfall
Winton

DISTRICT II
(Counties: Beaufort, Carteret, Craven, Hyde, Jones, Onslow, Pamlico)
Alliance
**Arapahoe
Atlantic Beach
Aurora
Bath
Bayboro
Beaufort
Belhaven
Bogue
Bridgeton
Cape Carteret

Cedar Point
Chocowinity
Cove City
Dover
Emerald Isle
Grantsboro
Havelock
Holly Ridge
Indian Beach
Jacksonville
Maysville

Mesic
Minnesott Beach
Morehead City
New Bern
Newport
North Topsail Beach
Oriental
Pantego
**Peletier
Pine Knoll Shores
Pollocksville

Richlands
River Bend
Stonewall
Swansboro
Trenton
Trent Woods
Vanceboro
Vandemere
Washington
Washington Park

DISTRICT III
(Counties: Bladen, Brunswick, Columbus, Duplin, New Hanover, Pender, Sampson)
Atkinson
Autryville
Bald Head Island
Belville
Beulaville
Bladenboro
Boardman
Boiling Spring Lakes
Bolivia
Bolton
Brunswick
Burgaw
Calabash
Calypso
Carolina Beach
Carolina Shores

Caswell Beach
Cerro Gordo
Chadbourn
Clarkton
Clinton
Dublin
East Arcadia
Elizabethtown
Fair Bluff
Faison
Garland
Greenevers
Harrells
Holden Beach
Kenansville
Kure Beach

Lake Waccamaw
Leland
Magnolia
Navassa
Newton Grove
Northwest
Oak Island
Ocean Isle Beach
Roseboro
Rose Hill
Saint Helena
Salemburg
Sandy Creek
Sandyfield
Shallotte
Southport

** Not a Member of North Carolina League of Municipalities
VII

St. James
Sunset Beach
Surf City
Tabor City
Tar Heel
Teachey
Topsail Beach
Turkey
Varnumtown
Wallace
Warsaw
Watha
White Lake
Whiteville
Wilmington
Wrightsville Beach

DISTRICT IV
(Counties: Greene, Johnston, Lenoir, Pitt, Wayne, Wilson)
Archer Lodge
Ayden
Benson
Bethel
Black Creek
Clayton
Elm City
Eureka
**Falkland
Farmville
Fountain

Four Oaks
Fremont
Goldsboro
Greenville
Grifton
Grimesland
Hookerton
Kenly
Kinston
La Grange
Lucama

Micro
Mount Olive
Pikeville
Pine Level
Pink Hill
Princeton
Saratoga
Selma
Seven Springs
Sharpsburg
Simpson

Sims
Smithfield
Snow Hill
Stantonsburg
Walnut Creek
Walstonburg
Wilson
Wilson’s Mills
Winterville

DISTRICT V
(Counties: Edgecombe, Franklin, Halifax, Nash, Northampton, Warren)
Bailey
Bunn
Castalia
**Centerville
Conetoe
Conway
Dortches
Enfield
Franklinton
Garysburg
Gaston

Halifax
Hobgood
Jackson
Lasker
Leggett
Littleton
Louisburg
Macclesfield
**Macon
Middlesex
Momeyer

Nashville
Norlina
Pinetops
Princeville
Red Oak
Rich Square
Roanoke Rapids
Rocky Mount
Scotland Neck
Seaboard
Severn

Speed
Spring Hope
Tarboro
Warrenton
Weldon
Whitakers
Woodland
Youngsville

DISTRICT VI
(Counties: Alamance, Caswell, Chatham, Durham, Granville, Orange, Person, Vance, Wake)
Alamance
Apex
Butner
Burlington
Carrboro
Cary
Chapel Hill
Creedmoor
Durham
Elon

Fuquay-Varina
Garner
Gibsonville
Goldston
Graham
Green Level
Haw River
Henderson
Hillsborough
Holly Springs

** Not a Member of North Carolina League of Municipalities

Kittrell
Knightdale
Mebane
Middleburg
Milton
Morrisville
Ossipee
Oxford
Pittsboro
Raleigh

Rolesville
Roxboro
Siler City
Stem
Stovall
**Swepsonville
Wake Forest
Wendell
Yanceyville
Zebulon

DISTRICT VII
(Counties: Cumberland, Harnett, Hoke, Lee, Moore, Robeson, Scotland)
Aberdeen
Angier
Broadway
Cameron
Carthage
Coats
Dunn
East Laurinburg
Eastover
Erwin
Fairmont
Falcon

Fayetteville
Foxfire Village
Gibson
Godwin
Hope Mills
Laurinburg
Lillington
Linden
Lumber Bridge
Lumberton
**Marietta
Maxton

McDonald
**Orrum
Parkton
Pembroke
Pinebluff
Pinehurst
Proctorville
Raeford
Raynham
Red Springs
Rennert
Robbins

Rowland
St. Pauls
Sanford
Southern Pines
Spring Lake
Stedman
Taylortown
Vass
Wade
Wagram
Whispering Pines

DISTRICT VIII
(Counties: Anson, Cabarrus, Mecklenburg, Montgomery, Richmond, Stanly, Union)
Albemarle
Ansonville
Badin
Biscoe
Candor
Charlotte
Concord
Cornelius
Davidson
Dobbins Heights
Ellerbe
Fairview
Hamlet
Harrisburg

Hemby Bridge
Hoffman
Huntersville
Indian Trail
Kannapolis
Lake Park
Lilesville
Locust
Marshville
Marvin
Matthews
McFarlan
Midland
Mineral Springs

Mint Hill
Misenheimer
Monroe
Morven
Mount Gilead
Mount Pleasant
New London
**Norman
Norwood
Oakboro
Peachland
Pineville
Polkton
Red Cross

Richfield
Rockingham
Stallings
Stanfield
Star
Troy
Unionville
Wadesboro
Waxhaw
Weddington
Wesley Chapel
Wingate

DISTRICT IX
(Counties: Davidson, Davie, Forsyth, Guilford, Randolph, Rockingham, Rowan, Stokes)
Archdale
Asheboro
Bethania
Bermuda Run
China Grove
Clemmons
Cleveland
Cooleemee
Danbury
Denton
East Spencer
Eden
Faith

Franklinville
Granite Quarry
Greensboro
High Point
Jamestown
Kernersville
King
Landis
Lewisville
Lexington
Liberty
Madison
Mayodan

** Not a Member of North Carolina League of Municipalities

Midway
Mocksville
Oak Ridge
Pleasant Garden
Ramseur
Randleman
Reidsville
Rockwell
Rural Hall
Salisbury
Seagrove
Sedalia
Spencer

Staley
Stokesdale
Stoneville
Summerfield
Thomasville
Tobaccoville
Trinity
Wallburg
Walkertown
Walnut Cove
**Wentworth
Whitsett
Winston-Salem

DISTRICT X
(Counties: Alexander, Alleghany, Ashe, Avery, Caldwell, Iredell, Surry, Watauga, Wilkes, Yadkin)
Arlington
Banner Elk
Beech Mountain
Blowing Rock
Boone
Boonville
Cajah’s Mountain
Cedar Rock
Crossnore
Dobson

East Bend
Elkin
Elk Park
Gamewell
Grandfather Village
Granite Falls
Harmony
Hudson
Jefferson
Jonesville

Lansing
Lenoir
Love Valley
Mooresville
Mount Airy
Newland
North Wilkesboro
Pilot Mountain
Rhodhiss
Ronda

Sawmills
Seven Devils
Sparta
Statesville
Sugar Mountain
Taylorsville
Troutman
West Jefferson
Wilkesboro
Yadkinville

DISTRICT XI
(Counties: Burke, Catawba, Cleveland, Gaston, Lincoln, McDowell, Rutherford)
Belmont
Belwood
Bessemer City
Boiling Springs
Bostic
Brookford
Casar
Catawba
Cherryville
Chimney Rock Village

Claremont
Connelly Springs
Conover
Cramerton

Dallas
Drexel
Earl
Ellenboro
Fallston
Forest City
Gastonia
Glen Alpine
Grover
Hickory
High Shoals
Hildebran
Kings Mountain
Kingstown

Lake Lure
Lattimore
Lawndale
Lincolnton
Long View
Lowell
Maiden
Marion
McAdenville
Mooresboro
Morganton
Mount Holly
Newton
Old Fort

**Patterson Springs
Polkville
Ranlo
Ruth
Rutherford College
Rutherfordton
Shelby
Spencer Mountain
Spindale
Stanly
Valdese
Waco

DISTRICT XII
(Counties: Buncombe, Cherokee, Clay, Graham, Haywood, Henderson, Jackson, Macon, Madison,
Mitchell, Polk, Swain, Transylvania, Yancey)
Andrews
Asheville
Bakersville
Biltmore Forest
Black Mountain
Brevard
Bryson City
Burnsville
Canton
Clyde

Columbus
Dillsboro
Flat Rock
Fletcher
Fontana Dam
Forest Hills
Franklin
Hayesville
Hendersonville
Highlands

** Not a Member of North Carolina League of Municipalities
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Hot Springs
Lake Santeetlah
Laurel Park
Maggie Valley
Mars Hill
Marshall
Mills River
Montreat
Murphy
Robbinsville

Rosman
Saluda
Spruce Pine
Sylva
Tryon
Waynesville
Weaverville
Webster
Woodfin

