MISSISSIPPI MUNICIPAL CLERKS AND COLLECTORS’ ASSOCIATION
BUSINESS MEETING
JUNE 28, 2023
BE IT REMEMBERED that a business Meeting of the Mississippi Municipal Clerks and

Collectors Association was begun and held at the Summer Conference held in Gulfport,

Mississippi on Wednesday, June 28, 2023, at 3:30 P. M.

The President, Katie Harbin called the meeting to order, and Secretary, Leslie Thompson opened
with the invocation.
President Katie Harbin Recognized new Clerks.

President Katie Harbin recognized the retired Clerks.

ORDER TO ACCEPT MEETING MINUTES

There next came on for consideration the matter of approving the Meeting Minutes from
the April 26, 2023 Executive Meeting and the April 28, 2023 Business Meeting. The Association
was advised to go to the website (www.Mississppiclerks.com) to review the minutes.

ORDERED this the 28" day of June 2023, upon a motion by Central District Trustee,

Penny Spears, seconded by City Clerk, Angela Harris, with all members present voting “AYE”.

ORDER TO APPROVE THE FINANCIAL STATEMENT

There next came on for consideration the matter of approving the financial statement from
Treasurer, Lauren Stewert. A copy of the Mississippi Municipal Clerks and Collectors’
Association Statement of Revenue and Expenses from June 27, 2022 to April 21, 2023 is attached
hereto and incorporated herein by reference.

ORDERED this the 28" day of June 2023, upon a motion by IIMC Regional Director



Angela Richburg, seconded by Southern District Trustee, Rosezea Scott, with all members present

voting “AYE”.
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2023 CURRENT BANK TRANSACTIONS
BALANCE
1379 CITY OF HORN LAKE - POSTAGE REIMBURSEMENT
DEPOSIT - CREDIT CARD - GUN RAFFLE
DEPOSIT - CREDIT CARD - 50/50 RAFFLE
DEPOSIT - CREDIT CARD - SILENT AUCTION
DEPOSIT - SILENT AUCTION
DEPOSIT - GUN RAFFLE
DEPOSIT - 50/50 RAFFLE
1380 OLIVE BRANCH FLORIST - HAWKS
1381 KATIE HARBIN - REIMB OUTGOING PRESIDENT
1382 KRISTAL JONES - REIMB RAFFLE TICKETS
1383 TROPHEY SHOPPE - PLAQUE
1384 CITY OF CLINTON - IIMC EXPENSE REIMBURSEMENT
1385 RUSSELL WALL - CERTIFICATE PAPER & COVERS
DEPQOSIT - SPONSORSHIP FEES
DEPOSIT - DUES
DEPOSIT - PROMOTIONS
DEPOSIT - SPONSORSHIP FEES
1386 NORTHWEST COMMUNITY COLLEGE - SUBIA SCHOLARSHIP
DEPOSIT - PROMOTIONS (SQUARE)
DEPOSIT - CITY OF SHELBY (DUES)
DEPOIST - CITY OF TUPELO AND GULFPORT (DUES)
DEPOSIT - QUITMAN (DUES)
1387 CITY OF RIDGELAND - POSTAGE
DEPOSIT - CITY OF NATCHEZ (BELL CERTIFICATION PROGRAM)
TOWN OF MARION (DUES)
IIMC (REGION IV STIPEND)
RAYMOND JAMES (SPONSORSHIP)
DEPOSIT - CITY OF ABBEVILLE DUES
DEPOSIT - MOSS POINT DUES
DEPOSIT - LUCEDALE DUES
DEPOSIT - GREENWOOD DUES
DEPOSIT - WATHALL DUES
1388 ROSEZEA SCOTT - REIMBURSEMENT FOR FLOWERS KIM VAUGHN
DEPOSIT - SPONSORSHIP FEES MAGCOR
DEPOSIT - SPONSORSHIP FEES AGJ SYSTEMS & NETWORKS
DEPOSIT - PROMOTIONS ANGELA HESTER
DEPOSIT - PROMOTIONS ROSE SCOTT
DEPOSIT - PROMOTIONS JESSICA JETER
DEPOSIT - PROMOTIONS SUZETTE DAVIS
DEPOSIT - CITY OF GULFPORT DUES
DEPOSIT - SPONSORSHIP FEES GOVDEALS
DEPOSIT - SPONSORSHIP FEES BUTLER SNOW
DEPOSIT - SPONSORSHIP FEES GRANICUS
DEPOSIT - SPONSORSHIP FEES RED WING SOFTWARE
DEPOSIT - SPONSORSHIP FEES BBI MYSTER DINNER
DEPOSIT - SPONSORSHIP FEES FORMSINK LLC
DEPOSIT - SPONSORSHIP FEES THE POLICY CENTER RECEPTION
DEPOSIT - SPONSORSHIP FEES EASYVOTE SOLUTIONS
DEPOSIT - SPONSORSHIP FEES R&D COMPUTER SYSTEMS
DEPOSIT - SPONSORSHIP FEES MISSISSIPPI 811
DEPOSIT - SPONSORSHIP FEES UTILITY CONTRACTOR
DEPOSIT - SPONSORSHIP FEES SCOTT INSURANCE AGENCY
1392 OLIVE BRANCH FLORIST - HAWKS (ANGELA HESTER SISTER)
DEPOSIT - PROMOTIONS
DEPOSIT - PROMOTIONS

$89.63
$29.75
$1,340.26
$3,204.00
$2,847.00
$401.00

$2,500.00
$657.50
$928.00
$500.00

$133.02
$80.00
$210.00
$40.00

$70.00
$32.50
$1,000.00
$1,000.00
$20.00
$70.00
$40.00
$80.00
$20.00

$500.00
$1,000.00
$63.90
$108.00
$54.00
$54.00
$5.00
$1,500.00
$1,500.00
$1,500.00
$500.00
$2,500.00
$500.00
$2,500.00
$1,000.00
$500.00
$500.00
$500.00
$300.00

$150.47
$970.00

$130.70

$171.19
$99.43
$66.28
$42.00
$1,934.14
$81.28

$1,000.00

$32.96

$60.94

5174.41

$127,723.43
$127,592.73
$127,682.36
$127,712.11
$129,052.37
$132,256.37
$135,103.37
$135,504.37
$135,333.18
$135,233.75
$135,167.47
$135,125.47
$133,191.33
$133,110.05
$135,610.05
$136,267.55
$137,195.55
$137,695.55
$136,695.55
$136,828.57
$136,908.57
$137,118.57
$137,158.57
$137,125.61
$137,195.61
$137,228.11
$138,228.11
$139,228.11
$139,248.11
$139,318.11
$139,358.11
$139,438.11
$139,458.11
$139,397.17
$139,897.17
$140,897.17
$140,961.07
$141,069.07
$141,123.07
$141,177.07
$141,182.07
$142,682.07
$144,182.07
$145,682.07
$146,182.07
$148,682.07
$149,182.07
$151,682.07
$152,682.07
$153,182.07
$153,682.07
$154,182.07
$154,482.07
$154,307.66
$154,458.13
$155,428.13
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DEPOSIT - SHEILA HEATH 09/31/2022-561 12/16/2022 $141
DEPOSIT - PROMOTIONS

1393 CHAD JACKSON - SPEAKER DECEMBER CONFERENCE

1394 SHERATON FLOWOOD - DECEMBER CONFERENCE BAR

1396 MYSTERY DETECTIVES - DECEMBER CONFERENCE

1391 DANIEL PORTER - SPEAKER DECEMBER CONFERENCE
DEPOSIT - CITY OF VERONA DUES

1397 CHRIS TODD PHOTOGRAPHY

1398 MML LETS SCHOLARSHIP

1399 MUSCO LIGHTING SPONSORSHIP REIMBURSEMENT

1400 MARY ANN HESS - REIMBURSEMENT IIMC SILENT AUCTION

1401 CITY OF JACKSON - IIMC SCHOLARSHIP SHANEKIA JORDAN

1402 TOWN OF MARIETTA - LARRY GRAVES SCHOLARSHIP LORI NIX

$202.00
$549.31
$800.00
$2,792.58
$2,500.00
$3,000.00
$42.50
$885.00
$2,270.50
$1,000.00
$276.06
$575.00
$408.00

1403

1404

1405

1406

SCOTT INSURANCE SERVICE - BOND

DEPOSIT - SPONSORSHIP FEES BUSINES SYSTEMS & CONS INC
DEPOSIT - SPONSORSHIP FEES C SPIRE WIRELESS

CONNECT TECHNOLOGY LLC

DEPOSIT - PADEN, SEMINARY, WEST, CORINTH DUES

DEPOSIT - PETAL, SHUBUTA, CLARKSDALE DUES

DEPOSIT - BATESVILLE, CARTHAGE, DURANT DUES

DEPOSIT - GEORGETOWN, VERONA, VICKSBURG DUES

DEPOSIT - WAYNESBORO, WOODLAND DUES

DEPOSIT - DIAMONDHEAD DUES

DEPOSIT - WOODVILLE, LAUREL, MCCOOL, EUROPA DUES
DEPOSIT - SCOOBA, PLANTERSVILLE, TREMONT, PURVIS DUES
DEPOSIT - SOSO, GULFPORT, NETTLETON, GOLDEN DUES
DEPOSIT - BENTONIA, PONTOTOC, FAYETTE DUES

DEPOSIT - NEW ALBANY, NEW HOULKA, POPLARVILLE DUES
DEPOSIT - RIPLEY, SHELBY, STONEWALL, SUMRALL DUES
DEPOSIT - TUPELO, TYLERTOWN, UNION, UTICA, WESSON DUES
DEPOSIT - WIGGINS, JUMPERTOWN, MARIETTA, MIZE DUES
DEPOSIT - MOUNT OLIVE, MYRTLE, GREENWOOD DUES
DEPOSIT - GUNTOWN, HEIDELBERG, ENTERPRISE, FALKNER DUES
DEPOSIT - FLORENCE, GREENVILLE, CROWDER, EDWARDS DUES
DEPOSIT - ELLISVILLE, ETHEL, ALGOMA, BALDWYN DUES
DEPOSIT - BURNSVILLE, COLDWATER, COLLINS DUES

DEPOSIT - CROSBY, BIG CREEK, BLUE SPRINGS, COLUMBUS DUES
DEPOSIT - BRUCE, ACKERMAN, BOONEVILLE DUES

TOWN OF CROSBY - LARRY GRAVES SCHOLARSHIP

DEPOSIT - ANGUILLA, AMORY, ABERDEEN, ETC. DUES

DEPOSIT - DUES

DEPOSIT - LUCEDALE CMC APPLICATION FEES

DEPOSIT - DUES

DEPOSIT - DUES PLUS YAZOO CITY CMC APPLICATION FEES
DEPOSIT - DUES

DEPOSIT - DUES LOUISVILLE CMC APPLICATION FEES

DEPOSIT - CMC APPLICATION FEE

DEPOSIT - DUES

DEPOSIT - CMC APPLICATION FEE (2)

DEPOSIT - DUES CITY OF SHAW

CITY OF MOSS POINT - LARRY GRAVES SCHOLARSHIP

DEPOSIT - DUES AND CMC APPLICATION FEE

$500.00
$1,500.00

$135.00
$162.50
$135.00
$150.00

$60.00

$60.00
$155.00

$92.50
$185.00
$112.50
$137.50
$130.00
$210.00
$100.00
$117.50

$90.00
$162.50
$122.50

$90.00
$140.00
$122.50

$2,445.00
$1,015.00
$150.00
$995.00
$280.00
$972.50
$150.00
$150.00
$55.00
$300.00
$30.00

5875.00

$1,544.00

$599.40

$418.75

$453.00

$155,630.13
$156,179.44
$155,379.44
$152,586.86
$150,086.86
$147,086.86
$147,129.36
$146,244.36
$143,973.86
$142,973.86
$142,697.80
$142,122.80
$141,714.80
$140,170.80
$140,670.80
$142,170.80
$141,571.40
$141,706.40
$141,868.90
$142,003.90
$142,153.90
$142,213.90
$142,273.90
$142,428,90
$142,521.40
$142,706.40
$142,818.90
$142,956.40
$143,086.40
$143,296.40
$143,396.40
$143,513.90
$143,603.90
$143,766.40
$143,888.90
$143,978.90
$144,118.90
$144,241.40
$143,822.65
$146,267.65
$147,282.65
$147,432.65
$148,427.65
$148,707.65
$149,680.15
$149,830.15
$149,980.15
$150,035.15
$150,335.15
$150,365.15
$149,912.15
$150,787.15



ORDER TO APPROVE THE 2023-2024 BUDGET

There next came on for consideration the matter of approving the 2023 — 2024 Budget. A
copy of the Mississippi Municipal Clerks and Collectors’ Association 2023 — 2024 Budget is
attached hereto and incorporated herein by reference.

ORDERED this the 28" day of June 2023, upon a motion by Deputy Clerk, Julie Valsamis,

seconded by City Clerk, Angela Hester, with all members present voting “AYE”.



Budgets - June 2023-June 2024

Revenue FY 2023-2024

Membership Dues $18,000.00 City Clerks - Deputy Clerks

Certification Fees $2,000.00

MML Silent Auction $5,000.00 1/2 proceeds go to MML

50/50 - Raffles $3,500.00 raffles (gun, swing, ect.)

Shelia Heath Fund S$600.00

Conference Sponsors $25,000.00 vendors - sponors

Promotions $4,000.00 shirts, jackets, blankets, portfolio's

Total Revenue $58,100.00

Expenses

Insurance $500.00 Surety Bond President & Treasurer($1500 -3yrs)

CPA $2,500.00 501c - audit

IIMC Conference Expense Officers $12,000.00 Officers travel expense

MML Conference Expense $3,500.00 plaques, gifts, certification pins, president plaque or gift

Fall Conference Expense S0.00 none

Winter Conference Expense $12,000.00 receptions ($5000) - speakers- ($5000) additional expenses -($2000)
Spring Conference Expense $3,000.00 Conference speaker, Reception

Graduating Senior Scholarship $1,000.00 1 senior scholarship

Larry Graves Scholarship $3,000.00 3 scholarships - south-central - north (estimated expense $500 each)
MML Scholarship $2,500.00 MMCCA half paid out of proceeds from silent auction

IIMC Scholarship $1,900.00 3 scholarships - south-central - north( $S625 each)

Silent Auction Expense $500.00 raffle tickets, raffle item, ect.

Hospitality - Promotions- Expense $8,000.00 gift baskets, promotion items to sale

Miscellaneous $8,000.00 silent auction 1IMC ($S), photographer, postage, 50th aniversary banquet
Website Expense $500.00 Website hosting ($430 yr.) domain hosting (5135 every 5 years)
Shelia Heath Memorial Expense $1,000.00 flowers, prolong illness, hospitalization or death

Retiree Recognition Expense $1,200.00 plaques, certificates

Total Expense

$58,100.00




RESOLUTION AUTHORIZING OFFICIAL SIGNEES ON ALL MISSISSIPPI
MUNICIPAL CLERKS AND COLLECTORS’ ASSOCIATION BANK ACCOUNTS

Upon the motion of Mississippi Municipal Clerks and Collectors Association Member Jean
White and seconded by Mississippi Municipal Clerks and Collectors Association Member Angela
Richburg, the Mississippi Municipal Clerks and Collectors Association voted to authorize Suzette
Davis and Lauren Stewart as the official signees on all Mississippi Municipal Clerks and
Collectors’ Bank Accounts. A copy of said Resolution is attached hereto and incorporated herein
by reference.

RESOLVED this the 28" day of June, 2023.



RESOLUTION AUTHORIZING OFFICIAL SIGNEES ON ALL MISSISSIPPI MUNICIPAL
CLERKS AND COLLECTORS ASSOCIATION BANK ACCOUNTS

NOW, THEREFORE, BE IT RESOLVED BY THE MISSISSIPPI MUNICIPAL CLERKS AND COLLECTORS
ASSOCIATION:

WHEREAS, on June 28, 2023, a business meeting of the Mississippi Municipal Clerks and
Collectors Association was called to order at the annual Mississippi Municipal League
Conference in Biloxi, MS; and

WHEREAS, the new officers for the 2021-2022 year were nominated and elected; and

WHEREAS, it was determined the MMCCA President, and Treasurer should be the official
signees on the MMCCA bank accounts effective July 1, 2023.

THEREFORE, a motion was made by MMCCA member _Jeon, Wire. to authorize
Suzette Davis and Lauren Stewart as the official signees on the MMCCA bank accounts, and duly

seconded by member ﬁﬁeslg E,‘cﬁg,q -

Following the vote and having received a unanimous affirmative vote of the Mississippi
Municipal Clerks and Collectors Association, the President declared the motion passed and the
resolution duly adopted on this the 28™" day of June 2023.

Mississippi Municipal Clerks and Collectors Association

f
\ / o
BY: ,;f\;dj&@/ \C,,,,Z«

Katie Harbin, President

ATTEST,
/)

- A
® )(ZU\ ':v;-i-»'-'["\waQ,z),e?\/\

Leslie Thompson, Secretary




ORDER TO AMMEND THE CONSTITUTION AND BY-LAWS

There next came on for consideration the matter of amending the Mississippi Municipal
Clerks and Collectors Association Constitution and By-Laws. After discussion was had on all
amendments the Association approved the Mississippi Municipal Clerks and Collectors
Association Constitution and By-Law amendments. A copy of the Mississippi Municipal Clerks
and Collectors’ Association Constitution and By-Laws is attached hereto and incorporated herein
by reference.

ORDERED this the 28" day of June 2023, upon a motion by Central District Trustee,
Penny Spears, seconded by Northern District Trustee, Mary Roberts, with all members present

voting “AYE”.



Mississippi Municipal Clerks and Collectors Association

Constitution and Bylaws
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Table of Contents

=R ol 00 ] =N OO 1
B L L L —— 3
IOV B v B S U A S B o S B SR R M S e R A A BREA 3
OBECT svsiiosninissnsnssvsmsmisssssorsessineonss snssssessinassas joseissnsssssmsass s s i i n e oo sas se s an Ao R E R A e S S aaR AR RS AT 3
IMIUSSTON sicivssnsissaninnssionmisssansnvnsnssiossarsssssaes s asssasiosss oo oansss svossiai s ia s i EFsade oo RS R Ho e SR PR A ESH AN 3
BURPOSE s cinsssrsvvovsivirosmiinsiisiotssiionassisimesse st nissisassosss i i s s aaans oo ioissss i vas e iaTasssinv s sssstasss 3
MEMBEBSEIE isencimmsmimsiiiamsn e sisniisaisisisssis s i oo ams s iss s st 00 s s A oA s s atas s A A 454410 R mampaanany 3
GOVERNEING BOTYY oisnmaimiiiiiomnisimsmsisintistion st isissitnnmiizehess i sss sid s arssstanainnaasssnsssasssdansessmasaren 4
BOARDOF TRUBTEES i imsinississisomsississnisssristssessissstes sstosasntsssnssssstssooasssss sasinssnsnnasmsasnes st sasasensanss 6
MIEET NS o nciosinin i siisisssnigs s it dEoaie ) SR A b iAa s S s saaare s A R P DA R TN RS AR RS SRR RS 7
FISCAT: YEAR iciviiiiivmisnssassessasssarsasnefisartoresnyssdise Mbacssondbsrarassnsarfhonsnsansarsssiibosasasssssssssassnsssssnassassnsnenn 7
AMENDMENTS 50060ss0ms0ss0500n0n10 0 it v s s e feivrs Wors S ISs I TRISIT b e s axnssrsosabofarssnsssssonsssssnesassssnnnssasnsans 7
R A TN N ————— 8
GOVERNING BOBY oconbivimsiosmmwsssvsons ssmmssiommemiiss o s snssbeiies sonsssssi i ossssissns coinsgissssssssssssvesivses 8
DUTIES OF OFFICERS AND TRUSTEES. ..u.ccoieunsssssnivosdlirivssvaransvisessassvsssaseinissssssssssesoassns isissessssonis 8
ELECTION OE OFFICERS iisssoscsssvimssssaumamieidlinseesessssessusassoisssessessoea iakss seaaissssnsvssasaionssssssuserosss 11
ELECTION OF TRUSTEES ...cut s inimsssonviverdrebstilssocosssssosssesseelos s b iss cgssss sosasvsssisbussssaeusses syauvaniis 11
L L T —— 11
ADVISORY MANAGEMENT COMMITTEE ......cccccivssaunencissnsncssinsnssnsssssissssessssssassssssssasssssnssssssnsns 13
AUDIT/INTERNAL CONTROL COMMITTEE .....ccccccnnumiiiciinimennnnnnesninmsnissiassinisemessssmsissiissssas 13
BUDGET COMMUITTERE ccouusnisansisssnussinssnssoinsssiisssaseissssns vossissssssiiss soinimsstivossssnsrnssss sosaseesstssissmmoins 14
BY-LAWSCOMMUEUTTER ouommviimmmosmmsssmisissmeimsis sy o (s s ssss e e v 14
CERTIFICATTON COMMUIUTTEE 00 i s s s s sisesans 14
EDUCATION CONMMUIT TIE s simeis tomssi s s an isas b ssd s soions vio el v v sss s ssazses 15
EXECUTIVE COMMUIT TEE oo v somsies et s i e e o rne s s v s sssssnsss 15
HANDBOOK COMMITTEE....ccisiivisnisissimsssinnsssrsssissssissassssssssssossssicsovsioinnareisntoass saaveinsvavorsavonss 15
HOSPITALITY & PROMOTIONS COMMITTEE:.......cccccvennnniinnninmessinnnenmeismmienimmisimmsmnsmm. 16
LEGISLATIVE COMMITTEE :.oiiccoivmisicnvmsuannissssmsnsdisansiatss s irsssiiiomsisisasssssssi i ind s issasiiissasasossssss 16
MEMBERSHIP & MENTORING COMMITTEE ........cooeiiiinimiiiiniiiccinisicnnmiimnmmesseemmssmmmss 16
NOMINATING COMMIITTEE ....oiisuasmssansssisossssivasssssssspsssssssssasesssssasssbstssssisssassssssssommnsssnssssasssssnsssonnn 17
PARLIAMENTARIAN ...otiiiiieiiisttticstiisesnneesissssanisssarsseesssnsesssssssesesssasissssasessssssssssssnsssessasssssnans 18
RECORDS COMMITTERE......ccoccetiiseetriecssrmmsessnsessssssenisssarsseesssnsssesssesssossnessssssasassssensasssssnsssssassssssas 18
SCHOLARSHIP COMMITTEE ......cccvmvniueimmenniinmiimemmimimisimmmmmsismmmmssmismmsmmisemmisesmmmmmm 18

1|Page



STLENT AU T RN O M LI oo oo sevanamts s s s i s e s o s e 19

SOCIAL MEDIA AND WEBSITE COMMITTEE......ccccocviiuenmminmumiimmiimimmmemiemmmsmss. 20
IIMC COMMUITTEE. .coscicuimenmmsermmionsimminisssmissiovesssisssnmmmomsus s samsassmmassimio s saeiirsamiosn 20
EIUOBRUIIVL . oouosiwminunuminnsmon saasnviessns s ias iy i i s us 8§ S0 I35 (vso0T s RSO SN OH CH RN VS 0U VSRV ST 20
VOTING RIGHTS.....ocoviessnivnnnnssimois i i i sy soripis s siassis (11334 1iy i3s3 S5 30801843 21
OFFICERS' EXPENSES ...0iieiiiiettiineetiinmiieiiniiieiiimiieiimmieiimmieiiimiimnniieiimesiinsiismsiiimmsmeimiseismans 21
L B L 0 —— 22
CERTIFICATE PROGRAM POLICY wcioisinussissansonssssivissesiusvssasenisssiossvsnnissssss siuessssinissessiavsnsssiussonis 22
CODE OF CONDUCT POLICY uucurssmmsnsensrscromenonssisnses b oo sriissss s ssmasuieniinn s i 23
EXECUTIVE OFFICERS AND TRUSTEE POLICY ....cccoccutiisieenisstensisscssnmssasnissssnssssssesssssasssssssaes 23
SHEILA HEATH MEMORIAL FUND FLOWER POLICY ...cccicviitimniiiniecnniinniimmemmmesmeeene 25
PROCED RIS oo s doms oo s s s s shs i (oo s p s e man s s i s e 25
RETIREE RECOGNITION POLLCY .cisivuniicmismsmsinisnsssnisissssassiasisasssisisssasi i snessivsvissasssssssissssnnsyssss 25
SCHOLARBHIP POLICY svissinisonsiasiiasssssareisis i s saems i 26
MINI-WORKSHOP TRAVEL POLICY .iecovitiriessetsssessnisssssnssssssasissssasinssssasasssssnsnsssansnssssassssssansssssasasss 27

2|Page



CONSTITUTION AND BYLAWS

The Mississippi Municipal Clerks and Tax Collectors Association (MMCCA) operates under the direction
and authority of its constitution and bylaws.

CONSTITUTION

ARTICLE I

NAME:
This association shall be called The Mississippi Municipal Clerks and Tax Collectors Association

(MMCCA). Tax Collectors are defined as those Municipal Clerks who also serve in the capacity of tax
collector for his or her respective municipalities or towns.

ARTICLE II
OBJECT:
The object of this association shall be to provide a forum for the discussion of problems common to the
office of the Municipal Clerks and Tax Collectors of the Municipalities of this State, and to seek the solution
thereof through the exchange of ideas and experiences; to promote the general welfare of Mississippi
municipalities through management of the affairs of the office of the above named, to better enable its
members to fulfill and discharge the duties of their respective offices; and to upgrade the benefits, welfare,
and standards of the individual members.

MISSION:
* To advance the municipal clerk profession by offering education and professional development
and by modeling and promoting standards of integrity, efficiency and excellence;
* To provide a network by which novice and experienced clerks can interact and share ideas;
*  To work with the Mississippi Municipal League and other organizations on legislation of
importance to MMCCA's membership.

PURPOSE:
* To offer opportunities for education, training and professional development for municipal clerks,

clerks of council, and deputy municipal clerks;

* To promote and exemplify standards of integrity, efficiency and excellence in the municipal
clerk profession;

* To provide a platform for the exchange of information and ideas and for the sharing of
experiences and methods among members;

* To develop leaders in the field and to advance the municipal clerk profession;

* To collaborate with the Mississippi Municipal League and other organizations in sponsoring,
supporting or opposing legislation of importance to Mississippi cities and towns.

ARTICLE III
MEMBERSHIP:
SECTION ONE: Any appointed Municipal Clerk and Tax Collector, appointed Clerk of Council, or
appointed Deputy Municipal Clerk and Deputy Tax Collector or Deputy Clerk of Council shall be admitted
to active membership of this Association by making application and by paying the dues required. The
denotation of "deputy clerk" shall mean a deputy municipal clerk or a deputy clerk of council.
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A deputy clerk shall be appointed by the governing authority and shall perform at least four (4) of the
following eight (8) core duties of a municipal clerk or municipal clerk of council:

*  General Management

*  Records Management

*  Elections

*  Meeting Administration

e Management of by-laws, Articles of Incorporation, ordinances or other legal instruments

*  Human Resources Management

* Financial Management

*  Custody of the official seal and execution of official documents

Active members who hold the office of Municipal Clerk or Deputy Municipal Clerk may hold office, serve
on committees and are eligible to vete-or make motions on matters brought before the Association.

SECTION TWO: Whenever an Active Member leaves the municipality that paid the Association dues, the
membership shall remain with the municipality and transfer to the successor upon notification to the
Treasurer of the Association.

SECTION THREE: Life Member. Any active member of the Association who retires with at least fifteen
(15) years of service as a municipal clerk and tax collector, clerk of council or deputy clerk shall be admitted
to lifetime membership in this Association by making application to the Executive Committee. A life
member shall be entitled to all privileges of the Association except the right to vote, make motions and hold
office. Life members of MMCCA shall not be assessed dues. Any such member who has previously served
as an executive officer of this association will be awarded an honorary non-voting Lifetime Membership.

SECTION FOUR: Retired Member. Any person who was an active member in good standing with the
Association and retired from duties and functions as a municipal clerk and tax collector, clerk of council or
deputy clerk shall be considered a retired member and shall be entitled to all privileges of the Association
except the right to vote, make motions, and hold office. the-rights-and-privileges-of the-Asseociation-except-to
hold-effice-and-to-vete. Retired members of MMCCA shall not be assessed dues.

SECTION FIVE: Associate Member. Any member leaving his/her office, having served their
prospective municipality ethically and honorably, shall be eligible to retain a non-voting associate
membership in the association with a membership fee of $10.00 annually. Any-such-memberwhe-has
previously-served-as-an-officer of this asseciation-willbe awarded-an-honorary non-voting Life Fime
Membership:

SECTION SIX: Reinstatement of city membership. The Executive Committee may by affirmative
majority vote reinstate a former member city to membership, upon the terms as the Committee may deem
appropriate, if the former member city has filed a written request with the President of the Association.

ARTICLE IV
GOVERNING BODY:
SECTION ONE: The Officers of the Association shall consist of the President, 1st Vice President, 2nd Vice
President, Secretary, Treasurer, Immediate Past President and nine (9) Regional Trustees. The President, 1st
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Vice President and 2nd Vice President shall be elected so as to represent and reflect the respective Supreme
Court districts of the corresponding officers of the Mississippi Municipal League. The Regional Trustees will
consist of three from each Supreme Court district. These Officers;together-with-the-immediate-Past
President; shall comprise the Executive Board of the Association.

SECTION TWO: The officers shall be elected at the annual business meeting of the Association, which shall
be held during the annual meeting of the Mississippi Municipal League in June or July depending upon
election year. Newly elected officers shall be sworn in by the President and assume the duties of office at
said annual meeting.

SECTION THREE: Executive Board. The Executive Board shall prescribe and be responsible for
supervision, control and general administration of the affairs of the Association and the accomplishment of
its objectives. The trustees from each district will be known as the Senior, Intermediate and Junior Trustee;
all trustees from each district shall have voting rights on the Executive Board. The Parliamentarian and the
[IMC Regional Director shall serve as Ex-Officio non-voting members of the Executive Board.

SECTION FOUR: Term of Office. The term of office for all officers shall begin at the business meeting of
the MS Municipal League Annual Conference and shall continue until the next MML Annual Conference.
The President, 1st Vice President, 2nd Vice President, Secretary and Treasurer shall serve for one (1) year or
until their successors are elected or appointed. The Trustees shall serve for three (3) years or until their
successors are elected or appointed. The Secretary and Treasurer may succeed themselves in office but shall
not serve more than three (3) terms in office.

SECTION FIVE: Succession. Once elected, in the succeeding year, the 1st Vice President shall advance to

the office of President and the 2nd Vice President shall advance to the office of the 1st Vice President. Once
elected, in the succeeding year, the Intermediate Trustee shall advance to the office of Senior Trustee and the
Junior Trustee shall advance to the office of Intermediate Trustee.

SECTION SIX: Vacancies. In the event of a vacancy in the office of President, the 1st Vice President shall
assume the office of President and complete the President's term, then shall continue to serve the full term as
President the following year-the-tst-Viee-President-originally-was-slated-to-serve:

In the event of a vacancy in the office of 1** Vice President, the 2™ Vice President shall assume the office of
1* Vice President and complete the 1% Vice President’s term then shall continue to serve the full term as [*
Vice President the following year. Should the 2" Vice President assume the vacated role of the 1 Vice
President, that position (2" Vice President) will remain vacant the remainder of that term.

An officer filling an unexpired term for the office of 1st Vice President, 2nd Vice President, Secretary,
Treasurer or Trustee shall be eligible to be nominated and elected to a full term in that office*.

The Executive Board shall fill any vacancy in the office of 1st-Viee President, 2nd-Viee President Secretary,
Treasurer and Trustee within thirty (30) days of notification of vacancy.

The appointee for Viee President-and Trustee will be from the appropriate district if possible.

SECTION SEVEN: Eligibility for office. All Executive Board members must be Active Members and must
maintain active membership in the Association. A Clerk and Deputy Clerk employed by the same
community may not hold office on the Executive Board at the same time. An Officer who no longer meets
the membership requirements of the Association shall be deemed to have vacated that office. The vacancy
shall be filled as provided above.

Those serving as a past officer for the Association may serve again in the same or different capacity as once
served.
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The qualifications for office in the Association shall be as follows:
A. Candidates for President, [st Vice President, or 2nd Vice President shall:

a. Have served in the role of Municipal Clerk and Tax Collector-Clerk-ef Couneil-or Deputy
Municipal Clerk -ereeuneil-elesk for a minimum of five (5) years.
Have served at least two years as an officer in good standing.
Have active membership in MMCCA for a minimum of three (3) years.
Have received-the-MS-Certification-of Municipal- Clerk-Cletk-of Couneil-or-Deputy-Clerk:
Possess er-be-in-aective-pursuit-of-the [IMC, CMC, and shall be in active pursuit of the IIMC
Master and MMC designation and provide proof of such pursuit.
Have served on an MMCCA Committee actively for two years.
g. Submit a letter of support from the governing authority indicating roles, duties, and detailed

o a0 o

job description.

h. If two or more qualified members apply for the same position, the nominating committee
shall perform interviews with each qualified member and shall present detailed notes on
recommendation process.

i. A requirement for this office is to hold a bond as issued by the Association. Each candidate
must be bondable.

B. Candidates for "Trustee shall:
a. Have served in the role of Municipal Clerk and Tax Collector or Deputy Municipal Clerk;

Cletk-of Couneil-oreouneil-eletk for a minimum of five (5) years.

Have active membership in MMCCA for a minimum of three (3) years.

Have received the MS Certification of Municipal Clerk--Clerk-ef Ceuneil-or Deputy Clerk.

d. Possess the [IMC, CMC, or MMC and shall be in active pursuit of the IMC MMC
designation and provide proof of such pursuit.

e. Have served on an MMCCA Committee actively for two years.

f. Submit a letter of support from the governing authority indicating roles, duties, and a
detailed job description.

g. If two or more qualified members apply for the same position, the nominating committee
shall perform interviews with each qualified member and shall present detailed notes on

e«

recommendation process.

SECTION EIGHT: Removal. Any Officer elected or appointed by the Executive Board may be removed
from office for the following: fer-neglection of duty, malfeasance in office or other just cause, or for three (3)
unexcused absences from Executive Board meetings. Removal of said Officer shall be decided by at-a speeial
election-to-be-held-by-mailed,faxed-or-electronic-ballotseat-te the Executive Board of the Association;
removal requires the affirmative vote of two-thirds (2/3) of the Executive Board. The vacancy of officers
holding secretary, treasurer, and trustee shall be filled as-provided-above unless an election will be held at
least thirty (30) days before the date of the annual business meeting.

SECTION NINE: Quorum. A majority of the Executive Board members shall constitute a quorum at any
board meeting. A board member may be deemed to be present if in telephone contact during the meeting.

ARTICLE V
BOARD OF TRUSTEES:
SECTION ONE: There shall be a Board of Trustees composed of nine (9) association members.
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SECTION TWO: The nine (9) Regional Trustees shall be elected for three-year terms which shall run
concurrently with those of the President, First Vice President and Second Vice President. Three trustees -
known as the Senior, Intermediate and Junior Trustees - shall be elected from and reflect the same Supreme
Court districts as the President, First Vice President and Second Vice President. The-SeniorTFrustee-All
Trustees from each district shall have voting rights on the Executive Board.

ARTICLE VI
MEETINGS:
SECTION ONE: Meetings. There shall be at least three (3) meetings of the Association each year.
1. MMCCA Annual Conference - Spring: Location -Bistrict-of President (area of President’s choice)
2. MML Annual Conference -June/July: Location -MS Gulf Coast
3. MMCCA Winter Educational Workshop - December: Location -Jaeksen-Shall be centrally
located

SECTION TWO: Quorum. A majority of those voting members registered at any meeting of the
Association shall constitute a quorum for the transaction of business at such meeting. Each active
municipality will be allowed one vote.

SECTION THREE: Notice of Meetings. Written notice stating the place, day and hour of any meeting of
the members shall be distributed by email and/or fax to each member entitled to vote at such meeting, not
less than ten nor more than 60 days before the date of such meeting. Meeting Notice will also be posted on
the MMCCA website and Facebook page.

SECTION FOUR: Voting. The Executive Board may authorize that matters of business be voted upon by
the membership during the business meeting of the MMCCA Annual Conference-Spring, MML Annual
Conference-June/July or MMCCA Winter Education Workshop — December. In the event that unanticipated
matters of business arise due to unexpected circumstances, the Executive Committee may authorize that
these matters of business be voted upon by the membership through the use of mailed, faxed or electronic
ballots, with sufficient notice to the membership with results reported after the vote is counted and
completed. Each active municipality will shall be allowed one vote.

ARTICLE VII
FISCAL YEAR:
The Association's fiscal year shall be July 1 through June 30.

ARTICLE VIII

AMENDMENTS:

SECTION ONE: This constitution may be amended at any annual meeting of the

Association in which a quorum is present, by a two-thirds vote of all active members present, or by a two-
thirds vote of active members responding to a mailed, faxed or electronic ballot.



SECTION TWO: By-laws and standing rules may be adopted, amended or repealed at any annual meeting
by a two-thirds vote of members present, or by a two-thirds vote of active members responding to a mailed,
faxed or electronic ballot.

*This means that once voted by one of these options, it does not require either of the other options —
clarification.

BYLAWS
ARTICLE I
GOVERNING BODY:
Please see Article [V of the Constitution.
ARTICLE II

DUTIES OF OFFICERS AND TRUSTEES:

SECTION ONE: President. The President shall be the principal executive officer of the Association and
shall in general supervise and control all business and affairs of the Association. The Executive Board shall
provide the President a bond for the faithful discharge of the duties in such sum and with such surety or
sureties as the Executive Board shall determine.

The President shall:

1. Preside at all meetings of the Executive Board and membership.

2. Present the annual budget to the membership for approval.

3. Appoint committees.

4. Sign all necessary legal documents for Association, as authorized by Executive Board and as
required by the Charter and IRS.

Deliver notice of meetings, agenda, and any other applicable information in conjunction with
the Secretary.

Supervise and control all corporate business affairs.

Act as corporate representative at functions such as [IMC meetings and MML conferences.
Represent MMCCA as a member of the MML Board of Directors.

Attend all MMCCA board meetings and such other meetings as may be required.

10 Provide orientation for new Executive Board members at the Fall Committee Workshop.
SECTION TWO: 1st Vice President. [n the absence of the President or in the event that the Executive
Board determines the President's inability or refusal to act, then the 1st Vice President shall perform the
duties of the President and when so acting shall have all the power of and be subject to all the restrictions
upon the President. The 1st Vice President shall automatically succeed to the office of President at the MML
Conference meeting unless the 1st Vice President has been appointed previously by the Executive Board to
fill a vacancy.

wn
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The 1* Vice President shall:
1. Perform duties of President in absence of President, or in the event the Executive Board
determines that the President is unable or refuses to act.
Follow up with President on all matters of corporate concern.
Select and purchase plaque and gift for outgoing President.
Chair the Budget Committee.
Chair the By-Laws Committee.
Attend all MMCCA board meetings and such other meetings as may be required.
Promote and encourage professional development and active participation in MMCCA

N v E L
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programs and events.

SECTION THREE: 2nd Vice President. In the absence of the President and the 1st Vice President or in
the event that the Executive Board determines both the President's and st Vice President's inability or
refusal to act, the 2nd Vice President shall perform the duties of the President and when so acting, shall have
all the powers of and be subject to all the restrictions upon the President. The 2nd Vice President shall
perform such other duties as from time to time may be assigned by the President or by the Executive Board.

The 2™ Vice President shall:

1. In the absence of the President and 1st Vice President, or in the event the Executive Board
determines that the President and st Vice President cannot act, perform the duties of the
President until an election can be held.

Carry out any duties assigned by the President or Executive Board.

Attend all MMCCA board meetings and such other meetings as may be required.

Chair the Records Committee.

Serve as liaison among officers and committees to ensure that committees are active and

E IS

completing all responsibilities.
6. Promote and encourage professional development and active participation in MMCCA
programs and events.

SECTION FOUR: Secretary. The Secretary shall record minutes of the meetings, keep records of
attendance at meetings, and send out notifications of all meetings and other information as may be deemed
necessary. The Secretary shall not serve more than three (3) one-year terms in office. The office of secretary
shall be nominated by the 1** Vice President. Upon nomination, the candidate will be vetted and approved by
the Nominating Committee, and that nomination shall be sent to the Executive Board for decision.

The Secretary shall:

. Record minutes of all meetings of the Executive Board and/or membership, forward them for
digital archiving and posting on MMCCA website and keep one copy in an official binder to
avoid loss of documents important to the Association. Minutes should reflect all official actions
of the MMCCA Executive Board including all resolutions, appointments and policies. The
secretary is the official record keeper of the actions and decisions made by the MMCCA.

2. Fulfill duties and responsibilities promptly and timely. Minutes must be prepared and
delivered to the President for review within thirty (30) days after the meetings. Final minutes
will be approved at the next business meeting of MMCCA.

3. Attend all MMCCA board meetings and such other meetings as may be required.

Promote and encourage professional development and active participation in MMCCA
programs and events.

5. Safeguard the records as a means of preserving the past history of the Association and to provide
guidance for future Officers and MMCCA members.

6. Send the MMCCA Minutes to the MML for archiving.

SECTION FIVE: Treasurer. The Executive Board shall provide the Treasurer a bond in the amount as is
applicable by law ($50,000.00) for the faithful discharge of the duties in such sum and with such surety or
sureties as the Executive Board shall determine. The Treasurer shall have charge and custody of and be
responsible for all funds and securities of the Association, receive and give receipts for monies due and
payable to the Association from any source whatsoever, and deposit all such monies in the name of the
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Association in such banks as shall be selected by the Executive Board. The Treasurer shall also have the
responsibility for reporting the required financial information to the membership and various governing and
taxing authorities and furnish the Executive Board at December meeting with a full budget report and
Association President with monthly bank statement. The treasurer shall have the responsibility of presenting
a qualified accountant for the Executive Board to appoint for verification of non-profit status and audit as
well as presentation of bonding company for appointment by Executive Board. The Treasurer shall not serve
more than three (3) one- year terms in office.

The Treasurer shall:
1. Be responsible for and have custody of all funds and securities of the Association, and submit

all expenditures to the President of the Association for approval prior to payment.
2. Pay all invoices and record expenditures in proper accounts, contacting Association President
if in doubt.
3. Work with the President and CPA in filing required documents with the IRS or other
agencies, as required.
4. The Treasurer shall furnish Executive Board with a quarterly full budget report at each Executive
Board meeting and present the Association President with a monthly bank statement.
5. Attend all MMCCA board meetings and such other meetings as may be required.
Maintain all revenues and expenditures for IRS inspection upon demand.
7. Promote and encourage professional development and active participation in MMCCA

programs and events.
. Shall furnish 1099 forms to speakers after payment and forward copies to the IRS as required by

=]

tax law.
SECTION SIX: Immediate Past President.

The Immediate Past President shall:
1. Chair the Nominating Committee.
2. Serve on the MML Executive Board.
3. Promote and encourage professional development and active participation in MMCCA

programs and events.

SECTION SEVEN: Trustees. Trustees shall be elected from each Supreme Court district. Each district shall
have three (3) trustees (Senior, Intermediate and Junior). As the Legislative Body of the Association, the
Trustees are charged with the duties of enforcement of the By- Laws.

Trustees shall:
I. Fulfill any and all duties assigned by the President and Executive Board in a timely manner.

2. Attend a-mandatery-minimum-oftwo all Executive Board Meetings per year, but attend all
Association Business Meetings if possible, attend meetings of assigned committees, and
[nstitutes and seminars;-and-furnish-reperts-to-the MMCECA Executive Board:

3. Recruit MMCCA members in his/her respective District.

4. Encourage participation in the Municipal Clerk Certification Program provided by the MS
State University Extension Service Center for Government & Community Development in
conjunction with MMCCA and [IMC.

5. Encourage attendance at the MMCCA Annual Conference, [IMC Regional, and [IMC Annual
Conference.
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6. Submit information on a district level to the Social Media Committee for the MMCCA
website.
7. Nominate members from their respective districts for MMCCA recognition and awards.
8. Coordinate networking meetings within their respective districts en-a-quarterhy-basis
regarding topics to be discussed at lunch and learn meetings monthly.
9. Bring concerns or issues expressed by MMCCA members from their district to the attention
of the Executive Board as well as update Executive Board on progress as Trustee.
10. Submit district budget needs to the 1st Vice President by the March board meeting for
consideration in the next fiscal year budget, which shall be adopted by the general
membership at the June/July meeting.

ARTICLE IIT
ELECTION OF OFFICERS:
SECTION ONE: The Executive Committee, with the recommendation of the Nominating Committee of the
association, shall have the authority to prepare and submit a slate of candidates for nomination at the annual
meeting of the association. Members interested in serving as officers may submit applications to the
Nominating Committee.

SECTION TWO: No officer shall be eligible to succeed himself/herself except for the offices of Secretary
and Treasurer; the Secretary and Treasurer may not serve more than three (3) one- year terms.

SECTION THREE: The MMCCA shall conduct elections for 2nd Vice President, Secretary, Treasurer and
Junior Trustees during the Summer Business Meeting.

The following positions will automatically succeed to the listed position:
¢ ¥ Vice President shall succeed to President
+ 2" Vice President shall succeed to 1* Vice President
* Intermediate Trustees shall succeed to Senior Trustees
e Junior Trustees shall succeed to Intermediate Trustees

The person who receives the greatest number of votes cast for the office shall be declared elected to the
office. Should the slate of nominees be accepted by acclamation, with no additional nominations from the
floor, the slate of officers may be voted on in its entirety with one vote.

The terms of office for the Officers and Trustees shall commence at the time of installation following
election and until successors have been elected and installed. Each Officer and Trustee shall be sworn to the
office to which he/she is elected by reciting the oath of office.

ARTICLE IV
ELECTION OF TRUSTEES:
SECTION ONE: Trustees are considered officers of the association and are eligible to be appointed to any
other vacant position. In that event, another eligible member of the appropriate district shall be nominated by
the nominating committee then appropriately appointed by the Executive Committee to fill the unexpired
vacancy in the office of the former trustee.

ARTICLE V
COMMITTEES:
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SECTION ONE: The Executive Committee shall be composed of the President, First Vice President, Second
Vice President, Secretary, Treasurer, Inmediate Past President, the nine Trustees of the Association,
Parliamentarian, and the Regional Director for [IMC. The Parliamentarian and the [IMC Regional Director
shall serve as Ex-Officio non-voting members of the Executive Board.

SECTION TWO: The President shall have the authority to designate and appoint temporary committees as
may be required to further the purposes and objectives of the association.

SECTION THREE: Each individual committee member shall be required to participate in committee
functions as requested by the Committee Chair and to attend the business meetings of the association in order
to receive credit for any certification program. Reasonable cause for absences shall be determined by the
Committee Chair. Each committee chair shall report attendance and participation of each member at
committee meetings. This report shall be presented to the Executive Board for review.

SECTION FOUR: COMMITTEE CRITERIA.
All members should have the opportunity to volunteer to serve on a MMCCA Committee by completing a
volunteer application and submitting it to the 1st Vice President.

The criteria for serving on all MMCCA committees are as follows:

. Serve as a practicing municipal clerk or clerk of council of Mississippi.

2. Serve as a practicing deputy municipal clerk or deputy clerk of council of MS and provide a
letter of support from the municipal clerk or clerk of council.

3. Hold a current, active paid membership in MMCCA.

Possess or be in active pursuit of a MS CMC or MS CDMC designation and provide

proof of such pursuit.

Encourage attendance at all functions of MMCCA, MML and [IMC if possible.

Committee members shall be prepared to serve as working members.

Respond to requests by the Chair within a reasonable time period.

Absorb the cost of telephone calls and correspondence (within reason) during the term of service

on the Committee.

>
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Additional criteria may be required for some committees. Most committee deliberations are accomplished by
phone, fax or email, with the exception of the Certification Committee. All committee members are
encouraged to attend the Fall Committee Workshop. Members will be limited to serving on two committees,
unless the Board determines that special circumstances dictate the need for an exception. The chair of each
committee shall serve a maximum of three (3) consecutive years.

SECTION FIVE: GUIDELINES FOR COMMITTEE APPOINTMENTS.
1. The Ist Vice President shall publish the Committee Interest Questionnaire during March on the

MMCCA Website and Facebook page, along with an article regarding the process.

2. The questionnaire should instruct the user that it is to be returned to the 1st Vice President by
April 15, and include the 1st Vice President's name, address, fax number and email address.

3. The 1st Vice President shall then compile the recommended committee list and submit it to the
Institute Director for verification of each individual's certification status.

4. The lst Vice President may also wish to contact the Trustees and request input and
recommendations.



5. The Ist Vice President shall contact prospective nominees regarding potential committee
assignments and their willingness to serve, if appointed, no later than May 1, requesting a
response back by May 15.

6. Upon receiving responses from the prospective nominees, the 1st Vice President shall compile
the committee list and send it to Executive Committee for input.

7. The Ist Vice President shall submit a recommended committee list to the President by June 15
for inclusion in the summer meeting agenda packet.

8. Following the Summer Executive Committee meeting, the new committee members will be
presented at the Summer Business meeting.

9. The lst Vice President shall keep a complete file on the questionnaires and the process
documentation to be passed on to the incoming Ist Vice President.

SECTION SIX: GUIDELINES FOR COMMITTEES CHAIR.
The Committee Chair shall:

. Communicate to Committee members the Committee's plan of action, special assignments, and
progress reports throughout the year.

2. Prepare a written report to be submitted to the MMCCA President for inclusion in the Business
Meeting information at the March, June and December Meetings. These reports are not optional;
they are to provide details and will be included in the minutes and published on the website.

3. Assess participation of each committee member to assist the MMCCA President in issuing
certificates of participation.

SECTION SEVEN: STANDING COMMITTEES.

ADVISORY MANAGEMENT COMMITTEE:

MEMBERSHIP: Committee shall be composed of seven voting members: the current MMCCA President,
the current MMCCA st Vice President, the MMCCA 2nd Vice President, the immediate Past President,
another Past President to be appointed by the incoming President, the Chair of the Education Committee and
the Chair of the Legislative Committee. The Institute Director shall serve as an Ex-Officio non-voting

member.
DUTIES:
I. Ensure compliance of all policies and procedures established by the Executive Committee.

2. Provide long-range planning for the association.

AUDIT/INTERNAL CONTROL COMMITTEE:
REQUEST to dissolve committee.

MEMBERSHIP: Committee shall be composed of a minimum of three (3) Certified Municipal Clerks who
are current members of the MMCCA. The Nominating Committee shall select this committee and shall
ensure that its membership represents each Supreme Court district; the President shall approve the
nominations before they are submitted to the Association membership for final approval.
DUTIES:
1. Review the financial records of the Association as provided by the Association’s Treasurer for
the previous fiscal year to:

a. Assure compliance with financial policies as set forth in the By-Laws of the Association.

b.  Evaluate conformance to generally accepted accounting principles.

c. Assure that acceptable internal controls are followed.
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d.  Reconcile actual revenues and expenditures to budget adopted by membership.
e. Disclose weaknesses in internal controls that need (o be remedied.
[ Make recommendations for any needed changes in procedures or practices.

2. Report findings of audit review to the Executive Board immediately following the fiscal year
audited.

BUDGET COMMITTEE:
MEMBERSHIP: Committee will be chaired by the st Vice President. The Treasurer also will serve on the
Committee. The incoming President shall appoint additional members as needed.
DUTIES:
1. Contact Officers, Trustees, and Committee Chairs to ascertain and obtain their respective budget
requests if necessary.
2. Prepare a "line item" budget (with the assistance of the Treasurer) prior to the Summer Meeting
of the Association and submit in writing to the Executive Board.
3. Distribute proposed budget via E-mail from the 1st Vice President to the membership
approximately thirty (30) days prior to the membership meeting in June/July.
4. Present budget for adoption at the membership meeting in June/July.

BY-LAWS COMMITTEE:
MEMBERSHIP: Committee members will be the nine (9) Trustees. The 1st Vice President will chair this
committee.
DUTIES:
1. Prepare any proposed revisions to the current By-Laws and present to the Executive Board for
approval.
2. Send copy of any proposed revisions to the Secretary and/or Treasurer and the Website
Committee so membership can be notified via E-mail and the MMCCA website no less than ten
(10) and no more than sixty (60) days prior to the Membership Meeting.
3. Request that the Website Committee post the final document on the MMCCA website after
adoption of amendments to the By-Laws.
4. Prepare Policy Statements as needed to outline various practices and procedures.

CERTIFICATION COMMITTEE:
MEMBERSHIP: Committee members are to be appointed by the incoming President. The Institute Director
shall serve as an ex-officio member of the committee.
DUTIES:
. Work with the staff of the MSU Extension Service Center for Government and Community
Development to identify candidates for graduation.

2. Contact potential candidates in the fall advising them of the requirements for graduation and
April 1st deadline for applications.

After April 1st, meet to evaluate the applications and approve for certification.

Upon evaluation of each application, advise individual applicants of their respective statuses.
Order pins for graduation.

Help to present pins at graduation.

Promote [IMC Certification and assist with [IMC applications.

Help develop campaigns to promote state and international certification.
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EDUCATION COMMITTEE:
MEMBERSHIP: Committee members are to be appointed by the incoming President.
DUTIES:

. Work with Staff of the MSU Extension Service Center for Government and Community
Development (MSU-GCD) in reviewing the educational curriculum of Municipal Clerks.

2. Work with Staff of the MSU-GCD and the University of MS (UM) in planning the educational
training classes to be offered at the MS Institute, MS Master Academy, Winter Workshop and
the Clerks Annual Conference.

3. Work with the Staff of UM in securing locations and instructors for the Clerks Annual Spring
Conference.

Contact membership to solicit input and ideas for use in planning educational programs.

5. Send a copy of finalized and approved education formats for all educational programs to the
Social Media and Website Committees for publication on the MMCCA website and Facebook
page for review by membership.

EXECUTIVE COMMITTEE:

MEMBERSHIP: Committee shall be composed of the President, 1st Vice President, 2nd Vice President,

Treasurer, Secretary, Immediate Past President, and Trustees. The Parliamentarian shall serve as a non-

voting as-an-ex-officio-member of the committee. Any member of the Association who is serving as a

Regional Director for the International Institute of Municipal Clerks shall also serve as a non-voting member

of the Executive Committee during the term as Regional Director.

DUTIES:

1. Meet prior to the MMCCA Membership meetings. Meetings shall be chaired by the President, or
in his/her absence, the 1st Vice President. A meeting may occur by conference call,
telecommunications, or other means by which members of the Executive Committee can
communicate in a way that its members can constitute a majority vote on any action taken.

2. The President, 1st Vice President, 2nd Vice President, Treasurer, Secretary, Immediate Past
President, and the-Senier all Trustees will have voting rights.

3. Act on behalf of the MMCCA Membership, in between business meetings, on matters except
those specifically preserved for the membership by the MMCCA By-Laws. All actions taken by
the Executive Committee in the interim shall be reported to the membership for ratification at its
next meeting.

4. Represent the MMCCA Membership on all official business as its delegated authorized agent.

Conduct long-range planning initiatives for use in facilitating strategic planning sessions.

6. May authorize expenditures from One Dollar ($1.00) to One Theusand Dellars($1,000). Two
Thousand Five Hundred Dollars ($2,500).

7. May convene Special or Emergency Meetings, which shall be called by the President or in
his/her absence, the st Vice President, by a standard form of communication. At least five (5)
days in advance of the meeting, or as- soon as reasonably possible, (sometimes emergencies
don't allow for five days' notice) notice shall be given of the time, place and purpose of each
Special or Emergency Meeting. In order to hold such a Meeting, a quorum of Executive Board
members must agree to participate. A Meeting may occur by conference call,
telecommunications, or other means by which members communicate in a way that the
Committee can cast a majority vote on any action taken.

wn

HANDBOOK COMMITTEE:
MEMBERSHIP: Committee members are to be appointed by the incoming President.
DUTIES:
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Shall work with the Institute Director in developing and maintaining a comprehensive
Handbook for MS Municipal Clerks. The committee shall review the manual annually and
update it as needed per each legislative session.

The Clerk Handbook will be placed on the MMCCA website and the MSU-GCD website

for viewing.

HOSPITALITY & PROMOTIONS COMMITTEE: PROPOSAL TO COMBINE THE

HOSPITALITY AND PROMOTION COMMITTEE INTO ONE COMMITTEE — Hospitality and
Promotion Committee

One chair — One co-chair

MEMBERSHIP: Committee members are to be appointed by the incoming President.

DUTIES:
1.

Chair to serve as Ex-Officio member of the Education Committee to coordinate special

events in conjunction with all education programs.

Serve as MMCCA ambassadors: be present and visible at functions of MMCCA to welcome
Clerks as they arrive.

Plan and implement ways of identifying and recognizing new or first-time Clerks at the
MMCCA Business Meetings.

Plan special events at the Annual Conference, MML Conference, spring and Winter Conferences
to help participants become better acquainted.

Promote MMCCA through visual displays at the following events: MML Annual

Conference, MML Mid-Winter Conference, Clerk Educational Training events in spring, fall and
Winter Sessions, and other meetings as necessary.

Design and outline display plan(s) for review and approval by the Executive Board.

Prepare approved designs; transport displays to and from meetings, setting up and dismantling as
needed.

LEGISLATIVE COMMITTEE:

MEMBERSHIP: Committee to be appointed by the incoming President.

DUTIES:
L.

Work with the President and the 15+ 1** Vice President in keeping up-to-date on any new
legislation that will affect members of the Municipal Clerk profession.

Work with the MML to monitor any new legislation that will affect members of the Municipal
Clerk profession.

Work with the Website and Social Media Committees to provide updates to the MMCCA
membership by posting information on the MMCCA website and Facebook page.

Work with MML to prepare new legislation that will benefit municipalities.

MEMBERSHIP & MENTORING COMMITTEE: PROPOSAL MEMBERSHIP COMBINED WITH

MENTORING COMMITTEE and RETIREMENT — ONE CHAIR ONE CO CHAIR -
MEMBERSHIP AND MENTORING (INCLUDES RETIREMENT)
MEMBERSHIP: Committee members are to appointed by the incoming President.

DUTIES:
1.
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Obtain a list of the new Clerks from the Association's Treasurer, Trustees and the

Institute Director.
Contact all new Clerks to provide information about the Mentoring Program and determine if

they are interested in being a Mentee; have prospective mentees complete an application.



11.

12.
13.
14.
13,
16.

Provide information about the Mentoring Program to Clerks (obtain list from Association's
Treasurer) and determine who may be interested in being a Mentor; have prospective mentors
complete an application.

Pair the Mentees and Mentors and provide them with contact information.

Contact the Mentee for introductions and to offer assistance, such as answering

technical questions, describing procedures, providing information about educational
opportunities, providing moral support and encouragement, sharing experiences, and introducing
the new Clerk to other Association members at meetings and conferences to help establish a
reliable network.

Provide a list of those participating in the Mentoring Program to the MMCCA Executive
Committee.

Work with the Institute Director at each Educational Training Event and Conference to distribute
application forms for new Mentors and Mentees to apply for participation in the Mentoring
Program.

Provide regular updates to the MMCCA Board on progress of the Mentoring Program.

Assist the Association's Executive Committee in conducting membership drives with special
promotions to increase the membership of MMCCA and [IMC if necessary.

Work with the Trustees to promote membership in their Districts.

. Encourage Trustees to identify and contact non-members in their Districts and invite them to join

MMCCA.

Use the display at the Educational Training Events, the MML Conference, and other events to
promote membership.

Work with the Website and Social Media Committees to promote membership.

Work with the Treasurer for updates on membership.

Collect names and contact information of MMCCA members who retire during the year.
Work closely with the Association to maintain a list of current retirees.

Honor retirees with a presentation during one of the MMCCA Business Meetings.

NOMINATING COMMITTEE:

MEMBERSHIP: The Nominating Committee shall be comprised of five (5) members and shall be chaired
by the Immediate Past President. Two members shall be active Past Presidents. Three members shall be
selected from the membership at large; these at-large members shall have served three years as a District
Trustee or a Committee Chair and shall not be an active MMCCA Board Member or Officer or a current
candidate for a position as an MMCCA Officer. An at- large member shall represent each of the three
Supreme Court districts. The President, [st Vice President and Institute Director shall serve as ex-officio
non-voting members.

DUTIES:
L.
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The Chair shall prepare a list of offices to be filled, outlining the qualifications for each, and
submit to the committee members, along with a copy of the MMCCA membership list of eligible
active members (obtained from the Treasurer). The office of Secretary shall be nominated by the
1st Vice President.

Each Committee member shall review the Association's by-laws to ascertain the
qualifications and eligibility for the offices to be filled.

The Chair shall publish a list of vacant offices, along with the duties and qualifications for each,
on the MMCCA website in April.

Applications to serve as an MMCCA officer are available on the website; candidates shall
submit their applications to the Chair prior to May 31st of each year.



5. Each Trustee encouraged to shall submit to the Nominating Committee a formal
recommendation on behalf of the District from which a vacancy is to be filled. Current officers
may make recommendations to fill vacancies on the Executive Committee. All recommendations
shall be submitted to the Nominating Committee Chair by May 3 Ist of each year.

6. The Chair shall provide copies of the recommendations and applications to Committee members.
The Nominating Committee shall determine if candidates have met all qualifications. Selection
shall be based on eligibility, experience, participation, demonstrated leadership, diversity in
membership, geographic location/size and other criteria as set forth in the By-Laws.

7. The Chair shall schedule a meeting of the Nominating Committee.

8. At the scheduled meeting, the Committee shall discuss all recommended nominees and approve
a slate of officers, selecting-at least-twe-cheices the best candidate for each position in-the-event
one-eannot-serve. The Chair shall contact the candidates for confirmation and subsequently
advise the Committee on the outcome of those contacts; in the event additional candidates are
needed, the Committee may suggest others to the Chair. The Nominating Committee shall
submit proof of applicability for office of each candidate eomplete-its-repert prior to the
MMCCA summer business meeting.

9. The committee's slate of officers shall be submitted to the Executive Board and then to the
general membership for the election of officers during the MMCCA summer business meeting.

PARLIAMENTARIAN:
MEMBERSHIP: The incoming President shall appoint a Parliamentarian. Ideally, the Parliamentarian shall
be a registered parliamentarian and an active member of the Mississippi Association of Parliamentarians and
the National Association of Parliamentarians.
DUTIES:
1. Attend all official MMCCA functions and assist the presiding Officer with any questions
concerning proper procedures as defined in Robert's Rule of Order of the Association's By-Laws.
This is an observatory role only to verify that all parliamentarian procedure is appropriately
followed. This role is responsible for keeping order of the meeting.
2. Serve as an Ex-Officio non-voting member of the Executive Committee.

RECORDS COMMITTEE: DISSOLVE AND BECOME PART OF THE DUTIES OF THE
SECRETARY.
MEMBERSHIP: The incoming President will appoint three members from the membership at large. The
Secretary will serve as an Ex-Officio member of this committee.
DUTIES:
1. The 2nd Vice President shall chair this committee.
2. Work with the Association's Secretary, who shall serve as the official record keeper of the
actions and decisions made by the MMCCA.
3. Work with the Association's Secretary to safeguard the records as a means of preserving the past
history of the Association and to provide guidance for future Officers and MMCCA members.
4. Work with the outgoing Secretary of MMCCA to send the MMCCA Minutes to the MML for
archiving.

SCHOLARSHIP COMMITTEE:

MEMBERSHIP: Committee members are to be appointed by the incoming President.

There shall be two (2) types of scholarships available to the membership: the Larry Graves Certification
Program Scholarship and the Graduating Senior Scholarship.
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1. The Larry Graves Scholarship shall provide an opportunity for every Municipal Clerk in the
State of Mississippi to obtain training and subsequent certification through the Clerks
Certification Program.

a. The Larry Graves Scholarship shall provide for registration costs and two (2) nights'
lodging for the recipient to attend the Clerks Certification Program.

b. Pending availability of funds, three (3) twe-(2) full scholarships shall be awarded to
Clerks one per district (Southern, Central, Northern) annually (one scholarship given to
each district for the session in spring and fall).

c. The association membership may vote to add one additional scholarship, if funds are
available; the vote must be held in accordance with requirements provided in the
association bylaws.

d.  A-minimum-balance of one theusand-five hundred-dolars($1;500) shall be-maintained
in-the Larry-Graves-Schoelarshipfund—Schelarshipsshall- be-awarded-accordingly- Three
thousand dollars ($3,000) shall be budgeted annually for the Larry Graves Scholarship
fund. Scholarships should be awarded accordingly.

e. One-halfofthe Proceeds received from vendors’ fees shall be deposited accordingly into
the Larry Graves Scholarship Fund for budgetary purposes.

2. The Graduating Senior Scholarship shall provide one thousand dollars ($1,000) to a graduating
senior who is the child or grandchild of a municipal clerk and tax collector and/or deputy clerk
and tax collector who are active members of MMCCA.

a. The scholarship will be awarded at the MML Conference and will be forwarded to the
winner's school of choice.

b. A-minimum-balance-of one-thousand-doHars($15:000)shall be-maintained-in-the

Graduating-Senior-Schelarship-Fund. One thousand dollars ($1,000) per scholarship
shall be budgeted annually for the Graduating Senior Scholarship Fund. One scholarship

shall be awarded per year.
¢. Funding for the scholarship will be supplemented by proceeds derived from vendor fees.
DUTIES:
. Send requests for nominations to Trustees, Mayors, Association Officers and Membership.

2. Write an article to promote the scholarships and send to the Website and Social Media
Committees for posting on the MMCCA website and Facebook page.

3. Receive nominations from all sources above and select annual recipient(s) using guidelines set
by the Executive Board.

4. Notify the recipient's Mayor of the award; send written notice and picture to the hometown
newspaper for publication.

5. Notity MMCCA Social Media and Website Committees of recipient's award for publication.
Use display at MML convention to promote scholarships when possible.

7. Maintain a list of the Larry Graves Scholarship Award winners for each Conference in March
and December of every year.

8. Ifamember serving on the scholarship committee should have a family member applying for
any scholarship, that member shall recuse himself or herself from the voting process.

SILENT AUCTION COMMITTEE:
MEMBERSHIP: Committee to be appointed by the incoming President.
DUTIES:
1. Work with the MML staff to secure a location for the Silent Auction room at the MML
Conference.
2. Coordinate all functions of the Silent Auction.
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3. Solicit donations of gifts for the Silent Auction.
Promote the silent auction through the MMCCA website and Facebook page and through the
MML website and Facebook page.

5. Silent Auction Committee oversees all 50/50 drawings. Regarding Budget this shall fall with the
line item of Silent Auction expenses.

SOCIAL MEDIA AND WEBSITE COMMITTEE:
MEMBERSHIP: Committee to be appointed by the incoming President. A two-person committee.
DUTIES:

1. Work with the Association's 2*-Viee President Trustees to closely monitor the MMCCA
Facebook page and Association website for updates, photos, and information.

2. Encourage all Association members and Committee members to forward newsworthy
information about Association members from newspaper articles, magazine articles, press
releases, social media, etc.

3—Eneourage Trustees-to-submit-information-and-phetesfor-pesting-en-the- MMCCA-Facebook
page:

IIMC COMMITTEE:
MEMBERSHIP: HOW IS THIS COMMITTEE APPOINTED? Should be appointed by the incoming
President. Members must hold MMC status to serve on this committee.
DUTIES:
. Encourage all Association members to join IIMC and to achieve IIMC accreditation.

2. Promote IIMC to all Association members.
3. Encourage all Association members to attend conferences.
4. Administer the IMC Scholarship.

ARTICLE VI
QUORUM: A majority of the paid membership present at this association's meetings shall constitute a
quorum,
ARTICLE VII
SECTION ONE: DUES.
The annual dues shall be based on the population of the municipality using the latest U.S. Census Report.

The dues structure will be for the municipal clerk and one deputy, with an extra fee for each additional
deputy clerk, as listed.

POPULATION MUNICIPAL CLERK & DEPUTY: EACH
ONEDEPUEY TAX MUNICIPAL CLERK ADDITIONAL
COLLECTOR OR CLERK | & TAX COLLECTOR DEPUTY
OF COUNCIL OR CLERK OF
COUNCIL
Under 1,000 $20.00 $20.00 $2.50
1,001 —2,500 $30.00 $30.00 $2.50
2,501 - 5,000 $40.00 $40.00 $2.50
5,001 - 7,500 $50.00 $50.00 $2.50
7,501 — 10,000 $60.00 $60.00 $2.50
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10,001 — 20,000 $70.00 $70.00 $2.50
20,001 — 30,000 $80.00 $80.00 $5.00
30,001 — 40,000 $90.00 $90.00 $5.00
40,001 — 50,000 $100.00 $100.00 $5.00
Over 50,000 $110.00 $110.00 $5.00

Whenever an Active Member leaves the municipality that paid the Association dues, the membership shall
remain with the municipality and transfer to the successor upon notification to the Treasurer of the
Association.

ARTICLE VIIT

VOTING RIGHTS:
SECTION ONE: Each municipality shall be entitled to only one vote.

SECTION TWO:

In municipalities having more than one (1) active member there is still only one vote cast per municipality, in
person voting shall be performed by the Municipal Clerk and Tax Collector the-vete-shal-be-pro-rated
among-the-aetive-members-of the-munieipality-present should Municipal Clerk and Tax Collector be absent
the duty of voting shall fall on the Deputy Clerk and Tax Collector the-members of that municipality. Should
both the Municipal Clerk and Deputy Clerk and Tax Collector be absent the Clerk of Council followed by
Deputy Clerk of Council shall vote or if the members of the municipality elect to do so they may appoint one
member to eash cast their pro-rated vote by proxy. In no event shall a municipality be denied a full vote even
though only one active member is present at an association meeting.

ARTICLE IX
OFFICERS' EXPENSES:
SECTION ONE: The President shall be reimbursed for actual expenses incurred for attending IIMC
meetings. In addition, the President shall be reimbursed for attending meetings which are in addition to
meetings normally attended and paid by the municipality represented.

SECTION TWO: The First Vice President shall be reimbursed for the registration fee to attend the [IMC
Annual Conference and shall be allowed $1000.00 reimbursement for expenses.

SECTION THREE: The Second Vice President shall be reimbursed for the registration fee to attend the
[IMC Annual Conference and shall be allowed $500.00 reimbursement for expenses.

SECTION FOUR: The Treasurer shall be allowed registration costs reimbursement for attending the IIMC
Annual Conference. (Approved 12/19/2014).

SECTION FIVE: The Secretary shall be allowed registration costs reimbursement for attending the [IMC
Annual Conference. (Approved 12/19/2014).

SECTION SIX: If at any time an officer(s) does not attend the [IMC Annual Conference any officer(s)
shall be allowed to use or divide funds allocated to the officer(s) who is/are not attending. (Approved
12/19/2014).

SECTION SEVEN: The IIMC Regional Director shall be reimbursed for actual expenses incurred for
attending the [IMC Annual Conference and for fifty percent (50%) of the actual expenses incurred for
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attending the IIMC Regional meetings. The Regional Director is required to attend the IMC Annual
Conference and yearly Regional meetings.

SECTION EIGHT: Current Past President (outgoing past president) shall be reimbursed their registration
fee for attending the [IMC Annual Conference.

SECTION NINE: Senior Trustees who have served for three (3) years (as Junior, Intermediate, and then
Senior) shall be reimbursed their registration fee for attending the IMC Annual Conference.

ARTICLE X
POLICIES:
CERTIFICATE PROGRAM POLICY
The MMCCA shall contract with an [IMC-approved academic institution to conduct and administer the
Mississippi Certification Program (MCP) in accordance with the International Institute of Municipal Clerks
(IIMC) guidelines.

Any municipal clerk, clerk of council, tax collector or his/her appointed deputies may apply to attend the
Certification Program. An application for admissien-te-the graduation from the program shall be submitted

with the appropriate documentation prierto-attending-the-education-sessions to become certified. All

attendees working toward certification shall inelude provide a a certified copy of the minutes as verification
of his/her appointment at the time of graduation.

A deputy clerk shall be appointed by the governing authority and shall perform at least four (4) of the
following eight (8) core duties of a municipal clerk:

* General Management

* Records Management

e Elections

* Meeting Administration

* Management of by-laws, Articles Incorporation, ordinances or other legal instruments

* Human Resources Management

* Financial Management

* Custody of the official seal and execution of official documents

A municipal clerk must have achieved a minimum of 100 points as assigned through the MSU Extension
Center CMC Program.

A deputy clerk must submit a letter stating current duties from the municipality in which she or he serves as
well as a complete and detailed job description.

Any other municipal employee may attend the Certification Program and shall receive a Certificate of
Completion when he/she has successfully completed the requirements for the education portion of the
Mississippi Certification.

Requirements for Municipal Clerk Certification:
1. Serve as an elected or appointed Municipal Clerk, Clerk of Council or Tax Collector.

2. Complete all the educational requirements.
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3. Obtain the designated experience points.

4. Attend three (3) conferences including business meetings (Winter-MMCCA Winter Educational
Conference, Spring-MMCCA Annual Spring Conference, Summer-MML Annual Conference)
of the MS Municipal Clerks and Tax Collectors Association. The conference/business meeting at
graduation will not count for this requirement.

5. Complete the application; submit application and fee to the Certification Committee by April 1%
of the year of completion.

Requirements for Municipal Deputy Clerk Certification:

1. Serve as an appointed Municipal Deputy Clerk.

2. Complete all the educational requirements. Certified minutes are required for this designation.

3. Obtain the designated experience points.

4. Attend ene(1) three (3) conferences including business meetings (Winter-MMCCA Winter
Educational Conference, Spring-MMCCA Annual Spring Conference, Summer-MML Annual
Conference) of the MS Municipal Clerks and Tax Collectors Association prior to graduation.
The conference/business meeting at graduation will not count for this requirement.

5. Complete the application with all attachments, including a certified copy of the minutes and the
signature of a supervising municipal clerk, clerk of council or tax collector; submit the
application to the Certification Committee by April 1st of the year of completion.

Requirements for Certification of Completion:
1. Serve in any capacity as a municipal employee.
2. Successfully complete all the educational requirements.
3. Complete the application and submit it to the Certification Committee by April I st of the year of
completion.

After April 1* of each year, the Chair of the Certification Committee shall call a meeting of the committee
along with the Institute Director to review all applications. Upon completion of the review, the Chair shall
advise applicants of their status. The Center for Government and Community Development shall issue
Certificates to those who have successfully completed the requirements for the Mississippi Certification. The
Certificates will be awarded during the graduation ceremony held during the Opening Ceremony of the MS
Municipal League Annual Conference.

CODE OF CONDUCT POLICY

POLICY: It shall be the policy of the MMCCA that all attendees, presenters, and vendors conduct
themselves at all times in a courteous, professional, and respectful manner, refraining from actions that might
bring discredit upon themselves, their municipalities, and MMCCA. Such conduct includes, but is not limited
to, talking, texting, use of electronic devices (except for notes or reporting purposes) and other actions that
could distract or disrupt Educational Sessions and Business Meetings.

EXECUTIVE OFFICERS AND TRUSTEE POLICY

POLICY: It shall be the policy of the MMCCA to provide a procedure whereby the MMCCA Executive
Committee shall review the active status of MMCCA Executive Officers and Trustees and make a
recommendation regarding non-active Executive Officers and/or Trustees.
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[f it is found by the MMCCA Executive Committee at the completion of the first year of an Executive
Officer or Trustee's term that he/she has been inactive, the following actions shall be taken:
a. The Chair of the Nominating Committee shall contact the Executive Officer or the Trustee to

inquire as to the cause for inactivity and shall ascertain whether the Executive Officer or the
Trustee is capable of completing his/her term as an active Executive Officer or Trustee.

b. The Chair shall convey his/her finding to the Nominating Committee in the form of a written
report. The Nominating Committee shall then provide a written report to the MMCCA Executive
Committee as to whether the Executive Officer or the Trustee shall be retained in office or
replaced.

c. Any Officer elected or appointed by the Executive Board may be removed from office for
neglect of duty, malfeasance in office or other just cause, or for three (3) unexcused absences
from Executive Board meetings. Removal of said Officer shall be decided at a special election to
be held by mailed, faxed or electronic ballot, sent to all Active Members (Municipalities) of the
Association; removal requires the affirmative vote of two-thirds (2/3) of its members. The
vacancy shall be filled as provided in Article [V, Section 6 of the Constitution, unless an election
will be held at least thirty (30) days before the date of the annual business meeting.

MMCCA has established an Executive Officer Travel Policy.

*  The President shall be reimbursed for actual expenses incurred for attending [IMC meetings. The
Association shall provide the President a suite at the December MMCCA Winter Workshop and
the MMCCA Annual Conference. In addition, the President shall be reimbursed for attending
meetings which are in addition to meetings normally attended and paid by the municipality
represented.

* The First Vice President shall be reimbursed for the registration fee to attend the [IMC Annual
Conference and shall be allowed $1,000.00 reimbursement for expenses.

*  The Second Vice President shall be reimbursed for the registration fee to attend the [IMC
Annual Conference and shall be allowed $500.00 reimbursement for expenses.

*  The Treasurer shall be reimbursed for the registration fee for attending the [IMC Annual
Conference. (Approved 12/19/20114).

*  The Secretary shall be reimbursed for the registration cost for attending the [IMC Annual
Conference. (dpproved 12/19/2014).

+  Officer(s) shall be allowed to use or divide funds allocated to any officer(s) not attending the
[IMC Annual Conference. (Approved 12/19/14)

e Current Past President (outgoing past president) shall be reimbursed their registration fee for
attending the [TIMC Annual Conference.

e Senior Trustees who have served for three (3) years (as Junior, Intermediate, and then Senior)
shall be reimbursed their registration fee for attending the [TIMC Annual Conference.

The IIMC Regional Director shall be reimbursed for actual expenses incurred for attending the IMC Annual
Conference and for fifty percent (50%) of the actual expenses incurred for attending the [IMC Regional
meetings. The Regional Director is required to attend the IMC Annual Conference and yearly Regional
meetings.

24| Page



SHEILA HEATH MEMORIAL FUND FLOWER POLICY

POLICY: It shall be the policy of the MMCCA to establish a uniform system for purchasing floral
arrangements/plants for MMCCA members and their immediate family members. The duty of sending the
floral arrangements/plants shall fall upon the trustee of the area.

An immediate member of the MMCCA family includes spouse or domestic partner, parents, step-parents,
children, and step-children. Immediate family may be extended to include others where the degree of
closeness of the relationship to the Clerk warrants consideration and when approved in advance by the
MMCCA President.

In the event of a serious or prolonged illness, hospitalization, or death of an active member of the MS
Municipal Clerks and Tax Collectors Association or an immediate member of the MMCCA family, an
appropriate floral arrangement/plant or charitable contribution may be sent by a trustee of the MMCCA on
the Association's behalf.

PROCEDURES:

1.

6.

A trustee of the MMCCA may place an order with a local florist for a floral arrangement/plant to
be sent not to exceed $150.00 (which includes delivery and service charges). If the person
placing the order would like to provide a larger arrangement/ plant, then the difference between
the value of the arrangement/plant and the maximum limitations set forth will be paid by the
individual placing the order.

For reimbursement of the floral arrangement/plant or charitable contribution by the MMCCA, a
receipt or a copy of the receipt must be submitted to the Treasurer within one month of placing
the order or making a charitable contribution.

Information regarding the request for reimbursement must also be included with the receipt and
may include but is not limited to the following: Clerk's name and address requesting
reimbursement, the name of the person who is ill, hospitalized, deceased, and relation to Clerk,
Federal Identification Number of the charitable organization, and the name of the MMCCA
Trustee giving prior approval.

The Treasurer will then mail a reimbursement check to the member within one month of
receiving the information.

Exceptions to this Policy require the prior approval of the President of MMCCA or his/her
designee.

This will be collected at each conference. Each MMCCA Conference shall offer an opportunity
for collection for this fund.

A balance report of the Sheila Heath fund shall be reported at each business meeting by
Treasurer to show the current fund balance as fund is carried over.

RETIREE RECOGNITION POLICY

POLICY: It shall be the policy of the MMCCA that all retirees in good standing with the association be
recognized by the association at one of the MMCCA Business Meetings.

1.
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A retiree shall be employed as a municipal clerk, clerk of council, tax collector, or a deputy clerk
at the time of retirement.

A retiree shall be a member of the MMCCA.

A retiree with at least ten years of service as municipal clerk shall receive an award of
recognition

Retirees with fewer than ten years as municipal clerk shall receive a certificate of recognition.
Deputy or municipal clerks who achieve the required ten years of service in municipal
government shall receive a certificate of recognition.



5. Names of retirees meeting the criteria set out by MMCCA shall be submitted to the Retirement
Committee by the Trustees along with a notation as to whether the retiree is expected to attend
the Business Meeting. In the event a retiree will be unable to attend the Business Meeting, the
Chair of the Retirement Committee will send the appropriate award to the retiree.

6. Names of all eligible retirees shall be read at the Business Meeting and all attending the event
will receive their awards at that time.

SCHOLARSHIP POLICY

SECTION I: Larry Graves Scholarship. It shall be the policy of the MMCCA that the Larry Graves
Scholarship shall provide an opportunity for every Municipal Clerk in the State of Mississippi to obtain
training and subsequent certification through the Clerks’ Certification Program. The Larry Graves
Scholarship shall provide for registration costs and lodging for the recipient to attend the Clerks’
Certification Program. Pending availability of funds, three (3) twe-(2) full scholarships shall be awarded to
Clerks one per district (Southern, Central, Northern) annually (one scholarship given to each district for

the session in spring and fall). A minimum balance of three thousand dollars ($3,000) per scholarship shall
be budgeted annually for the ene-thousand-five-hundred-doHars($1;500)-shall-be-maintained-in-the
Scholarship fund. Scholarships shall be awarded accordingly. One-half-efthe Proceeds received from
vendors’ fees shall be deposited accordingly into the Larry Graves Scholarship Fund for budgetary purposes.

CRITERIA: Clerks who want to attain a Mississippi Certification shall meet the following criteria to be
eligible to receive a scholarship for the Clerks Certification Program:

1. Serve as a full-time Municipal Clerk and Tax Collector, Clerk of Council, or Deputy Clerk.
Hold membership in the MMCCA,
Complete the required application;
Provide documentation indicating the need for assistance; and
Submit a letter from the Mayor, City Manager (if applicable), or Council expressing the local
governing authority's support for the applicant to attend said training programs and affirming
that funding is not available for such training through the local government.

o W N

SECTION 2: Graduating Senior Scholarship. The Graduating Senior Scholarship shall provide one
thousand dollars ($1000) to only one (1) graduating senior who is the child or grandchild of municipal clerks
or deputy clerks who are active members of MMCCA.

CRITERIA: High School Seniors desirous of applying for this scholarship shall meet the following criteria
to be eligible to receive the scholarship.

1. An applicant who is the child of a clerk or deputy clerk in good standing will be given st
preference, followed by a grandchild receiving 2nd preference.

2. The scholarship applicant may be a student who is attending a public, private or home school.

3. The scholarship recipient will be announced at the spring conference of each year and awarded
at the annual MML Conference.

4. The recipient must be enrolled as a full-time student or provide a letter of intention to be a full-
time student. Scholarship funds will only be forwarded to the winner’s school of choice.

5. A mintmum-balanee of-one-thousand-detars-GH1000)-shall-be maintained-in-the sraduatingsenior
schelarship-fund. One thousand dollars ($1,000) per scholarship shall be budgeted annually in
the Graduating Senior Scholarship Fund.

6. One halfofthe Proceeds from the vendors’ fees shall help fund the scholarship fund.

7. Complete the required application.

26| Page



This scholarship shall be awarded at the MML-Annual Conference Awards Luncheon and the designee shall
be honored at the MMCCA Summer Business Meeting.

SECTION 3: IIMC Scholarship. The IIMC Annual Conference Scholarship shall provide an opportunity
for every Municipal City Clerk in the State of Mississippi the opportunity to attend the [IMC Annual
Conference to help achieve the goal in obtaining the Master Certification. The IIMC Annual Conference
Scholarship shall provide for the registration cost only. Pending availability of funds three (3) scholarships
shall be awarded to Municipal City Clerks annually. One — Northern District, One — Central District, and one
— Southern District. A Minimum balance of two thousand dollars ($2,000) shall be maintained in the
scholarship fund. This shall cover the registration only. The precedence for award shall fall to a City Clerk.
Should a Deputy Clerk apply, the award may fall to the Deputy Clerk (assuming all criteria are met) if a City
Clerk does not apply. This scholarship is voted on and awarded by the IMC Committee.

CRITERIA: Municipal City Clerks who want to attain their Master Certification (MMC) shall meet the
following criteria to be eligible to receive a scholarship for the [IMC Annual Conference:

1. Serve as a Municipal City Clerk;

2. Be in good standing with MMCCA with all dues being current;

3. Complete the required application (1 per municipality);

4. The applicant must be a City Clerk working toward his or her Master Certification (MMC)-In
the event a City Clerk does not apply for the scholarship in his or her district, a Deputy Clerk
from that district may apply only if he or she is working toward his or or her Master
Certification;

5. Provide documentation indicating the need for assistance; and
Submit a letter from the Mayor and/or Board expressing the local governing authority’s support
for the application to attend the [IMC Annual Conference.

MINI-WORKSHOP TRAVEL POLICY
POLICY: It shall be the policy of the MMCCA that any municipal clerk or deputy clerk shall be reimbursed

for travel expenses to perform a mini-workshop to other municipal clerks or deputy clerks.

I.  Mini-workshop is defined as a training session of municipal duties given to other municipal
clerks or deputy clerks performed by a municipal clerk or deputy clerk.

2. A Trustee of the MMCCA may arrange a mini-workshop at a location that would be centrally
located within their district for several municipalities. It shall be at a location that is at no
expense to the association. It shall be the trustees responsibility to coordinate the training
location, instructor and clerks.

3. The municipal clerk or deputy clerk performing the training session shall be reimbursed for
mileage at a rate that is approved by the State.

4. A mini-workshop requires the prior approval of the Executive Board of the MMCCA.

5. Proceeds from the vendors MML-Silent-Auetion shall help fund these sessions. I the Larry
Graves Schelarship-er-the Graduating Senior-Seholarship-funds-are netused;-these funds ean-be
ased-towards-the-wetksheps:
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COMMITTEE REPORTS

Education Committee Report was given by Suzette Davis. Suzette advised the members of

the save the date cards that are at each table.

Certification Committee Report was given by Angela Harris. Angela reported that there
were three (3) Deputy Clerks and eight (8) City Clerks that graduated with their Mississippi
Certified Municipal Clerk Certificate. There were three (3) clerks who received their [IMC
Certified Municipal Clerk Certificate and five who received the IIMC Certified Municipal Clerk
Master Certification. She reminded the Association that registration is now open for the new

certification programs.

Hospitality Committee Report was given by Rosezea Scott. She reminded everyone to
bring items for the new clerk bags that will be handed out at the Winter Conference in December.
The Hospitality Committee thanked Mary Ann Hess for representing our State well. Angela
Richburg was recognized for representing our State well. Katie Harbin was recognized for all her
hard work as President of MMCCA. Suzette Davis was recognized as the new Incoming President.

They were presented with Baskets for our appreciation.

IIMC Committee Report given by Angela Richburg. She invited all Clerks to attend the
IIMC Conference in Calgary. She explained all the points you can earn at the conferences. The
next explained a new program that is for anyone who is working towards their IMC CMC and an
[IMC Master Certification, The Program is called the plus program. There is a Zoom meeting in

the upcoming days to explain the program that is opening up July 1%, 2023.



Nominating Committee report as given by Jo Ann Robbins. She advised the Association
of the Recommendations that were given from the Committee as follows:

2" Vice President — Mary Roberts

Treasurer — Lauren Stewart

Secretary — Leslie Thompson

Central — Central District Trustee — Angela Hester

South West District Trustee — Rosezea Scott

Nort West District Trustee — Kimberly Johnson

ORDER TO ACCEPT THE NOMINATING COMMITTEE REPORT

There next came on for consideration the matter of approving the nominations as presented
by the nominating committee. After hearing the report given by the Nominating Committee
Chairman, Jo Ann Robbins, the Association voted to accept the nominations as presented by the
nominating committee. The report is attached hereto and incorporated herein by reference.

ORDERED this the 28" day of June, 2023 upon a motion by the Northern District Trustee,
Jamie Morgan, seconded by Southern District Trustee, Catherine Kemp, with all members present

voting “AYE”.



MMCCA Nominating Committee Report
to be presented at the Executive Meeting on June 25, 2023

MML annual meeting

On June 23, 2023 the MMCCA Nominating Committee met with the following attending: Jo Ann Robbins,
Mary Parker, Angela Richburg, Katie Harbin, and Suzette Davis.

The meeting had been called by Jo Ann Robbins on June 22 with email notification sent to Mary Parker, Amelia
Wicks, Angela Richburg, Katie Harbin, Suzette Davis, and Jason Camp.

The following information was presented by Jo Ann Robbins, serving as Chairman of the Nominating

Committee:

[- According to our Constitution and By-laws the following executive office positions will be vacant
at the annual Clerks' meeting held at MML:

2" VP: Paula Tearce will be rotating to 1* VP

Trustee: North West — A.J. Linville has served as Senior Trustee and will be rotating off
Trustee: Central Central — Jean White has served as Senior Trustee and will be rotating off

Trustee: South West — Rosezea Scott has fulfilled one year as Senior Trustee (following the
resignation of a Clerk)

Secretary — Leslie Thompson (this position shall be recommended by the 1* VP)

Treasurer — Lauren Stewart (1* year of service)

2- The following applications had been received and were presented for discussion:
2" VP: Mary Roberts and A.J. Linville
Treasurer: Lauren Stewart
Trustee: Central Central Angela Hester
Trustee: South West Rosezea Scott

3- It was confirmed that 1* VP Suzette Davis recommended the selection of Leslie Thompson to continue

as Secretary
4- No application was received for the North West Trustee position.

5- All applicants had been determined to be in good standing with the association with all dues paid in
full.



6- After discussion the following recommendation was made:
The nominating committee was faced with the decision of recommending 6 clerks to fulfill the vacancies. The
committee agreed all applicants were involved in the association and qualified to serve in the position applied

for. The majority of our meeting was used to discuss the two applicants for VP and the vacancy for the North
West Trustee position. After a thorough discussion: the following recommendation is unanimously submitted to

the Executive Board for approval.
2™ Vice President — Mary Roberts
Treasurer — Lauren Stewart
Secretary — Leslie Thompson
Trustee — Central Central Angela Hester
Trustee — South West Rosezea Scott
Trustee — North West Kimberly Smith

The nominating committee also wishes to sincerely thank AJ for her service in our association and looks
forward to her continued service.

BoOme S o
Jo Ann Robbins

MMCCA
Chairman Nominating Committee



Retirement Committee Report was given by Leslie Thompson. She explained to the clerks

to keep sending her information on retired clerks.

Scholarship Committee Report was given by Mary Roberts. She explained that there are
two scholarships, The Larry Graves which allows a clerk to attend the State Certification training
classes and the Graduation Senior Scholarship for One Thousand Dollars ($1,000.00). This
scholarship is for a child or a grandchild of a City Clerk or Deputy Clerks who are active members
of the association. She next reported that Kathy Watson wanted to thank everyone for their prayers

and for her flowers that were sent to her.

Silent Auction Committee Report was given by Kristal Jones. She reported that the 50/50
raffle made Nine Hundred and Thirty Dollars ($930.00). The Silent Auction made Four Thousand
Six Hundred Forty One Dollars and Zero Cents ($4,641.00) and the Gun raffle brought in Two
Thousand Nine Hundred Seventy Six Dollars and Zero Cents ($2,976.00). The Committee raised
a total of Eight Thousand Five Hundred Forty Seven Dollars and Zero Cents ($8,547.00) this year

at the MML Conference.

Social Media/ Website Committee Report was given by Jamie Morgan. Jamie explained
that if a clerk sees anything that needs to be changed to please let her know. She also explained

that she is working on the website to update clerks’ pictures so be patient.

Presentation of the Officers consisted of President Katie Harbin calling each Officer to

the front of the room to get their Oath of Office and to stand in front of the room. When every



name was called, each person raised their right hand and repeated the following words. “I, “state
your name”, do solemnly swear that I will faithfully and impartially perform the duties of “state
your office” of the Mississippi Municipal Clerks and Collectors Association to the best of my
ability, and will uphold the constitution and Bylaws of the Mississippi Municipal Clerks and
Collectors Association, so help me God.” Past President Katie Harbin presented the 2023-2024
Mississippi Municipal Clerks and Collectors Association Officers. Katie thanked everyone for
their help while she was President. Katie Harbin then introduced the new President of the

Mississippi Municipal Clerks and Collectors Association, Suzette Davis

Suzette Davis took her place as President and thanked everyone that does for the
Association and Past President Katie Harbin for all she has done this past year. President, Suzette
Davis presented Past President, Katie Harbin with a basket of goodies from all of the conferences
that they have been to all over Mississippi. President, Suzette Davis thanked her Mayor, past
Mayor and City of Collins Board of Alderman for coming and allowing her to be a part of this
Association. She advised the members that she has sent out the committee interest forms and
asked that they submit them as soon as possible. She explained that this year is the Mississippi

Municipal Clerks and Collectors Association 50 Anniversary.



There being no further business the meeting was adjourned upon a motion by President,

Suzette Davis,

AN

KATIEJTARBIN, PRESIDENT

Lol Thomgsen

LESLIE A. THOMPSON, SECRETARY




