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Who We Are 

• The ‘Oldest’ of public servants in local 
government, traced back to 1272 A.D. in England 
 

• Hub of Government 
 
• Historian of the Community 
 
• Serves the Mayor and City Council 

 
• Assists the City Manager and all Administrative 

Departments 
 

• Called upon daily for service or information 
 
 
 
 
 
 
 



Who We Are  

• Points out to the Mayor and Council’s if and when 
a ‘quorum’ is being formed - which in turn 
creates an unofficial Meeting! 
 



Who We Represent 

• 3 City Clerks 
 

• 146 City Recorders 
 

• 62 Deputy City Recorders 
 

• 87 Town Clerks 
 

• 17 Deputy Town Clerks 
 

• 14 Other government employees representing 
the office of Clerk 
 

• Consisting of 245 Cities and Towns throughout 
Utah 
 

 



Duties of the 

Municipal Clerk 

• Keep and maintain minutes of all public meetings, 
particularly actions taken by the legislative body 
 

• GRAMA Administrator 
 
 
 
 
 
 
 

• Provide public notice of all public meetings, as 
well as a variety of other noticing of specific land 
use, bonding, elections and other issues within 
the city 
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Duties of the 

Municipal Clerk 

 
 • Administer Oaths of Office 
 

• Provide citizens access to all public records 
 

• Administrator of Municipal Elections  
 
 
 

• Assures that proper procedures outlined in the 
Utah Open and Public Meetings Act are followed 
 

• Accept ALL official service for the Town or City 
 

• Process ‘ENDLESS’ GRAMA requests 
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Duties of the 

Municipal Clerk 

• Distribute information to residents via newsletters, 
websites, etc. 
 

• Maintain Cemetery Records 
 

• Maintain valuable water records 
 

• Oh, did I forget GRAMA requests! 
 
 
 
 
 
 
 
 
 
 



Duties of the 

Municipal Clerk 

 
 

• Caterer 
 
 
 

• Perform Business License duties 
 

• Perform human resource duties 
 

• Variety of Financial functions 
 
 

http://images.search.yahoo.com/images/view;_ylt=A0PDoTEfZl1On1AA1OGJzbkF;_ylu=X3oDMTBlMTQ4cGxyBHNlYwNzcgRzbGsDaW1n?back=http://images.search.yahoo.com/search/images?p=financial+planning&n=30&ei=utf-8&fr=yfp-t-701&b=1&tab=organic&w=314&h=402&imgurl=financialplannercastlehill.servicesin.com.au/files/2009/08/financial-planning.jpg&rurl=http://financialplannercastlehill.servicesin.com.au/&size=22.3+KB&name=financial-planning&p=financial+planning&oid=3b43a05cd2108b5af7adfc75ca44c42a&fr2=&fr=yfp-t-701&tt=financial-planning&b=0&ni=30&no=22&tab=organic&sigr=11k0g4uf4&sigb=13cklq2ad&sigi=12hb890gr&.crumb=YKmXPPKHPQp
http://images.search.yahoo.com/images/view;_ylt=A0PDoTFaZl1OLEgATcOJzbkF;_ylu=X3oDMTBlMTQ4cGxyBHNlYwNzcgRzbGsDaW1n?back=http://images.search.yahoo.com/search/images?p=city+financial+planning&n=30&ei=utf-8&fr=yfp-t-701&b=31&tab=organic&w=493&h=483&imgurl=courseware.finntrack.eu/images/The Financial Planning Process.gif&rurl=http://courseware.finntrack.eu/learners/businessmenu.htm&size=11.1+KB&name=The+Financial+Planning+Process&p=city+financial+planning&oid=8547097c370f36729f92cae837c51b89&fr2=&fr=yfp-t-701&tt=The+Financial+Planning+Process&b=31&ni=30&no=35&tab=organic&sigr=11oobk9hm&sigb=13imedjms&sigi=127gohsoa&.crumb=YKmXPPKHPQp
http://images.search.yahoo.com/images/view;_ylt=A0PDoTDVZl1OhhkAPiaJzbkF;_ylu=X3oDMTBlMTQ4cGxyBHNlYwNzcgRzbGsDaW1n?back=http://images.search.yahoo.com/search/images?p=city+budgets&n=30&ei=utf-8&fr=yfp-t-701&b=1&tab=organic&w=648&h=481&imgurl=www.ci.berkeley.ca.us/uploadedImages/Manager/Budget/FY 2011 All Funds Budget Pie.jpg&rurl=http://www.ci.berkeley.ca.us/ContentDisplay.aspx?id=4402&size=46.2+KB&name=City+of+Berkeley+Budget+Frequently+Asked+Questions&p=city+budgets&oid=9ed3d0e2f5b4e4cb5c2135ea3dd0a753&fr2=&fr=yfp-t-701&tt=City+of+Berkeley+Budget+Frequently+Asked+Questions&b=0&ni=30&no=6&tab=organic&sigr=11oquijsu&sigb=136ce3bb3&sigi=12u1lcfn7&.crumb=YKmXPPKHPQp


Affiliations with IIMC 

• The International Institute of Municipal Clerks 
(IIMC) is a profession, that promotes continuing 
education and certification through university and 
college-based institutes 
 

• Provides networking solutions, services and 
benefits to its members worldwide 
 

• IIMC reviews and pre-approves the educational 
training program established by the University of 
Utah’s Center for Public Policy & Administration, 
for the Institute and Academy sessions conducted 
annually at the Sandy Branch of the University of 
Utah 

 
 

http://www.iimc.com/


Affiliations with IIMC 

http://www.aoce.utah.edu/


• Certified Municipal Clerk Program (CMC) 

– CMC designation enhances the job performance of the 

Clerk in small and large municipalities 

– Requires extensive education programs and hours 

– Programs provide quality education in partnership with 47 

institutes of higher learning 

• CMC certification requirement (60 points required) 

– Completion of up to 120 hours of course work at an IIMC 

approved institute 

– Points based on a Bachelor’s or an Associates Degree  

– IIMC Conferences and Study Programs 

 

Training and 

Continuing Education 



Training and 

Continuing Education 

• CMC Experience Component –  

– In addition to education points, CMC applicants must 

complete the requirements to receive additional points, 

including 4 points per year in their appointed positions, 

attendance at UMCA or IIMC conferences and other 

training or educational programs 

– The CMC program requires a minimum of three years to 

complete in most cases 

 

• There are 60 Utah Clerks or Recorders that have 
achieved the designation of Certified Municipal 
Clerk (CMC) 
 
 



Training and 

Continuing Education 

• Master Municipal Clerk Academy (MMCA) 

– Prepares participants to achieve the MMC status, one 

must have earned the CMC designation 

– MMCA is an advance continuing education program that 

prepares participants to perform more complex municipal 

duties 

• MMC certification requirement (60 points required) 

– Completion of up to 120 hours of Advanced Education 

course work at an IIMC approved institute 

– Academic credits in a related field of study from an 

accredited college or university 

– IIMC Conferences 

 
 
 
 
 
 
 



Training and 

Continuing Education 

• MMC Professional and Social Contribution 
Component 
– In addition to Advanced Education points, MMC applicants 

must receive additional points through a variety of 
advanced duties, including serving as a member of the 
Board of Directors for regional or state associations, 
presenting or instructing at approved IIMC training, 
unique on-the-job performance, or achievements that 
benefit the profession or the community 
 

– The MMC program typically takes an additional three 
years to complete 
 

– Results in a minimum six year educational and 
professional commitment in the appointed position 

 
• There are 31 Utah Clerks or Recorders that have 

achieved the designation of Master Municipal 
Clerk (MMC) 
 
 
 
 
 
 



Elected and 

Appointed Officials 

• We sincerely express our appreciation for the 
support we receive from our 

– Mayors 
– Councilmember’s 
– City Manager’s and Administrator’s 
– Brian Hall 
 

• For recognizing and supporting our Continuing Training 
and Education 

• Allowing us to remain current on the ever changing laws 
and requirements that we are responsible for 



Fun Times  



Clerks & Recorders 

• The eminent political scientist, Professor William Bennett 

Munro, in one of the first textbooks on municipal 

administration (1934), stated:  

• "No other office in municipal service has so many 

contacts. It serves the mayor, the city council, the city 

manager, and all administrative departments without 

exception. All of them call upon it, almost daily, for some 

service or information. Its work is not spectacular, but it 

demands versatility alertness, accuracy and no end of 

patience. The public does not realize how many loose 

ends of city administration this office pulls together."  

• These words, written over 50 years ago, are even more 

appropriate today.  

 

The eminent political scientist, Professor William 
Bennett Munro, in one of the first textbooks on 
municipal administration (1934), stated:  
 
"No other office in municipal service has so many 
contacts. 
 
It serves the Mayor, the City Council, the City 
Manager, and all Administrative Departments without 
exception. 
 
All of them call upon it, almost daily, for some 
service or information. 
 



Clerks & Recorders 

Its work is not spectacular, but it demands versatility 
alertness, accuracy and no end of patience. 
 
The public does not realize how many loose ends of 
City Administration this office pulls together."  
 
These words, written over 50 years ago, are even 
more appropriate today.  

  



Recorders and Clerks,  

The Link in your City or Town 

QUESTIONS? 


