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NTMCA 

OFFICER APPLICATION 
 
 

 
Name:________________________________________________________________________ 
 
Title:_________________________________________________________________________ 
 
Address:______________________________________________________________________ 
 
City:_________________________________________________________________________ 
 
Phone:___________________________Email:________________________________________ 
 
Number of Years as City Secretary:_________________________________________________ 
 
Number of Years as Deputy/Assistant City Secretary:___________________________________ 
*If currently serving as Deputy or Assistant, include a letter of recommendation from City Secretary 
 
Membership Dates:  _____________________________TMCA__________________________ 
 
Date of TRMC:________________Recertification Date(s):______________________________ 
 
NTMCA Service: 
  
Officer:_______________________________________________________________________ 
 
Committees:___________________________________________________________________ 
 
Educational participation:________________________________________________________ 
 
Special Projects: 
  
TMCA:_______________________________________________________________________ 
 
NTMCA:_____________________________________________________________________ 
  
City/Other:____________________________________________________________________ 
 
Are you willing to, if nominated, accept advancement to the offices of Secretary, Treasurer, Vice 
President and President? _________________________________________________________ 
 
Does your City Council/Manager support your time commitment to serving as an Officer of 
NTMCA?_____________________________________________________________________ 
 
Officer position desired:__________________________________________________________ 
 
 
______________________________________________________________________________ 
Signature       Date 
  



NORTH TEXAS MUNICIPAL CLERKS ASSOCIATION 
 

Officers Duties and Responsibilities 
 

 
President: Duty to preside at meetings; appoint various committees of the 

Association; and to perform such other duties as ordinarily pertain to said 
office. 

 
Vice President: Duty to preside at meetings of the Association in the absence of the 

president; to arrange for programs and speakers for the regular meetings; 
and to perform other duties as ordinarily pertain to said office. 

 
Treasurer: Duty to have custody of all Association funds; to receive revenues, make 

deposits and make payments of expenses of the Association; to act as the 
Secretary in the absence thereof; and to perform such other duties as 
usually pertain to said office. 

 
Secretary: Duty to keep records of membership; record the attendance at meetings, 

send out notices of meetings of the Association, and record and preserve 
minutes of such meetings; to keep the public informed about the activities 
of the Association; to perform such other duties as usually pertain to said 
office; and to act as Treasurer in the absence thereof. 

 
Historian: Duty to keep and maintain the Association’s website, scrapbooks, 

memorabilia and archival records; to bring portions of those records to 
meetings for display and observance by the members and guests; to 
promote the collecting of said historic items; and to perform such other 
duties as usually pertain to said office. 
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