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INSTITUTE AND ACADEMY

Join us virtually for the 26th Annual ILMCT Institute & Academy where you will spend the week div-
ing into topics focused specifically on the role of the municipal clerk and clerk-treasurer. Attend an
abundant lineup of classes for both the novice and advanced municipal official, targeting the sub-
jects necessary for you to grow in your profession. Network with your colleagues and learn from their
experiences, while gathering the tools you need to be a powerful part of your local government team.

What is the difference between the Institute & Academy?

Certified Municipal Clerk (CMC)/Institute - The CMC program is designed to enhance the job performance
of the clerk, clerk-treasurer, controller, and deputy clerk. To earn the CMC designation, attendance in an ex-
tensive education program is required. Institute classes are designed to equip attendees with the basic skills
needed to carry out the duties of their office, based on the International Institute of Municipal Clerks (IIMC)
core curriculum. These classes are also designed for those pursuing their Indiana Accredited Municipal Clerk
(IAMC) designation through ILMCT.

Master Municipal Clerk (MMC)/Academy - The MMC program is an advanced continuing education pro-
gram that prepares participants to perform complex municipal duties. The program has an extensive and
rigorous educational component and a professional and social contribution component. The MMC applicant
must demonstrate that they have actively pursued education and professional activities. Academy classes are
deemed appropriate for those working towards their MMC designation. More information on the IIMC pro-
grams can be found at www.iimc.com.

Additionally, both Institute and Academy classes can be used toward the Certified Public Finance Administra-

tor (CPFA) designation offered through the Association of Public Treasurers of the United States and Canada.
More information can be found at www.aptusc.org.

Institute & Academy Update

ILMCT and Ball State University have been partners for decades. Our ongoing §—~
collaboration to provide Hoosier clerks and clerk-treasurers with quality con- )
tinuing education through the ILMCT Institute & Academy is going strong. This \/
partnership, when coupled with a strong partnership with the International Insti- BALL STATE
' : tute for Municipal Clerks, ILMCT Institute & Academy is better than ever! UNIVERSITY
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Thursday, March 18

Wednesday, March 17

9:00a.m. - Institute & Academy Class — Cyber Security Insurance and
10:00 a.m. Precautionary Steps

10:00a.m.— | Institute & Academy Class — Hosting Virtual Meetings
11:00 a.m.

11:00a.m.— | Institute & Academy Class — Peer Led Learning Oppor-
12:00 p.m. tunity

12:00 pm.— | Lunch Break

1:00 p.m.

1:.00 p.m. — Institute Class — The Responsibilities and Authority of Clerks
3:00 p.m. and Clerk-Treasurers

1:00 p.m. — Academy Class — Capital Assets

2:00 p.m.

2:00 pm.— Academy Class — Using Time Management and

3:00 p.m. Organizational Skills as a Stress Relief Strategy

3:00 pm.— Institute & Academy Class — ILMCT Institute & Academy
5:00 p.m. Presents ALL THE QUEEN'S HORSES

Sponsored by LWG CPAs & Advisors

9:00a.m. - Institute & Academy Class — Census: What Happens After 9:00a.m. — Institute Class — What Holds Things Together? Nuts and
10:00 a.m. the Count? 11:00 a.m. Bolts
10:00a.m.— | Institute & Academy Class — Understanding Grassroots 9:00a.m. — Academy Class — Appropriations: Ensuring a Transparent
12:00 p.m. Legislative Advocacy and Real-Time Updates from the 2021 10:00 a.m. and Compliant Process
Legislative Session 10:00a.m.— | Academy Class — Personal Development through
12:00 p.m.— | Lunch Break 11:00 a.m. Purposeful Networking
100 pm. 11:00am.— | Institute Class — Tax Increment Financing from the
1:00 p.m. - Institute & Academy Class — Understanding and 12:00 p.m. Beginning
3:00 p.m. Responding to Implicit Bias and Micro Aggressions —
- — 11:.00am.— | Academy Class — Codification and the Proper Ways to
3:00 pm.— Institute & Academy Class — Working with the DWD on 12:00 pm. Communicate your City or Town's Official Actions
4:00 p.m, Municipal Unemployment Insurance Accounts 1200 L nch Break
4:00 p.m. — Institute & Academy Class — Collecting and Accounting 1. OO p%jm' N anenered
5:00 p.m. for Unpaid Bills I
1:00 p.m. — Institute & Academy Class — Public Records Management
Tuesday, March 6 : 3:00 p.m. & Retention
9'QO am = it el s iy et = Une ssinel g et 3:00 p.m. — Institute Class — Human Resources Files and Records
10:00 a.m. Benefits from both a Payroll and Policy Perspective
5:00 p.m. Management
10:00am.— | Institute & Academy Class — Ensuring Government . : :
11:00 a.m. Spaces are Secured for your Workforce and the Public 3:00pm.— | Academy Class — Preparing for and Facing Federal Grant
4:00 p.m. Auditing
11:.00am.— | Institute & Academy Class — Navigating 2022 and . . '
12:00 p.m. Beyond: How the Pandemic has Changed Municipal Financial 400 pm. - Academy Class — PERF- Understanding Your Plan
. 5:00 p.m.
Planning
12:00 p.m.— | Lunch Break
1:.00 p.m.
1:00 p.m. — Institute & Academy Class — Grant Avallability and
2:00 p.m, Management U PCOM I NG
2:00 pm.— Institute & Academy Class — APT Cash Handling / Internal
5:00 p.m. Controls ILMCT DATES

June 6-10:

ILMCT 84th Annual Conference &

State Board of Accounts School

July 18-21:

APT/ILMCT Conference,
South Bend

October 27-28:

ILMCT District Meeting,
Noblesville

INSTITUTE AND ACADEMY
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Census: What Happens After the Count?
(Institute & Academy)

Every ten years in America a census of the population is taken by the federal government. While the monu-
mental task of taking the count is what makes the most headlines, there is so much data and so many actions
resulting from the U.S. Census. This course will discuss what data is gleaned, how to find it, and how munici-
palities are impacted by the Census. Further, participants will leave with an understanding of any actions that
can be or must be taken as a result.

Understanding Grassroots Legislative Advocacy and Real-Time Updates from

the 2021 Legislative Session
(Institute & Academy)

Due to the ongoing pandemic, things at the Indiana Statehouse are operating unusually. However, bills are
still being considered and moved through the General Assembly, including the state’s biennium budget. This
workshop will discuss legislation being considered, how it impacts cities and towns, and what you can do to
make a difference. We will also take a deep dive into how the state’s budget impacts municipal budgets, giving
participants a greater understanding of how revenues are collected, calculated for distribution and transferred
to local units.

Understanding and Responding to Implicit Bias and Micro Aggressions
(Institute & Academy)

Science has helped us understand we are all biased and the difference is not between good and bad, but in how
aware we are of our potential biases and how skilled we are at the strategies we can mobilize to reduce the im-
pact of those biases. Positive outcomes from this workshop are understanding the concepts of implicit bias and
micro-aggressions, recognizing situations and contexts where they are more likely to occur, identifying strat-
egies to reduce implicit bias, and practical solutions to move toward recovery and repair when they do occur.

Working with the DWD on Municipal Unemployment Insurance Accounts
(Institute & Academy)

As an employer working with the Department of Workforce Development, you are often focused on when your
reports are due and what happens when you don’t file them on time. But sometimes there is so much more to
the story! This workshop will cover the lifecycle of an unemployment insurance account and the best practices
for maintaining your account. This course will result in more accurate, timely reporting and a better understand-
ing for what the agency expects of its account holders.

Collecting and Accounting for Unpaid Bills
(Institute & Academy)

Before an unpaid utility bill goes deep into arears, there is a lot of groundwork laid to work with customers on
a cure. The same can be said for ordinance violators. What happens when your efforts fail and ratepayers and
violators do not pay what’s due? There are some options for collecting these debts, even though the options
are more limited due to recently passed legislation. Attendees will also hear from the State Board of Accounts
on how to account for and write off these bad debts.
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Understanding Taxable Benefits from both a Payroll & Policy Perspective
(Institute & Academy)

Knowing how to handle taxable benefits for processing payroll and answering employee questions is critical
for municipal clerks who wear many hats. There are many obvious taxable benefits, like municipally provid-
ed cell phones and uniforms. However, what about adoption assistance and even employer health insurance
contributions? Understanding how these benefits are treated in tax policy is crucial. Understanding that these
benefits can be used to attract quality workforce is equally beneficial. This course will offer both education and
advanced perspective on taxable benefits that will serve your community with greater compliance and more
effective service delivery.

Ensuring Government Spaces are Secured for your Workforce and the Public
(Institute & Academy)

Unfortunately, maintaining a safe workplace continues to evolve well beyond the safety concerns of using dan-
gerous equipment or heavy lifting. Keeping your municipal employees and visitors to our buildings safe means
contemplating the unthinkable, from gun violence, explosive devices, and extreme civil unrest. Experts in pre-
paredness and response will be on-hand to instruct participants on the must-do, evolving, world of establishing
safe spaces, providing a sense of peace and confidence for all involved.

Navigating 2022 and Beyond: How the Pandemic has Changed Municipal Financial

Planning
(Institute & Academy)

It’s often said to “never neglect an opportunity for improvement.” While many Indiana cities practice proactive
financial planning, the Covid-19 Pandemic has put forth financial hurdles not faced before and the consequenc-
es will likely be felt for years by local municipalities. In this workshop we will walk through a case study where a
city took their historical financial roadmap and improved it; taking into account expected and potential financial
impacts from the Pandemic. The workshop will address financial planning for projects, staff succession and
debt utilization during a pandemic.

Grant Availability and Management
(Institute & Academy)

With steady streams of revenue sometimes unstable or restrained by constitutional limits, municipal leaders
sometimes search for new revenues in the form of grants. It’s rarely as easy as it sounds to find them, let alone
win them, and manage them. Learn how and where to identify what grants are available and right for your
community. Attendees will also gain valuable knowledge about the right ways to manage grant funds to ensure
maximum utilization and sound practices.

APT Cash Handling / Internal Controls
(Institute & Academy)

Whether we are clerks or clerk-treasurers, how we handle public funds is equal to the level of the public’s trust
we are given. This workshop will provide best practices and procedures to manage risk while handing and pro-
cessing cash. In addition to cash handing, banking industry standards for credit card transactions and other
electronic transfers, and the review of security and loss prevention procedures, all will be discussed in this com-
prehensive three-hour course. Come ready to learn and take away new abilities in this area of municipal finance!
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Cyber Security Insurance and Precautionary Steps
(Institute & Academy)

Cyber security insurance is an effective way to reduce cyber intrusions because it promotes and sometimes
requires the adoption of risk management measures, such as the use of best practices as a means for limiting
losses incurred from a cyber attack. Participants will learn about the most common kinds of local government
attacks, what kinds of policies and coverages are available, and what important financial and practical issues
to consider when engaging in this complicated yet necessary world.

Hosting Virtual Meetings
(Institute & Academy)

To allow for continuity of government during the ongoing pandemic, Governor Holcomb has allowed through a
series of executive orders, virtual public meetings, and hearings. This workshop will discuss a virtual meeting
from start to finish, from the advertising and logistics, to the creativity some communities have used to ensure
maximum citizen and media engagement. Join this workshop to become well-versed on your digital meeting
options and gain status updates regarding how virtual meetings might continue to be an option even after the
coronavirus pandemic is behind us.

Peer Led Learning Opportunity
(Institute & Academy)

Professional development comes in many forms. Some learn by reading. Some learn by writing. Others need a
combination of the two, or something completely different. One thing we all have in common, however, is that
we always learn when we ask questions and exchange information with one another. Whether you are a sec-
ond-year clerk, or a 15-year clerk-treasurer, bring your questions and we’ll make sure you get the answers you
need to feel confident, skilled, and ready to meet the challenges ahead.

The Responsibilities and Authority of Clerks and Clerk-Treasurers
(Institute)

There are a series of questions you need answered before you can graduate to the next level of municipal ad-
ministration. Are your duties defined? Are there limitations you need to be aware of? Is there a clear delineation
between the duties of the mayor and those of the clerk? How can you keep track of when various reports and
filings are due? Getting the answers to these and other vital questions are the building blocks for molding your
role as an elected leader and will establish your authority among your employees and constituents.

Capital Assets
(Academy)

Capital assets for local governments are different from what are typically described as fixed assets in the private
sector. Are you aware of how to identify a capital asset and account for it properly? Have you dispelled all the
myths regarding capital asset accounting as it applies to local units? It’s time to master this sometimes-compli-
cated form of government accounting and correct any misunderstandings of the past. Attendees should come
ready with questions and be eager to drill down! *Note: This kind of drill is not a capital asset.
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Using Time Management and Organizational Skills as a Stress

Relief Strategy
(Academy)

Throughout our lives we learn strategies to cope with stress. Public life, however, can add new layers of pres-
sure that few others can relate to. This workshop will help you deal with the stress of being a municipal leader
and offer new concepts, strategies, and skills that will help you succeed as your responsibilities and years of
service increase. Attendees will learn advanced time management, organization, goal setting, project comple-
tion, email management, delegation strategies, and more — all aimed at helping you become a more effective
and seasoned leader.

ILMCT Institute & Academy Presents ALL THE QUEEN’S HORSES
Sponsored by LWG CPAs & Advisors
(Institute & Academy)

ALL THE QUEEN’S HORSES tells the story of Rita Crundwell, the perpetrator of the largest case of munici-
pal fraud in American history. As city comptroller of Dixon, IL (population 15,838), Crundwell stole $53 million
dollars of public funds across 20 years. She used the funds to build one of the nation’s leading quarter horse
breeding empires, all while forcing staff cuts, police budget slashing, and neglect of public infrastructure. ALL
THE QUEEN’S HORSES investigates her crime, her lavish lifestyle, and the small town she left in her wake.
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What Holds Things Together? Nuts and Bolts
(Institute)

There are certain functions of running a municipal government that collectively hold it all together to ensure
everything works properly for the citizens you serve. Payroll, benefits, compensatory time, salary ordinances,
payroll taxes, and 1099’s for contractors are just some of the nuts and bolts that every administrator needs to
master. Therefore, it’s appropriate that this class is taught by a list of true masters in municipal government and
municipal auditing.

Appropriations: Ensuring a Transparent and Compliant Process
(Academy)

The city or town budget identifies spending priorities — but how does the fiscal officer use this guiding document
as a method for directing funds to the appropriate place? What kinds of supporting documentation is required
to ensure appropriations are being made in accordance with state requirements and best accounting practic-
es? Finally, how can you work cooperatively with your council to ensure a smooth, efficient, and transparent
process for approving and executing appropriations.

Personal Development through Purposeful Networking
(Academy)

A well-rounded professional career means building a solid network. This network can help you succeed both
personally and professionally. Whether groups be at the local, state, national or international level, expanding
beyond your inner circle can make you a more confident leader and offer you perspectives and best practices
beyond what you can develop on your own. Attendees of this workshop will share their experiences and status
as community and organizational leaders to help you identify your next steps towards a more comprehensive
web of support.

Tax Increment Financing from the Beginning
(Institute)

TIF is a vital tool for communities looking to make improvements to attract employers and workers alike. Along
with the benefits of TIF comes the responsibility to accurately report information about TIF districts. This course
will offer the critical information you need to know about establishment, maintenance, and reporting, of TIF dis-
tricts to ensure your community is able to maximize this valuable economic incentive and quality of place tool.

Codification and the Proper Ways to Communicate your City or Town’s Official

Actions
(Academy)

Are you communicating your municipality’s official rules and pronouncements effectively and in accordance
with relevant legal guidelines? Do you know how to keep your books clear and clutter-free using appropriate
codification techniques? As you likely know, the nuances between ordinances and codifications, and the pro-
cedures for their proper codification, are subtle but important. Attendees will leave this workshop with a strong
appreciation for the technicalities of resolutions and ordinances and how to follow up and memorialize these
actions.
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Public Records Management and Retention
(Institute & Academy)

Before you can address how to store, maintain, and preserve public records, you must know how to identify a
public record and be a compliant steward of history. Don’t let your questions go unanswered. This workshop
will provide meaningful answers and give you the detailed training you’ve been looking for.

Human Resources Files and Records Management
(Institute)

Are you overwhelmed with an antiquated or inadequate filing system? Does your city or town have trouble
keeping its HR or personnel files up-to-date and accessible? Attend this session to learn successful records
management — how to create a filing system, update files in a timely manner, and ensure they remain accessible.
Take your complicated HR and personnel files and turn them into an orderly management resource!

Preparing for and Facing Federal Grant Auditing
(Academy)

You have identified the grant opportunities, secured the grants, and received the funding. But how do you
ensure you’re expending the money properly? How do you guarantee your community is above reproach and
meeting Federal guidelines for managing and reporting after-the-fact? Finally, how can you prepare for the
scrutiny, auditing and reporting that accompanies most major grants? The experts at the Indiana State Board
of Accounts will provide answers to these questions and more to help mitigate any potential financial loss or
regulatory complications that can result from poor grants management.

PERF: Understanding Your Plan
(Academy)

It is never too early to learn about your retirement plan. Join INPRS for our Understanding Your Plan presenta-
tion. Get to know the basics of both the MyChoice and Hybrid retirement plans. Make the most of your benefit
with information on investment choices and resources, along with specifics on retirement eligibility and payout
options.




26th Annual ILMCT Institute & Academy Registration Form

Registration Deadline: March 8

Full Name Amount:
Municipality Circle One: Check MC Visa Discover AmEx
Title Check Number (Payable to ILMCT)
Address Card Number
City/State/Zip Expiration Date Verification Code
Name of Cardholder
Phone
Billing Address
Email (Required!)
City/State/Zip
First Time Attendee O YES d nNo
Cardholder Signature
Academy Sessions

Please check the events you plan to attend. The sessions below count towards CMC
or MMC credit. You may only earn MMC credit for these sessions if you already have
received your CMC.

Monday, March 15

Q Census: What Happens After the Count

Q Understanding Grassroots Legislative Advocacy and Real-Time Updates
from the 2021 Legislative Session

Q Understanding and Responding to Implicit Bias and Micro Aggressions

Q Working with the DWD on Municipal Unemployment Insurance Accounts

Q Collecting and Accounting for Unpaid Bills

Tuesday, March 16

O Understanding Taxable Benefits from both a Payroll and Policy Perspective

Q Ensuring Government Spaces are Secured for your Workplace and the Public

Q Navigating 2022 and Beyond: How the Pandemic has Changed Municipal
Financial Planning

Q Grant Availability and Management

Q APT Cash Handling/Internal Controls

Wednesday, March 17

Q Cyber Security Insurance and Precautionary Steps

Q Hosting Virtual Meetings

Q Peer Led Learning Opportunity

Q Capital Assets

Q Using Time Management and Organizational Skills as a Stress Relief Strategy
QO ALL THE QUEEN'S HORSES

Thursday, March 18

Q Appropriations: Ensuring a Transparent and Compliant Process

Q Personal Development through Purposeful Networking

Q Codification and the Proper Ways to Communicate your City or Town’s Official
Actions

O Public Records Management and Retention

Q Preparing for and Facing Federal Grant Auditing

Q PERF: Understanding Your Plan

Institute Sessions
Please check the events you plan to attend. The sessions below count towards CMC
credit only.

Monday, March 15

Q Census: What Happens After the Count

Q Understanding Grassroots Legislative Advocacy and Real-Time Updates
from the 2021 Legislative Session

Q Understanding and Responding to Implicit Bias and Micro Aggressions

Qa Working with the DWD on Municipal Unemployment Insurance Accounts

Q Collecting and Accounting for Unpaid Bills

Tuesday, March 16

Q Understanding Taxable Benefits from both a Payroll and Policy Perspective

Q Ensuring Government Spaces are Secured for your Workplace and the Public

Q Navigating 2022 and Beyond: How the Pandemic has Changed Municipal
Financial Planning

Q Grant Availability and Management

Q APT Cash Handling/Internal Controls

Wednesday, March 17

Q Cyber Security Insurance and Precautionary Steps

Q Hosting Virtual Meetings

Q Peer Led Learning Opportunity

Q The Responsibilities and Authority of Clerks and Clerk-Treasurers
Q ALL THE QUEEN'S HORSES

Thursday, March 18

Q What Holds Things Together? Nuts and Bolts

Q Tax Increment Financing from the Beginning

Q Public Records Management and Retention

QO Human Resources Files and Records Management

REGISTRATION FEES Full Registration Monday Tuesday Wednesday Thursday
ILMCT Member $300 $100 $100 $100 $100
Non-ILMCT Member $400 $125 $125 $125 $125

Mail completed registration form with check made payable to ILMCT or credit card information:

ILMCT, 125 W. Market Street, Suite 100, Indianapolis, IN 46204
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Meeting Materials & Workshop Links

Please be sure to provide your email address on your registration form. Meeting materials and workshop links
will be emailed to attendees prior to the event via Dropbox.

How Do | Obtain Credit During the Virtual Institute & Academy

#1 - You will be required to log into the selected workshops with the email address on file with Aim. By doing
so, we will be able to run a report from the virtual platform for attendance purposes. This will take the place of
signing into each workshop. If there are multiple people listening to a workshop together, only the person that
logged in with an email address will be given credit.

#2 - During the workshop, the quiz questions will pop up on the screen. You will need to answer the quiz ques-
tions in real time. Unfortunately, since it is a virtual event, you will not be able to answer the quiz questions at a
later date. Please be sure to always keep an eye on the screen. The virtual platform will generate a list with the
answers to each workshop question.

#3 - You must print and complete the assessment that will be provided in the Dropbox link and return to Dr.
Charles Taylor at cdtaylor@bsu.edu.

If you do not complete the above three steps, you will not be awarded credit.






