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NEW HAMPSHIRE CITY & TOWN CLERKS’ ASSOCIATION (NHCTCA) 

REGIONAL CO-CHAIRS GUIDELINES AND POLICY 
 

 

The NHCTCA divides the state into six regions (a list of the regions – and the towns and cities that fall 

into each region – is attached). As set forth in Article Five of the Constitution and By-laws of the New 

Hampshire City and Town Clerks’ Association, the President shall appoint two (2) regional co-

chairpersons (“Co-chairs”) to represent each of the six regions. Co-chairs shall be appointed for two-

year terms and may not serve more than three (3) consecutive terms, unless no other appointment is 

forthcoming. 

 

All Co-chairs are responsible for three principal duties, performed on an annual basis: 1) organizing the 

spring workshop; 2) assembling the regional basket for the fall conference, and 3) maintaining and 

updating all records with respect to the regional checking account. 

 

 

1. Spring Workshop 

 

The Co-chairs are responsible for working together to organize the spring workshop. The spring 

workshop is an opportunity for each region’s clerks to attend training presented by the state agencies 

with whom clerks work most frequently. The date and location of the workshop should be tentatively set 

by the Co-Chairs and then cleared with the Association President before any plans are finalized. Once 

the Association President has approved the date, the plans should be confirmed. 

 

Co-chairs are allocated $500.00 toward expenses. These funds are to be used to help offset the costs of 

their regional workshops. These costs include, but are not limited to, paying for the meals of the invited 

state speakers; mailings; copies; and any other expenses that may occur (the Executive Board may vote 

to change the amount at any Executive Board Meeting). 

 

The Co-chairs are responsible for collecting the registration fee, which should include the cost of the 

meal for each town clerk and state agency representative attending the meeting; it should also include an 

additional $2.00 per registration for the regional basket drawn at the annual conference each year. Each 

region is also responsible for providing a complimentary meal for the NHCTCA President. A raffle may 

also be held at the workshop to help offset costs. 

 

The Co-chairs are responsible for inviting the following state speakers: 

 

Department of Safety 

Bureau of Vital Records 

Secretary of State 

(Any other state officials the co-chairs deem necessary to invite) 

 

The Co-chairs set the agenda for the meeting, making sure adequate time is allotted for all presenters by 

coordinating with them beforehand to ascertain how much time each will need. Due to budget concerns, 

each presenting agency should be encouraged to send only one presenter per program area; however, 

given that agency participation and networking is an important part of the workshop, should an agency 

feel strongly about sending more presenters they should not be discouraged from doing so. 
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The Co-Chairs are responsible for sending invitation letters to all clerks in their regions, which shall 

contain a registration form and a tentative agenda (these invitations may be sent via email). The Co-

chairs shall also send letters to the above list of state speakers. 

 

Upon response from the above mentioned, the Co-chairs will prepare an agenda. All speakers must go 

through the Co-chairs to request attendance at the meetings. If the Co-chairs agree there is enough time 

to allocate to an additional speaker that is not an invited speaker, these speakers will be responsible for 

registering and submitting the required registration fee. In coordinating with the workshop location, the 

Co-Chairs should make sure there are enough place settings for all attendees, including state presenters. 

 

At the end of the workshop, brief minutes of the meeting should be composed and sent to the NHCTCA 

Webmaster. 

 

 

2. Regional Basket 

 

Each region assembles a gift basket to be drawn at the annual conference. Co-chairs are free to set a 

theme if they choose. The Co-chairs coordinate on the preparation of the basket, including the purchase 

of all items to be included and the retention of all receipts for reimbursement and reference during the 

audit. By a predetermined deadline before the conference, one of the Co-chairs must provide a list of the 

contents of the basket to the appropriate contact at NHCTCA for use in preparing conference materials. 

 

 

3. Regional Checking Account 

 

As noted above, Co-chairs are allocated the amount of $500.00 to fund the regional checking account. 

This amount must be requested, in writing, from the Treasurer of the Association. These funds are used 

for helping to offset the costs of the regional workshops and for purchasing items for the regional basket. 

Any balance significantly over $500 should be returned to the association treasurer by check. 

 

All receipts for both the regional workshop and the regional basket are to be kept with the binder that 

holds the monthly bank statements and all other documents pertaining to the regional checking account. 

A check register is also kept, with any deposits or withdrawals entered clearly and accurately as soon as 

possible after they occur. The check register should be reconciled with the monthly bank statement 

promptly and any discrepancies resolved. 

 

All account records should be kept in good order in preparation for the annual regional accounts audit, 

which typically occurs during the summer following the previous calendar year. All transactions 

occurring during the previous calendar year will be audited at that time. For the audit, the Co-chairs 

should bring the binder containing the bank statements, all receipts, and the check register (see the 

attachment, Regional Audit Proposed Process, for recommendations regarding how to best prepare for 

the audit). 


