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Clerk’s Mandated Training
Overview

Agendas-Minutes-
Parliamentary Procedures

& Other Helpful Information

Why are we here?!
State law (O.C.G.A. sections 36-1-24 and 36-45-20)
requires anyone hired as of April 1, 1992, holding the
title of “clerk” or performing the duties of a
municipal/county clerk pursuant to the local charter,
ordinance, or code shall attend a 15-hour mandated
orientation training.

Why are we here?!
Today will be an overview of the duties and functions
required of a clerk as it pertains to agendas, minutes,
and parliamentary procedures. Other helpful tips and
information will be shared.

Your hours for mandated training count towards your
certification and you are encouraged to continue your
education because these hours are only a tip of the
iceberg of the information you will need to know to help
you perform well!
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Role of the Clerk
The general role of a clerk is to organize, maintain and 
archive records according to Georgia Law and the record 
retention schedule of the entity.

Duties include but are not limited to:
 Issuing public notifications of all official 

activities/meetings
 Preparing meeting agendas & packets of related info
 Recording and maintaining key council* records

Toolbox Tip
What is a municipality?

A municipality is a technical 
term for a county or city.

The word derived from Latin 
“municipium” meaning duty 
holder.

You will commonly see the word 
referenced for “cities” so 
oftentimes individuals will 
separate the jurisdiction (i.e. 
city, town, county, etc.)

JW

General Duties of the Clerk
1. Issuing public notifications of all official 

activities/meetings.
 What is a meeting?

In layman’s terms, a meeting is a quorum of the
governing body or committee where discussion of
business, decisions or recommendations are made.
(See O.C.G.A. 50-14-1 for full definition)

 Why do I need to know what a meeting is?
Action you take is dependent on whether your
gathering is considered a meeting or not.
(i.e. Not classified as a meeting = No Minutes* or Notice)
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1.Issuing public notifications of all 
official activities/meetings.

 What entities have to abide by the Open 
Meetings Law?
 County Commissions;
 City Councils;
 Commissions, Boards or Authorities that are

established by state or local governments;
 School districts and other political subdivisions of the

state;
 Nearly every group that performs any function of a

government entity.

1.Issuing public notifications of all 
official activities/meetings.

 What is a quorum?
The minimum number of individuals that must be
present to the make the proceedings/actions of the
meeting valid.

 Key Point
Quorum + Business Discussed = Meeting + Notice

1.Issuing public notifications of all 
official activities/meetings.

 What would be examples of gatherings that are 
not a meeting?
 Social, civil, ceremonial or religious events
 Traveling to meetings/gatherings
 Attending statewide/multijurisdictional/regional meetings
 Inspecting physical facilities or property*
 Meeting with State or Federal Officials*

*With the meeting “exceptions” no business is to be discussed. You are encouraged to treat the last two as a
meeting to be proactive!

JW
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1.Issuing public notifications of all 
official activities/meetings.

 What are the types of meetings?
o “Official”  = _____________________

o “Discussion” = ___________________

o “Called for a specific purpose” = ___________________

o “Smaller groups that typically vet topics” = _____________

o “Private, closed to the public” = ______________________

Imagine borrowed from https://blog.bit.ai/team-building-activ ities/

1.Issuing public notifications of all 
official activities/meetings.

 What are the types of meetings?
o “Official”  = Regular Meetings

o “Discussion” = Work Sessions

o “Called for a specific purpose” = Special Called Meetings

o “Smaller groups that typically vet topics” = 
Committee Meetings

o “Private, closed to the public” = Executive Sessions
*Consult your attorney and/or State Code for permissible reasons

Imagine borrowed from https://blog.bit.ai/team-building-activ ities/

1.Issuing public notifications of all 
official activities/meetings.

 Which of the meeting types can you have not 
have a quorum and discuss business?
You can have a discussion for all but NO official
action can be taken without a quorum.

*You are encouraged to take minutes for any   
discussion.  One of your vital roles is as a 
historian! 

JW
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1.Issuing public notifications of all 
official activities/meetings.

 When should notice of meetings be given?
o Governing boards and agencies are required to post 

information as to the time, place and dates of regular 
meetings. (See O.C.G.A 50-14-1(d))

o If the meeting is to be held at other places or times, the 
agency must provide 24 hours advance notice by:
• posting notification at the place at which regular 

meetings are held and by notifying the local legal organ 
(newspaper). (See the Sunshine Laws fro posting timeframes based on the legal organ’s 
circulation time frame).

o If an emergency meeting is held with less than 24 hours 
notification, the legal organ must receive notice with the 
reason for holding the meeting.

1.Issuing public notifications of all 
official activities/meetings.

 When should notice of meetings be given?
o Notice of the time, place and dates of regular meetings must 

be made available to the general public and be posted in a 
conspicuous place at the regular meeting place of the entity 
and must be posted on the website, if the entity has one.

o Email is the most effective, efficient and trackable means for 
notification.

General Duties of the Clerk
2. Preparing meeting agendas & packets of related info.

 What agenda style should I use?
You should select the style that is best for your government.
There are four popular styles and each are discussed more
in Meeting Management 101:
 Title Only – Information is presented in the format with only

the issue listed.

 Descriptive/narrative – Information is presented that
describes all detail (i.e. who, what, when, where and why).

 Annotated – Information is presented in a comment format.

 Mixed – Information is presented with a combination of the
above styles.



1/20/2023

2. Preparing meeting agendas &   
packets of related info.

 Agenda Order
This is a basic sample agenda outline based on a regular meeting.  

1. Call to order
2. Invocation/Pledge of Allegiance 
3. Approval of minutes from previous meeting 
4. Public Hearings  
5. Delegations/Citizen Comment Time 
6. New Business 
7. Consent Items 
8. Adjournment 

2. Preparing meeting agendas &   
packets of related info.

 Do I need to publish my agenda?
o The agenda must be made available as far in advance of the 

meeting as reasonably possible within a two week period 
immediately prior to the meeting, but is not required to be 
available more than two weeks prior to the meeting. The 
agenda shall be made available upon request and shall be 
posted at the meeting site. (O.C.G.A. 50-14-1(e)(1))

 Do I need to post the agenda on the website?
o The law requires that governing boards and agencies post 

information as to the time, place and dates of regular 
meetings on the website if the entity has one.  However, in 
this digital age, the question would be why not?

2. Preparing meeting agendas &   
packets of related info.

 What type of information do I need to give out?
o The information you distribute to your Board and the public 

is based on the culture of your entity.  Just remember that all 
information is subject to open records.
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General Duties of the Clerk
3. Recording and maintaining key council records.
 Why do I have to take minutes?

Minutes are necessary so information can be   
referenced later.  You are the historian and keeper 
of records.

3. Recording and maintaining key 
council records.

 What minute style should I use?
You should select the style that is best for your
government. There are three popular styles and each
are discussed more in Meeting Management 101:

 Action Only – Information is recorded in the format with
only the action taken on items listed.

 Summary – Information is recorded that summarizes all
detail (i.e. who, what, when, where and why).

 Verbatim – Information is recorded word for word.

3. Recording and maintaining key 
council records.

 What information should I have in my minutes?
The following lists the basic information that should be
included in your minutes:
 The government name, date and location of the meeting.

 The type of meeting being held.

 The time the meeting was called to order.

 The names of the members present at the meeting.

 The action taken in the meeting.

 The time the meeting was adjourned.
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3. Recording and maintaining key 
council records.

 Are Executive Session Minutes different?
Minutes are required for Executive Sessions but the
minutes are not open to the public. The minutes must
state each issue discussed; but attorney-client
discussion does not need to be recorded. There is no
specific style that needs to be used.

 Only discussion pertaining to the reason why the executive
session was held can take place and must be certified with
a signed affidavit.

 A quorum must have voted to close the meeting and the
regular minutes must state why the meeting was closed.

3. Recording and maintaining key 
council records.

 What reasons can be listed on the affidavit?
Although there are numerous exceptions to the
requirements of the open meetings law, there are six
popular reasons why a council would lawfully hold a closed
meeting or executive session.
1. to discuss pending or potential litigation with legal counsel and 
to discuss or vote on settlement (O.C.G.A. § 50-14-2(1))

2. to discuss or vote on authorizing negotiations to purchase, 
dispose of, or lease property (O.C.G.A. § 50-14-3(b)(1))

3. to discuss tax matters made confidential by state law
(O.C.G.A. § 50-14-2(2) *Add the citation that makes the matter confidential

3. Recording and maintaining key 
council records.

 What reasons can be listed on the affidavit?

4. to discuss hiring, compensation, evaluation, or disciplinary     
action for a specific public officer or employee 
(O.C.G.A. § 50-14-3(b)(2))

5. to interview an applicant to be executive head of a department, 
or (O.C.G.A. § 50-14-3(b)(2)).

6. to discuss records that are exempt from disclosure 
(O.C.G.A. § 50-14-3(b)(4)).
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Meeting Governance 

Basics of Parliamentary 
Procedures

Parliamentary Procedures are “rules” to best handle or 
effectively manage a meeting.  Some basic rules are:
1. To ensure that your entity has basic procedures in 

place.  Robert’s Rules of Order is a guide that many 
organizations use; but there are others available.

2. The Presiding Officer is “in charge.” He or she is 
responsible for ensuring that meetings are timely, 
orderly and are in compliance with the established 
rules of procedure. 

Basics of Parliamentary 
Procedures

3. The vote of the majority rules (aka “wins”). The 
minority has the right to voice their concerns, but 
must abide by the decision of the majority.

4. Silence does “breed” consent.

5. Once a speaker is recognized by the Presiding Officer, 
other members should not interrupt.  

6. Calling for a “question” indicates that there is a 
request for the motion to be voted on.



1/20/2023

Basics of Parliamentary 
Procedures

7. To have the Board make a decision, the Presiding 
Officer should:
a. Recognize the person desiring to make a motion.
b. Ensure that there is a second to the motion.
c. Restate the motion and call for discussion.
d. Call for a vote (sound of aye or nay).
e. Announce the results of the vote.

8. Amendments allow the motion to be changed under 
discussion.

Basics of Parliamentary 
Procedures

9. To Lay on the Table means that the Commissioners 
desire to delay a decision until another time.  A 
motion and a second to do so is required.  A motion 
should be made in a subsequent meeting to take the 
item from the table.

10. Remember that discussion should only be on the 
subject and everyone should have an opportunity to 
speak.

Toolbox Tip

JW

Always READ the state 
code!  Individuals and 
documents may have been 
condensed to the “layman’s 
terms.”  

Always use your associations!  
ACCG and GMA

Read and keep resource 
material.
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Key Resource
There are many great resources available, but this is a 
very comprehensive guide available for both city and 
county clerks!

Georgia’s Open Meetings &
Open Records Laws: A Guide
For County Officials. ACCG,
7th Edition, 2016.

Survival Tips

1. Flag Protocol
a. Flag Etiquette
b. Flag Folding
c. Half-staff – sign of mourning and governments 

typically lower the flag upon receipt of the Governor’s 
Order (on water the proper term is half-mast; but 
used interchangeably).

d. When the US flag is at half-staff, other state, city, and 
company flags should be flown at half-staff.  (Does not 
apply to foreign flags).

Survival Tips

2. Email Etiquette – Affiliates and Associations
 Do NOT reply to all unless necessary- meaning the 

information is beneficial to all reading.
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Survival Tips

3. Open Records Key Tips
 More than one person can be designated to serve as 

the custodian of records and open records officer. 
 Review your charter, ordinance or resolution to 

determine who is named as the custodian of records 
and determine if the document should be amended 
to authorize the appointment of additional record 
officers or be updated. JW

Survival Tips

3. Open Records Key Tips
 Typically the person who keeps the official documents for 

the government (aka the clerk) is usually the records 
officer.  NOTE: the law specifically states that an agency 
cannot delay a response to an open records request 
because the designated open records officer is absent or 
unavailable (O.C.G.A. § 50-18-71(b)(1)(B)).

 You cannot require requestors to make an inquiry in 
writing or identify themselves.  However, you can provide 
a confirmation of the request.

JW

Thank you for participating!

This information was brought to you by a partnership with CVIOG:

Jawahn E. Ware
Lead Trainer

Ware Consulting Services, LLC
wareconsulting@outlook.com

www.wareconsultingservices.com
866-626-6676
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www.cviog.uga.edu

Connect With Us!


