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	International Institute of Municipal Clerks

	
	8331 Utica Avenue, Suite 200, Rancho Cucamonga, California 91730

Phone (909) 944-4162 ( Fax (909) 944-8545

E-mail:  hq@iimc.com


August 2022
To Whom It May Concern: 
Jane Everyclerk has been employed with the Town of IIMC since December of 2010, in the following capacities:
Deputy Clerk, December 2010-Feburary 2011:  Helps organize, maintain and keep records of the local government's ongoing events and information. The Deputy City Clerk prepares ordinance summaries, status reports, responses to subpoenas and records requests, and presentations for staff and city council meetings. May also conduct research and handle telephone and in-person inquiries from the public. The Deputy City Clerk may assume the role of the City Clerk if she is absent or unable to perform her duties. Other duties as seen fit. 

Town Clerk, February 2011- Present: All the duties of the Deputy Municipal Clerk, as well as meeting administration and planning, holds the Town Seal, Management of by-laws, Articles of Incorporation, ordinances or other legal instruments. Assists in planning and administering Federal, State, County, City, school and special elections, including, but not limited to, preparing legal notices, preparing test decks and ballots, assembling, disassembling, cleaning and testing election equipment, processing absent voter ballots, training personnel and volunteers; recording and distributing results. Other duties as seen fit.
Jane is a model employee, and a wonderful Town Clerk. Please feel free to contact me at (909) 944-4162 should you require any further information.

Best Regards, 

Signature

Human Resources  
