WMCA

Wisconsin Municipal Clerks Association

PROFESSIONAL
EDUCATION
CERTIFICATE

ANNUAL APPLICATION

(Version July 2026)

Your application with application fee of $20.00 and
required documentation must be postmarked June 1.

The WMCA Certification Committee reviews applications
once a year.

Email or Mail all documents.
info@wisclerks.org
WMCA Certification Committee
UW Green Bay — Business and Government Outreach Rm SS1600
2420 Nicolet Drive | Green Bay, Wl 54311
Check payable to WMCA or pay online
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Introduction

On behalf of the Wisconsin Municipal Clerks Association, we are excited for you to submit your annual
education hours to earn a Professional Education Certificate (PEC). This application is designed for
annual recognition of your extraordinary efforts for completing additional education to gain knowledge
of the current laws and processes to assist you and your municipality towards a productive and efficient
office.

PECs can be applied for annually with recognition at the Annual Conference. Your PEC will also be a
useful tool when applying for your WCMC and WCPC Certifications.

We wish you the best as you move forward with this application, and we look forward to celebrating
your success in achieving this esteemed certification!

Complete and submit this application. Please read through the application carefully and follow all the
instructions. It is recommended to review all sections before you begin.

For education and training dated June 1 (prior year) through May 31 (current year)
The Certificates are based on the following hours per year:

Silver Certificate: 25-50 hours per year
Gold Certificate: 51-74 hours per year
Diamond Certificate: 75+ hours per year

Important Notes:
*Be sure to fill in all applicable sections.
*Print application one sided.
*Add attachments that pertain to each section after the applicable application page.
*Submit all pages of this application.
*Your application cannot be accepted without the required documentation and signatures.
*Proof of registration does not count as proof of attendance.
*Enclose payment of $20.00

If you have questions, please reach out to the Committee prior to submission. Our goal is to approve all
applications on their first submission.

You do not have to be working toward certification to qualify for the annual certificate.



PEC APPLICATION

PLEASE PRINT CLEARLY OR TYPE

Last Name: First Name:

Maiden Name or Family Name (if different in the last three years)

CURRENT EMPLOYMENT

Municipality or Government Unit:

Current Position Title:

(Check One) Flacted or Appointed/Hired
| have been in this position from to Present.
(Month & Year)
Street Address:
(Street Address)
, Wisconsin
(City) (Zip Code)
Mailing Address (' different).
, Wisconsin
(City) (Zip Code)

Email Address:

Work Phone:

Fax Number:

Home or Cell Phone:




Classes taken from June 1% of prior year to May 31 of the current year.

Proof of completion must be provided for all education. Proof can be a thank you email
from attending a session, a certificate or email confirming your attendance from the
presenter or organization. For webinars, you are required to provide a screen shot of
the first page of the presentation and the last page.

Proof of registration for an event does not count as proof of attendance.

A receipt from registration does not count as proof of attendance.

For education and training dated June 1°* (prior year) through May 31** (current year)

Event/Education
UW - Green Bay

Location

Date(s)

Hours

Committee Use

Clerks Institute

Clerk Completion

Treasurers Completion

Master Academy

Election Academy

Pre-Conference
WMCA

Pre-Conference
MTAW

Event/Education
WMCA

Location

Date(s)

Hours

Committee Use

Annual Conference
August

Northern Conference
Spring

Event/Education

Location

Date(s)

Hours

Committee Use

Athenian Dialogues

Board of Review

District Meeting #

District Meeting #

District Meeting #




Event/Education

Location

Date(s)

Hours

Committee Use

IIMC Annual
Conference

Region VI Sessions

Event/Education

Location

Date(s)

Hours

Committee Use

MTAW Spring
Conference

MTAW Fall
Conference

Event/Education

Location

Date(s)

Hours

Committee Use

WGFOA Spring
Conference

WGFOA Fall
Conference

WGFOA Winter
Conference

Event/Education
Wisc Towns Assoc

Location

Date(s)

Hours

Committee Use

Annual Convention

Workshops

District Meetings

Clerk College

Event/Education
League of WI Municip.

Location

Date(s)

Hours

Committee Use

Spring Conference

Fall Conference

Chief Executive
Workshop

Urban Alliance

National League of
Cities




Additional sheets may be attached.

Event/Education Location Date(s) Hours Committee Use
Wisc Elections
Commission

Annual Training

WEC Webinar:

WEC Webinar:

WEC Webinar:

WEC Webinar:

WEC Webinar:

WEC Webinar:

WEC Webinar:

WEC Webinar:

WEC Webinar:

WEC Webinar:

WEC Webinar:

WEC Webinar:

WEC Webinar:

MCT Municipal
Clerk Training




Other Continuing Education pertinent to the profession of Municipal Clerk including but not limited to:
FEMA, WI Emergency Management, sessions through various agencies of the State of Wisconsin,
Financial Vendor Conference or Trainings (Ehlers, Baird), Financial Software (Civic, BS&A). College or
Technical College courses. The Certification Committee will make the final determination.

Event/Education

Location

Date(s)

Hours

Committee Use

Other:

Other:

Other:

Other:

Other:

Other:

Other:

Important Notes:

*Be sure to fill in all applicable sections.

*Print application one sided.
*Add attachments that pertain to each section after the applicable application page.

*Submit all pages of this application.

*Your application cannot be accepted without the required documentation and signatures.

*Proof of registration does not count as proof of attendance.

*Enclose payment of $20.00

If you have questions, please reach out to the Committee prior to submission. Our goal is to approve all

applications on their first submission.

You do not have to be working toward certification to qualify for the annual certificate. Proof of
completion must be provided for all education. Proof can be a thank you email from attending a session,
a certificate or email confirming your attendance from the presenter or organization. For webinars, you
are required to provide a screenshot of the first page of the presentation and the last page.

Proof of registration for an event does not count as proof of attendance.
A receipt from registration does not count as proof of attendance.

For education and training dated June 1° (prior year) through May 31 (current year)




WMCA Code of Ethics
The Wisconsin Municipal Clerks Association (WMCA) is a professional organization of municipal
clerks who have united to:
e Impart standards of quality and integrity so that the conduct of the members shall be
above reproach and merit public confidence
e Promote the professional development of its members
e Enhance and promote the professional management of governmental records

To further these objectives, certain principles shall govern the conduct of every member of the
WMCA.

1. To recognize that my chief function at all times is to serve the best interests of the
people;

2. To uphold both the letter and the spirit of the government and laws of the State of
Wisconsin, my county and municipality;

3. To devote my time, skills, and energies to my office, both independently and in
cooperation with other professionals;

4. To so conduct my public and private life as to be an example to my fellow citizens;

5. To be sensitive and responsive to the rights of the public and its changing needs;

6. To impart to my profession those standards of quality and integrity that the conduct of
the affairs of my office shall be above reproach and will merit public confidence in my
community;

7. To maintain my neutrality and impartiality, rendering equal service to all and extend the
same treatment | wish to receive myself;

8. To respect and protect privileged information to which | have access by virtue of my
office;

9. To not knowingly be a party to or condone any illegal, immoral, or improper activity;
and,

10. To use neither public property nor resources for my personal or political gain.

| do hereby subscribe to this Code of Ethics, which | affirm will govern my professional and
personal conduct as a Wisconsin Municipal Clerk.

I hereby apply for Wisconsin Certified Municipal Clerk status with the Wisconsin Municipal Clerks Association,
and attest that the following statements and presentations are accurate and true to the best of my
knowledge. | further acknowledge that continuous membership in WMCA is required to retain and use the
WCMC Designation.

STATE OF WISCONSIN Signature of Applicant
COUNTY
The above applicant having been duly sworn and known by me
(Applicant’s Name)
to be the person signing this document has affixed her/his signature this day ,
Notary Sighature Printed Name
My commission expires: (SEAL)




WISCONSIN MUNICIPAL CLERKS ASSOCIATION
Certification Committee

Committee Reviewer Initials:

Approved: Denied:

Reasons for denial:

Resolutions/Comments:
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