
 

 

 RESOLUTION NO. 2024-01 
 

A RESOLUTION OF THE MAYOR AND COUNCIL OF THE TOWN OF COLORADO CITY, 
ARIZONA ADOPTING A POLICY AND PRESCRIBING PROCEDURES FOR PURCHASING 
FROM THE MAYOR AND ANY MEMBER OF THE COUNCIL. 
 

WHEREAS, pursuant to the provisions of Section 38-503, Arizona Revised Statutes, as amended, the 

Town of Colorado City may authorize, without using competitive public bidding procedures, the purchase 

of supplies, materials and equipment from the mayor and any member of the council; and 

 

WHEREAS, the Town Council must adopt, on an annual basis, a policy that governs such purchases; 

 

NOW, THEREFORE, BE IT RESOLVED BY THE MAYOR AND COUNCIL OF THE TOWN 
OF COLORADO CITY, ARIZONA, that the following policy is adopted, and procedures are 

prescribed for purchasing supplies, materials and equipment from the mayor and any member of the town 

council: 

 

Section 1:  During the year ending December 31, 2024, the Town of Colorado City may purchase 

supplies, materials and equipment from the Mayor or any member of the Council without using 

competitive public bidding procedures if the amount of a single transaction does not exceed three hundred 

dollars.  The separate, individual total of any transactions in the fiscal year for each member of the council 

or for the Mayor shall not exceed one thousand dollars. 

 

Section 2:  In this resolution, "purchasing agent" means the person authorized by the Council to act on 

behalf of the Town when procuring supplies, materials and equipment for public use. 

 

Section 3:  The purchasing agent shall keep separate, up-to-date records of all purchasing transactions 

with the Mayor and each member of the council.  These records shall be public and shall include the date, 

amount and nature of each transaction.  The purchasing agent shall be responsible for ensuring that the 

cost of a single transaction made pursuant to this resolution does not exceed three hundred dollars and that 

the total of such transactions in the year ending December 31, 2024, with the Mayor or each individual 

councilmember does not exceed one thousand dollars.  Any purchasing transaction with the Mayor or a 

member of the Council that exceeds these limits shall only be made by public competitive bidding 

procedures. 

 

Section 4:  The provisions of this resolution shall be cumulative and supplemental to the provisions of the 

town code or ordinances governing purchases. 

 

PASSED AND ADOPTED by the Mayor and Council of the Town of Colorado City, this 8th day of 

January 2024. 

 

       __________________________________ 

       Mayor 

 

 

ATTEST: 

 

____________________________________ 

Town Clerk 
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§ 31.01  OFFICERS. 

 (A) There are hereby created the Offices of Town Manager, Town Clerk, Town 
Marshal, Public Works Director, Town Engineer and Town Attorney who shall be appointed by 
the Council and who shall serve at the pleasure of the Council. 
 (B) There is hereby created the Office of Town Magistrate, who shall be appointed by 
the Council. The Magistrate shall serve for a term of 2 years with the beginning and end of the 
term to be specified at the time of appointment. During that term, a Magistrate may be removed 
only for cause. 
(A.R.S. §§ 9-237 and 9-303)  (1986 Code, § 3-1-1) 

§ 31.02  TREASURER AND COLLECTOR OF TAXES. 

 The Town Clerk shall act as Treasurer, and the Town Marshal shall act as collector of 
taxes. 
(A.R.S. § 9-238)  (1986 Code, § 3-1-2) 

§ 31.03  ADDITIONAL OFFICERS. 

 The Council may appoint and remove from time to time such other officers as it may 
deem necessary and that are not provided for in this code or state statute. 
(1986 Code, § 3-1-3) 

§ 31.04  BOND. 

 The Council shall require each officer of the town to give bond for the due discharge of 
his or her duties in such sums and with such security as it may direct and approve as determined 
by resolution. The town shall pay the costs of the bond. 
(A.R.S. § 9-239)  (1986 Code, § 3-1-4) 

§ 31.05  VACANCIES; HOLDING MORE THAN 1 OFFICE. 

 Any vacancy that shall occur in any town office shall be filled by appointment by the 
Council, provided that 1 person may hold more than 1 office and that at the discretion of the 
Council, the functions of a town official may be validly performed and discharged by a deputy or 
another town official, or an otherwise qualified individual not holding office but employed at the 
pleasure of the Council. 
(A.R.S. § 9-239)  (1986 Code, § 3-1-5) 
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§ 31.06  ADDITIONAL POWERS AND DUTIES. 

 In addition to any powers and duties prescribed in this code, each officer shall have such 
further powers, perform such further duties and hold such other office as may be provided by the 
Council through ordinance, resolution or order. 
(1986 Code, § 3-1-6) 
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§ 31.21  TOWN CLERK. 

 (A) Records. The Clerk shall keep a true and correct record of all business transacted 
by the Council and any other records that either pertain to the business of the town or that the 
Council directs. The Clerk shall number, plainly label and file separately in a suitable cabinet all 
resolutions, ordinances, notices, deeds, surveys, leases, paid and unpaid vouchers, inventories, 
letters, orders and other documents of whatever nature. 
 (B) Public inspection of records. The Clerk shall keep convenient for public 
inspection all public records and public documents under his or her control, as provided by state 
statute. 
 (C) Monthly reports. The Clerk shall prepare and collect from town officers and 
employees such monthly reports prepared in such manner and to include such information as 
may be directed by the Council. 
 (D) Minutes. The Clerk shall prepare or cause to be prepared all minutes of Council 
proceedings and ensure their correctness and accuracy. 
 (E) Ordinances, resolutions, budgets and notices. The Clerk shall process, record, 
file, publish and, if required by state statute post all ordinances, resolutions, budgets and notices 
that may be passed by the Council. 
 (F) Duties as Treasurer. The Clerk shall hold the office of Town Treasurer and 
receive and safely keep all monies that shall come to the town and pay out the same when 
authorized by the Council, or manager as authorized by the Council. He or she shall keep a 
separate record and account of each different fund provided by the Council, apportion the monies 
received among the different funds as prescribed by the Council, and keep a complete set of 
books showing every money transaction of the town, the state of each fund, from what source the 
money in each fund was derived and for what purpose expended. He or she shall make monthly 
reports to the Council of all receipts and disbursements and the balance in each fund. 
 (G) Election official. The Clerk shall be the town election official and perform those 
duties required by state statute. 
 (H) Licenses. The Clerk shall issue or cause to be issued all licenses that may be 
prescribed by state statute or this code. 
 (I) Administrative duties. The Clerk shall acquire and keep a current inventory of all 
the personal property owned by the town. The Clerk shall perform those administrative 
responsibilities and duties that are conferred upon him or her by the Council in addition to those 
specified in this code. 
(A.R.S. § 9-238)  (1986 Code, § 3-2-2) 
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 Town Clerk\ Treasurer  

Last updated 05/29/2020  

The position of Municipal Clerk is specifically called out by the Arizona Revised Statutes and 

the Town Code. (ARS 9-237 & §31.01) 

Both ARS and the Town Code designates the Town Clerk as the Town Treasurer if the Council 

has not appointed that position separately.  

The Town Code designates the Town Clerk as acting Town Manager if the need arises. 

(§31.20(I)  

 

The statutes and code entrust municipal clerks with a multitude of activities:  

This summary is not all inclusive and is a work in progress and intended to give a general 

outline of the Town Clerk's / Treasurer's responsibilities to the Town of Colorado City.  

As Secretary to the Town Council, the Town Clerk  

� Prepares and posts meeting agendas and notices for the Town Council  

� Provides guidance on the conduct of public meetings  

� Attends the meetings of the Town Council and prepares minutes  

� Keeps an official record of the proceedings of every meeting and keeps custody of 

original minutes, ordinances and resolutions  

� Certifies official records of the Town Processes, records, files, and, when necessary, 

advertises ordinances, resolutions, or other documents  

� Maintains conflict of interest files, citizen petitions, legal opinions, and other similar 

records of the Town  

� Administers oaths of office  

 

As Secretary to the Municipal Corporation, the Town Clerk is  

� Custodian of the municipal seal  

� Custodian of permanent records  

� Attests signatures of municipal officers and elected officials  

� Accepts service of legal documents and maintains receipt of same (required by State 

Statute) 

� Maintains receipts of service of legal documents  

 

As the Elections Official for the Town, the Town Clerk  

� Ensures the democratic process is fair and legal and protects the rights of voters.  

� Prepares and receives candidate nominating packets  

� Prepares and receives referendum, initiative, and recall petition packets  

� Receives candidate and political committee campaign finance reports  

� Prepares and furnishes election publicity and advertisements  

� Receives pro and con arguments  
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� Prepares publicity pamphlet  

� Receives formal complaints regarding election process  

� Certifies election results  

� Obtains Justice Department election preclearance (not presently required)  

� Prepares the ballot (the Council elections are now done with the County in the fall cycle 

of even numbered years)  

� Provides assistance to candidates and voters  

� Assures legal compliance with election laws  

� Files necessary notices and reports  
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As the Records Management arm of Town Government, the Town Clerk  

� Manages the records center/local archives  

� Oversees retention schedules  

� Trains staff in appropriate records management techniques  

� Preserves the Town's records  

� Establishes records management policies (Town follows the state retention schedule)  

 

As the Town Treasurer, the Town Clerk  

� Is the officially designated purchasing agent for the Town  

� Oversees cash management, receipting, expenditures Deposits moneys received in the 

bank  

� Oversees bank reconciliations  

� Assists with budget development and preparation  

� Monitors budget compliance by departments and the Town as a whole  

� Assists with grant management as needed.  

� Oversees and manages the accounts payable functions  

� Oversees the payroll function  

� Responsible for various tax filings (monthly, quarterly & annual filings)  

� Makes financial reports to the Town Council  

� Responsible for State reporting (indebtedness reports, audit filings, etc.)  

 
Other Duties & Functions of the Town Clerk in Colorado City  

� Oversees the business license process, including new applications & renewals  

� Assists the Town Manager with insurance & risk management issues  

 

The Following is a brief description of many of the common duties of the municipal clerk. 

 

Agendas  

The Town Clerk's Office prepares the agendas and is responsible to get the information together 

for Town Council meetings. The Clerk's office is also responsible for the posting and publishing 

of the agenda, State statute requires that all meetings be posted and the information to hands of 

the public body (Council, Board, Commissioners, etc. a minimum of24 hours, excluding Sundays 

and State Holidays, before the start of the meeting).  

Boards and Commissions  

The Town Clerk's Office provides support on appropriate meeting protocol and formal training 

to board and commission members as well as the staff liaisons and technical staff who support 

boards and commissions as needed. We also work with members of our boards and commissions 

answering general and technical questions and providing guidance on Arizona's Open Meeting 

Law and Conflict of interest Law.  

Town Code  
Town Code is the body of local laws that governs the Town of Colorado City. Itis maintained by 

the Town Clerk's Office. Only the Town Council can amend, delete, or add sections of Code. 

When changes are made to the Town Code, they must be made by ordinance. If the changes are 
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substantial, the changes are usually assembled in one large document and declared to be a public 

record by resolution. When this happens, three copies of the proposed amendments are kept on 

file in the Town Clerk's office and are available during business hours for viewing by the public. 

Unless declared an emergency, code amendments become effective thirty days after adoption.  

Elections  

The Town's Clerk's Office is responsible for the Town's elections, this necessitates regular 

training in order to keep current with the ever-changing laws and regulations. It is highly 

recommended, but not required, to take the Secretary of State's elections training, this 

training is provided on a two-year cycle during the odd numbered years. The AMCA and 

the League also provide extensive municipal elections related training annually.  

Campaign Finance Forms  

During an active election cycle, candidates and political committees are required to routinely file 

campaign finance report forms. The Town Clerk is responsible for ensuring these filings are filed 

according to State law. (these laws are ever changing which is a good reason to attend the SOS 

and AMCA training)  

Initiative, Referendum and Recall  

Initiative actions are typically a proactive activity. In other words, citizens initiate the legislative 

act rather the governmental body and citizens then vote on whether or not they want the new law. 

Referendum actions are typically a reactive activity. They are undertaken in response to a 

governmental action and they refer that governmental action to the voters for their consideration. 

A recall action is an action that is taken against a member of the governing body. The member of 

the governing body must be in office at least six months before a recall action can be taken out. 

Initiative, referendum, and recall are provided for under Title 19 of the Arizona Revised Statutes. 

The Clerk's Office prepares packets containing the law and the forms needed in order to file an 

initiative, referendum, or recall action.  

Public Records Requests  

The Town Clerk's Office is responsible for handling formal public records requests. While the 

Freedom of Information Act does not apply to non-federal public agencies like the Town of 

Colorado City, the Arizona Public Records Law does. A.R.S. § 39-121.03 states that any person 

may request to examine or be furnished copies and that the custodian of such records shall 

promptly furnish such copies. As such, requests for records are treated with priority. Requests for 

public records must be submitted in writing or via e-mail and contain contact information.  

Posting & Publishing  

The Town Clerk's Office is responsible for publishing and posting of agendas, ordinances, 

budgets, solicitations, bids and other documents as needed.  
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 RESOLUTION NO. 2024-02 
 
A RESOLUTION OF THE MAYOR AND COUNCIL OF THE TOWN OF COLORADO CITY, 
ARIZONA, AUTHORIZING CHANGES IN SIGNATORIES FOR THE TOWN’S WELLS FARGO 
BANK ACCOUNT. 
 
WHEREAS, the Town of Colorado City is organized and existing under and by virtue of the laws of the 
state of Arizona as a town, and 
WHEREAS, in the course of conducting the business of the municipality it is necessary to use Financial 
Institutions for deposit of funds, issuance of checks, and other banking needs, and 
WHEREAS, that two signers are required for all checks written against the Town of Colorado City 
checking account at Wells Fargo Bank,  
WHEREAS, there is a need to update signers on the Wells Fargo Bank accounts 
 
NOW, THEREFORE, BE IT RESOLVED BY THE MAYOR AND COUNCIL OF THE TOWN OF 
COLORADO CITY THAT; 
 
1. Shirley Zitting, Town Clerk, be added as a signer to the Town of 

Colorado City Wells Fargo Bank Account, 
 

2. That Rosaleta White be removed from the list of signatories. 

  
3. The following signers are hereby retained as approved:  

Howard Ream, Mayor 

John L. Chatwin, Council Member 
Vance Barlow, Town Manager 

 
3. The following signer is hereby added as a signatory, 

 
 

_____________________________________ 

  Shirley Zitting, Town Clerk 
 

 
PASSED AND ADOPTED by the Mayor and Council of the Town of Colorado City, 

Arizona, this 8th day of January 2023. 
 

_____________________________ 

Mayor 
ATTEST: 
 
 

______________________________ 
Town Clerk 
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ORDINANCE NO. 2024-01 
 
AN ORDINANCE OF THE MAYOR AND COUNCIL OF THE TOWN OF 
COLORADO CITY, ARIZONA, ADOPTING AMENDMENTS TO THE 
TOWN OF COLORADO CITY ADMINISTRATION CODE, TITLE III, 
CHAPTER 31, SECTION §31.41. 

 
BE IT ORDAINED BY THE MAYOR AND COUNCIL OF THE TOWN OF COLORADO 
CITY, ARIZONA, as follows: 
Section 1:  That certain document known as “Town Code Title III, Chapter 31, Section §31.41 
PROCEDURE GENERALLY,” three copies of which are on file in the office of the Town Clerk, 
shall be amended to read as follows: 

(A) The Town Treasurer Manager shall be the purchasing agent for the town. No 
purchase or contract for services of any kind or description, payment for which is to be 
made from funds of the town, shall be made by the purchasing agent, or any officer, 
employee or agent of the town, except in the manner set forth in this subchapter, and 
unless the purchase is in accordance with the adopted town budget. 

(1986 Code, § 3-3-1) 

 (B) The town purchasing and procurement policy shall be established by Town 
Council resolution which may be changed or modified at any time separate from the 
rest of this code. The change by resolution will become a part of this code immediately 
upon adoption. 

 (C) The town purchasing and procurement policy shall be adopted separately by 
the Town Council and may be updated or changed at the discretion of the Council. 

(Am. Ord. 2010-02, passed 7-12-2010) 

Section 2: If any section, subsection, sentence, clause, phrase or portion of this ordinance or any 
part of these amendments to the Town Code adopted herein is for any reason held to be invalid or 
unconstitutional by the decision of any court of competent jurisdiction, such decision shall not 
affect the validity of the remaining portions thereof. 
Section 3: The provisions of this ordinance and the public record adopted herein shall be effective 
from and after February 8, 2024.   
PASSED AND ADOPTED by the Town Council of Colorado City, Arizona this 8th day of 
January 2024.  
 
ATTEST:       TOWN OF COLORADO CITY 
      
 
______________________________  ___________________________________ 
Town Clerk         Mayor 
 
 
APPROVED AS TO FORM:  
 
 
______________________________________ 
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Mangum, Wall, Stoops & Warden, P.L.L.C. 
Town Attorney 
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