
 

Kyla Gardner September 2026 Admin, City Clerk 

 Claims 

 Payroll 

 Billing Newsletter & Billing 

 Email Billing 

 Ach Payments 

 Process Payments 

 Working on Meeting Minutes (catch 
up) 

 IP Invoices 

 Monthly & Quarterly Financials 
 

 
 

 
 
 
 
 

    Getting access to the youth center to staff and Sheriff’s deputies.  
 Working with developers and answering daily planning and zoning questions. Reviewing 

applications that have been submitted. Answering questions on Building Permits and 
submitting them to Adams County.  

  Forwarding Digline requests to public works crew.  

 Having meetings with Catalis & Stepheny. Working on getting new website put together 
as well as the new meeting management system for agendas and minutes.  

 Reaching out to American Legal to get an estimate on having Cour City Code transferred 
to that system.  
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 Update social media/mobile text alerts 

 Agenda creation for City Council and Parks 
& Rec Meetings 

 Creating public notices.  

 Ordering office/youth center supplies 

 Ordered tax forms for 2026 W2’s and 
1099’s. 

 Completed inputting new FY26/27 budget 
into black mountain and opened new year. 
 
 
 
 

 
 
 
 

 


