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The Harold F. Holtz Municipal Training Institute is a continuing education program designed to help city officials 
enhance their knowledge and skills in municipal-related matters. Training classes are offered in conjunction with 
GMA conferences as well as at stand-alone events throughout the year. Except for the state-mandated Newly Elect-
ed Officials Institute, the classes offered are voluntary and offer city officials the opportunity to obtain training 
beyond what is required by state law. By completing this additional training, municipal elected officials and city 
managers/assistant city managers can earn a Certificate of Recognition, Certificate of Achievement, Certificate of 
Excellence, Certificate of Distinction and Certificate of Dedication. The Municipal Training Institute is operated 
through a partnership between the Georgia Municipal Association and the University of Georgia’s Carl Vinson 
Institute of Government. Oversight is provided by the Municipal Training Board, which is comprised of municipal 
elected officials, a city manager and representatives from partnering organizations. 

THE CERTIFICATE OF RECOGNITION 

Requires 42 hours of training, including at least 18 hours from the  

required list and the Newly Elected Officials Institute. (The Newly  

Elected Officials Institute requirement is waived for city managers/assis-

tant city managers). 

THE CERTIFICATE OF ACHIEVEMENT 

Requires 72 hours of training, including at least 36 hours from the re-

quired list and the Newly Elected Officials Institute. (The Newly Elected 

Officials Institute requirement is waived for city managers/assistant city 

managers). 

THE CERTIFICATE OF EXCELLENCE 
Requires 120 hours of training, including at least 54 hours from the re-

quired list, the Newly Elected Officials Institute and the Robert E. Knox, 

Jr. Municipal Leadership Institute. (The Newly Elected Officials Institute 

requirement is waived for city managers/assistant city managers). 

THE CERTIFICATE OF DISTINCTION 

Requires 204 hours of training, including at least 72 hours from the re-

quired list, the Newly Elected Officials Institute and the Robert E. Knox, 

Jr. Municipal Leadership Institute. (The Newly Elected Officials Institute 

requirement is waived for city managers/assistant city managers).

THE CERTIFICATE OF DEDICATION 

Requires 276 hours of training, including at least 108 hours from the re-

quired list, 18 hours of which must be from the Advanced Leadership track, 

the Newly Elected Officials Institute and the Robert E. Knox, Jr. Municipal 

WHAT IS THE HAROLD F. HOLTZ 
MUNICIPAL TRAINING INSTITUTE?

Leadership Institute. After obtaining the Certificate of Dedication, officials 

must complete nine hours of continuing education each year to maintain the 

certificate. (The Newly Elected Officials Institute requirement is waived for 

city managers/assistant city managers).

PLEASE KEEP IN MIND
Beginning January 2023, officials may receive additional 

credit hours for retaking up to two classes a year from the 

Harold F. Holtz Municipal Training Institute’s curriculum, so 

long as the recipient has not received credit for those classes 

within the last five years. 

After obtaining the Certificate of Dedication, officials must 

complete nine hours of continuing education each year 

to maintain the certificate. Those who have earned the 

Certificate of Dedication can retake a class they have taken 

five or more years ago and receive credit. 

Certificates are awarded during the January Cities United 

Summit in Atlanta and the June Annual Convention in 

Savannah. Training Credits must be earned prior to the 

conference to receive a certificate during the conference. 



HAROLD F. HOLTZ MUNICIPAL TRAINING 
INSTITUTE CLASS CATEGORIES 

CITY OPERATIONS AND MANAGEMENT
• Civics for Local Government

• Effective Practices for Municipal Operations 101

• Employee Benefits 101 (retirement)

• How to Attract and Retain Young Professionals in Your Town

• Human Resources (in-person and online)

• Information Privacy and Security Breaches:  

 Prevention and Response

• Municipal Annexation: Growing Pains and Growth Spurts

• Municipal Gas Systems 101

• Municipal Electric Systems 101

• Municipal Law

• Municipal Law Update

• Municipal Water & Wastewater Systems

• Open Meetings

• Open Records

• Open Meetings/Open Records Online

• Public Works Services

• Planning and Zoning

• Risk and Insurance 101

• Steering Through the Storm: Guiding Your Community  

 Through A Disaster

• Water Management — An Introduction for Local Governments

• Trends in Urban Design for Local Leaders

COMMUNITY AND ECONOMIC 
DEVELOPMENT

• Building Bridges Between Cities and Colleges

• Building Community Capacity Through Tourism

• Changing Demographics and Best Practices

• Creating a Downtown Renaissance: Advanced DDA Training

• Current Issues Class: Workforce Development

• Downtown Development Authority Basic Training

• Economic Development

• Economics of Education

• Effective Branding and Marketing Strategies for  

 Municipal Governments

• Entrepreneur Friendly Cities

•  Georgia Academy for Economic Development

•  Heart and Soul Downtown Workshop

•  How to Attract and Retain Young Professionals in Your Town

•  Living Beyond Expectations: The Opportunities and Challenges of 

 the Growing Senior Population

•  Managing Growth: Economic and Natural Resource Issues

•  Mobile Workshop – Port of Savannah

•  Planning and Zoning

•  Revitalizing Neighborhoods — Tools for Local Officials

•  Strengthening the Well-being of Children & Youth

•  Trends in Urban Design for Local Leaders

COMMUNITY ENGAGEMENT
•  Building Bridges Between Cities and Colleges

•  Community and Media Relations

•  Data Literacy and Storytelling for Cities

•  Effective Branding and Marketing Strategies for  

 Municipal Governments

•  Excellence in Customer Service

•  Human Trafficking: Georgia’s Role and Response

•  Let’s Get Social

•  Making Citizen Engagement Work In Our Communities

•  New and Emerging Technology for Cities

•  Public Presentations and Meet the Media

Training classes are shown below by category to help city officials easily select classes by areas of interest. Some 
classes will fall into more than one category. City officials may want to focus on one track of study at a time or take 
classes from each category. 



INTERGOVERNMENTAL RELATIONS
• Beyond the Beltway: Influencing Federal Policy through  

 Grassroots Engagement

•  Building a Hometown Connection: GMA Lobbying 101

•  Building Bridges Between Cities and Colleges

•  Municipal Annexation: Growing Pains and Growth Spurts

•  Regional Approaches to Cooperation

•  Service Delivery Strategy – Efficiency & Tax Equity for  

 Local Governments

LEADERSHIP DEVELOPMENT
•  Conflict Resolution

•  Ethics

•  Governing the Commons: Collective Decision Making in  

 Complex Systems

•  How Shall We Live? Practical Ethics for Public Life

•  Human Trafficking: Georgia’s Role and Response

•  Making Cultural Diversity Work

•  Navigating the Future: Thinking, Planning and Acting  

 Strategically

•  Practices for Successful Meetings

•  Public Policy Development & Implementation

•  Public Problems, Democratic Decisions - The Governing Role of  

 Mayors and Councilmembers

•  Robert E. Knox, Jr. Municipal Leadership Institute

•  Retreats (if led by CVIOG faculty)

•  Roles and Responsibilities of Council and Staff

•  Succession Planning: Preparing for Tomorrow’s Workforce Today

PUBLIC SAFETY
• Current Issues Class: Understanding, Funding and 

 Fighting the New Face of Homelessness in Georgia

• Fire and Emergency Medical Services

•  Human Trafficking: Georgia’s Role and Response

•  Law Enforcement Services: Trends & Best Practices

•  Municipal Courts Post-Ferguson I: Promoting Justice,  

 Protecting City Assets

•  Municipal Courts Post-Ferguson II: Promoting Justice,  

 Protecting City Assets

• Steering Through the Storm: Guiding Your Community  

 Through A Disaster

QUALITY OF LIFE
• Current Issues Class: Understanding, Funding and Fighting the  

 New Face of Homelessness in Georgia

•  Economics of Education

•  Environmental Sustainability

•  Housing Solutions for Cities — Part Mobile Workshop

•  Living Beyond Expectations: The Opportunities and Challenges  

 of the Growing Senior Population

•  Recreation and Parks – Building Communities

•  Strengthening the Well-being of Children & Youth

REVENUE AND FINANCE
• Capital Improvement Program (in-person and online)

•  Data Literacy and Storytelling for Cities

•  Funding and Programming Transportation Projects  

 In Your Community

•  Local Government Debt Methods (in-person and online)

•  Money, Money, Money…Money: Funding City Projects  

 and Programs Through Grants and Loans

•  Municipal Finance I

•  Municipal Finance II

•  Municipal Long-Term Budgeting

•  Municipal Taxation 101 - The Basics

•  Municipal Taxation 102 - The Basics Continued

SPECIAL
• Newly Elected Officials Institute



STATE-MANDATED NEWLY ELECTED  
OFFICIALS INSTITUTE
The Newly Elected Officials Institute provides a general overview of the function of municipal government in Georgia and the roles and responsibilities 

of mayors and councilmembers. The class includes an introduction to key issues such as ethics, municipal finance, planning and zoning, open meetings, 

open records and parliamentary procedures. All municipal elected officials taking office since July 1, 1990, are required by state law to complete the 

Newly Elected Officials Institute. (This class provides 6 hours of credit.)

RECOMMENDED CLASSES FOR NEWLY ELECTED 
AND FIRST-TERM OFFICIALS  

Aside from the required Newly Elected Officials Institute, the following voluntary classes are recommended for officials who are newly elected, are in 

their first term or are new to municipal training.

• Community and Media Relations 

• Conflict Resolution 

• Ethics 

• Making Citizen Engagement Work in our Communities

• Making Cultural Diversity Work 

• Municipal Finance I 

• Municipal Law 

• Open Meetings 

• Open Records 

• Practices for Successful Meetings 

• Public Policy Development and Implementation 

• Roles and Responsibilities of Council and Staff

ONLINE, ON-DEMAND CLASSES 
The following classes are also offered as online, on-demand 

classes. Each class must be completed within 30 days. 

Registration information can be found at 

www.cviog.uga.edu/municipal-officials. 

• Capital Improvement Program 

• Local Government Debt Methods  

• Open Meetings / Open Records 

• Human Resources: An Online Course for 

 Governmental Officials  



COMMUNITY AND MEDIA RELATIONS 
(6-HOUR CLASS)
This class examines the importance of building effective working rela-

tionships with the media and the role the media plays in informing the 

public and shaping their opinion of municipal governments. Advice for 

repairing poor relationships is provided, along with insights on when and 

how to speak with reporters, especially during times of crisis. 

✪ Recommended for Newly Elected and First-term Officials

CONFLICT RESOLUTION 
(6-HOUR CLASS) 
This class explores strategies and techniques for successfully resolving

conflict through negotiation and mediation. Emphasis is placed on iden-

tifying the sources of conflict and the personality styles of the parties 

involved. 

✪ Recommended for Newly Elected and First-term Officials

ECONOMIC DEVELOPMENT 
(6-HOUR CLASS)
This class provides a basic overview of the economic development pro-

cess, with a focus on the strategies, resources and programs employed 

by the state of Georgia to assist communities in achieving success in

today’s global economy. Topics such as community development building 

blocks, business development strategies, regional cooperation and the 

role of local leadership in economic development are covered.

ETHICS 
(6-HOUR CLASS) 
This class examines the importance of ethical conduct in the administra-

tion of one’s public duties and how ethical lapses can severely damage 

the reputation of both individual officeholders and the city. An overview

of state ethics laws and regulations that apply to municipal officials, in-

cluding campaign financing and private interest disclosure requirements, 

is provided. Ethical dilemmas that often confront public officials and the 

value of strong local ethics ordinances are also discussed. 

✪ Recommended for Newly Elected and First-term Officials

HUMAN RESOURCES 

(6-HOUR CLASS) 
This class provides an overview of state and federal personnel laws that 

apply to municipal governments and the basics of human resource man-

agement. Key topics include day-to-day issues facing human resource

staff, the role of the personnel manager, establishing and adhering to 

sound personnel policies and procedures, and dealing with the media. 

 Human Resources is also offered as an online class.

INFORMATION PRIVACY AND SECURITY 
BREACHES: PREVENTION AND RESPONSE 
(3-HOUR CLASS) 
Elected officials and city management are the “face” of a city’s commit-

ment to information privacy and security. This class covers what mu-

nicipal officials “need to know” about information privacy and security 

policies including: risk assessment, access controls, security provisions 

in contracts, disaster recovery/business continuity, workforce training 

and incident/breach readiness. Class attendees review actual municipal 

and county information privacy and security breaches. Participants also 

hear how to champion for the resources to secure city information and 

how to designate the city as a HIPAA “hybrid entity.”

MAKING CITIZEN ENGAGEMENT WORK IN 
OUR COMMUNITIES 
(6-HOUR CLASS) 
This class explores the importance of getting citizens engaged in the pro-

cess of governance. The class exposes officials to the concept of deliber-

ative forums, a method of citizen engagement that brings diverse com-

munity interests together to explore policy options and share insights, 

ideas and suggestions in a structured setting. Participants receive tips, 

tools and other resources for recruiting residents, creating productive 

conversations and encouraging residents to be involved in local prob-

lem-solving. 

✪ Recommended for Newly Elected and First-term Officials

REQUIRED CLASSES FOR MUNICIPAL 
TRAINING INSTITUTE CERTIFICATES 



MAKING CULTURAL DIVERSITY WORK
(6-HOUR CLASS)  
Cultural diversity training is essential because our country, states, cit-

ies and organizations are comprised of individuals from various cultur-

al, racial and ethnic groups. As we work to improve relationships within 

our organizations and communities, we must leverage the strength of 

diversity, become inclusive leaders and facilitate essential conversa-

tions within our various groups. These skills will lead to collaborative 

efforts that ensure efficient and effective government. 

✪ Recommended for Newly Elected and First-term Officials

MUNICIPAL COURTS POST-FERGUSON I: 
PROMOTING JUSTICE, PROTECTING CITY 
ASSETS 
(3-HOUR CLASS)
This class reviews how municipal courts are required by law to handle 

common offenses, such as traffic offenses, certain misdemeanors and 

municipal ordinance violations. Designed for municipal elected officials 

and city managers / assistant city managers, it addresses court practic-

es that have led to class actions and investigations across the country. 

In addition to a basic knowledge of the role of the judge, court clerk, 

prosecutor, probation service provider and city leadership, attendees 

leave class with a self-assessment and set of model documents. These 

tools help officials ensure that the courts are promoting justice and 

supporting public safety and are not jeopardizing the city’s “brand” and 

exposing the city to financial harm.

MUNICIPAL FINANCE I 
(6-HOUR CLASS) 
This class is intended to serve as a basic primer on municipal finance 

issues that all mayors, councilmembers and managers should under-

stand. A discussion of the budget process, the revenue sources avail-

able to cities, purchasing policies and financing capital improvements 

is included in this general overview. 

✪ Recommended for Newly Elected and First-term Officials

The training offered through 
the partnership of GMA and 
the Carl Vinson Institute of 
Government at UGA is among 
the best municipal training in the 
country. The Municipal Training 
Board ensures we maintain the 
highest levels of quality with up-
to-date and relevant material. As 
an educator, I greatly appreciate 
the depth of what the Harold F. 
Holtz Municipal Training Institute 
offers. The training classes also 
provide experts and other elected 
officials as a great resource; 
the real-world experiences and 
relationships I’ve made from both 
the live and virtual classes have 
proven themselves invaluable 
during my time in office.”

KELLY BOMAR
Mayor Pro Tem, City of Ringgold 


