No .5~ N/Q
10%ERS AND DUTIES OF CLERK
AN ORDINANCE DUFINING THE TOWLESS AND DUTIES OF THE CLERK.
Be 1t ordained by the Council of the Town of Buffalo, Iowa:

SECTION 1. The clerk shall attend all meetings of the coun-
¢il, but in no event have a right to vote on any nuestion before
its He shall make an accurate record of all proceedings of the
council and of all rules and ordinances adopted by the council,
and such record‘shall at all times be open to the rublic.

SEZCTION 2, He shall have the custody of the vault, and
have the custody of, and safely keep, all records, documents, or-
dinances, resolutions, and orders of the council, and all other
reports and papers delivered to him for safe keepring by any officer
or emiloyee.

CECTICH 3. He shall kee] a thorough system of accounts
with each officer or person having transactions with the municipality
and with each fund appropriated, and shall report a trial balance
with each quarterly rerort, when he shall check up outstending
warrants and compare balances with the treasurer.

SECTIVEH 4. He shall draw andsign all warrants on the treas-
urer, but shall not draw any warrant except uron vote of the coun-
¢ils All warrants shall be drawn payable to order.

SRCTION S. He shall keep a warvant book, bound with a mar-
ginal back, on which margin he shall keep a record of the numbery
date, amount, payee's name,upon which fund drawn, and for what claim
all varrants are issued and before delivering any warrant he shall
requiré the payee to receipt on the margin of the warrant book for
the same. Every warrant issued by the clerk shall state on which

fund drawn and for what claim allowed.
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ZECTION 6. lfe shall keep a warrant record book containing
a record of all warrants issued by him, arranged with ruled columns,
which shall show the following particulars of every warrant:

Date, number, amount, to whom payable, and on what fund drawn.

GECTICN 7. He shall supply the treasurer with a statement
of all warrants issued after such meeting, giving the numfer and
amount of each.

SLECTION €. “henever an ordinance is passed by the council
and signed by the mayor, the clerk shall record the same in the ord-
inance book, a book kept for the rurpose, and shall, together with
the mayor, authenticate the same.

SETTICN 9. Immediately following the record of every ord-
inance, the clerk shall append a certificate, stating therein the
time andmmanner of publication of the ordinance.

SECTICN 10. For to.n elections he shall prepare the ballots
and perform all the duties rrescribed by law fur county auditors
for general elections, ’

SRCTICN 11, He shall, ujon reauest and without charge,
furnish to any officer a coyy of any record, paper, or public doc-
ument made or filed in his office, when the same may be necessary
to such officer in the discharge of his duty, and he shall furnish
a like copy to any citizen when recuired upon payment or tender
thereof by such person of ten cents per hundred words of the record,
paper, or document to be transcribed.

SECTION 12, He shall make quarteily reports to the council,
or oftener, if recuired by it, of the amount of money aprrorriated

during the cuarter or any part thereof, and the total amount of
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warrants lssued, specifying upon what fund drawn.

SZCTION 13, He shall, 4n the first regular meeting in
Arril of each year, balance all accounts wlith the treasurer, and
the same day shall report to the council the true condition‘of
each separate fund belonging to the treasury, and what payments
have been made from each fund, the amounts, if any, borrowed in
anticipation of taxes to be collected for each fund, and from whom
obtained, and a statement of the total indebtedness for all pur=-
roses,

SECTIUN 14. e shall preserve a scrap-book, kept for that
purpose, rrintcd coyies of all ordinances and resolutions, and
rroceedings to bulld sidewalks or make other improvements, and all
other notices or proclamations recuired or ordered to be printed
and published.

SRCTICN 185, He shall issue all permits for electrical
construction and collect all fees for such permits,

TECTION 16. He shall enforce the ordinance concerning voll
tax and collect all money for the same. He shall before the
first day of December of each year certify to the county auditor
the rames of all residents whose ;o0ll tax was not praid on the fif-
teenth of liovember of that vesar.

SECTICN 17. He shall have such other jpowers and perform
such other duties as may be rrovided by the council, the ordinances,
or the laws of the state, and shall transmit to\his successor 1in
office all books, papers, records, documents, and [rorerty, toge-

ther wit: invoice of the same, in his custody or aprertaining
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to his office.
SLUTION 18, All ordinances or parts of orcinances in
conflict with this ordinance are hereby repealed.

SRECTICH 19. This ordinance shall be Iin force and effect

from and afte: lts passapge and publicatjon as provided by law.
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