ORDINANCE NUMBER 106

POWERS ANL DUTIES OF THE CLERK
AN ORDINANCE DEFINING THE POWERS AND DUTIE S OF THE CLERK.
Be it ordained by the Council of the Town of Buffalo, Iowa:

Section L. The Clerk shall attend all meetings of the Council,
but in no event have a right to vote on any question before it.
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 public.

Section 2. He shall have the custody of the vault,and have
the custody of, and salely keep, all records, documents,
ordinances, resolutions ana orders of the Council, anc all
other reports and papers delivered to him for safe keeping by
any officer or employee.

Section 3. He sholl keep a thorough system of accounts with
each ofiicer or person having transactions with the munici-
pality, and each fund appropriated, znd shall report a trial
balance with each cuarterly report, wihen he shall check up the
outstanding warrants and comeare balances with the Treasurer.

Section 4. He shall draw and sign all warrants on the
Treasurer, but shall not draw any warrant except upon vote of
the Council. All warrants shall be drawn payable to order.

Scction 5., He shall keep a warrant book, bound with a
marginal back, on which margin he shall keep a record of the
number, dste, amount, payee's name, upon which fund drawn,

and for what claim all warrants are issued and before deliver-
ing any warrant ne shall reocuire the payee to receipt on the
mary:in of the warrant book for the same. nvery warrant

issued by the Clerk shall state on which fund drawn and for
what cleim allowed.

Section 6. He shall keep a warrant record book containing a
record of all warrants ilssued Ly him, arranged with ruled
columns, which shall show the following particulars of every
warrant: Date, nuuber, smount, to whom payable anc on what
funddrawn.

Section 7. He shall supply the Treasurer with a state.ent of
all warrants issued after such meeting, giving the number and
amount of each.

Section . Whenever an ordinance is passed by the Council and
signed by the Mayor, the Clerk shall record the same in the
c~dinance book, a book xept for the purpose and shall, togetner
with the lizyor, suthenticate the same.

Section 9., Immed ately following the record of every orcinaonce,
the Clerk shell apoend a certiilcate, stating thercin the time
and mamner of nublication of the ordinsnce.
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Section 10. For Town elections he shall orepare the ballots
and perform all the duties vnrescribed by law for County
Auditors for general ele ctions.

Section 11. He shall, upon request and without charge,
turnish to any ofiicer a copy of any record, peper, or public
document mace or filed in nis office, when Che same may be
necessary to such officer in the discharge of his duty, ana he
shall furnish a like copy to any citizen when reculred upon
payment or tender thereof by such person of Ten (10¢) Cents
per hundred words of the record, paper or document to be
transcribed.

Section 12. He shall make cuarterly reports to the Council,
or oftener, ii reouired by it, of the awmount of money
approvpriated during the cuarter o eany part thercof and the
totpl smount of warrants issued, svecifying uvon waat tund
drawil.

Section 13. He shall, on the #irst regular meeting in January
of each year, balsnce all accounts with the Treasurer and the
same day shall report to tne Council the true condition of

each separate fund belonging to the treasury and vhat payments
have been made from each fund, the amounts, if any, borrowed

in anticivation of taxes to pe collected for each iuna and from
whom obtained, znd a stateument of the total indebtedness for
all purposes.

Section 14, He sh:ll preserve a scrap-book, kept for that
purpose, printed coples of gll ordinances and resolutions,

and proceedings to build sidewalks or meke other improveuments,
and 211 otner notices or proclamations recuired or orcered ToO
be printed and published.

Section 15. He shsll issue all permits for electrical con-
struction and collect all fees for such vermits,.

Section 16. He shall have suca olner povers ana periorm such
othner duties as may be provided by the Council, the ordinances,
or the lsws of the State, and dhsall transmit to nhls successor
in office all books, mvers, records, documen s and property,
togetner with invoice of the same, in his custocy or
appertaining to his offica

Section 17. This ordinance 1 =211 be in force and effect from
and after its passage and publication as provided by law,.

Passed by the Council of tne Town of Buffalo, Iowa this 6th day
of April, 1953.

Avoroved by the fisyor of the Town of Buffslo, Iowa tals Oth day

of April, 1953,
giﬁQZ::gE;zgggaéé?4£Z4~esiff/— y beyor

/
Attest: 0{i;62;'42¢g_ 6?2;gefﬂ , Clerk




