DUTIES OF THE CLERK 1350

The Clerk shall perform the following duties:

1.

2.

3.

4.

5.

prepare and keep minutes of all meetings of the Board;

keep all records, books, and documents of the Board;

notify members of the Board of any regular or special meetings;

upon order of the Board, countersign all checks or warrants drawn upon District funds; and

prepare and submit to the Board those reports required by the Board or by law.
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