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MUNICIPAL CLERKS WEEK

Although it is one of the oldest positions in local government, few people realize the vital
services Municipal and Deputy Clerks perform for their community. Primarily, they act as the
cornerstone of their council. Do you know what your Municipal Clerk does for your
Community? Here's just a few of the many duties your Municipal Clerk may do:

e Maintains the official council minutes, ordinance books,
records and documents.

® |ndexes all official actions of council.
* [ssues licenses and permits.

¢ Processes confracts and ogre:ments.

¢ Keepers of community history and vital records.

e Receives, distributes and files corespondence from citizens and
other governmental agencies.

¢ Administers elections, registration and voting. It takes Municipat Clerks months to
organize and prepare this key element in the democratic process which must be
done correclly for the whole system to work!

* Acts as a key linison between local government and its citizens.

¢ Handles significant financial responsibilities including preparation of tax rolls,
special assessments and budgets.

* Provides central services such as personnel, purchasing, efc.

One of local government’s deep-rocted titles is the Municipal Clerk, and their duties hove
expanded over the years. Today, modern technology assists them with their increasing
responsibiliies. IIMC provides the tools to be sure your Municipal and Deputy Clerks can
properly operate new computer applications, ore current regarding the latest records mon-
agement techniques and other relevant information, and they may return to the

classroom 1o increase their knowledge of these issues, to learn new material and sharpen old
skills- all in order to give you the best service possible! ‘

HMC has sponsored Municipal Clerks Week since 1969, In 1984 and in
1994, Presidents Ronald Reagan and Bill Clinten, respectively, signed a Proclo-
mation officially declaring Municipal Clerks Week the first full week of May and
recognizing the essential role Municipal Clerks ploy in local government. During
this week, Municipal Clerks throughout the world will host open

houses and tours of the Municipal Clerk’s office, visit local Eli‘mEl
—1F

schools and porticipate in other various events.

Cate e (lornke aboat e today!




