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POLICY TITLE: Clerk of the Board 
POLICY NUMBER: 4047 
 
 
4047.1 The Clerk of the Board shall be responsible for performing the duties imposed by law or District 
Resolution.  Additionally, the duties of the Clerk of the Board include: 
 
 1.  May provide input in formulating the budget of the office of the Board and have the authority to 
expend funds in accordance with the annual budget of the Board.   
 2.  Manage the office of the Board and responsibility for maintaining confidential information and files; 
prepare the Board agenda, minutes, resolutions, ordinances, notices and other related matters. 
 3.  Attend Regular, Special, Emergency, and Adjourned Board meetings and other meetings as 
required, taking non-verbatim notes of business transacted and prepare minutes; post/publish all notices and 
agendas required by law.  
 4.  Prepare reports, memoranda and other documents; act as custodian of the District seal; serve as 
filing officer or filing official. 
 5.  Be responsible for receiving, forwarding or retaining statements of economic interest or campaign 
statements in accordance with California Code of Regulations, Title 2, Section 18227;. 
 6.  Maintain resolutions, ordinances, Board approved policies and District agreements; attest to 
ordinances and resolutions, and accept correspondence on behalf of the Board.       
                                                                         
4047.2 The Board may appoint an Assistant to the Clerk of the Board to perform the duties of the Clerk of the 
Board in the absence of the Clerk. 
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