File Code:  9123
ELECTION AND DUTIES OF THE SECRETARY (continued)


ELSINBORO TOWNSHIP BOARD OF EDUCATION
FILE CODE:  9123

Salem, New Jersey


Bylaw
DUTIES OF THE BOARD SECRETARY
A board secretary shall be appointed by a recorded roll call majority vote at the annual reorganizational meeting for a term to expire not later than the following January 8th, except as subject to the tenure laws, but he/she shall continue to serve after the expiration of his/her term until his/her successor is appointed and qualified. The business administrator/board secretary shall:

A. Provide adequate notice of all public meetings (including the reorganization meeting) of the board to the members and those requesting notice in accordance with law;

B. Record the minutes of all proceedings of the board and the results of annual or special school elections;

C. Post and give notice of annual and special elections;

D. Post and maintain a schedule of the regular meetings of the board;

E. Be responsible for all duties concerning school board elections as specified in N.J.S.A. 18A:14-1 et seq.;

F. Collect tuition fees and other monies due to the board;

G. Examine and audit all accounts and demands against the board, present them to the board at its meetings, indicate the board’s approval and send them to the treasurer for payment;

H. Keep accounts of the school district’s financial transactions including a correct detailed account of all expenditures;

I. Report to the board at each regular meeting the amount of the total appropriations and cash receipts for each account, and the amounts of warrants drawn against each account, and the amounts of orders or contractual obligations incurred and chargeable against each account;

J. Keep all contracts, records and documents belonging to the board;

K. Give the board a detailed report of its financial transactions at the close of each fiscal year and file a copy with the Executive county superintendent;

L. Report to the Commissioner annually the amount of unpaid school debt, the interest rate payable, the dates of issue and the due dates of bonds or of the indebtedness;

M. Prepare a summary of the annual audit and recommendations prior to the meeting of the board to act thereon and supply copies of the summary to interested persons;

N. Perform such other duties as may be required by the board.
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