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APPOINTMENT OF THE BOARD SECRETARY
  

 

The Board of Education shall appoint the Board Secretary.  The Board Secretary shall perform all duties required by law including, but not limited to:

A. Provide adequate notice of all public meetings;

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

C. Collect tuition fees and other moneys due and submit them to the Treasurer;

D. Examine and audit all accounts and demands against the Board, present them to the Board for approval in an open meeting, indicate the Board’s approval and present them to the Treasurer;

E. Keep and maintain accounts of the district’s financial transactions;

F. Report to the Board the amount of total appropriations and cash receipts for each account, and the amount for which warrants have been drawn against each account and the amount of orders or obligations incurred and chargeable against each account since the date of the last report;

G. The Board Secretary shall certify each month that no line item account has been overexpended in violation of 6A:23-2.11(a).  If a violation occurs, the Board of Education shall take corrective action in accordance with administrative code and Policy Number 3160;

H. Keep and maintain all contracts, records and documents belonging to the Board;

I. At the close of each year, present a detailed report of its financial transactions during the year and file the appropriate reports as required by the Commissioner.
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Legal References:




N.J.S.A.  18A:17-5
Appointment of Secretary




N.J.S.A.  18A:17-7
Give notices and keep minutes




N.J.S.A.  18A:17-8
Collection of tuition and auditing of accounts
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N.J.S.A.  18A:17-9
Report of appropriations, custodial duties




N.J.S.A.  18A:17-10
Annual report




N.J.S.A.  18A:19-4
Audit of claims




N.J.S.A. 18A:23-4

Preparations and distribution of synopsis 




N.J.A.C. 6A:23-2.11(a)
Budgetary controls and overexpenditure of funds
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