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(a) The secretary of the municipality shall attend each meeting of the governing body of the municipality and shall keep,
in a record provided for that purpose, accurate minutes of the governing body's proceedings.

(b) The secretary shall:

(1) engross and enroll all laws, resolutions, and ordinances of the governing body;

(2) keep the corporate seal;

(3) take charge of, arrange, and maintain the records of the governing body;

(4) countersign all commissions issued to municipal officers and all licenses issued by the mayor, and keep a record
of those commissions and licenses; and

(5) prepare all notices required under any regulation or ordinance of the municipality.

(c) Repealed by Acts 2011, 82nd Leg., ch. 1184 (H.B. 3475), § 3(2); and Acts 2011, 82nd Leg., ch. 1324 (S.B. 480), § 5(2).

(d) The secretary shall draw all the warrants on the treasurer, countersign the warrants, and keep, in a record provided
for that purpose, an accurate account of the warrants.

(e) The secretary serves as the general accountant of the municipality and shall keep regular accounts of the municipal
receipts and disbursements. The secretary shall keep each cause of receipt and disbursement separately and under proper
headings. The secretary shall also keep separate accounts with each person, including each officer, who has monetary
transactions with the municipality. The secretary shall credit accounts allowed by proper authority and shall specify the
particular transaction to which each entry applies. The secretary shall keep records of the accounts and other information
covered by this subsection.
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(f) The secretary shall keep a register of bonds and bills issued by the municipality and all evidence of debt due and
payable to the municipality, noting the relevant particulars and facts as they occur.

(g) The secretary shall carefully keep all contracts made by the governing body.

(h) The secretary shall perform all other duties required by law, ordinance, resolution, or order of the governing body.

Credits

Acts 1987, 70th Leg., ch. 149, § 1, eff. Sept. 1, 1987. Amended by Acts 1989, 71st Leg., ch. 1248, § 47, eff. Sept. 1, 1989;
Acts 2011, 82nd Leg., ch. 1184 (H.B. 3475), § 3(2), eff. Sept. 1, 2011; Acts 2011, 82nd Leg., ch. 1324 (S.B. 480), § 5(2),
eff. June 17, 2011.

Editors' Notes
REVISOR'S NOTE
2008 Main Volume

(1) The revised law substitutes “governing body” for “city council” for the reason stated by the revisor's note
to Section 22.005.

(2) The source law requires the secretary to keep in a “book”™ various kinds of information. The revised law
requires instead that the secretary keep the information in a “record” because municipal officials may be
authorized to keep information on microfilm or by other photographic duplication. See V.A.C.S. Articles
6574b and 6574c, revised respectively by Chapters 201 and 181.

(3) The revised law omits as unnecessary the source law's reference to the salary and fees of the secretary
because Section 141.001 provides for setting the compensation of municipal officers.

Notes of Decisions (4)
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