CHAPTER 18 - CITY CLERK
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18.07 Certify Measures

18.01 APPOINTMENT AND COMPENSATION.

The City Council shall appoint a City Clerk/Administrator. The Clerk/Administrator shall receive such
compensation as established by resolution of the Council. The City Clerk/Administrator serves at the
pleasure of the Council, subject to removal pursuant to Section 372.15 of the Code of lowa

(Ord. 164 March 20 Supp.)

18.02 POWERS AND DUTIES: GENERAL.

The Clerk, or in the Clerk's absence or inability to act, the Deputy Clerk, has the powers and duties as
provided in this chapter, this Code of Ordinances and the law.

18.03 PUBLICATION OF MINUTES.

The Clerk shall attend all regular and special Council meetings and within fifteen (15) days following a
regular or special meeting shall cause the minutes of the proceedings thereof to be published. Such
publication shall include a list of all claims allowed and a summary of all receipts and shall show the gross
amount of the claim. The list of claims allowed shall show the name of the person or firm making the
claim, the reason for the claim, and the amount of the claim. If the reason for the claims is the same, two
or more claims made by the same vendor, supplier, or claimant may be consolidated if the number of claims
consolidated and the total consolidated claim amount are listed in the statement. However, the city shall
provide at its office upon request an unconsolidated list of all claims allowed. Matters discussed in closed
session pursuant to Code of lowa, Section 21.3 shall not be published until entered on the public minutes.
Failure by the clerk to make publication is a simple misdemeanor. The provisions of this subsection are
applicable in cities in which a newspaper is published, or in cities of two hundred population or over, but
in all other cities, posting the statement in three public places in the city which have been permanently
designated by ordinance is sufficient compliance with this subsection.

(Code of lowa, Sec. 372.13[6])

18.04 RECORDING MEASURES CONSIDERED.

The Clerk shall promptly record each measure considered by the Council and record a statement with the
measure, where applicable, indicating whether the Mayor signed, vetoed or took no action on the
measure, and whether the measure was repassed after the Mayor's veto.

(Code of lowa, Sec. 380.7[1 & 2])
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18.05 PUBLICATION.

The Clerk shall cause to be published all ordinances, enactments, proceedings and official notices requiring
publication as follows:

1 Time. If notice of an election, hearing, or other official action is required by the Code of Ordinances
or law, the notice must be published at least once, not less than four (4) nor more than twenty (20)
days before the date of the election, hearing or other action, unless otherwise provided by law.

(Code of lowa, Sec. 362.3[1])

2. Manner of Publication. A publication required by this Code of Ordinances or law must be in a
newspaper published at least once weekly and having general circulation in the City, except that
ordinances and amendments may be published by posting in the following places:

City Hall
Miller's Bay Store
Wahpeton Water Plant

The Clerk is hereby directed to post promptly such ordinances and amendments, and to leave them so posted
for not less than ten (10) days after the first date of posting. Unauthorized removal of the posted ordinance
or amendment prior to the completion of the ten days shall not affect the validity of said ordinance or
amendment. The Clerk shall note the first date of such posting on the official copy of the ordinance and
in the official ordinance book immediately following the ordinance.

(Code of lowa, Sec. 362.3[2])

18.06 AUTHENTICATION.

The Clerk shall authenticate all measures except motions with the Clerk’s signature, certifying the time and
manner of publication when required.

(Code of lowa, Sec. 380.7[4])

18.07 CERTIFY MEASURES.

The Clerk shall certify all measures establishing any zoning district, building lines, or fire limits and a plat
showing the district, lines, or limits to the recorder of the County containing the affected parts of the City.

(Code of lowa, Sec. 380.11)

18.08 RECORDS.

The Clerk shall maintain the specified City records in the following manner:
1 Ordinances and Codes. Maintain copies of all effective City ordinances and codes for public use.

(Code of lowa, Sec. 380.7[5])

2. Custody. Have custody and be responsible for the safekeeping of all writings or documents in which
the City is a party in interest unless otherwise specifically directed by law or ordinance.

(Code of lowa, Sec. 372.13[4])
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3. Maintenance. Maintain all City records and documents, or accurate reproductions, for at least five
(5) years except that ordinances, resolutions, Council proceedings, records and documents, or
accurate reproductions, relating to the issuance, cancellation, transfer, redemption or replacement of
public bonds or obligations shall be kept for at least eleven (11) years following the final maturity
of the bonds or obligations. Ordinances, resolutions, Council proceedings, records and documents, or
accurate reproductions, relating to real property transactions shall be maintained permanently.

(Code of lowa, Sec. 372.13[3 & 5])

4. Provide Copy. Furnish upon request to any municipal officer a copy of any record, paper or public
document under the Clerk's control when it may be necessary to such officer in the discharge of such
officer's duty; furnish a copy to any citizen when requested upon payment of the fee set by Council
resolution; under the direction of the Mayor or other authorized officer, affix the seal of the City
to those public documents or instruments which by ordinance and Code of Ordinances are required
to be attested by the affixing of the seal.

(Code of lowa, Sec. 372.13[4 & 5] and 380.7[5])

5. Filing of Communications. Keep and file all communications and petitions directed to the Council
or to the City generally. The Clerk shall endorse thereon the action of the Council taken upon matters
considered in such communications and petitions.

(Code of lowa, Sec. 372.13[4])

18.09 ATTENDANCE AT MEETINGS.

At the direction of the Council, the Clerk shall attend meetings of committees, boards and commissions. The
Clerk shall record and preserve a correct record of the proceedings of such meetings.

(Code of lowa, Sec. 372.13[4])

18.10 ISSUE LICENSES AND PERMITS.

The Clerk shall issue or revoke licenses and permits when authorized by this Code of Ordinances, and keep
a record of licenses and permits issued which shall show date of issuance, license or permit number, official
receipt number, name of person to whom issued, term of license or permit and purpose for which issued.

(Code of lowa, Sec. 372.13[4])

18.11 NOTIFY APPOINTEES.

The Clerk shall inform all persons appointed by the Mayor or Council to offices in the City government of
their position and the time at which they shall assume the duties of their office.

(Code of lowa, Sec. 372.13[4])
18.12 ELECTIONS.

The Clerk shall perform the duties relating to elections and nominations in accordance with Chapter 376 of
the Code of lowa.
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18.13 CITY SEAL.

The City seal is in the custody of the Clerk and shall be attached by the Clerk to all transcripts, orders and
certificates which it may be necessary or proper to authenticate. The City seal is circular in form, in the
center of which are the words "WAHPETON, IOWA" and around the margin the words "TOWN SEAL."

18.14 ADMINISTRATOR’S DUTIES.
The duties of the City Administrator shall be as follows:

A. Attend all meetings of the Council unless excused by the Mayor or majority of the Council
members.

B. Recommend to the Council such measures as may be necessary or expedient for the good
government and welfare of the City.

C. Generally supervise and direct the administration of the City government.

D. Supervise and conduct the business affairs of the City and cause accurate records to be kept by
modern and efficient accounting methods.

E. Supervise the construction, improvement, repair, maintenance and management of all City
properties, capital improvements, and undertakings of the City, including the making and

preservation of all surveys, maps, plans, drawings, specifications and estimates for capital
improvements.

F. Be directly responsible to the Council for the administration of the City as directed by the
Council. All City departmental administration requiring the attention of the Council shall be
brought before the Council by the Administrator.

G. Cooperate with, assist and advise all administrative agencies, City boards and commissions and
act as the Council’s liaison and representative to such entities.

H. Investigate the affairs and conduct of any department, agency, officer or employee of the City,
as deemed appropriate.

I.  Keep the Council fully advised of the financial and other conditions of the City and of its future
needs.

J. Advise, assist and consult with the City Attorney on all City legal matters.”

(Ord. 164 March 20 Supp.)
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