TOWN CLERK/TREASURER BRIEF DESCRIPTION OF DUTIES

In Indiana, the elected town clerk-treasurer is the chief financial officer and keeper of
records, serving a four-year term. They manage all municipal funds (accounts
payable/receivable, investments), prepare budgets, maintain official
records/ordinances, and act as clerk for town council meetings. They are crucial for
legal compliance, reporting, and, in some cases, breaking tie votes.
Key duties of an Indiana town clerk-treasurer include:

. Financial Management: Receives, manages, and invests all town money; pays

bills only upon council approval.

. Budgetary Responsibility: Prepares annual budget estimates, financial
statements, and assists with tax rate calculations.

. Record Keeping: Maintains records of all proceedings, ordinances, resolutions,
and council minutes.

. Administrative Duties: Oversees personnel records, completes state/county
reports, issues licenses, and collects fees.

. Council Meetings: Attends all council meetings, acts as clerk, and may break tie
votes.

Legal Authority: The position's powers and duties are primarily defined by IC 36-5-6
(Chapter 6. Town Clerk-Treasurer), along with local municipal codes and Indiana State
Board of Accounts directives.

For more detailed duties, training, conferences, and
materials visit websites below:

Indiana State Board of Accounts;
https://www.in.gov/sboa/

Accelerate Indiana Municipalities (AIM)

https://aimindiana.org



https://www.google.com/search?q=Financial+Management&rlz=1C1VDKB_enUS967US967&biw=1920&bih=953&aic=0&sca_esv=4dde0993aef9cf17&ei=yvyAaf6CKZWnptQPkoDj0QU&ved=2ahUKEwjgtpiQx7uSAxVbkIkEHRxvKcAQgK4QegQIAxAB&uact=5&oq=+Indiana+town+clerk+treasurer+duties+&gs_lp=Egxnd3Mtd2l6LXNlcnAiJSBJbmRpYW5hIHRvd24gY2xlcmsgdHJlYXN1cmVyIGR1dGllcyAyBhAAGAgYHjILEAAYgAQYhgMYigUyCxAAGIAEGIYDGIoFMgsQABiABBiGAxiKBTIFEAAY7wUyCBAAGKIEGIkFMggQABiABBiiBDIIEAAYogQYiQVIvFBQtgVY0EBwA3gBkAEBmAF1oAGwC6oBBDEzLjS4AQPIAQD4AQGYAhKgAoILwgIKEAAYsAMY1gQYR8ICBhAAGBYYHsICBBAAGB7CAggQABgHGAgYHpgDAIgGAZAGCJIHBDEzLjWgB6ZxsgcEMTAuNbgH8grCBwgwLjIuMTAuNsgHeYAIAA&sclient=gws-wiz-serp&mstk=AUtExfC_F9H7UdqlQWrAZVWTATcs35ZzxhPsieQi1Z9rn7JBjtHe-RlbtFvPbrqMcmgy2qhCB2hGZXvpzDNoR3civPN108oFo-Vbw3tA8I22M1vNDQ7ypnmrg3-YPtBNTloJbcM&csui=3
https://www.google.com/search?q=Budgetary+Responsibility&rlz=1C1VDKB_enUS967US967&biw=1920&bih=953&aic=0&sca_esv=4dde0993aef9cf17&ei=yvyAaf6CKZWnptQPkoDj0QU&ved=2ahUKEwjgtpiQx7uSAxVbkIkEHRxvKcAQgK4QegQIAxAD&uact=5&oq=+Indiana+town+clerk+treasurer+duties+&gs_lp=Egxnd3Mtd2l6LXNlcnAiJSBJbmRpYW5hIHRvd24gY2xlcmsgdHJlYXN1cmVyIGR1dGllcyAyBhAAGAgYHjILEAAYgAQYhgMYigUyCxAAGIAEGIYDGIoFMgsQABiABBiGAxiKBTIFEAAY7wUyCBAAGKIEGIkFMggQABiABBiiBDIIEAAYogQYiQVIvFBQtgVY0EBwA3gBkAEBmAF1oAGwC6oBBDEzLjS4AQPIAQD4AQGYAhKgAoILwgIKEAAYsAMY1gQYR8ICBhAAGBYYHsICBBAAGB7CAggQABgHGAgYHpgDAIgGAZAGCJIHBDEzLjWgB6ZxsgcEMTAuNbgH8grCBwgwLjIuMTAuNsgHeYAIAA&sclient=gws-wiz-serp&mstk=AUtExfC_F9H7UdqlQWrAZVWTATcs35ZzxhPsieQi1Z9rn7JBjtHe-RlbtFvPbrqMcmgy2qhCB2hGZXvpzDNoR3civPN108oFo-Vbw3tA8I22M1vNDQ7ypnmrg3-YPtBNTloJbcM&csui=3
https://www.google.com/search?q=Record+Keeping&rlz=1C1VDKB_enUS967US967&biw=1920&bih=953&aic=0&sca_esv=4dde0993aef9cf17&ei=yvyAaf6CKZWnptQPkoDj0QU&ved=2ahUKEwjgtpiQx7uSAxVbkIkEHRxvKcAQgK4QegQIAxAF&uact=5&oq=+Indiana+town+clerk+treasurer+duties+&gs_lp=Egxnd3Mtd2l6LXNlcnAiJSBJbmRpYW5hIHRvd24gY2xlcmsgdHJlYXN1cmVyIGR1dGllcyAyBhAAGAgYHjILEAAYgAQYhgMYigUyCxAAGIAEGIYDGIoFMgsQABiABBiGAxiKBTIFEAAY7wUyCBAAGKIEGIkFMggQABiABBiiBDIIEAAYogQYiQVIvFBQtgVY0EBwA3gBkAEBmAF1oAGwC6oBBDEzLjS4AQPIAQD4AQGYAhKgAoILwgIKEAAYsAMY1gQYR8ICBhAAGBYYHsICBBAAGB7CAggQABgHGAgYHpgDAIgGAZAGCJIHBDEzLjWgB6ZxsgcEMTAuNbgH8grCBwgwLjIuMTAuNsgHeYAIAA&sclient=gws-wiz-serp&mstk=AUtExfC_F9H7UdqlQWrAZVWTATcs35ZzxhPsieQi1Z9rn7JBjtHe-RlbtFvPbrqMcmgy2qhCB2hGZXvpzDNoR3civPN108oFo-Vbw3tA8I22M1vNDQ7ypnmrg3-YPtBNTloJbcM&csui=3
https://www.google.com/search?q=Administrative+Duties&rlz=1C1VDKB_enUS967US967&biw=1920&bih=953&aic=0&sca_esv=4dde0993aef9cf17&ei=yvyAaf6CKZWnptQPkoDj0QU&ved=2ahUKEwjgtpiQx7uSAxVbkIkEHRxvKcAQgK4QegQIAxAH&uact=5&oq=+Indiana+town+clerk+treasurer+duties+&gs_lp=Egxnd3Mtd2l6LXNlcnAiJSBJbmRpYW5hIHRvd24gY2xlcmsgdHJlYXN1cmVyIGR1dGllcyAyBhAAGAgYHjILEAAYgAQYhgMYigUyCxAAGIAEGIYDGIoFMgsQABiABBiGAxiKBTIFEAAY7wUyCBAAGKIEGIkFMggQABiABBiiBDIIEAAYogQYiQVIvFBQtgVY0EBwA3gBkAEBmAF1oAGwC6oBBDEzLjS4AQPIAQD4AQGYAhKgAoILwgIKEAAYsAMY1gQYR8ICBhAAGBYYHsICBBAAGB7CAggQABgHGAgYHpgDAIgGAZAGCJIHBDEzLjWgB6ZxsgcEMTAuNbgH8grCBwgwLjIuMTAuNsgHeYAIAA&sclient=gws-wiz-serp&mstk=AUtExfC_F9H7UdqlQWrAZVWTATcs35ZzxhPsieQi1Z9rn7JBjtHe-RlbtFvPbrqMcmgy2qhCB2hGZXvpzDNoR3civPN108oFo-Vbw3tA8I22M1vNDQ7ypnmrg3-YPtBNTloJbcM&csui=3
https://www.google.com/search?q=Council+Meetings&rlz=1C1VDKB_enUS967US967&biw=1920&bih=953&aic=0&sca_esv=4dde0993aef9cf17&ei=yvyAaf6CKZWnptQPkoDj0QU&ved=2ahUKEwjgtpiQx7uSAxVbkIkEHRxvKcAQgK4QegQIAxAJ&uact=5&oq=+Indiana+town+clerk+treasurer+duties+&gs_lp=Egxnd3Mtd2l6LXNlcnAiJSBJbmRpYW5hIHRvd24gY2xlcmsgdHJlYXN1cmVyIGR1dGllcyAyBhAAGAgYHjILEAAYgAQYhgMYigUyCxAAGIAEGIYDGIoFMgsQABiABBiGAxiKBTIFEAAY7wUyCBAAGKIEGIkFMggQABiABBiiBDIIEAAYogQYiQVIvFBQtgVY0EBwA3gBkAEBmAF1oAGwC6oBBDEzLjS4AQPIAQD4AQGYAhKgAoILwgIKEAAYsAMY1gQYR8ICBhAAGBYYHsICBBAAGB7CAggQABgHGAgYHpgDAIgGAZAGCJIHBDEzLjWgB6ZxsgcEMTAuNbgH8grCBwgwLjIuMTAuNsgHeYAIAA&sclient=gws-wiz-serp&mstk=AUtExfC_F9H7UdqlQWrAZVWTATcs35ZzxhPsieQi1Z9rn7JBjtHe-RlbtFvPbrqMcmgy2qhCB2hGZXvpzDNoR3civPN108oFo-Vbw3tA8I22M1vNDQ7ypnmrg3-YPtBNTloJbcM&csui=3
https://www.in.gov/towns/jamestown/government/clerk-treasurer/
https://www.in.gov/towns/jamestown/government/clerk-treasurer/
https://www.in.gov/sboa/
https://aimindiana.org/

