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Operations of the Board of Education 
Board of Education Policy 2.6 

BOARD OF EDUCATION OFFICERS 
 
President 
The president of the board of education serves as the presiding officer and manages routine work of the board, 
signs all contracts, appoints all committees, signs all warrants ordered by the board of education to be drawn 
upon the treasurer of school money, certifies tax levies and defends them, serves as spokesperson, and 
performs other duties that are delegated to him/her by state law or by order of the board of education. 
 
In addition to performing the duties specifically imposed by the board of education, the president shall have 
the authority to enforce all permanent rules and regulations adopted for the governance and control of the 
technology center, and shall at all times take such measures and employ such means as may be proper and 
lawful to enforce school laws within the technology center in the interim between meetings of the board. 
 
The president shall have authority to appoint a member or members as ex officio representatives of the board 
of education to other organizations of the community that request such representation. 
 
Vice-President 
It shall be the duty of the vice-president to perform all of the duties of the president in case of the president’s 
absence or disability. 
 
Clerk/Deputy Clerk 
The board of education has established the following duties for the clerk/deputy clerk of the board of 
education: 

1. Attend all meetings of the board, countersign all warrants for school monies drawn upon the treasurer 
by the board and perform such other duties as the board may direct. 

2. In addition to performing the duties specifically imposed upon him/her by the school code, cooperate 
with the superintendent of schools, the board treasurer and the minutes/encumbrance clerk in the 
management of the business affairs of the school. 

3. Attest, in writing, the execution of all deeds, contracts, reports and other instruments that are to be 
executed by the board of education. 

4. Furnish, whenever requested, any and all reports concerning school affairs, on such forms and in such 
manner as the State Board of Education, Oklahoma Department of Career and Technology Education, 
or the Superintendent of Public Instruction may require. 

5. Destroy all claims, warrants, contracts, purchase orders and any other financial records or documents, 
including those relating to school activity funds, on file or stored in the offices of the board of 
education of the district for a period of longer than seven (7) years. 

6. Maintain all required school board election related filings for as long as the board member serves. 
 
Treasurer 
It is the policy of the board of education to employ a treasurer for the technology center.  The treasurer shall 
serve at the pleasure of the board and for such compensation as the board may determine, and shall perform 
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those duties as the board may in its discretion confer upon the treasurer, including but not limited to the duty 
to maintain records and files as required by law or as instructed by the board, the chief financial officer, or the 
superintendent.  The board of education shall require a surety bond for the minimum amount of $250,000.00 
 
Minutes Clerk/Deputy Minutes Clerk 
The board of education has established the following duties for the minutes clerk and deputy minutes clerk: 

1. Attend all meetings of the board and keep an accurate journal of the proceedings thereof. 
2. List numbers of approved encumbrances in the minutes of the board meetings. 
3. Furnish tentative minutes to newspapers requesting copies. 
4. Perform such other duties as directed by the board of education. 

 
The minutes clerk and deputy minutes clerk will post surety bonds in the amount of $1,000.00 before 
discharging any duties as minutes/deputy minutes clerk. 
 
Encumbrance Clerk/Deputy Encumbrance Clerk 
The board of education has established the following responsibilities for the encumbrance clerk/deputy 
encumbrance clerk: 

1. Keep technology center books and documents. 
2. Enter authorized amounts of appropriations in the appropriate accounts. 
3. Charge the correct appropriation account and credit the affected encumbrance outstanding accounts 

with approved encumbrances after first determining that the encumbrances do not exceed the 
balance of the appropriation charged. 

4. Receive certification from the proper technology center employee that services or merchandise billed 
to the technology center have been received, file bills and invoices in official records, debit the 
outstanding account and credit the accounts payable account for the amount of the approved bills. 

5. Pay the approved bills by issuing warrants against the designated funds, charge the warrants against 
the appropriate accounts payable accounts and credit them to the appropriate warrants issued 
accounts, notify the board treasurer when bills are approved for payment in lieu of issuing warrants 
so that the treasurer can record payments by check, wire transfer, direct payroll deposit or make other 
disbursement approved by the Federal Reserve System. 

6. Receive all warrants, certificates of indebtedness or bonds after the treasurer has registered the 
warrants in numerical order. 

7. Perform other duties as assigned by the board of education, which may include completing purchase 
order forms and continuing education requirements. 

 
The encumbrance clerk/deputy encumbrance clerk will post a surety bond in the amount of $1,000.00 before 
discharging any duties as encumbrance clerk. 
 
Reference:  70 OKLA. STAT. § 5- 114, 119,120, 121, 135  


