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QUANTITY PRICE TOTAL 

_______ $105.00 each _______ 

Tax (if applicable) 8.25%  

Shipping & handling - $7.50 each  

GRAND TOTAL  

 

Purchase online 

Or make check payable to Texas Municipal 
Clerks Certification Program (TMCCP) and 
send to: TMCCP, 1155 Union Circle 
#305067, Denton, TX 76203-5017 

Telephone: 940-565-3488 
municlerks@unt.edu 

COMPREHENSIVE REFERENCE 
FOR THE DUTIES & POWERS OF THE TEXAS MUNICIPAL CLERK 

This handbook is an invaluable administrative guide to the major functions of the Texas 
municipal clerk’s job. It is written by city secretaries for city secretaries. It contains: 

• Administrative procedures, duties and responsibilities of the municipal clerk 
• Records management information and forms 
• Sample agendas, minutes, ordinances, and resolutions 
• Notices (Spanish/English) 
• Legal petitions 
• Oaths of office for elected and appointed officials 
• Sample budget preparation calendar 
• Sample purchasing requisition, purchase order, notice to bidders, and bid 

invitation 
• Form for public information request 
• Sample application form and letter of appointment for boards and commissions 
• List of cost of copies of open records 
• Agencies’ and publishers addresses and phone numbers 
• Bibliographic reference lists 

 

https://www.z2systems.com/np/clients/municlerks/giftstore.jsp
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