Clarendon Town Clerk
Must be diligent at multi-tasking
Must maintain a high level of efficiency and dependability
Must be organized and very accurate
Some of the Clerk duties:
Land Records: Mortgages, Quit Claim Deeds, Assignments, Currents Use, Loan
Modifications, Loan Discharges, Decree of Distribution, Certificate of Name Change,
Easements, Complaint for Foreclosure, Judgment Order, Federal or State Tax Lien, Tax
Mechanic Lien, Lien Releases, Memorandum of Municipal Action, Mobile Home Bill of
Sale, Power of Attorney, Subordination Agreement, Uniform Comm. Code (UCC),
Warranty Deed, Writ of Attachment, Wastewater & Potable Water Permits and
discharges, Act 250 Permit, Court Order, Report of Tax Sale
Micro Film of Records
Election Software and Tabulator
Voter Registration
Maintaining Voter Checklist
‘Odd year’ Checklist Purging
Presiding Officer for Elections
Town Meeting Minutes and Election
Absentee Ballots
JP Ballot
Presidential Primary Election
State Primary Election
General Election
Clarendon is the District town for election reporting – Canvassing Committee
Clerk of BCA for Tax Appeals
Clerk of BCA for Abatements
Town Report Mailing
Maintains VT Dept. of Health Vital Records: Births, Deaths and Civil Marriages
Maintain general indexes & card index system: For vital records including Birth,
Marriage, Death and Land records
Survey Maps
Building Permits
Animal Licenses
Kennel Permits
Maintains Transfer Station Permits
Liquor Licensing
Property Tax Returns
DMV Renewals
Green Mountain Passports
Land Posting
Notary Public
Ordering Office Supplies for the staff

Roles and Responsibilities
The municipal clerk plays a central role in the operation of local government, with duties
that bring him or her into regular contact with the public. The clerk’s statutory duties
range from recording, preserving, and certifying public documents to administering oaths
of office, complying with public information requests, posting notices on the town’s bulletin
board, running the local elections, maintaining the grand list, selling fish and game licenses,
issuing marriage licenses, and licensing animals. The town clerk has many unofficial duties
as well that vary from town to town. These duties may include acting as the custodian of
ticket books for local civil ordinance enforcement, attending and taking minutes of select
board meetings, acting as mail clerk for the town, and sending out the town’s
correspondence.
• The clerk is elected from the legally qualified voters at annual town meeting for a one-year term
unless the town votes to make the office a three-year term. 17 V.S.A. § 2646(2). The town clerk
will also act as the school clerk unless otherwise voted. 16 V.S.A. § 425.
• Municipal clerks are compensated either by fees collected for performing their duties or by a
salary in addition to or in lieu of fees. This salary is established by vote at town meeting or is set
by the select board. 32 V.S.A. §§ 1224, 1401; 24 V.S.A. §§ 932, 933.
• The municipal clerk is an independently elected official, answerable only to the electorate. He
or she may set the clerk’s office hours and may appoint one or more assistant clerks who serve at
the clerk’s pleasure. 24 V.S.A. § 1170. Files and records maintained by the clerk must be
available for public inspection upon proper request at all reasonable hours. 24 V.S.A. § 1165.
• The town clerk is a voting member of the board of civil authority and certifies the grand list. 17
V.S.A. § 2103(5); 24 V.S.A. § 801; 32 V.S.A. § 4151(c). The clerk has the power to administer
oaths in all cases in which an oath is required. 24 V.S.A. § 1160. The clerk and the assistant clerk
are ex officio notaries public. 24 V.S.A. § 441(b).
• The clerk must appoint at least one assistant clerk who holds office during the term of the clerk
or until such appointment is revoked by the clerk. 24 V.S.A. §1170. The assistant clerk is
authorized to perform the recording and filing duties of the town clerk and to issue licenses and
certified copies of records. In the absence, death, or disability of the town clerk, the assistant clerk
is authorized to perform all other duties of the clerk. 24 V.S.A. § 1171.
• The clerk manages all of the town’s public records, records all public documents, including
maps, plats, mortgages, liens and records of land transactions, and forwards property transfer tax
returns to the state.
• The clerk issues dog licenses, marriage licenses, fish and game licenses (if he or she wishes) and
any other municipal license that might be required. 10 V.S.A. § 4254 (e)(1); 18 V.S.A. § 5131; 20
V.S.A. § 3581.
• The commissioner of the Department of Motor Vehicles may authorize the clerk to renew motor
vehicle, snowmobile, or motorboat registrations. 23 V.S.A. § 6.

