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ARTICLE I 
Township Administrator 

[Adopted 2-19-1981 by Ord. No. 1-1981] 
 
§ 5-1. Position created. 
 

The position and office of Township Administrator is hereby created in and for the Township of East Hanover 
pursuant to and in accordance with the provisions of this article and as provided for in N.J.S.A. 40A:9-136 et seq. 
 
§ 5-2. Appointment and removal; residence. 
 

A. The Administrator shall be appointed by a majority vote of the Township Committee. The term of office of 
the Township Administrator shall be for a term specified by an employment contract to be approved by a 
majority vote of the Township Committee and executed by the appointed Township Administrator. The 
person appointed to the office of Township Administrator shall make his permanent residence in the 
Township of East Hanover within one year of the date of his appointment or such additional time as may 
be granted by a resolution by the Township Committee, and during his term in office remain a resident of 
said township. If circumstances so warrant, the Township Administrator's residency requirement may be 
waived by resolution by a majority vote of the Township Committee. 

 
B. The employment contract shall provide that the Township Administrator may be removed from office by a 

two-thirds vote of the Township Committee. The resolution of removal shall become effective three 
months after its adoption by the Township Committee. The Township Committee may provide that the 
resolution for removal shall have immediate effect; provided, however, that the Township Committee shall 
cause to be paid to the Township Administrator forthwith any unpaid balance of his salary and his salary 
for the next three calendar months following adoption of the resolution. 

 
§ 5-3. Qualifications. 
 

The Township Administrator shall be appointed on the basis of his executive and administrative abilities and 
qualifications, with special regard to education, training and management experience. A search committee 
appointed by the Mayor shall seek qualified applicants for presentation to the Township Committee. 
 
§ 5-4. Compensation. 
 



The Township Administrator shall receive as compensation for such position such amount as may be fixed and 
adopted by the Township Committee of the Township of East Hanover in the annual Salary Ordinance of the 
township,1 and the employment contract shall so specify. 
 
1 Editor's Note: See Ch. 47, Salaries and Compensation. 
 
§ 5-5. Overall administrative duties. 
 

The Township Administrator shall be the chief administrative officer of the Township of East Hanover and he 
shall be responsible to the Township Committee for the proper and efficient administration of both the day-to-day 
management of the administrative affairs of the township and the overall business affairs of the township, acting 
in its stead and as its representative. The Administrator's duties shall relate to the management of all township 
business and the coordination of activities of the various departments, boards and commissions within the 
township, and he shall provide assistance and planning in supervising the execution of the Township Committee 
work in those areas where continuous and sustained effort is required. The Township Administrator shall not be 
responsible for those nondelegable duties and responsibilities conferred upon township officials by statute, other 
applicable laws, rules and regulations promulgated by state agencies or such duties and responsibilities as the 
Township Committee may reserve to itself. The Township Administrator shall not engage in any partisan political 
activity of any nature in the Township of East Hanover, County of Morris or State of New Jersey. 
 
§ 5-6. General and specific powers and duties. 
 

A. The general powers and duties of the Township Administrator shall include but not be limited to 
coordination of operations., activities and administration of the departments, offices, boards and 
commissions of the township government; exchanging and disseminating information and generally 
advising and consulting with the Township Committee without infringing upon the local powers and duties 
of other officers, boards, commissions and departments as stated above. 

 
B. In addition, the Township Administrator shall have the following specific duties and responsibilities: 

 
(1) Serve as the chief administrative officer of the township on behalf of and as the representative of and 

as directed by the Township Committee, represent the township and assert its proper interest and 
relation to state and other political subdivisions with respect to township contracts and franchises. 

 
(2) Attend all meetings of the Township Committee and other subcommittees as directed by the Township 

Committee. 
 

(3) Receive notice of all regular and special meetings of the Township Committee and all advisory 
committees, boards, commissions and other agencies of the township, including meetings with other 
governmental bodies and agencies. 

 
(4) Represent the township in its relations with the federal, state and county governments and other 

municipalities. 
 

(5) Keep the Township Committee informed as to the conduct of township affairs by submitting periodic 
reports in writing on the condition of the township's finances and other reports in writing as the 
Township Committee shall request. The Administrator shall make such recommendations to the 
Township Committee as he and the Township Committee deem necessary and advisable for the 
welfare of the township. 

 
(6) Make studies and surveys of such municipal problems of the Township of East Hanover as shall be 

assigned to him from time to time by the Township Committee, and prepare and submit written 
reports of his findings and determinations to the Township Committee for its consideration and action. 

 



(7) Submit to the Township Committee as soon as possible after the close of the fiscal year a complete 
written report on the administrative financial activities of the township for the preceding year. The 
Administrator shall also prepare an annual report of the township's governmental activities for 
submission to the Township Committee. 

 
(8) Study the administrative operations and needs of the township and prepare and recommend to the 

Township Committee necessary and desirable plans and programs to meet present and foreseeable 
needs. 

 
(9) Solicit and inform the Township Committee as to the federal aid projects and any state aid projects and 

any other aid programs for which the Township of East Hanover may qualify. 
 
(10) Execute all laws of the State of New Jersey and execute ordinances and resolutions of the township, 

subject to the direction of the Township Committee, and the implementation of the Township 
Committee's policies as established. 

 
(11) Act as staff to the Township Committee and the liaison for the Township Committeemen to all 

departments, boards, commissions and other individuals or agencies as may be necessary, under the 
direction of the Township Committee or the individual Township Committeeman who is the 
representative to such group or individual. 

 
(12) Supervise and recommend all insurance and bonds for township property, personnel and township 

operations. The Administrator shall supervise and provide for the maintenance of all township 
property and perform such other duties as may be required of the Administrator by ordinance or 
resolution of the Township Committee. 

 
(13) Coordinate all personnel of the township through their respective department heads or committee 

chairmen in consultation with and as a representative of the Township Committee, and the 
Administrator shall coordinate the business activities of the township's departments or committees, 
including the direction of central purchasing in consultation with and as a representative of the 
Township Committee. 
 

(14) All complaints regarding services or personnel of the township shall be referred to the office of the 
Township Administrator. He shall assist the department head in investigating and disposing of such 
complaints and shall keep a written record of such complaints and when and what action was taken in 
response thereto and provide the Township Committee with a copy thereof. 

 
(15) Investigate the affairs of any officer or department at the initiation of the Township Committee and 

report to the Committee on the work of all departments. 
 

(16) Serve as the personnel officer of the township and, as such, recommend to the Township Committee 
the selection, hiring, promotion and removal of employees of the township. Such recommendations by 
the Administrator are with regard to those employees for whose selection and removal no other 
method is mandated by law. 

 
(17) When the Administrator deems it necessary and advisable for the betterment of the township, 

recommend the suspension or discharge of employees in accordance with law. 
 

(18) Maintain sound personnel practices for the township work force and maintain appropriate records for 
all township employees. 

 
(19) Recommend the employment of experts and consultants to perform work and render advice in con-

nection with the operation of the dedicated utilities or work projects in the township, subject to the 
approval of the Township Committee. 



 
(20) Have no pecuniary or personal interest directly or indirectly in any contract, job for work or materials 

or the profits thereof to be furnished or to be performed for the Township of East Hanover. 
 

(21) In conjunction with the Township Clerk, prepare the agenda for each meeting of the Township 
Committee and supply facts pertinent thereto and deliver the same to the Township Committee. The 
Administrator shall arrange and coordinate meetings and conferences when so required by the 
Township Committee. 

 
(22) Make sure that the provisions of all franchises, contracts, leases and privileges and permits granted 

by, the township are complied with except insofar as such duties are expressly imposed upon some 
other township official or other official by statute. Upon specific approval by the Township 
Committee, the Administrator shall negotiate contracts, subject to the approval of the Township 
Committee. 

 
(23) Be the purchasing officer of the Township of East Hanover and purchase, in accordance with the 

provisions of the governing statutes and sound purchasing practices and procedures, all materials, 
supplies and equipment for all of the various agencies, boards, departments, commissions and other 
offices of the township. The Administrator shall provide and establish procedures for written request 
for purchases. No purchase shall be approved unless submitted pursuant to such procedures. He shall 
keep an account of all purchases and shall from time to time or when directed by the Township 
Committee make a full written report thereof. The Administrator shall control the storage of all 
township supplies and materials and ensure the performance of all purchase contracts and compliance 
with the terms and specifications thereof; said procedures shall be reviewed and approved by the 
Township Committee prior to adoption and shall be in writing. 

 
(24) Review, validate and recommend all bills and vouchers for payment prior to final approval by the 

Township Committee and establish procedures associated with the voucher process, including 
purchase orders; said procedures shall be reviewed and approved by the Township Committee prior to 
adoption and shall be in writing. 

 
(25) Prepare and submit to the Township Committee before the close of the fiscal year or on a date certain, 

as scheduled by the Township Committee, an estimated budget for the next township fiscal year along 
with an explanatory statement regarding said estimated budget, including a comparison of prior 
years'. budgets, appropriations and expenditures and an analysis of the proposed expenditures with 
recommendations regarding the feasibility thereof. In preparing the proposed budget, the Township 
Administrator shall obtain from the head of each department, agency, board or officer estimates of 
revenues and expenditures and other supporting data as he requests and as is necessary to complete 
said budgets. 

 
(26) Upon the basis of the departmental request and the Administrator's analysis of the needs and resources 

of the township, prepare his recommended temporary budget on or before December 15 or other date 
as prescribed by the Township Committee. The Administrator shall present to the Committee his 
budget document consisting of: 

 
(a) The recommended budget, including the departmental estimate and the appropriations and 

expenditures for each account during the previous year. 
 

(b) A budget message, including an analysis and review of all budget items. 
 

(27) Be responsible for the execution of the township budget after its adoption by the Township Committee 
and the implementation of the work programs contained in the budget. 

 



(28) Prepare proper resolutions for adoption by the Township Committee, directing payment of all certified 
and approved vouchers at regular meetings, and upon approval of any voucher by resolution of the 
Township Committee, promptly pay the same. 

 
(29) Study, recommend, implement and enforce the financial procedures and policies of the township and 

its departments. 
 

(30) Maintain a continuing review and analysis of the budget operations, work programs and township 
services, and in conjunction with the Township Treasurer, be responsible for the conduct of a sound 
investment program and report such results to the Township Committee semiannually or more 
frequently as directed by the Committee. 

 
§ 5-7. Authority of elected and appointed officials. 
 

Nothing in this Article shall derogate from or authorize the Township Administrator to exercise the powers and 
duties of the elected and appointed officials or employees of the township and of the boards and commissions of 
the township established pursuant to law. 
 
§ 5-8. Word usage. 
 

Whenever used herein, the masculine gender shall include the feminine. 
 

ARTICLE II 
Township Clerk 

[Adopted 5-17-73 as Art. 1 of Ch. 2 of 
the Revised Ordinances] 

 
§ 5-9. Powers and duties. 
 

A. The Township Clerk shall act as Clerk of the Township Committee and shall keep correct minutes of the 
proceedings thereof and record the same in separate books to be kept in his office, furnishing copies of said 
minutes to the members of the Township Committee or to such persons as the Township Committee shall 
designate. He shall cause the township seal to be affixed to instruments and writings when authorized so to 
do by any ordinance or resolution of the Township Committee or when necessary to exemplify any 
documents or records in his office or to certify any act or paper which, from the records in his office, shall 
appear to have been a public act of the township or a public document. He shall not affix the said seal or 
cause or permit it to be affixed to any instrument or writing or other paper except as herein provided unless 
required to so do by some state statute. 

 
B. He shall engross in an ordinance book all ordinances passed by the Township Committee, and each of said 

ordinances shall be signed in the book by the Chairman of the Township Committee and the Clerk of the 
Township. He shall have the custody and charge of and shall safely keep all records, documents, reports, 
papers and maps in proper files in his office, including the corporate seal. 

 
C. He shall have the custody and charge of the warrant book and shall draw warrants upon the Township 

Treasurer for all bills and claims approved by the Township Committee, all specific appropriations of 
money made by it and for the payment of salaries of township officers or employees as fixed by ordinance 
or resolution of the Township Committee and not otherwise provided for. He shall keep an accurate 
account in the margin of said warrant book of all warrants drawn by him, showing the date, amount and 
number of each and in whose favor the same was drawn, the object thereof, the appropriation to which it is 
to be charged and the date of the resolution or order authorizing it to be drawn. 

 
D. He shall countersign all licenses and permits granted by the Township Committee and receive all moneys 

paid for the same. 



 
E. He shall enter in a book provided for that purpose the names of all persons from whom he may receive 

moneys for the township, the date when received, the amounts so received and the objects thereof, and shall 
render a faithful and distinct account of all such moneys to the Township Committee monthly and pay over 
the same to the Township Treasurer. 

 
F. He shall act as purchasing agent and, as such, shall have the duty and authority of purchasing any and all 

furniture, equipment, materials, supplies, printing and stationery of whatever kind or description 
(hereinafter referred to as "articles") used or needed for use by any and all officers or departments of the 
township, excepting such articles as the Township Committee shall, from time to time, purchase after 
having received bids therefor. None of such articles shall, however, be purchased by him without the 
authority, in writing, of the Township Committee or one of the members thereof. 

 
G. He shall, before purchasing any articles, prepare requisitions in triplicate, indicating thereon the 

appropriation or appropriations against which the proposed purchase is to be charged, one of which said 
requisitions shall be given to the officer or department requiring such articles, one of which shall be given 
to the vendor of the same and the third retained by the Clerk until the article so purchased shall have been 
delivered. The same shall then be annexed to the verified bill of the vendor. 

 
H. He shall do and perform all acts and duties required of him of every kind which may be now or hereafter 

prescribed by law or by the Township Committee. 
 

I. He shall devote his full time to the performance of his duties and maintain his office at such place as shall 
be designated by the Township Committee. keeping the said office open for the transaction of public 
business during such hours and on such days as the Township Committee shall, from time to time, 
determine. 

 
J.  He shall do and perform all clerical work, as directed by the Township Committee, for any of the township 

boards. 
 

K. He shall be a member of the Board of Health of the township, as provided by N.J.S.A. 26:3-9, and shall 
perform all of the duties as such member and shall act as the Secretary of the Board of Health. 

 
§ 5-10. Compensation. 
 

The Township Clerk shall receive such salary as the Township Committee may fix from time to time by 
ordinance.2 

 
2 Editor's Note: See Ch. 47, salaries and Compensation. 
 
§ 5-11. Bond. 
 

The Township Clerk shall give a good and sufficient bond for the faithful performance of the duties of his 
office in such sum as the Township Committee shall direct, which bond shall be approved by the Township 
Committee as to form and sufficiency. 
 

ARTICLE III 
Assistant Township Clerk 

[Adopted 5-17-73 as Art. 2 of Ch. 2 of 
the Revised Ordinances] 

 
§ 5-12. Position created. 
 

There is hereby created the position of Assistant Township Clerk. 



 
§ 5-13. Duties. 
 

The Assistant Township Clerk shall perform the duties of the Township Clerk in the absence or upon the 
direction of the latter and shall perform such other duties as may be directed, from time to time, by the Township 
Committee. 
 
§ 5-14. Hours. 
 

The Assistant Township Clerk shall devote his full time to the performance of his duties and attend to the 
transaction of such matters during such hours as the Township Committee shall, from time to time, prescribe. 
 
§ 5-15. Compensation. 
 

The Assistant Township Clerk shall receive such salary as the Township Committee may fix from time to time 
by ordinance.3 

 
3 Editor's Note: see Ch. 47, salaries and Compensation. 
 
§ 5-16. Bond. 
 

The Assistant Township Clerk shall give a good and sufficient bond for the faithful performance of the duties 
of his office in such sum as the Township Committee shall direct, which bond shall be approved by the Township 
Committee as to form and sufficiency. 
 
§ 5-17. Term of office. 
 

The Assistant Township Clerk shall hold office for the term of one year from the first day of January of the 
year of his appointment. 
 

ARTICLE IV 
Assistant Treasurer 

[Adopted 6-21-1979 by Ord. No. 18-1979] 
 
§ 5-18. Position created. 
 

There is hereby created in the Township of East Hanover the position of Assistant Treasurer of the Township of 
East Hanover, whose duties it will be to aid and assist the Township Treasurer in any and all capacities as called 
upon from time to time, including but not limited to the areas of township investment and systems creation. 
 
§ 5-19. Term of office. 
 

The term of the Assistant Treasurer of the Township of East Hanover shall be for one year by annual 
appointment by the Township Committee, commencing January 1 and terminating December 31 of each year. 
 
§ 5-20. Compensation. [Amended 8-17-1982 by Ord. No. 24-1982] 
 
    The annual salary to be paid to the Assistant Treasurer of the Township of East Hanover will be as provided in 
the annual Salary Ordinance.2 

 
2 Editor's Note: See Ch. 47, Salaries and Compensation. 
 

ARTICLE V 
Department of Public Services 



[Adopted 3-19-1998 by Ord. No. 3-19983] 
 
3 Editor's Note: This ordinance also repealed former Art. V, Public Facilities and Public Works 

Department, adopted 5-17-1973 as Art. 3 of Ch. 2 of the Revised Ordinances, as amended. 
 
§ 5-21. Department established. 
 

The Department of Public Services is established to encompass all duties and functions hereinafter set forth. 
 
§ 5-22. Governance. 
 

The head of the Department of Public Services shall be the director who shall be proficient in the fields of 
public works and public utilities and shall have not fewer than 10 years' experience in such fields as a public 
sector employee. 
 
§ 5-23. Structure. 
 

The Department of Public Services shall contain the following divisions and subdivisions: 
 

A. Office of the Director. The Director of Public Services shall be in overall charge of all public works and 
public utilities operations of the Township of East Hanover through the Superintendents of Public Works 
and Public Utilities and directly over the following: 

 
(1) Trash and recycling. Through the direction of the Management Specialist, shall be responsible for 

the township-wide recycling program and the collection and disposal of trash and refuse generated 
at public facilities. 

 
B. Division of Recreation. The Division of Recreation shall be under the direction of the Superintendent of 

Recreation and shall contain the following functional subdivisions: 
 

(1) Recreation. In cooperation with the Recreation Commission and under the direction of the 
Superintendent of Recreation, this subdivision shall be responsible for all recreation programs and 
facilities utilization. 

 
(2) Swimming pool. In cooperation with the Recreation Commission, this subdivision shall be 

responsible for the maintenance, repair and, through the Superintendent of Recreation, the 
operation of the municipal swimming pool. 

 
C. Division of Public Works. The Division of Public Works shall be under the direction of the 

Superintendent of Public Works and shall contain the following functional subdivisions: 
 

(1) Road maintenance and repair. Under the direction of the road foreman, this subdivision shall be 
responsible for the maintenance and repair of all public streets and roads in the township, 
including snowplowing, street lighting, traffic signals and shade tree along the public right-of-way. 

 
(2) Motor vehicle maintenance and repair. Under the direction of the garage foreman, this subdivision 

shall be responsible for the maintenance and repair of all township vehicles. 
 

D. Division of Public Buildings and Grounds. The Division of Public Buildings and Grounds shall be under 
the direction of the Superintendent of Buildings and Grounds and shall contain the following functional 
subdivisions: 

 
(1) Building maintenance and repair. Under the direction of the Superintendent, this subdivision shall 

be responsible for the maintenance and repair of township buildings and structures. 



 
(2) Parks, playgrounds and public grounds. Under the direction of the grounds maintenance foreman, 

this subdivision shall be responsible for the maintenance of all park and playground facilities and 
all public grounds. 

 
E. Division of Public Utilities. The Division of Public Utilities shall, under the direction of the 

Superintendent of Public Utilities, be responsible for the development, maintenance and repair of ail 
water and sewer facilities and functions, and shall consist of the following subdivisions: 

 
(1) Water utility. Under the direction of the water/sewer foreman, this subdivision shall be responsible 

for the water production, treatment and distribution facilities. 
 
(2) Sewer utility. Under the direction of the water/sewer foreman, this subdivision shall be responsible 

for the sewer collection and distribution facilities. 
 
§ 5-24. (Reserved) 
 

ARTICLE VI4 
(Reserved) 

 
4 Editor's Note: Former Art. v1, Superintendent of Public Works; adopted 5-17-1973 as Art. 4 of Ch. 2 of 

the Revised Ordinances, was repealed 3-19-1998 by Ord. No. 3-1998. 
 
§§ 5-25 through 5-27. (Reserved) 
 

ARTICLE VII5 
(Reserved) 

 
5 Editor's Note: Former Art. V11, Municipal Sewer Utility, adopted 2-15-1979 by Ord. No. 4-1979, was 

repealed 3-19-1998 by Ord. No. 3-1998. s Editor's Note: See N.J.SA 40A:9-140.10. 
 
§§ 5-28 through 5-33. (Reserved) 
 

ARTICLE VIII 
Chief Financial Officer/Treasurer 

[Adopted 3-2-1989 by Ord. No. 4-1989] 
 
§ 5-34. Position created. 
 

The position of Chief Financial Officer/Treasurer is hereby created in and for the Township of East Hanover 
pursuant to and in accordance with the provisions of Chapter 110, Public Laws of 1988, Section 5.6 
 
§ 5-35. Duties. 
 

The Chief Financial Officer/Treasurer shall be responsible for the establishment and maintenance of sound 
financial and accounting methods and practices for the management and distribution of township funds. 
 
§ 5-36. Bond. 
 

The Chief Financial Officer/Treasurer shall be provided with a bond for the faithful performance of the duties 
of the office in an amount as recommended by the Township Auditor and in accordance with law.  
 
§ 5-37. Compensation. 
 



The Chief Financial Officer/Treasurer shall receive such salary as the Township Committee shall fix each 
year by ordinance.7 

 
7 Editor's Note: See Ch. 47, Salaries and Compensation. 
 


