The Richards Library
[image: ]
Fiscal Responsibility Policy

The following are the rules and regulations of The Richards Library Board of Trustees. They will be reviewed every 5 years or as needed to reflect changes in laws, regulations, or Library operations.

Purpose
This policy establishes the responsible use, oversight and requirements for Library funds. Staff and trustees are not to use their position, the Library or its funds for personal gain. Staff and trustees will remain objective in their duties and responsible to the needs of the communities they serve. This policy supports The Richards Library’s commitment to fiscal integrity, stewardship of its funds and compliance with all applicable laws and regulations.

Definitions
· Debit/Credit Card – A bank-issued credit or debit/credit card in the name of The Richards Library and an individual authorized user, used solely for Library-related expenses.
· Authorized User – A Library employee or trustee that is issued a Library debit/credit card.
· Treasurer – an independent accountant who is hired as an employee of the Library and is a non-voting member of the Board. The Treasurer is not a Board Trustee, but a member who supports and lends expertise to the Board of Trustees in carrying out the fiduciary responsibilities of the Board of Trustees. The Treasurer is responsible for the receipt and disbursement of tax monies after Board approvals.
· Financial Officer – an appointed trustee who oversees the regular audit of claims
· Public Funds – Monies controlled by the Library, including the tax levy, grants, gifts, and donations as of January 1, 2013.
· Private Funds – The Library’s endowment and all other pre-existing funds as of December 31, 2012, plus all future earnings on such funds. These funds represent the funds held by the Library prior to the date of the commencement of the tax levy support of the Library.

Policy

Debit/Credit Card Authorization
· A bank debit/credit card will be established in the name of The Richards Library and the name of the current Library Director.
· All monthly debit/credit card statements, bank statements and correspondence are sent directly to the Treasurer and Financial Officer.
· Prior to issuing a Library debit/credit card or adding an additional authorized user, each eligible employee or trustee must complete and sign the Agreement for Use of Library Debit/Credit Card form, confirming they have read and will comply with this policy. Users, aside from the Library Director, must first be approved by a majority vote of the Board. The agreement acknowledges that the card remains the property of the issuing bank and usage may be revoked at any time by the Library or the bank.

Debit/Credit Card Permitted and Prohibited Uses
The debit/credit card may be used only for legitimate Library business expenditures when all of the following conditions are met:
· Budget Compliance: Expenditures must fall within the guidelines of the approved budget or a Board-approved grant/project.
· No Personal Use: The card may not be used for personal expenses or cash advances under any circumstance.
· Supporting Documentation: Proper documentation must accompany each transaction, including:
· Authorized users, aside from the Library Director, must sign the Debit/Credit Card Sign Out Sheet,
· The original itemized receipt indicating the amount, vendor, date, and description of purchase; or
· A printout of online orders; and
· For purchases over $500, a completed written quote with vendor name, date, price, vendor contact, and the Library Director’s written approval (i.e. signature).
· Sales Tax Exemption: The Library is exempt from New York State sales tax. The authorized user must present a Tax Exemption Certificate before completing any purchase

Separation of Fiscal Duties and Internal Controls
No one person should control or perform all key aspects of a financial transaction. Segregation of duties is an important internal control activity that helps detect
errors in a timely manner and deters improper activities. Internal controls instituted
by the Library will assist the Board of Trustees in maintaining adequate fiscal oversight of the expenditure of funds. The adequacy of these guidelines and compliance efforts should be reviewed as needed. Procedures shall be modified to correct any deficiencies discovered during the annual accounting review or at any other time.

Personal Use of District Funds 
Neither the Director nor any Board member will use or permit the use of Library funds, equipment, materials or property for their own personal benefit or profit. Neither the Director nor a Board member will ask or require a Library employee to perform services for the personal benefit or profit of a Board member or the Director. The Director and all Board members will safeguard Library property, equipment, monies and assets against unauthorized use or removal, as well as from loss due to criminal act or breach of trust.

Policy Enforcement
· All Library staff, the Director and Board members are bound by this policy. 
· Any alleged violation of this policy by staff shall be investigated by the Director with feedback from the Board. If actual violation is determined, the Director shall impose sanction appropriate to the degree of violation, up to and including termination. 
· Any alleged violation of this policy by the Director shall be investigated by the Board, or by a committee appointed by the Board for this purpose. If actual violation is determined, the Board shall impose sanction appropriate to the degree of violation, up to and including termination.  
· Any alleged violation of this policy by a Board member shall be investigated by the remaining Board members. If actual violation is determined, the Board shall impose sanction appropriate to the degree of violation, up to and including termination/resignation of the Board member. 
· The Library reserves the option of reporting any significant violation of this policy to appropriate law enforcement agencies for investigation and possible prosecution.  

Formatted, Reviewed, and Approved by The Richards Library Board of Trustees on December 4th, 2025.













Agreement for Use of Library Debit/Credit Card

I acknowledge receipt of a Library-issued debit/credit card and understand that its use is subject to The Richards Library Credit Fiscal Responsibility Policy and Procedure. I accept full responsibility for ensuring that all purchases comply with the policy and agree to provide complete documentation for all charges. I understand that misuse of this card may result in disciplinary action, revocation of card privileges, and personal liability for any unauthorized charges.


Employee/Trustee Name: ______________________________________

Employee/Trustee Signature: ___________________________________

Date:_________________________________
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