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Introduction

Purpose of Policies

The Administrative Policies of the Liberty Center Public Library explain and regulate certain internal operations of the library, many of which are the responsibility of the fiscal officer.  These policies directly affect neither the way the library interacts with its patrons and community (interactions covered by the Public Service Policies), nor the way the library interacts with its employees (interactions covered by the Personnel Policies).  Policies are approved by the Liberty Center Public Library Board of Trustees and are reviewed and revised as necessary.

AP  1  Purchasing

All expenditures of library funds require a purchase order.  A purchase order represents the library’s agreement to pay funds for goods or services described in the purchase order.  When accepted by a vendor, and in the absence of other controlling terms, it constitutes the agreement between the library and vendor with respect to the stated goods and services.  Purchase orders are signed by the fiscal officer and director, who certify that the expense is legal, that funds have been previously appropriated by the Board of Trustees, and that monies are either available or in the process of being collected prior to signing.   

AP  2  Requesting Price Quotes

For those purchases not falling under the requirements of sections 3375.41 (bidding) and 153.65-153.71 (professional design services) of the Ohio Revised Code, quotations for prices are required for the purchase of any good or service over $25,000 in total.  Contracts with one vendor for a similar good or service cannot be split in order to override this requirement.  Price quotations from multiple vendors are preferred.  

However, if it is determined by the director that there is only one vendor that specializes in this type of good or service, a quotation from only one vendor will be acceptable.  Final selection of quotations for goods and services will be those that are in the best interest of and/or represent the best value to the library.  

AP  3  Contracts

The director or director’s designee is authorized to negotiate contracts or agreements for the purchase or lease of goods or services for the library.  Current contracts and amounts will be presented to the board as part of the annual budget approval process.  

Prior formal approval of the Board of Trustees is required for contracts that exceed $2,000, or that cause an overage in the budgeted line item, except in cases of emergency or where the security and protection of library property, patrons, or staff is threatened.  The director, director’s designee, or the fiscal officer is authorized by the board to sign contracts subject to the approval threshold of $2,000

AP  4  Use of Library Credit Cards

The Board of Trustees of the Liberty Center Public Library authorizes the Director and Fiscal Officer to use a credit card held by the library to pay for library-related expenses in the fulfillment of their jobs.  

The Board also authorizes the director and Fiscal Officer to extend, at their discretion, the use of a credit card held by the library to the Children's Services Coordinator and the Young Adult Services Coordinator.

Purchases that are made on behalf of the library must fall within the appropriations approved by said board.  The board will pay for the debt incurred as a result of the use of the credit card from library funds.

The Board may prosecute the employee or officer for the criminal offense or misuse of credit cards and that the employee or officer may be found personally liable to the library in a civil action for the misuse of the library credit cards. 

If an employee or officer suspects the loss, the theft, or another person's possible unauthorized use of the credit card they are to immediately notify the board of library trustees in writing and will hold an employee or officer personally liable to the library in a civil action for the misuse of the library credit card, or any unauthorized debt resulting from the credit card's loss, theft, or unauthorized use in the amount of $50 or the amount charged to the credit card as a result of the loss, theft, or unauthorized use, whichever is less, as required by the Ohio Revised Code.

.

AP  5  Investment Policy

AP  5.1  Purpose

The Liberty Center Public Library shall maintain an investment policy governing the financial instruments in which the Fiscal Officer may invest funds.  This policy will provide guidance to the Fiscal Officer and ensure that all investments made by the Fiscal Officer on behalf of the Liberty Center Public Library are consistent with the goals, objectives and direction of the Library Board of Trustees.

AP  5.2  Responsibilities

It is the responsibility of the Fiscal Officer to adhere to the guidelines and restrictions set forth in this policy.  It is the responsibility of the Finance Committee to audit the records of the Library on a regular basis to ensure compliance with this policy.  The Board of Trustees is responsible for maintaining and amending this policy as appropriate.  

AP  5.3  Policy Statement

AP  5.31  Instruments

It is the policy of the Liberty Center Public Library that all cash balances will be invested in one or more of the following instruments:

· Non-interest bearing account(s) of an FDIC insured commercial bank

· Interest bearing account(s) of an FDIC insured commercial bank

· Certificate(s) of Deposit (CD) of an FDIC insured commercial bank

· STAR Ohio Fund Account(s)

AP  5.32  Maturity

The maturity of all Library investments shall not exceed five years.

AP  5.33  Redemption

Library investments may not be redeemed prior to the maturity of the specific instruments without majority approval, via role-call vote, of the Board of Trustees.

AP  5.34  Filing the Policy with the Auditor of the State of Ohio

Upon adoption, the board will direct that the Investment Policy of the library is to be filed with the Auditor of the State of Ohio.


