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MARCELLUS FREE LIBRARY
Policy Name: Use of Library Credit Cards or Store Charge Accounts
Section Title: Finance
Adopted: 6/1/2017 Reviewed: 4/10/2025

1. Policy Statement

The Marcellus Free Library may provide bank credit cards and selected store credit accounts to
designated employees for authorized library expenses. This policy establishes internal controls to
ensure the proper use of the Library’s credit accounts.

2. Policy Guidelines

The Library may issue a bank credit card or approve the use of store credit accounts to facilitate
daily operations. All purchases must comply with the following conditions:

Library Director.

personal cxXpenscs.

o Bank Credit Card Limit: $5,000.00

Authorized Use: Purchases must align with the approved budget and be authorized by the

Personal Use Prohibited: Under no circumstances may the card or account be used for

Spending Limits: Purchases must not exceed the Library’s credit limit:

o Store Credit Account Limit: $500.00 per account

Proper Documentation: Employees must provide supporting documentation at the first

available opportunity after making a purchase and before the monthly statement is received.
Acceptable documentation includes:

o The original itemized paid receipt showing the amount, vendor, and description of the
purchase.

o For books, subscriptions, or similar items, a copy of the order form is required. For
online purchases, a hard copy printout of the order must be submitted.

o Handwritten reimbursement requests or non-itemized receipts are not acceptable.

e Employee Responsibility: If proper documentation is not submitted, the employee is
personally responsible for the charges incurred.
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3. Cardholder Agreement

Before receiving a Library credit card, employees must complete and sign an Acknowledgment
Form, confirming their understanding of and compliance with this policy.

If a Library credit card is lost or stolen, the issuing company and the Library Treasurer must be
notified immediately.

ACKNOWLEDGMENT OF LIBRARY CREDIT CARD POLICY

I acknowledge that I have received a copy of the Marcellus Free Library Credit Card Policy and
its associated protocols. I have read and understand the policy and have clarified any questions
with the Board of Trustees.

I agree to comply with the policy requirements and understand that disciplinary action may be
taken if I violate these terms. Additionally, I understand that I will be required to provide

restitution for any unauthorized use of the Library’s credit card or charge accounts.

Upon separation from employment, [ will return the credit card and ensure that all expenditures
are properly accounted for before my departure.

Name:

Job Title:

Signature: Date:

President, Board of Trustees:

Signature: Date:
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