HAWN MEMORIAL LIBRARY

Financial Policy

The Board of Trustees (also referred to as the Board) of Hawn Memorial Library is responsible for the
financial management and accountability and proper oversight of all funds to support the library’s mission
and goals and to be in compliance with local, state and federal laws. The President shall appoint a Finance
Committee (may be referred to as Budget Committee) of two to three persons, one of whom shall serve as
Chairman or Finance Officer. The President shall appoint, and the Board at a regular meeting shall confirm, a
Treasurer and a Bookkeeper, who are not members of the Board. This may be two persons or one person
may hold both positions. The Treasurer/Bookkeeper shall be fully qualified and responsible for the day-to-
day financial operations and record keeping for the library. This individual must be bonded. The
Treasurer/Bookkeeper shall be responsible for sending financial reports to the Director or the Finance Officer
before each month’s meeting with time for proper review.

1. Budget

A. The Director develops programs that meet the goals of the Library with specific costs (excepting
employee salaries and benefits), as a basis for a draft budget. The Finance Committee will be
responsible for reviewing this draft and completing the anticipated cost of operation, including
salaries, employee benefits, and routine expenses. The Finance Committee is responsible for
determining the sources of income needed.

B. All members of the Board shall be given a copy of this draft for review and discussion.
C. The budget is approved by the whole Board before being submitted to the funding authorities
and the public. It should be available to all members of the community on the website and within the

library.

D. The Director and Finance Officer will work with the Treasurer to ensure that journal entries and
budget entries reflect all revenue and disbursements

E. The Treasurer will provide reports for every regular meeting and for special meetings when
requested by the Board. These shall include a profit and loss budget vs actual and a balance sheet
and any other financial information the Board may request.

2. Audits and Reports

A. Itisrecommended that the Board authorize annual audits to assure that financial management
and controls are functioning properly and government accounting standards are followed.

B. The Board should pay special attention to claims for bill payment, cash handling, purchasing
procurement policy, credit card policy, petty cash policy and IT security policy.

C. The Office of the State Comptroller has the right to audit the financial control practices of all
libraries in New York State.



3.

D. Anannual report (AUD) of the library’s financial activity shall be prepared by the Treasurer and
filed with the NYS Education Department.

E. The Director, with assistance from the Treasurer and Finance Officer, will be responsible for an
annual report of library statistics to the North Country Library System.

F. The Treasurer, with assistance from the Finance Officer, will be responsible for filing IRS Form
990, Return of Organization Exempt from Income Tax, annually.

Income

A. The primary sources of income are from taxing entities within the County of Jefferson, with the
Village of Clayton providing an amount determined by them annually. The primary source of public
money comes from taxpayers in the Thousand Islands School District. The Library Board of Trustees,
with the advice of the Finance Officer and Finance Committee, can apply to have additional funds
voted for at the annual school board elections. Property tax cap rules must be followed. If required,
the Board must pass a tax cap resolution prior to the public vote. The Town of Clayton and the County
of Jefferson traditionally provide some financial assistance.

B. All private donations to the library shall be approved by the Director. Any donations for a
designated purpose shall be tracked by staff to ensure proper use of the money has been maintained.
All donations shall be acknowledged by the Director, paying special attention to IRS rules for gifts of
$250.00 or more.

C. Any money received from refunds and payments for services such as copy service will be
deposited into the library’s general bank account by the Director.

D. Money received as reimbursements for lost or damaged materials and equipment will be
deposited into the library’s general bank account by the Director. These funds may be only used to
defray expenses in these areas as authorized by the Board of Trustees.

E. The Director shall advise the board of any grants that may be advantageous for the library board
to consider.

Expense

A. All expenditures must be approved at a regular meeting, or legally called special meeting, of the
Board of Trustees. An abstract, prepared by the Treasurer/Bookkeeper listing all items and charges,
should be used. In the event that recurring bills such as telephone or utilities may come due before
the meeting, the Board may give blanket approval for them to be paid before the due date. They
should appear on the voucher for proper tracking. The abstract shall be reviewed for errors and
presented by the Finance Chair to the board for approval. Checks are then signed by two persons and
issued.

B. Since NYS procurement statutes apply to public libraries, the library Board of Trustees has
approved a procurement policy which is attached to this document. It should be reviewed annually.



C. A petty cash fund may be set up, not to exceed $100.00, to be used by staff for small
miscellaneous costs. This can also be set aside for making change for fees and other income
received at the library. The petty cash fund shall be balanced monthly by the Director and reported
to and replenished by the Treasurer. Handling petty cash is outlined more fully in the separate Petty
Cash Policy of the library.

D. Since Hawn Library is a municipal entity, as well as a qualifying 501 (c)(3) entity, it is exempt from
paying NYS and Jefferson County sales tax on all purchases or any tax included in contracts. The
Treasurer and Finance Officer, when reviewing the voucher, shall be responsible for assuring no sales
tax has been charged on any invoices.

5. Banking Procedures

A. Direct deposits shall be recorded by the Treasurer promptly and reported to the Finance Officer.
Other than payroll and IRS and NYS required deposits, all payments shall be by check, unless
otherwise approved by the Board. Direct transfers are discouraged to protect accountability.

B. All checks shall be signed by the Treasurer and the Finance Officer. Two signatures are required
on every check.

C. All money for specific reserve accounts must be kept in a separate interest-bearing
account until the board approves their disbursement.

D. All money for capital projects must be kept in a separate interest-bearing account. This includes
all grants, donations, and set aside money for a specific project. It can only be transferred to the

checking account by a vote of the Board when needed for the project.

E. See separate credit card policy for information regarding who may use the card and policy
limitations.

6. Disposal of Property

A. Withdrawn library materials, materials donated, but not added to the collection, and small items
of library equipment may be sold to raise funds. Materials deemed by staff to be unfit for sale may
be discarded.

B. The Director may negotiate with another library or organization for sale of equipment or other
items no longer used by the library for reasonable compensation. Staff must report to the board any
funds received as revenue from such sales

7. Investments

A. Investments deemed to be suitable for inclusion in the library’s investment program are limited to
(1) demand deposit accounts such as checking, accounts, savings accounts, or certificates of deposit
issued by established local financial institutions, (2) U. S. Treasury Bills and Notes for which the full
faith and credit of the U.S. Government is pledged for the repayment of principal and interest. Bills are
short term (issued for one year or less) obligations sold at a discount. Notes have fixed coupon rates
with original maturities of between one and five years.



B. The Northern New York Community Foundation, Watertown, New York, holds funds in trust that
have been donated by individuals for the benefit of organizations that the donor has specified. In
most instances, the donor has dictated how these are to be used. The foundation usually notifies the
beneficiaries of procedures for accessing the funds.

8. Insurance

A. General liability and fire protection insurance for the property, building and permanent fixtures is

the responsibility of the Village of Clayton as owner and is outlined in the library’s “Building Use
Agreement” with the Village.

B. All salary related insurance is the responsibility of the Board of Trustees including Disability and
Workmen’s Compensation

C. The library is responsible for all coverage within the building including, but not limited to
computers, books, and fixtures owned by the library.

D. The library shall carry Directors and Officer’s insurance covering trustees, employees and
volunteers who handle money.
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