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Purpose of Card: the Library maintains a credit card for the library-related purposes only.

Authorized User: the Library Director
The library charge card may be used by the library director for official library business only, including but not limited to the following uses.

1. Travel, Training, and Lodging

2. Meal Expenses (no alcohol, liquor of any types or any tobacco products)

3. Programming supplies

4. Purchases from merchants, either in person or online

Information about the card is provided to the city clerk and is to keep in the Director’s handbook.  
Receipts for credit card purchases must be turned into the city clerk promptly so that the balance due can be paid and no additional fees are charged.  The city clerk is responsible for auditing the credit card statement upon receipt. The card is paid online by the city clerk. 
The Library Director will be held responsible for any charged expense for which a receipt is not provided, unless absence of a receipt is approved by the President of the Library Board of Trustees.

A list of the credit card expenditures will appear on the monthly library expenditure sheet that is approved by the board each month.  If a meeting is not held at least two members of the board must sign the expenditure sheet to avoid financial charges.  In this case, formal approval of the invoice should be made at the next regular board meeting.  No advance payments may be made to the credit card company.
The Library Director must immediately surrender the credit card upon leaving the employment of the library.
A credit card limit of $1,000 has been approved by the board.  Limits over that amount must be authorized by the library board. No cash advances may be made on the card. 
The Library Director is responsible for the protection of the credit card and shall immediately notify the financial institution issuing the card if the card is lost or stolen.

The Library Board may revoke the credit card privileges of the Library Director at any time.

