


reimbursement is not made, the Library is authorized to withhold payroll to satisfy the amount 
owed. 

Auditing and Documentation 

Individual Library Credit Card holders are responsible for maintaining adequate documentation 
supporting all Library Credit Card purchases. The Library shall retain such documentation, such 
as: 
• Copy of this policy, signed by each Library Credit Card holder
• Copies of order forms, when available
• Packing slips (for goods received)
• Original cashier receipts or vendor invoices
• User logs, when available.

The Library Board of Trustees shall periodically audit the records of authorized purchasing card 
users to ensure that Library Credit Cards are used only by authorized users for official Library 
business. 

Security 

Library Director and/or the Assistant Library Director shall be responsible for safeguarding 
Library Credit Cards at all times. In that regard, Library Credit Cards will remain in a locked area 
that requires the user to sign a log when the credit card is used. The Library Director and/or the 
Assistant Library Director shall also be responsible for immediately and properly reporting lost or 
stolen Library Credit Cards. 

All Library Credit Cards shall be returned immediately upon request or upon termination of 
employment (including retirement). 
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