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Authority to Spend, Budget, and 
Financial Practices Policy	

Spending
It shall be the policy of the Alpha Park Public Library that the library may spend in excess of $25,000 only after completing the formal bid process as described in Illinois Law (75 ILCS 16/40-45). 

The Library Director may spend more than the stated $5,000 with the approval of any two library board members so long as the amount does not exceed the threshold requiring a formal bidding process. Ideally, at least one officer of the board shall be included in the two board members aforementioned. 

Library administration shall act judiciously in purchasing or contracting for services to be rendered, comparing costs among service providers as appropriate, and requesting multiple written estimates as needed. The administration routinely re-evaluate vendors and service providers for efficiency, effectiveness, and the quality of services rendered for the costs incurred. 

Bank credit cards may be established in the name of the Alpha Park Public Library District. The specific name of an individual will appear on assigned cards, and spending limits established. All monthly bank statements and correspondence will be sent to the Library. 

Credit cards will be used primarily for pre-payment of library materials, when required by a vendor, and for expenses related to travel and continuing education.  Amounts exceeding $200 require written pre-approval from the Library Director.  Bank credit cards may not be used for personal purchases or expenses.  The bank card does not replace requisitions and purchase orders.

Bank credit cards may be issued to: 
1) The Business Manager, with a credit limit of $5,000
2) The Library Director, with a credit limit of $5,000
3) Reference Department Head, with a credit limit of $1,000
4) Youth Services Department Head, with a credit limit of $1,000

Budget and Finance
The Library has a board-approved written budget that is developed annually as a cooperative process between the Library Director and the Business Manager. Each year, it is determined if the library’s revenues are adequate to meet the needs of the community. If the revenues are not adequate to meet the needs of the community, the Board of Trustees may take action to increase the library’s revenues.

As funding permits, the Alpha Park Public Library strives to spend between 8-12% of the General Fund budget on materials for patrons. Materials include books, audiovisual materials, periodicals, electronic books and magazines, and fees for online bibliographic databases. Costs related to the installation and maintenance of a resource are not included.

At each of the Library Board of Trustee’s meetings, the Library Director presents a written report on library operation. These reports include such areas as finance, library usage, matters of personnel, collection development, ad programming in addition of any other relevant and pertinent information. The library maintains adequate records of library operations with the help of a Business Manager in a manner easily understood by the public in accordance with 



the accounting standards for public libraries. This record of library operations should clearly indicate the financial position of the library.

In addition to the general financial position of the library, this record clearly indicates the current position of each budgetary line item including budgeted amount, receipts, monthly and year-to-date expenditures, and remaining budget, as presented by the Library Director.

Routine Banking Practices
The Business Manager and Library Director are authorized to make deposits into appropriate library accounts. Such deposits include, but are not limited to, the deposit of accumulated fees and fines, gifts, donations, grants, and tax receipts. Both aforementioned parties are authorized to transfer funds from one library account to another library account for payment of monthly library bills. 
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