
Bent Northrop Memorial Library Financial Policy

Purpose:

The purpose of this policy is to ensure fiscal accountability and appropriate use of funds in
support of the Bent Northrop Memorial Library’s mission and goals, to ensure library
management continuity, and to comply with applicable statutes.

Board of BNML Trustees’ Authority:

The elected Bent Northrop Memorial Library Trustees (the “BNML Trustees”) “have full power
to manage the public library, make bylaws, elect officers, establish a library policy and
receive, control and manage property which shall come into the hands of the municipality by
gift, purchase, devise or bequest for the use and benefit of the library.” 22 V.S.A. §143.

Public Records:

1 V.S.A. §317a defines a “public record” as “any written or recorded information, regardless
of physical form or characteristics, which is produced or acquired in the course of public
agency business.” Pursuant to 1 V.S.A. §317a(b), “A custodian of public records shall not
destroy, give away, sell, discard, or damage any record or records in his or her charge,
unless specifically authorized by law or under a record schedule, as defined in 3 V.S.A.
§117(a)(6), that has been approved by the State Archivist.”

All Bent Northrop Memorial Library financial records are maintained by the Town
Administrator and Town Clerk at the Fairfield Town Office.

Budget:

Annually, the BNML Trustees shall prepare a proposed budget for approval of the voters at
Town Meeting.

Budget Process:

The Library Director will prepare a draft budget for review by the BNML Trustees three
months before the end of the current fiscal year. The draft budget will include anticipated
expenses including staff salaries, staff benefits, any surplus carried forward from the current
fiscal year, and revenues for the coming year.

● The draft budget shall use the salary and benefit costs from the current fiscal
year until those costs are known for the coming year.

● Annual staff reviews must be completed prior to salary adjustment
considerations.

● In conjunction with staff reviews, the BNML Trustees may consider adjustments
to the Library Director salary and staff compensation during executive sessions.
If salary and compensation adjustments are made to the budget, the BNML
Trustees work with the Town Administrator to recalculate the corresponding
changes to FICA/Medicare and retirement benefits.



● Any anticipated surplus from the current year’s budget shall be shown as a
revenue line in the draft budget with any proposed offsetting expenditures or
transfers shown as expense lines.

● Upon approval by the BNML Trustees, the proposed budget will be forwarded to
the Fairfield Selectboard for presentation to the voters as a separate Town
Meeting article.

Reporting:

The Town Administrator will prepare monthly budget reports for the BNML Trustees’
management purposes. Each report will show revenues received and amounts expended for
the previous month, with the variance from the budgeted amounts shown for each line item.
Each quarter, the Town Administrator will also provide a report of the BNML Endowment
Fund balance and a report for each additional library fund.

Revenue Sources:

A. Taxes: Funds distributed to the library match those monies approved by the voters on
Town Meeting Day. The Town of Fairfield administers the collection of property taxes for
Library Revenue.

B. Investments/Endowment: Expenditures from BNML Endowment and Investments are
governed by this policy and the Investment Policy. These funds are maintained with the
Town of Fairfield bank account and reconciled monthly by the Town Administrator. See
the Investment Policy for details on the Endowment.

C. Fees: Copier fees, book replacement monies collected, and other miscellaneous fees
are submitted quarterly to the Town Treasurer or Treasurer’s assistant, at the Town
Clerk’s Office, as revenue.

D. Grants: Monies received from grants will be spent according to the governing rules of
the specific grant(s). The Library Director will provide all grant information to the Town
Administrator and will oversee the implementation of and completion of the grant
requirements. Grant monies will be deposited into the Town of Fairfield’s Operating
Account, and reconciled into the appropriate fund of the Library. Grant Expenditures are
managed through the Town of Fairfield’s Accounts Payable (AP) process by the Library
Director and Town Administrator. General Ledger reports on revenue and expenditures
may be provided to the Library Director upon request.

E. Friends of BNML Financial Contributions: Gifts from the Friends of BNML will come in
various ways and times throughout the year.

a. The Library Director will generate a “funding request” of funds/items anticipated for the
coming year each January. The Friends will review this request and reply with an amount
to be gifted. The Library Director will share a quarterly accounting of funds spent with the
Friends.

b. The Library Director can make additional requests to the Friends as needed
throughout the year.

F. Gifts/Donations: see Gift/Donation Policy



Expenditures/ Cash Management:

A. Credit Card: The Library Director is issued a Town of Fairfield credit card. The Credit
card includes both the Library Director and Town of Fairfield names. The Library Director
is authorized to use the card without pre-approval from the BNML Trustees for small
purchases related to the operation of the library. The credit card limit is $1,000.00. The
Town Administrator reserves the right to cancel the card. The credit card statement is
sent to the library and the Library Director provides the statement and receipts to the
Town Administrator to include the credit card payment through the AP process.

B. Accounts Payable: Prior to each bi-monthly Town Selectboard meeting, the Library
Director will submit an AP coversheet of purchases, purposes, and assigned budget line
items, and submit them to the Town Administrator along with sufficient vouchers
supporting the payments in the aggregate amount of the warrant. The Town
Administrator generates and submits the AP Warrant of purchases and assigned budget
lines for review and approval by at least two BNML Trustees duly designated to approve
orders of the library fund. The Town Administrator or Town Treasurer generates checks
or Electronic Funds Transfers (EFTs). The approved warrant and vouchers for payments
are ratified by a motion at the next BNML meeting of the Board of Trustees.

C. Reimbursement: Out-of-pocket expenses (including library-related travel) of staff and
volunteers are to be submitted to the Library Director for reimbursement through the AP
process.

Purchasing:

No purchases over $1000 shall be made by the Library Director without prior approval of
the BNML Trustees. For purchases over $50,000, the Library will follow a process that aligns
with the bid process of the Town of Fairfield as laid out in the Town’s Purchasing Policy.

Banking:

A. Library operating and grant funds are kept in the municipality’s operating bank account,
along with other Town of Fairfield operating funds. This bank account is managed
according to the Town Controls and Procedures for Financial Management (TCPFM).

B. Library Bank CDs and loans are kept in municipal bank accounts. Withdrawals and
payments to these accounts, as well as any requests to open or close these accounts,
require prior approval from the Library Trustees, in accordance with the CD or Loan
purposes and/or requirements, and are managed according to the TCPFM.

C. The Library Director collects cash from book replacements and fees. Cash is delivered to
the Town Treasurer or Treasurer’s assistant, at the Town Clerk’s office, 3 to 4 times per
year. These cash receipt bank deposits are managed according to the TCPFM and
counted toward library revenue.

Operations:

A. Petty Cash: A petty cash fund up to $100 may be maintained by the Library Director to



facilitate efficient operations. Such funds will be disbursed only for proper purposes,
such as making change for patrons and properly recorded with receipts for cash
transactions.

B. Audit: The library is audited once per year by duly appointed auditors by contract with
the Selectboard as part of the town of Fairfield’s full audit. The audit is conducted
between January and February. In the event the municipality's federal expenditures
trigger a single audit, the library will participate as necessary.

C. Debt Management: All library debts will be included in the monthly fiscal report.
Interest and principal debt payment expenses will be included in the library’s budget.
Prior to a debt payment’s due date, the Trustees will approve the Town Administrator or
Treasurer to make an EFT or check payment toward principal and interest due.

Insurance:

Insurance requirements for both property and personnel have been selected using the Town
of Fairfield selection process.

A. The library pays for general liability insurance out of the library budget.

B. The library pays for Workers Comprehensive, Accidental Death and unemployment
insurance through the library’s budget.

Security: The Town pays for security monitoring of the library building.

Conflict of Interest: see Conflict of Interest Policy

Adopted and Approved: July 18, 2024
BNML Board of Trustees


