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Monthly Board of Trustees Meeting
AGENDA
August 20, 2024, 7PM
Pine Plains Free Library
Zoom: 859 2857 8076

Call to Order (Claire Gunning)
Public Comment
Approval of July 20, 2024 Minutes* (Claire Gunning)
Payment of the Bills* (Ted Mallozzi)
Reports:
o Financial* (Ted Mallozzi)
o President (Claire Gunning)
o FRIENDS (Jean Osofsky)
o Director’s Report (Dee Ann Campbell)
Committees
o Facilities/Capital Investments (Dee Ann Campbell)
o Marketing (Signage & Logo) (Keary Hanan)
o Fundraising (Claire Gunning)
o Policy Review (Claire Gunning and Dee Ann Campbell)
Old Business
New Business
Executive Session to discuss personnel issues

10.Adjournment

*indicates vote required
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PinePlains

Freelibrary

Board of Trustees (the “Board”)
of the Pine Plains Free Library (the “PPFL”)

Meeting Minutes

July 20, 2024 9:00 a.m.

Location: Pine Plains Free Library & via Zoom

Attendees

(P = Present in Person, Z = Present via Zoom, A = absent)

President: Claire Gunning (P)

Financial Officer: Theodore Mallozzi (A)

Vice President. Keary Hanan (P)

Friends of the PPFL Rep: Jean Osofsky (A)

Secretary: Patrick MacMurray (P)

Library Director: Dee Ann Campbell (P)

Trustee: Allison Galliher (A)

Town Board Liaison: Jeanine Sisco (A)

Trustee: Ethan DiMaria (A)

Special Guests: None

Trustee: Sandra Koch (P)

Community Members: None

1. Call to order: Ms. Gunning called the meeting to order at 9:05 a.m.

2. Executive Session: A motion was made that the Board enter into executive session in order
to discuss personnel issues, which motion was seconded and unanimously approved. The
Board entered executive session and at 9:35 a.m. a motion was made that the Board leave
executive session and rejoin the public meeting, which motion was seconded and

unanimously approved.

3. Public Comments: No comments.

4. Approval of Prior Minutes: The Board reviewed the draft minutes from the Board’s June
2024 meeting, which had been previously distributed to the Board. A brief discussion about
the minutes was conducted. A motion was made that the Board approve such minutes, which
motion was seconded and unanimously approved .
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5. Payment of the Bills: The Board reviewed a document titled CAP# 240716F, which had
been previously distributed to the Board, and which purports to represent the PPFL’s
proposed bills to be paid for the month of July 2024, in the aggregate amount of $28,266.55.
The Board conducted a robust discussion about certain line items and bills. Topics included
bills related to new programming (including adult classes), as well as bills for tax services.

All
the

questions asked were answered to the satisfaction of the Board. A motion was made that
Board approve the payment of bills as set forth on CAP# 240716F, which motion was

seconded and unanimously approved.

6. Reports:

a.

Financial Report: Ms. Gunning noted that Mr. Malozzi was absent and therefore led a
Board review and discussion of (A) the Income Statement and Expense Statement for the
month ended June 30, 2024, the quarterly period ended June 30, 2024 and the six-month
period ended June 30, 2024, and (B) the Grant Activity Statement for the six-month
period ended June 30,2024 (collectively, the “Financial Statements”), which had been
previously distributed to the Board. All questions asked were answered to the satisfaction
of the Board. A motion was made that the Board approve the Financial Statements, which
motion was seconded and unanimously approved.

President’s Report: No President’s Report was offered for the month of June 2024.

Friends’ Report: No Report of the Friends of the PPFL was offered for the month of
June 2024.

Director’s Report. Ms. Campbell led a review and discussion of the monthly Director’s
report, which had been previously distributed to the Board. The Board conducted a robust
discussion about the Director’s report. Topics included, but were not limited to, (A)
patron requests for hard copies of the New York Times and plans to obtain same, (B) the
need for updated and new computers for patron use at the PPFL, (C) continuing issues
with the building’s exterior doors and (D) a new reading programming for children. All
questions asked were answered to the satisfaction of the Board. A motion was made that
the Board approve the Director’s report, which motion was seconded and unanimously
approved.

7. Committees

a. Facilities/Capital Improvements. Ms. Campbell led a discussion of certain matters

regarding the PPFL’s physical plant and capital improvements that are necessary or

a

dvisable. The Board conducted a robust discussion. All questions asked were answered to

the satisfaction of the Board.

b. Marketing (Signage and Logo). Ms. Hanan led a discussion of certain matters regarding

new outdoor signage for the PPFL, including exploring any necessary regulations with
respect to placement, installation options, and pricing. All questions asked were answered
to the satisfaction of the Board.
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c. Fundraising. Ms. Gunning led a discussion regarding fundraising options to supplement
the PPFL’s annual budget needs. Topics included (A) exploring the feasibility of hosting a
“local author” event, (B) the PPFL’s anticipated participation in the annual Halloween
Cemetery Tours, (C) options for increasing the revenues from such tour and (D) conducting
an end of year appeal for donations. The Board determined to revisit these ideas in smaller
sessions at a later date, and to aggressively pursue its fundraising options.

d. Policy Review. Ms. Campbell led a review and discussion of the PPFL’s “Programming
Policy” and “Use of Space Policy,” each of, which had been previously distributed to the
Board along with the guide “Four Tests for a Locally Enforced Library Policy.” The Board
conducted a robust discussion about the two policies. Ms. Gunning requested (A) the
addition of a form for Library Director approval of any proposed policy in accordance with
the terms of the policy, and (B) that certain clarifications be made to the Use of Space
Policy. All questions asked were answered to the satisfaction of the Board. The Board
determined that the policies meet the Four Tests for a Locally Enforced Library Policy. A
motion was made that the Board approve the “Programming Policy” and “Use of Space
Policy” (each as to be amended as discussed), which motion was seconded and
unanimously approved.

8. OlId Business. None discussed.
9. New Business. None discussed.

10. Adjournment . A motion was made to adjourn the meeting, which motion was seconded and
unanimously approved at 10:43 a.m.

239403712.1
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July 2024 Pine Plains Free Library Account Report & Notes
Accounts 3rd GTR 2024 | July Q3 Q3 YTD
M. Mkt Stiss 19
Operating - Funds available
Beginning Balance 146,703.49 146,703.49 65,0659.76
Plus Deposits/Trans - 166,900.00
Plus Interest 4969 49.69 283.42
Less Transfers to Stiss 89 (20,000.00) (20,000.00) (40,000.00)
Less Transfers to Stiss 79 (11,000.00) (11,000.00) (76,500.00)
Ending Balance 115,753.18 115,753.18 115,753.18
Chg. Acct Stiss 89
Operating - Checking
Beginning Balance 2,601.70 2,601.70 10,395.08
Plus Deposits 4,756.55 4,756.55 187,696.659
Plus Transfers from Stiss 19 20.,000.00 20,000.00 i 40,678.40
Less Checks/Debits (5,442 36) (5,442.36)| (218,854.28)
Ending Balance 21,915.89 21,915.89 21,915.89
Payroll Acct Stiss 79
Operating - Payroll: Ulster Financial
Beginning Balance 12,563 .38 12,563.38 10,604.18
Plus Transfers from Stiss 19 11.000.00 11,000.00 76,500.00
Less Auto Pay Debits (123.21) (123.21) (385.54)
Less Debits (9.500.22) (9,500.22)| (72,778.89)| From 58 to 89
Ending Balance 13,930 05 13,939.95 13,939.95 | Berkshire Taconic Grant
_ Financial Literacy $300
Bes MM Stiss 50 College Coun $275
Contigency - Emergency -
Beginning Balance 11713014 | 117.139.14| 108,119.73| Supplies $65.01
Plus Deposits/Trans 201970 2,019.70 14,201.99 | Summer Rdg Supplies $111.13
Plus Interest 49 22 49.22 325.93 | Barrett Grant
Less Transfers (4,563.79) (4,563.79) (6,003.38)
Ending Balance 114,644 .27 114,644.27 114,644.27 Summer Rdg Prog $1’845'OO
Supplies $117.01
Res Stiss Lodge 84 Summer Rdg Supplies $498.44
Capital- Bldg modif, equip, fixtures Perkins Donation
leglnnlng Bglance 60,245.63 60,245.63 60,095.62 Camera set-up $676.00
us DepositsiTrans - - ;
Plus Interest 25.50 25.59 175.60 | Error correction $676.00
Less Transfers - - Total $4,563.79
Ending Balance 60,271.22 60,271.22 60,271.22
Summary
Operating Funds
Money Mkt 19 115,753.18
Checking Acct 89 21.915.89
Payroll Acct. 79 13,930.95
Total Operating Funds 151,609.02
3 Month Reserve 25,000.00
Unemployment Fund 20.000.00
Bldg MaintRepairs Fund 6,000.00
Operating Funds Avail 100.609.02
Reserved Funds
MM Stiss 58 114,644 27
Urban Forestry 1.,100.02
MM Stiss 58 Available 113,544.25
Stiss Lodge 84 60,271.22
Capital Reserve Fund 6027122
Stiss Lodge 84 Avail 0.00
Total Reserved Funds 174,915.49
Reserved Funds Avail 113.544 .25
Net Worth $326,524.51
Designated Funds $112,371.24

Total Available Funds

$ 21415327




July 2024 Pine Plains Free Library Income Report
Income 3rd QTR 2024 |  July YTD 2024 Bud | % of Bud
Donations, Fund Rais 6,626.73| 15,432.00 42.94%
BoT Fundraising 0.00
Donations, Corporate 5,519.00
Donations, Personal 1,107.73
Equipment Use:Copier |  176.03 996.71|  2,500.00| 39.87%)|
Fines: | 10.99 40.31 0.00| |
Funding: | 5.74 | 172,961.30] 173,400.00| 99.75%|
Friends 0.00
Granis 5,000.00
Mid-Hudson 5,555.56|  1,500.00
Miscellaneous 5.74
Other 0.00
Town of Pine Plains 166,900.00| 166,900.00
Reserves | 0.00 0.00| |
Total Income | 19276 | 180,625.05] 191,332.00 | 94.40%|

Notes:

Income, Funding, Miscellaneous-$5.74 deposited in library acct 89 and will be

sent to Friends by check



July 2024 Pine Plains Free Library Expense Report
Expenses 3rd QTR 2024 July Q3 YTD 2024 Bud | % of Bud
BoT Fund Raising EX 0.00 0.00 5,000.00 0.00%
Building Costs 0.00 3,237.79 3,700.00 B7.51%
Insurance 3,237.79
Repairs/Maint/Tech 0.00
Equipment Costs 522,90 1,578.75 4,IJIJIJ.IJIJ| 35.4?%|
Computer Hardware 29989 618.89 1,000.00
Computer Software 223.01 959.886
Copier/Fax 0.00 350.00
Furniture 0.00
Other 0.00
Grant Expenditures 1,773.72 5,504.90 5,000.00 110.10%
Insurance 134.19 1,781.89 7.650.00 23.29%
Disab/Wrk Comp 50.40 B832.64 1,650.00
FLNYS 83.79 B5.77 0.00
Health Ins. Lib. Part BB3.48 5,000.00
Library Programing 662.94 2,039.94 1IJ,IJIJIJ.IJIJ| au.4u%|
Adult Programs 132.94 1,472.94
Children's Programs 530.00 1,418.13
Other 0.00 0.00
Summer Reading 14887
Marketing/Commun 34.00 74618 1,000.00 74.62%
Materials 1,115.36 8,391.61| 15,000.00 62.61%
Adult Books 668 52 3,130.10
CDs 0.00
Children's Books 157.07 1,174.26
Digitall/E Materials 248 22 4,250.32
Magazine Subscpt. 258.99
Media (DVDI/CD) 41.55 477.94
Miscellaneous 0.00 2895 100.00 28.95%
Payroll Expenses 8,695.71| 75,440.40| 126,732.00 59.53%
FICA -Lib part 665.43 5,143.81 8.000.00 57.15%
Gross Salaries 4 16666 27,25255| 50,032.00
Ind. Contractors 137.50 962.50 1,650.00
Library Hourly Wages 4,532 06| 39,011.74| 62,850.00
Professional Fees 194.06 3,069.80 3,200.00
Postage 179.60 500.00 35.92%
Staff Development 0.00 86219 800.00 107.77%
Memberships
Travel/Training
Supplies 26.90 1,869.92 4,000.00 46.75%
Copier Supplies 19.90 643.20 2,000.00
Other Supplies 7.00 1,226.72 2,000.00
Utilities & Services 1,038.15 4,851.44 ?,BED.I]I]| £1.80%
Mid-Hudson Fees 675.00 2,399.00 3,500.00
Telephone 112.30 59082 850.00
Trash Removal 120.90 B19.45 1,200.00
Website 12895 1,042.17 2.000.00
Total Expenses: 15,003.87 108,513.56 191 ,332.L'IL'I| 56.71%




July 2024 Pine Plains Free Library Perkins Contribution Report
Amount Amount Amount Discription Trns Date Bill or
Received Disbursed Available Paid Check #
January 2023 awarded Donation but record keeping with Grant Report
Perkins $50,000.00 $6,000.00  $44,000.00 2023 Activity
Acct 58 $44,000.00 Start 1/1/2024
Donation $676.00 Camera Set up, Harlin Computer, 7/7 T 7/29 4068
2024 Total Disbursed — — — $676.00
2024 Total Available —» — — — > > $43,324.00
2024 Pine Plains Free Library Grant Report
Amount Amount Amount Discription Trns Date Bill or
Received Disbursed Available Paid Check #
Pre 2024 Grant
Urban Forestry $2,000.00 $899.98 $1,100.02 Previous Activity throgh 12/31/2023
Acct 58 $1,100.02 Start 1/1/2024
Grant $0.00
2024 Total Disbursed — — — $0.00
2024 Total Available — — — - > $1,100.02
May 2023 awarded Grant
Augustine $2,500.00 $1,420.47 $1,079.53 2023 Activity
Acct 58 $1,079.53 Start 1/1/2024
Grant $678.40 Kiwi Co., Feb Capital One, 2/5, Auto pay T 3/28 Cap1l
$401.13 Talewise Summer Rdg, $98.87 summer rdg category, 5/15/24 T 5/30 4024
2024 Total Disbursed — — — $1,079.53
2024 Total Available — — — —> = > $0.00
August 2023 awarded Grant
Berk Tac No Dut Fund $5,500.00 $517.92 $4,982.08 2023 Activity
Acct 58 $4,982.08 Start 1/1/2024
Grant $193.96 Baker & Taylor -Teen legit, 5/15 T 5/30 4011
$150.00 M. Donohue - Financial Literacy, 6/22 T 7/15 4046
$150.00 M. Donohue - Financial Literacy, 6/30 T 7/15 4048
$275.00 College Searching info, Next Step, 9/3 T 7/15 4070
$65.01 Supplies, 7/7 T 7/15 4064
$111.33 Supplies, 7/7 T 7/29 4067
2024 Total Disbursed — — — $945.30
2024 Total Available —» — — - > > $4,036.78
April 2024 awarded Grant
Barrett 2024 $5,555.56 $0.00 $5,555.56 Beginning
Acct 58 $5,555.56
Grant $275.00 Reluctant Dragon, 7/31 T 7/15 4042
$400.00 Can Do Circus, 6/21 T 7/15 4040
$275.00 Bee Bee Magic Show, 6/21 T 7/15 4034
$400.00 Wild Mountain Birds, 6/21 T 7/15 4041
$495.00 Traveling Lantern Threatre Co., 6/21 T 7/15 4043
$117.01 Supplies, 7/7 T 7/15 4064
$498.44 Supplies, 7/7 T 7/29 4067
2024 Total Disbursed — — — $2,460.45
2024 Total Available —» — — - > > $3,095.11
June 2024 awarded Grant
Friends Sum Rdg 2024 $500.00 $0.00 $500.00 Beginning
Acct 89 $500.00
Grant $204.47 Bank of Millbrook CC, 6/21 already in 89 4045
$108.22 Collaborative Summer Lib. Prog., 6/30 already in 89 4047
$30.93 Demco, 7/31 already in 89 4074
2024 Total Disbursed — — — $343.62
2024 Total Available — — — —> > > $156.38
Specific Grants Summary
Starting 1/1/2024 + $13,217.19
Specific Grants
Total Spent 2024 $4,828.90
Specific Grants
Total Available $8,388.29
Perkins Start Spent Available
( $44,000.00 $676.00  $43,324.00)




Claims Auditing Procedure (CAP) 'Disbursements | 'CAP BoT CAP#| 240820 D
Account 79 -disbursements for payroll expenses as per the BoT's approval.

Date Description Amount
7/30/2024 GTM Monthly Fee $84.26
7/30/2024 Taxes $894.95
7/30/2024 Payroll $3,628.79

Effective 8/30/24 GTM will increase its fees by 5 percent.
Account 79 -disbursements auto pay bills as per the BoT's approval.
8/8/24 Welsh Sanitation | $120.90
8/13/24 Consolidated Communication $64.20
Sub-total: Payroll and Auto Pay $4,793.10
Account 89 - Checking Account Invoices \ \ 240820 D

Date Check # Issued to Description Amount
7/24/2024 | 4069 [Client# 11648 Whiteman, Osterman, etc. Professional services $25.54
7/24/2024 @ 4070 Next Step College Coun College Searching (BT grant) $275.00

The above invoices were approved for payment at the 7/20/24 BoT meeting.
4071 Void
7/24/2024 4072 Nelson Zayas July Bookkeeping $137.50
7/31/2024 @ 4073 Abigail Gallagher Teen Writing-July-3 sessions $210.00
7/31/2024 | 4074 |7509183 DEMCO Summer Reading-Friends $30.93
Sub-total: Invoices $678.97
Pending 240820 D

11749 Center Point Large Print Adult Books $50.34
Baker and Taylor see below $1,630.90

..92263,... 43333,...01073 Adult Books $754.76

Childrens Books $876.14
Friends of the PPFL Trans Lobby Book Sale $5.73
Renaissance Web Solutions Hosting & Maintenance $129.95
Kanopy E materials $46.00
Hoopla E materials $152.16
OverDrive E materials-see below $449.72

...97650,...02639,...07646,...25592 E-Books $152.47

Audiobooks $297.25
Sub-total: Pending $2,464.80

PA = Prior approval to send out check before BoT meeting. \ 240820 D

‘ Total: Payroll, Auto Pay, Invoices, and Pending $7,936.87

Subject to change. Final report is approved at BoT meetings.




August 20, 2024 BoT Meeting Director’s Report

Policy Reviews this month
External: Use of Space Policy with revisions
Internal: Claims Auditing Process

Last month’s policy review:
Internal: Programming
External: Use of Space Policy

*Newspaper Subscription Requests
| need to get official board approval to get reimbursed.

Current Programming

Summer Reading: We are getting lots of reviews and have had several children who have won the
Grand Prize.

Summer Camp: Kids have only walked to the library once. Molly has taken the crafts to the pavilion the
other times.

Berkshire Taconic LEGIT Grant: Held one last workshop before summer break with Patrick Grego. We
had 5 attendees.

English Lessons: Currently held Wednesday mornings 10-11 and Thursday evenings 6-7:30. Annie is
teaching the Thursday class. Thursday attendees have asked to meet twice a week. We regularly have 5-
9 attendees for the Thursday classes and 1-2 for the Wednesday class. We are providing light snacks for
attendees for the Thursday evening class since they come from work, so there will be small program
expenses involved.

Dungeons & Dragons: Meets Thursday from 4-8. Regularly get 5-7 attendees.

Spice Library: Installed. I've ordered some cookbooks to highlight the various spices from South America
and am working to get more spices in.

Programs in Development

After school elementary program: Starts Monday, September 9, which is the second week of school. The
school will help publicize the program. We are developing an online sign up.

Fiber Arts Group: crochet, knitting, rug punch, etc. Later this Fall
Reading to a Dog: Paperwork has been submitted and they will assign us a team when they can find one.

e Facilities
Hiring: We have Jordyn and Lilly on board and Annie is training them. We had the chance to hire
Abbey Gallagher, who teaches the Youth Writers Group every Friday. We jumped at the chance
to add her so we adjusted everyone’s schedule to maintain the budgeted hours and Abbey will
be working on Fridays and some Saturdays.

e Automatic door has been repaired and works great.



e Online Fax service subscription
It’s working great. Unfortunately, the Canon printer cannot be used as a file server (scanner)
because it’s too old. We are using the Brother in the office to do larger scans.

e Computers: Four are still freezing. Could | please get approval for four new ones for a total of
about $25007?

e New Hours: Begin September 2—but we are closed September 2 for Labor Day.

Monday: 12-6
Tuesday: 12-6
Wednesday: 10-6
Thursday: 12-8
Friday: 12-6
Saturday: 10-2

Total

Program Attendance

Yoga w/Curt 47
Tai Chi w/ Curt 35
NECC Family Resource Hour 6
Wednesday Story time 9
Wednesday English Class 7
Thursday English Class 8
Yoga w/Chrissy 7
Dungeons and Dragons 6
ESL Meeting 12
Mid-Hudson Youth Writers 14
Tech Time w/Annie 9
Saturday Story Time 18
Summer Camp Performance 280
LEGIT 5
Summer Camp 110
Cookbook Club 8
Fiction Book Club 5
Library Calendar 21
Scavenger Hunt 67
Seed Library 5
Summer Reading (0-5) 14
Summer Reading (6-11) 26
Summer Reading (Teen) 8
Summer Reading (Adult) 43
Board Meeting 7
Total 777




Analytics 2024

Jan Feb March April May | June | July
Socials
Facebook follows 830 847 865 867 | 866 865 870
Facebook reach 2001 1105 1666 1278 | 559 | 1,400 1,800
Instagram 787 805 820 830 | 844 846 853
Instagram accts reached 254 221 222 223 | 840 310 310
Website visitors 367 367 X 310 | 327 319 420
Newsletter 209 219 233 234 | 236 244 258
Traffic
Wifi 113 106 X X | 110 76 62
Circulation Statistics
Patrons (Home) 1444 1453 1477 1453 | 1460 1444
Patrons (p-Type) 1397 1406 1429 1408 | 1416 | 1426 1444
Library Visits 660 664 741 759 | 796 644 768
Sierra/Physical Material 934 919 938 928 | 873 895 1190
Overdrive Total 346 417 391 338 | 310 358 286
Audiobook 184 212 209 192 | 168 194 138
Ebook 95 90 116 92 82 99 84
E-magazines 67 115 66 54 60 65 64
Kanopy 50 29 30 24 6 6 27
Hoopla 53 46 50 68 54 65 50
Total Programs 36 41 52
Total Program
Attendance 218 213 777




Use of Space Policy - Displays & Exhibits

In keeping with its role within the community and its mission statement, the Pine Plains Free Library
believes in serving the community as a source and focal point for reading and providing education in a
variety of forms;-to both children and adults. Such information may be in the form of free brochures, fliers,
notices or posters, or displays and exhibits.

Displaying or exhibiting of collections or materials by the Library does not necessarily indicate the
Library’s endorsement of the issues or events promoted by the collection of material being displayed or
exhibited.

Exhibits

Exhibitors wishing to use display space are required to submit a completed “Request for Exhibit Space”
form. Contact person(s) must notify the Library 2 weeks in advance of display date.

Materials to be considered for exhibition are subject to the following guidelines:

e Designated, limited exhibit space is available to organizations and individuals engaged in educational,
cultural, intellectual or charitable activities.

o Exhibits cannot in any way disrupt the normal routine of the Library.

o All exhibits must be approved by the Library. It is at the sole discretion of the Library to approve or
reject the request. The Library may request to view samples of the exhibit prior to approving or
disapproving the request. Contact person(s) will be notified by mail or telephone to confirm request
upon approval.

e The Library reserves the right to deny an organization’s or an individual’s request if the display is
deemed inappropriate for general audiences. Library facilities are public spaces that are used and
viewed by community members of all ages. This factor will be a prime consideration in the approval or
rejection of a display request.

e The Library reserves the right to make a final decision on the content and arrangement of all exhibits.
The Library reserves the right to reject any part of any exhibit or to change the manner of the display if
deemed necessary.

e Applications for the use of exhibit space will be honored on a first-come first-served basis and are
limited to six weeks per calendar year for each organization or individual.

e The Library cannot assume responsibility for loss or damage of any items exhibited, as well as
insurance liability for items on display, and the contact person must sign a release form before any item
is placed in the Library. Individuals, groups or organizations should check coverage provided by their
own insurance policies.

e Exhibit items need to be properly prepared to be displayed.

e Exhibits are booked for a six-week period. The Library is responsible for scheduling setup and
removal dates. If the exhibitor does not bring the display to the Library within three days following the
agreed upon setup date, the Library may cancel the exhibit.

e The setup and removal of exhibits is the responsibility of the exhibitor.

e The Library will not provide storage space and reserves the right to dispose of exhibits left after the
conclusion of the exhibit period.

¢ No sales of exhibit work may be made on the Library premises. The displayer at their discretion, may
leave business cards near the items displayed and/or may post an index card with the displayer’s name,
address (including e-mail or website), and telephone number.

e The Library will not censor or remove a display, exhibit, or item because certain members of the
community may disagree with its content. Those who object to the content of an exhibit may complete
and sign the Request for Reconsideration of Library Exhibit form. This form must include the name and
telephone number of the individual(s) making the request. It will be forwarded to the Library Director
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and a decision will be rendered according to the policies established by the Library. Should a
complainant wish to appeal the Director’s decision, s’he must submit the Appeal of Director’s Decision
to the Board of Trustees for a final decision.

Public Posting

Depending on available space, the Pine Plains Free Library may offer bulletin boards, tables, or racks that offer
community information.

Space is available under the following conditions:

o Priority will be given first to the library and FRIENDS announcements/publications.
e Postings may be of an educational, cultural or charitable nature. Campaign materials, commercial
materials or materials resulting in personal gain are not permitted.
e The Library will give preference to materials that originate from local non-profit organizations,
announcing of events occurring within 30 days, activities/services in a timely fashion, are sized 8 1/2” x
11” and, in the case of handouts, the quantity of fifteen or twenty.
e Staff must approve each item for posting or free distribution. Materials posted or left for free
distribution without approval from the Library will be discarded.
e In order to keep the bulletin boards and literature racks and shelves neat and current, the
Library reserves the right to:

determine where and how the item(s) will be posted or displayed.

limit the size and quantity of the item(s) to be posted or displayed.

limit the length of time the item(s) will be posted or displayed.

dispose of materials that have been posted or displayed when they reach their expiration.
e The Library assumes no responsibility for the preservation, protection, or return of materials
posted or placed for free distribution.
e Certain restrictions apply to the materials that are displayed. Disallowed materials are those that
do not fit within the library's role as a source of community information, including, but not limited
to:

Partisan political material
Petitions
Solicitations
Surveys

The Board of Trustees reserves the right to make changes in this policy as it deems advisable
and may cancel or withdraw permission for use of the Library facilities when, in its opinion,
such action is advisable.

Adopted: September 15, 2009
Amended: April 20,2010
Revised: March 25, 2013
Revised: August 20, 2024
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Pine Plains Free Library
Request for Exhibit Space

Name of individual or organization:

Contact person:

Applicant’s address:

Email address

Contact person’s telephone number:

Description of display (use back if necessary):

Preferred time frame for exhibit:

I have read and agree to abide by the Pine Plains Free Library’s Policy for Displays and Exhibits. 1
understand that the Library may request to view a sample of the artwork/exhibit to be displayed prior to
approving or disapproving the request. I understand that the Library accepts no responsibility for the
preservation, protection or possible damage or theft of any item. All items placed on display are done so at
the exhibitor’s risk. An additional Display and Release form must be signed prior to the exhibit being
placed on display.

Signature: Date:

For library use only:

Return to Pine Plains Free Library, PO Box 325, Pine Plains, NY 12567
Or director@pineplainslibrary.org



Revised: 2009 3/6
Revised July 2024

Pine Plains Free Library
Display and Exhibit Release

I, the undersigned, hereby lend the following works of art or other material to the Library for exhibit purposes
only. I (WE) HAVE READ the policy information and understand that insurance for exhibited works is
recommended and that in the event of loss or damage the artist/owner/signatory is solely responsible. In
consideration of the privilege of exhibiting them in the Library, I hereby hold them harmless and release said
Library from responsibility for loss, damage, or destruction while they are on the Library property.

On the dates of:

Description of materials loaned:

Address: Telephone:

Email:

Signature Date

Return to: Pine Plains Free Library, PO Box 325, Pine Plains, NY 12567
Or email director@pineplainslibrary.org
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Pine Plains Free Library

Request to Remove an Exhibit

All Library users are encouraged to read the Library's Exhibit Policy before submitting this request.

Name:

Address:

Phone: Email:

Representing: ~ Yourself  Organization (Name)

Type of material to be removed:  Exhibit  Itemin Exhibit _ Bulletin Board Flyer

Please describe the exhibit/item:

To what in the exhibit do you object? (Please be specific):

Did you view the exhibit in its entirety? Yes No

If not what part was viewed?

Although you object to this exhibit/material, does it have any merit?

What action would you like the Library to take concerning the exhibit?

Your request will be carefully considered by the Library Director who will notify you of their decision
within 3 working days from receipt of your request. A response will be made by phone or email and
ultimately in writing.

Signature: Date:




Pine Plains Free Library

FV-G-—_Claims Auditing Policy

Step 1.
Library Director — checks accuracy of invoices disbursenents
1. The Library Director checks the disbursements;-invoices, statements, tirnesheets--and associated
paperwork forsagainst goods or services received or anticipated.
2. Paperwork is initialed by the Llibrary Ddirector to show approval for the disbursepayments to be
madepaid.
3. Initialed claims are submitted toBDisbursements-are-putinto-afolderfor the Bookkeeper.

Step 2_
Bookkeeper — prepares atior-of-paymentsdisbursements
1. The Bookkeeper 1ssuesprepares—a—trans£er—or —a—checks to make the p_ayments B

2. The checks are+s NOT 51gned by the Bookkeeper

Ane
3. An-addressed-envelope to mail the check and any required paperpaperwork forfer eachthe- vendor is
prepared

5. The checks, drsb&rsements—and— paperwork and envelopes are put together;returned-to-the library;
and left for putinte-afolderfor-the Treasurer.

Step 3_
Finanetal-OfficerTreasurer — reviews and signs checks, —siehine-ofchecks—presents ation-ofdisbursements_

and payments
1. The Treasurer reviews-the-disbursements-signs and the-eheeks;inserts-and-puts the checks in the

prepared mating-envelopesenvelopes. -
2. Preauthorized payments are given to the Library Director to be distributed as they become due.

3. The remainingsaitine envelopes; containing the signed checks; are returned to the Eibrarylibrary
Director-to-be-putinto-afolderto be held until after the next BoT meeting.

4. The Treasurer-ora-designee prepares a list of the disbursements for accounts 79 and 89. For account
79, this list will include the date the disbursements_(including automatlc payments) were processed
by the bank;-an e ; - ; 3
account 89, this list will 1nclude the date the dlsbursements were 1ssued “with their - check numbers
For both accounts, an-annetated brief description of the transactionsédisbursement will be included, as_
needed. This list is finalized on the day of the monthly BoT meeting.

Step 4
Board of Trustees (BoT) — approvesat ef-disbursements
1. The bills disbursements-arewil-be- available for review by any member of the BoT during regular

hbrary hours when the lerag Dédirector is on duty Any—q-aestrens—regaréng—a—ésb’c&sement—sho&ld-

2. The :PF%&SﬁP%I'—WLﬂ-l—pi%S%H{—t—h%hSt of dlsbursements is p_resented for the approval of the trustees at the
monthly BoT meetings.

3. A trustee objecting to the payment of a disbursement -will state why the item disbursement-should not
be paid. The BoT will discuss the issue, and, if the iteméisbursement is rejected, declare a reason for
the rejection.

4. A trustee should make a motion to-apprevepaymentof pay the listed-approved disbursements on the
-Cap Bot report.




Step 5_
Library Director — mailsine-of checks and retains entiorn-of-records
1. The Library Director or designee will mail the envelopes with the checks that are approved.-at-the-
s BT -
2. If a paydisbursement is disapproved by the BoT, the Library Director will contact the vendor to
resolve the problem.
3. The Library Director retains, in monthly and numerical order, copies of the claimsdisburserents,

disbursements, bank statements, related paperwork, etc. fera-peried-oftime-asspecifiedintherules
selabne e pnble ceeipent patenen

Note: FOR THIS POLICY -Library Manager is interchangeable with Library Director, Treasurer is interchangeable with Financial
Officer
Adopted: Mareh24;20+6 August 20, 2024
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