
Monthly Board of Trustees Meeting 
AGENDA 

May 19, 2026, 7PM 
Pine Plains Free 

Library Zoom: 859 
2857 8076 

1. Call to Order (Claire Gunning)
2. Public Comment
3. Approval of April 21, 2026 Minutes* (Claire Gunning)
4. Payment of the Bills* (Ted Mallozzi)
5. Reports:

○ Financial* (Ted Mallozzi)
○ President (Claire Gunning)
○ FRIENDS (Jean Osofsky)
○ Director’s Report* (Dee Ann Campbell)

6. Committees
○ Facilities/Capital Investments (Dee Ann Campbell)
○ Marketing
○ Fundraising/414 (Claire Gunning)
○ Policy Review (Ethan DiMaria, Jenna Cort, Annie

Mallozzi)
7. Old Business
8. New Business
9. Executive Session (reserved): to discuss personnel issues
10.Adjournment

*indicates vote required



 

 

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

 
Meeting Minutes 

April 21, 2026, 7:00 p.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 (Z) 

Vice President: vacant Friends of the PPFL Rep: Jean Osofsky (P) 

Secretary: Patrick MacMurray (A) Library Director: Dee Ann Campbell (P) 

Trustee: Ruth Cohn (P) Asst. Library Director: Angelina Mallozzi (P) 

Trustee: Jenna Cort (P) Town Board Liaison: Jeanine Sisco (A) 

Trustee: Ethan DiMaria (P) Special Guests: Tricia Devine 

Trustee: Allison Galliher (P)     Community Members: None 

 
 

1. Call to order: Ms. Gunning called the meeting to order at 7:10 p.m. 
 
2. Public Comments: None provided. 
 
3. Approval of Prior Minutes: The Board reviewed the submitted minutes from the March 17, 
2026 Board of Trustees meeting. Ms. Galliher made a motion to approve the minutes as 
submitted, seconded by Ms. Cohn. Unanimously approved. 
 
4. Payment of the Bills: Mr. Mallozzi made mention of over $21,500 in recent donations, both 
personal and corporate in nature. After a review of the bills over the past month, a motion was  
 
 
 



 
made by Ms. Cort to approve the payment of the bills in CAP #260421F in the amount of  
$30,313.70, which was seconded by Ms. Galliher and unanimously approved by the Board. 
 
5. Reports: 
 

a.​ Financial Report: A motion was made by Ms. Cohn to approve the March Financial 
Reports as submitted, seconded by Ms. Cort and unanimously approved. 

A discussion was prompted on the topic of investment accounts such as CDs, 
bonds or high yield savings accounts. Ms. Gunning will look into this and pick up where 
we left off. 

 
b.​ President’s Report: Ms. Gunning summarized the 414 process finalize. The Board needs 

to finalize an amount for the 414 appropriation. The wording of the petition and CAP 
override need to be voted on by the Board in May, the petitions will need signatures over 
the course of June and the Board will need to approve the signatures in July. The petitions 
are then sent to the town clerk and the Board of Elections for final validation. 

 
c.​ Friends’ Report: Ms. Osofsky stated that the group presented $1,000 to the Library for 

summer camp programming at the Library. She also confirmed the Friends’ are deep into 
the annual Memorial Day Weekend Book Sale organizing process. Book donations are 
accepted until May 9th.  

 
d.​ Director’s Report: Director Campbell joyfully announced the completion of the annual 

report. The director went on to speak of some highlights from her written report 
including, 

 
i.​ The application of $25,000 from the YDP Grant, 

ii.​ Program statistic highlights including the highly successful “Cardboard Day”, 
iii.​ A reminder for trustees to complete their state mandated education hours and 

sexual harassment prevention training. Ms. Mallozzi will send an email to update 
all trustees’ as to their current standing. 
 
Assistant Director Mallozzi updated all present that the trustee information of the 

website has been updated and she is working on a physical copy to be kept in the Library. 
She also mentioned after a conversation with Dutchess County HR reiterated the 

need for a human resources firm to represent the Library as well as an employee 
handbook. Ms Galliher asked about looking into a human resources attorney. Ms. 
Campbell included a quote from one HR company for retainer of monthly services. Mr. 
DiMaria asked for at least one more quote from another source.   

Mr. DiMaria motioned to accept the Director's Report, seconded by Ms. Cort and 
unanimously approved. 

 
6. Committees: 
 
 
 



 
a.​ Facilities/Capital Improvements: Director Campbell reported one of the automatic  

doors had broken but have since been repaired. The shelf inserts are awaiting assembly. 
 

b.​ Marketing: None provided. 
 

c.​ Fundraising: Ms. Gunning spoke about the 414 petition for the ballot in November. A 
conversation took place weighing the options. Ms. Galliher motioned to increase the 414 
petition by 5% ($11,000) which would total $231,000. Ms. Cohn seconded and all 
approved. 

A protracted conversation ensued with regard to budgeting money and looking 
into tertiary sources of income such as investment accounts, credit card cash back 
systems and fundraising efforts.    

 
d.​ Policy Review: None provided. 

 
7. Old Business: The strategic plan committee is in the works as the current plan only carries 
through 2026. The Board agreed on a seven person committee. Ms. Galliher and Mr. DiMaria 
expressed interest as sitting board members to serve on the committee. Mr. DiMaria stated he is 
looking to get a couple of former Board members, one of the Friends, the Library Director or her 
assistant and another interested community member.  
​ Ms. Gunning informed the Board that the Town Board had scheduled a workshop 
meeting on Monday, May 18 at 7 p.m. to discuss the building lease for the Library.  
 
8. New Business: None provided. 

 
9. Executive Session: Mr. DiMaria made a motion to enter an executive session at 8:22 p.m. to 
discuss personnel. Mr. Galliher seconded the motion and all agreed.  

Mr. DiMaria made a motion to exit the executive session at 8:35 p.m. with Ms. Galliher 
making a second and all approving. 
​ A motion to appoint Ms. Cort to fill the office of the Vice Presidency for the remainder of 
the year was made by Mr. DiMaria and seconded by Ms. Cohn. Unanimously approved. 
​ Ms. Galliher motioned to appoint Ms. Tricia Devine to the Board of Trustees for the 
remainder of this year, filling the position recently vacated by Ms. Hanan. Ms. Cohn made a 
second to that motion and it was unanimously approved. Her appointment will now go to the 
Town Board for final approval. 
 
10. Adjournment: Ms. Galliher made a motion to adjourn the meeting at 8:36 p.m. which was 
seconded by Ms. Cort. Unanimously approved. 
 
 
 
Respectfully submitted, 
Ethan A. DiMaria, Trustee 
 
 
 



Disbursements CAP BoT CAP# 260519 F
April 2026

Date Amount
4/14/2026 114.52
4/14/2026 1,741.97
4/14/2026 6,185.06
4/29/2026 114.52
4/29/2026 1,733.93
4/29/2026 6,128.73

April 130.01
Old price $128.15
Increase of $1.86

April Consolidated Com-Telephone 66.55
not in total $130.01 May
not in total $69.74 May

16,215.29
Account 89 - Checking Account Invoices 260519 F

Date Check # Amount
4/26/2026 4488 Jeremiah Jones see below 1,482.00

GRT EX Hover split  children's program $934.48
GRT EX BT SEED 25split children's prog. $547.52

4/26/2026 4489 Cheyenne Wagner Mileage 12.32
4/26/2026 4490 Dee Ann Campbell Mileage 42.05
4/26/2026 4491 Choice Words Grant seekers, Perkins donation pays 500.00

3/31/2026 4460 Dinner for 5 250.00
3/31/2026 4461 Grorgia Georgalos March Bookkeeping 160.00
4/27/2026 4487 April Bookkeeping 160.00
5/17/2026 4492 Demco Book Processing 70.90
5/17/2026 4493 Alex Bass Children's Programing 150.00
5/17/2026 4494 96375810 Ingram Adult Materials 16.80

4495 96332379 Ingram see below 1,151.83
Adult Materials $286.24
Children's Materials $865.59

4496 2246656 Center Point Large Print Adult Materials 51.54
4497 ALA Shelf installation 75.00
4498 USPS Annual Post Office Box Rental 106.00
4499 1587 Website 129.95
4500 502758 Digital 49.00
4501 508800814 Hoopla Digital 176.84
4502 042727b Harlin Computer Services Computer Hardware 480.00
4503 85 TaiChi & Gentle Yoga 200.00
4504 various E Materials 531.47

Bank of Millbrook CC see below 2,068.37
Software, Adobe, Zoom $60.21
Furniture Slatwall Shelves $165.98
Grant Expenses
   Augustine -Spud Shack $43.24
   BT SEED 25 -Kids Club Art/Craft Sup $651.96
   Stewart's -Summer Reading $439.58
Library Program Expenses
   Children's Program $126.45
Marketing & Comm -Mailchimp $13.00
Materials
   Children's Materials -Books $148.68
   Media -DVDs $279.54
Supplies - Other
   Coffee $30.00
   Lollipops $51.99
   Receipt Tape $57.74

Various OverDrive see below 547.59
Adult Materials $305.75
Children's Materials $81.94
E Materials $159.90

532309 Grant Ex, ALA-MicroMarketing 437.60

$8,849.26
$25,064.55

260519 F
Subject to change.  Final report is approved at BoT meetings.

Total: Payroll, Auto Pay,  and Invoices 

Consolidated Com-Telephone

Taxes
Payroll

Consolidated Communications
Trash pick-up

Trash pick-up - NEW PRICE

Cap Bot #

Welsh Sanitation Service

Georgia Georgalos

OverDrive
Curt Anthon

The above invoices were approved for payment at the BoT meeting on 4/20/2026

Total Invoices

Kanopy
Renaissance Web Solutions

WilliamCampbell

Dutchess Co. Lib Assoc.

Sub-total: Payroll &  and Auto Pay

DescriptionIssued to

Claims Auditing Procedure (CAP)

Account 79 -disbursements for auto pay bills as per the BoT's approval.

Description
Account 79 -disbursements for payroll and auto pay expenses as per the BoT's approval.

GTM Fee
Taxes
Payroll
GTM Fee



2026 04,05,06 Monthly
On-Hand 
3/31/26 April Spent

On-Hand 
4/30/26

Urban Forest 0.00 0.00
BT Legit 458.82 458.82
Barrett 24 0.00 0.00
Barrett 25 4,601.77 241.57 241.57 4,360.20
Friends Art 0.00 0.00
BT Class 25 0.00 0.00
Augustine 25 1,380.34 1,380.34
American Library Assoc 4,398.43 159.63 300.00 132.99 1,487.00 2,079.62 2,318.81
Friends Collection 100.88 100.88
Friends Hospitality 201.94 201.94 201.94 0.00
Hover 2,065.34 1,130.86 934.48 2,065.34 0.00
BT SEED 25 3,000.00 547.52 547.52 2,452.48
Barrett 26 6,111.11 6,111.11
Lions Large Print 26 600.00 600.00
Stewart's 26 750.00 750.00

 
Totals 23,668.63 1,734.00 1,782.00 132.99 1,487.00 5,135.99 18,532.64

18,532.64

Perkins 40,824.00 40,824.00

Drop in Reimbursement PPFL reimbursement received in full - $15,000.
Development Reimbursement PPFL waiting for eimbursement of $8,000.

2026 Month by Month Grant  Report



 
April 2026  Pine Plains Free Library  Income Report and Notes 
 

 
 
Income, Funding, Town of PP $220,000.00 received. 
 
Expenses, Miscellaneous, Choice Words $500 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
April 2026  Pine Plains Free Library  Expense Report  
 

 



 
April 2026  Pine Plains Free Library   Account Report 

 
   
 
 
 
 
 
 
 
 
From 89 to 19 $200,000.00 
From 89 to 58 ret $6,588.08: 
                             Fr. Hospitality $39.51, Barrett 24 $117.99, 
                              Hover $218.54, Urban Forestry $1,100.02,  
                              Am Lib Assoc $5,112.02 
From 89 to 58 $28213.28: 
                            Lions $600, March Per don $732.17, Stewart’s $750.00 
                            Barrett 26 $6,111.11, March Corp $20,020.00 
 
 
 
 
 
 
 
From 58 to 89 March:  
                        BT Class 41.14, Augustine 25 $119.66, Barrett 25 $140.83,  
                        Fr. Hospitality $155.13, Am Lib Assoc $284.44,  
                        Hover $464.34, BT Legit $628.57 
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May 19, 2026 BoT Meeting Director’s Report  

Mid-Hudson Library Association Trustee Event: We had approximately 87 people attend the event. 
Thanks to everyone who helped: Trustees, other library directors (especially Alex Geller from Red Hook), 
Staff, Friends (Jean et al. for diligently clearing out book donations), Pine Plains Seniors (for use of table 
cloths), Lenora and Robert (for leaving rehearsal an hour early). 

Annual Report: Submitted April 29. We indicated on the report that the Board would vote to approve it 
at the June 16 meeting. This gives us time to make any corrections the state requires. I’ve added that 
vote to the June agenda. 

Community Day: Planning going well. We have a full crew working the library on that day to help with 
scavenger hunt traffic and the art project in the Community Room. All items have arrived. 

Youth CPR and First Aid Training: $600 proposed fee. We have several members of the community who 
are interested in attending too. 

Dutchess County YDP Roundtable: Attended April 21st. Went well. All the local libraries have a similar 
transportation problem getting kids to programs. 

Dutchess County invited me to serve on the Youth Board and Coordinating Council; this council helps 
guide grants. I declined due to time and budget constraints. 

Grants:  

• Youth Development Program Grant: Have not received any money yet. 
• ALA Grant:  I asked for, and received, a 30-day extension on completing the spending since we 

couldn’t finish buying large print books until we finished installing the bottom tilted shelves.  
ALA Grant money: 
Payed last half of the shelf invoice 
Paid for install help 
Purchased 32 large print books with the ALA grant money 
Purchased a webcam setup with mic for livestreaming programs (including exercise) 
Purchased three Kobo e-readers and accessories  

Program Highlights 

• The Tango group is no longer going to offer the free half-hour lesson sponsored by the library, 
and are going to try something different.  

• Our Teen Dungeons and Dragons is steadily growing. We’ve had to move an extra table into the 
Fiction area to accommodate. 

Scanning project: ongoing 
 
Trustee Education: Annual Sexual Harassment training due for 2026. 

Those who attended the Trustee Reception please send me an email attesting to 1 hour of training and 
Annie will add it to your files.  
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Assistant Director’s Comments 

Cataloging and Collection: 

• We added 176 physical items in April. 
• Projects: 

o Weeding 
o Adult sticker labels 
o Replacements 
o Rearranged Adult collection 

Program Stats Change: To align with the Annual Report, I modified how our one-on-one programs are 
counted. This will have a small to moderate impact on the one-on-one section as English classes and 
Tech Time program numbers. Attendance will remain the same. 

Trustee Information: I attended the first webinar in a series about current minimum standards from the 
New York State Library. 

• More webinars are available from the NYSL. If you’d like to attend, you see what’s being offered 
here: https://nyslibrary.libcal.com/calendar 

o They will also be recorded and available for 30 days. You’ll get the link if you register for 
the event regardless of attendance. 

• MHLS is offering a Trustee Essentials webinar in June: 
https://midhudson.libcal.com/event/16805625 

Policy Review: 

• Existing: Financial Controls + Auditing Procedure 
• New: Whistleblower, Trustee Education + Attestation 

 

https://nyslibrary.libcal.com/calendar
https://midhudson.libcal.com/event/16805625


3 
 

April Analytics 

Library Visits 

 

Average Daily Visitors 
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Program Attendance 
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At a Glance 
PROGRAM AGE 
GROUPS Online Onsite Offsite Recorded 

TOTAL 
PROGRAMS ATTENDANCE 

Children 0-5 0 11 0 0 11 39 
Children 6-11 0 18 0 0 18 230 
Teen 0 16 0 0 16 53 
Adult 5 39 0 0 44 211 
Family 0 8 0 0 8 354 
One-on-One 0 14 0 0 14 14 
Recorded 0 0 0 0 0 0 

Total: 5 106 0 0 111 901 
 

Program # Attendance 
Strength and Balance w/Alysia 4 39 
Tech Time w/Alex 3 3 
Monday Kids Club 4 30 
Tai Chi w/Curt 4 52 
Yoga w/Curt 4 20 
Tuesday Teen Workshop 2 0 
Teen Dungeons and Dragons 4 18 
Tuesday Kids Club 4 51 
Wednesday Storytime 5 26 
Wednesday English Class 2 2 
Wednesday Kids Club 5 106 
Intro to Tango 5 28 
Pine Plains Writers Group 5 30 
NECC Resource Clinic 3 1 
Thursday Teen Workshop 3 0 
Thursday Kids Club 5 43 
Dungeons and Dragons 5 32 
FiberNauts 5 16 
Thursday English Class 3 3 
Yoga w/Chrissy 5 11 
Strength and Balance 4 8 
Tech Time w/Annie 6 6 
Game Night 4 14 
Saturday Storytime 4 9 
Baby Sensory Hour 2 4 
Nonfiction Book Club 1 3 
Fiction Book Club 1 0 
Library Calendar 1 15 
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Scavenger Hunts 1 297 
Seed Library 1 28 
Spice Library 1 0 
MED Project Envelopes 1 0 
Habitat for Humanity Tabling 1 0 
Hinchey Mobile Office Hours 1 3 
Teen Crochet Workshop 1 0 
Teen Book Club 1 3 
Totals 111 901 

 

Pine Plains Card Holders 

 2025 2026 % change 
January 1,485 1283 -14% 
February 1,498 1288 -14% 
March 1504 1192 -21% 
April  1,538  

 

1321 -14% 
Mid-Hudson is cleaning up expired cards system-wide. 

Sierra Circulation (physical material checkouts)  

 

 

Our circulation is down except for Hoopla. We are not sure what is going on but are going to make a 
push  to address this.
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Overdrive  

 

Hoopla 
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Kanopy 

 

 

Total Circulation 

 2024 2025 2026 % change 
January 1,383 1,407 1,497 6% 

February 1,411 1,332 1,369 3% 
March 14-0 1490 1335 -10% 
April 1264 1546 1296 -16% 

 

Socials & Wi-Fi 

 Jan Feb March April May June July Aug Sept Oct Nov Dec 
Facebook 

follows 938 943 943 946         

Instagram 913 917 913 911         

Website 
visitors 985 940 1.3K 890         

Newsletter 387 344 349 351         

Wifi  208 159 178         
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Facilities Report 
Many thanks to Jay and Claire for installing the shelf inserts. We needed some finishing work done on 
the shelves which my son and my husband have, and will, be completing. 

 

We continue to improve the slat wall displays: the acrylic book holders were sagging so we purchased 
more rigid shelving. 

 

We would like to purchase additional slat walls to go behind the circulation desk and the reading nook. 

 

 



Financial Controls 
 
Purpose 
The Board of Trustees shall maintain a system of internal controls to safeguard Library assets 
and ensure that all financial activity, including funds received from municipal appropriations, 
donations, and grants, is managed ethically, accurately, and in compliance with applicable laws 
and regulations. 
 
Separation of Duties 
In accordance with the New York State Comptroller’s Standards for Internal Control in New York 
State Government, deposit, recording, and reconciliation responsibilities shall be conducted by 
separate individuals when feasible. Library financial operations shall be conducted by the 
Director, Financial Officer, and Bookkeeper under the supervision of the Board of Trustees 
following the outline below. 
 
Roles and Responsibilities 
Board of Trustees 

• Establishes financial policies and approves expenditures as required 
• Provides oversight of financial activity 

 
Director 

• Oversees daily financial operations 
• Authorized to make deposits 
• Reviews and approves invoices and supporting documentation 
• Custodian of petty cash and credit card 

 
Financial Officer 

• Authorized to transfer funds for approved expenditures 
• Reviews and signs checks 
• Presents disbursement reports to the Board 

 
Bookkeeper 

• Prepares checks and maintains financial records 
• Does not have check-signing authority 

 
Financial Reporting and Reconciliation 
All bank and credit card accounts shall be reconciled monthly. Reconciliations shall be reviewed 
by an individual independent of the preparer. 
 
Financial reports shall be provided to the Board on a regular basis. 



 
Fund Transfers 
The Financial Officer may transfer funds between accounts for operational and grant purposes. 
All transfers shall be supported by documentation. 
 
Routine Banking Procedures 
The Director is 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. The Director may make automated clearing house (ACH) payments 
only after the Board approves the payments and the Financial Officer is notified. Notification 
shall be done in a manner agreed upon by the Director and the Financial Officer. 
 
Deposits of cash and checks shall be made weekly. 
 
Authority to Spend 
The Director is authorized to spend up to $1,000.00 on any single item within budget categories 
without prior Board approval. The Director is authorized to spend between $1,000.01 and 
$10,000.00 on any single item without a formal bid with approval from the Board. The Director 
is authorized to spend $10,000.01 with a formal bid and approval from the Board. When 
seeking bids, The Director shall seek no fewer than 3 sources, when possible. Grant 
expenditures are exempt from Board approval. 
 
Restrictions 
The Director is not authorized to sign checks or withdraw funds unless explicitly approved by 
the Board. 
 
Sales Tax 
The Library does not pay sales tax on purchases. The Director shall provide vendors with the 
Library's tax-exempt certificate before purchase to avoid being charged sales tax. Sales tax 
payments will not be reimbursed.  
 
Grant Expenditures 
All grant expenditures shall comply with the grant’s requirements. Board oversight shall be 
required for material expenditures. 
 
Petty Cash 
A petty cash fund, in an amount not to exceed $200, shall be established for the Pine Plains 
Free Library for the purchase of materials, supplies or services under conditions requiring 
immediate payment, in cash, no greater than $25. Funds may be replenished as needed upon 
submission of receipts and following established billing procedures. 
 
The Director shall be the Board-appointed custodian for the Library's petty cash fund. The 
Director shall administer and be responsible for the security of the funds and the control of 
disbursements in accordance with these guidelines: 



● Receipts and cash-on-hand must always remain within the authorized fund amount. All 
disbursements from such funds are to be supported by receipts or other evidence 
documenting the expense. 

● Payments may be made from petty cash for materials, supplies or services, requiring 
immediate cash payment. 

 
Cash 
Employees and approved volunteers of the Pine Plains Free Library are responsible for handling 
daily cash transactions. All money received shall be recorded immediately. A receipt will be 
made available to the payer if requested or done automatically by a point of sale service. 
 
The Library shall maintain a register or money box with cash separate from the petty cash. The 
minimum amount at the beginning of the day shall be $50.00. When possible, the excess shall 
be removed and put in a secure location. The amount removed shall be verified by two 
individuals and recorded, along with the date and the individuals’ signatures. 
 
Checks 
Checks are to be made out to Pine Plains Free Library and marked “For Pine Plains Free Library 
Deposit Only” on the back upon receipt. 
  
Digital Payments 
The Library maintains accounts with PayPal and Square Point of Sale (Square). Payments made 
via PayPal and Square shall be reconciled monthly. 
 
Payment Processing 
Cashing of personal checks is not allowed. 
 
The Library shall only accept U.S. currency only, no larger than a $20 bill. 
 
Payments to organizations that sell items in the Library, such as the Little Nine Partners 
Historical Society and the FRIENDS of the Pine Plains Free Library, shall only be accepted as 
currency or checks. 
 
In the case of handling fines/fees for another library, patrons are to make checks out to the 
appropriate library. These payments shall be sent via MHLS delivery service. If a patron chooses 
to pay by card, the Director shall notify the owning library and request an invoice. If any 
amount was taken out by a transaction processing service, the invoice is to reflect this. 
 
Gifts and Donations 
The Library welcomes cash contributions, gifts of real property, stocks, and bonds. Funds not 
earmarked for specific items shall be deposited into appropriate accounts. Although it is 
unlikely, there may be an occasion in which the restrictions set by the donor make it impossible 
for the Library to accept the contribution. All donations are subject to the approval of the 



Library Director and the Board. 
 
The Library shall not affix a value for income tax purposes to any non-monetary or in-kind gift 
accepted. The Library will, however, upon request, acknowledge the gift by letter or a specific 
form to specify the type, quantity, condition, etc., of the gift for the donor's records. 
 
Library Credit Card Policy 
A credit card shall be established in the name of the Pine Plains Free Library. The credit card 
may be used only by the Director or authorized employees for the purchase of goods or 
services for the official business of the Library within the approved budget. Expenditures are 
not to exceed the credit limit or be used for personal expenses. Should the Director seek to 
raise the credit limit, Board approval must be obtained. 
 
The Director shall submit proper documentation of purchases. This documentation shall consist 
of original itemized paid receipt indicating: amount paid, vendor, and itemized description of 
the purchase. 
 
In the case of collection materials or similar types of orders, a copy of the order form must be 
attached and initialed by the Director. A hardcopy print-out of items ordered online will suffice. 
 
The Director is responsible for the protection of the credit card and shall immediately notify the 
issuing institution in the case of loss, theft, unauthorized access or suspicion of the account 
being compromised. 
 
The credit card bill shall be available for review to the Board. The balance due shall be paid 
within the balance period indicated on the monthly statement. The Board accepts full 
responsibility for the debt incurred on the credit card. 
 
Any benefits derived from the use of the credit card shall be the property of the Pine Plains 
Free Library. 
 
The Board shall use disciplinary measures consistent with the current law for unauthorized use. 
 
Access to Accounts 
Access to Library bank accounts shall be restricted to authorized personnel. In the case of 
multifactor authentication and/or the use of a PIN, the Director is to use Library-controlled 
contact methods. Library accounts are not to be linked to personal phone numbers or email 
accounts except with Board approval. 
 
Termination 
Upon leaving the employ of the Library, the Director shall return the credit card and 
immediately be removed from all accounts. 
 
Records Retention 



Library records, including financial records, shall be retained in accordance with the Local 
Government Schedule (LGS-1). 



Claims Auditing Policy 
Step 1: Director - accuracy of disbursements 

● The Director checks the disbursements, invoices, statements, timesheets and associated 
paperwork, against goods or services received or anticipated. 

● Paperwork is initialed by the Director to show approval for the disbursements to be 
paid. 

● Copies of disbursements are put into envelopes for the Bookkeeper and the Financial 
Officer. 

 
Step 2: Bookkeeper - preparation of disbursements 

● The Bookkeeper prepares a transfer or a check to make the disbursements; each 
disbursement is assigned a check number. 

● An addressed envelope to mail any checks and required paperwork for the vendor is 
prepared. 

● The check is NOT signed by the Bookkeeper. 

● The disbursements and paperwork are put together and returned to the Library for the 
Financial Officer. 

 
Step 3: Financial Officer - review, signing of checks, presentation of disbursements 

● The Financial Officer reviews the disbursements, signs the checks, and puts the checks in 
the mailing envelopes. 

● The mailing envelopes, containing the signed checks, are returned to the Director to be 
held until after the next Board meeting or mailed if previously approved by the Board. 

● The Financial Officer or a designee prepares a list of the disbursements for accounts 79 
and 89. For account 79, this list includes the date the disbursements were processed by 
the bank. For account 89, this list includes the date the disbursements were issued with 
the check numbers. 

 
Step 4: Board - approval of disbursements 

● The disbursements are available for review by any member of the Board during regular 
library hours when the Director is on duty. Any questions regarding a disbursement 
should be discussed with the Director before the date of the next Board monthly 
meeting. 

● The Financial Officer presents the list of disbursements for the approval of the Trustees 
at the monthly meetings. 

● A trustee objecting to the payment of a disbursement will state why the disbursement 
should not be paid. The Board will discuss the issue and, if the disbursement is rejected, 



 

declare a reason for the rejection. 

● A trustee makes a motion to approve payment of the listed disbursements. 

 
Step 5: Director - mailing of checks and retention of records 

● Following Board approval, the Director mails the envelopes with the checks. 

● If a disbursement is disapproved by the Board, the Director will contact the vendor to 
resolve the problem. 

● The Director retains, in monthly order, copies of the disbursements, bank statements, 
related paperwork, etc. for a period of time as specified in the rules relating to public 
document retention. 

 

Adopted: March 21, 2016 
Revised: ___________ 
 



Trustee Education Policy 
Purpose 
The purpose of the Trustee Education Policy is to comply with New York State Education Law 
Section 260-D, which requires members of library boards of trustees (trustees), beginning 
January 1, 2023, to complete a minimum of two hours of trustee education per calendar year 
from a provider approved by the Commissioner of Education that addresses the financial 
oversight, accountability, fiduciary responsibilities and the general powers and duties of library 
trustees. 
 
All members of the Pine Plains Free Library’s Board of Trustees must demonstrate compliance 
with this policy by filing yearly proof(s) of attendance with the Library Director by December 31. 
 
Administration 
According to Section 260-D, each trustee shall demonstrate compliance with the requirements 
by acquiring evidence of completion of Trustee Education from an approved provider. Such 
evidence shall include one of the following: 

• certificates of completion issued by one or more approved providers or 

• a signed self-assurance of completion (included at the end of this policy). 

o Such assurance shall identify the approved trustee education provider(s), a 
description of the format and content of the completed instruction activities, the 
date and time such member began and completed each instruction activity, and 
an explanation of why a certificate of completion was not available from such 
approved providers. 

 
Upon receipt of required evidence, the trustee shall promptly submit it to the Library Director. 
Should a trustee fail to submit evidence of completion by December 31 of the calendar year, 
the trustee may be subject to removal from the board for failure to comply. Should a trustee in 
suspension fail to provide evidence of completion within 90 days, they will be assumed to have 
resigned from the Board. 
 
Compliance shall be tracked through the Library’s Annual Report to the State.  
 
Approved Providers 
At the state level, trustee education providers and activities (topics and formats) are approved 
by the New York State Library acting on behalf of the Commissioner of Education. 
 
In addition to pre-approving public library systems as trustee education providers, the State 
Library has delegated authority to public library systems to approve additional trustee 
education providers and activities (topics and formats) for their member libraries.  
 
Pre-approved providers: 

• New York State Library/Division of Library Development 
• Public Library Systems 

https://www.nysenate.gov/legislation/laws/EDN/260-D
https://www.nysenate.gov/legislation/laws/EDN/260-D


• WebJunction 
• New York Library Association (including the Library Trustees Section and other 

Sections/Roundtables) 
• Reference and Research Library Resources Councils 
• Empire State Library Network (formerly New York 3Rs Association) 
• PULISDO (Public Library System Directors Organization) 
• ALA (American Library Association) including United for Libraries and other Divisions 

 
Allowable Formats 
Trustee education may be delivered online or in person. The format of this education may 
include any of the following: 

• Lectures 
• Workshops  
• Webinars  
• Online courses  
• State or national library association conferences 

 
Costs of Continuing Education 
Modest and reasonable costs incurred by a trustee in complying with the trustee education 
requirements may be reimbursed by the Library in accordance with the Ethics Policy. Mileage 
shall be reimbursed using the Internal Revenue Service’s business standard mileage rate. All 
continuing education requests for reimbursement must be pre-approved. 
 
 
 
 
 
 
 
Adopted: _____________ 
 

 
 

  



Trustee Continuing Education Attestation 
 
 
Trustee Name (please print):  ______________________________________________________ 
 
Course Title: ___________________________________________________________________ 
 
Presenting Organization Name: ____________________________________________________ 
 
Course URL: ___________________________________________________________________ 
 
Date of Course Completion: ______________ 
 
Contact Length (hrs:mins): ______________ 
 
Date submitted: ______________ 
 
Trustee Signature: ______________________________________________________________ 
 
Board President Signature: ________________________________________________________ 
 
 
 
I, _______________________________________, attest that I watched and/or participated in 
the above course to completion. 
 
Please attach any certificate/other documentation provided by the course. 



Whistleblower Policy 
 
Purpose 
The Pine Plains Library’s Board of Trustees (Board) recognizes the necessity of integrity in the 
Library’s operations and is committed to keeping the Library is compliance with all applicable 
laws, rules, and regulations. It is the goal of the Board to prevent and combat unlawful or 
fraudulent conduct by anyone affiliated with the Library including, but not limited to, Board 
trustees, Library employees, and volunteers. To ensure the Library is compliant and protect any 
person or persons reporting potential inappropriate conduct, the Board has adopted the 
following Policy. 
 
Process 
If a trustee, officer, employee or volunteer has a reasonable believe that any trustee, officer, 
employee, volunteer or the Library as a whole has engaged in any action(s) that violate any 
applicable law(s) or regulation(s), that person is required and expected to report the 
information to the Director immediately. 
 
If the individual believes the issue(s) to pervade the Library to the point that resolution requires 
the intervention of another entity, that person may report to the appropriate local, state or 
federal agency. 
 
Complaints should contain: 

• The name(s) any person or persons involved, if applicable and known; 
• A list of the behavior(s) and/or process(es) believed to be in violation, preferably with 

specific law(s) and regulation(s) cited; and 
• Any relevant documentation 

Should the complaint be filed with Library personnel, upon receipt of a complaint, the Director 
or President shall bring complaint to the attention of the Board at large. A Compliance Officer 
shall be appointed and an investigation begun. 
 
All reports shall be acted upon promptly and an investigation conducted within 30 days of 
receipt of the complaint. The person conducting the investigation, should they be a designee of 
the Library, shall deliver their findings to the Board. In conducting such investigation, the 
Library shall strive to keep the identity of the complaining individual as confidential as possible 
during review and investigation. 
 
In the event of a report, any and all members of staff, volunteers, and the Board shall 
cooperate and comply fully with any investigation into Library conduct. 
 
Retaliation 
The Library shall not retaliate against any reporting party because that individual: 



• Reports, in good faith, to a supervisor, the Director, trustee or federal, state or local 
agency what the employee believes, in good faith, to be a violation of the law; or 

• Participates, in good faith, in any investigation or proceeding; or 

• Exercises their rights under any state or federal law(s) or regulation(s) to pursue a claim 
or take legal action to protect the employee’s rights. 

 
The Library may take disciplinary action (up to and including removal/termination) against any 
trustee, employee or volunteer who, in the Board’s assessment, has engaged in retaliatory 
conduct in violation of this policy or provision(s) within. Any volunteer who engages in 
retaliation shall no longer be permitted to volunteer at the Library. 
 
Good Faith Reporting 
All complaints should be made in good faith. Any report knowingly not made in good faith, such 
as giving false information or making a report in bad faith, may result in discipline for the 
reporting individual. Discipline for an employee or volunteer may be up to and include dismissal 
or termination. Discipline for a trustee may include removal, pursuant to New York State 
Education Law section 226.  
 
Questions or concerns regarding this policy should be directed to the Director or Board 
President. 
 
 
 
 
Adopted: ______________ 
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