Stony Creek Free Library
Credit Card Responsibility and Use Procedures

*Bank credit cards are established in the name of the Stony Creek Free Library and the specific name of an individual with a maximum credit limit for each set by the Library Board.
 *All monthly bank statements and correspondence will be sent to the Treasurer. 
*Bank credit cards will be issued to: Director, President of The Board and Treasurer, each with a credit limit of $250. If amount will be over $250, approval should be requested from the Board. 
 * Prior to initial receipt of any credit card, eligible employees must complete and sign the Agreement for use of Bank Credit Card form stating that they understand and will comply with the Library’s Credit Card Responsibility and Use procedures.
 *Expenses may be incurred with the credit card only if all of the following conditions are met: a. Expenditures must be within the guidelines of the particular activity of the approved budget. The card is not to be used for any personal expenses. b. Proper documentation to support the expenditure must be sent to the Treasurer
*Tax Exemption Certificates and letters are available in the library files. The Stony Creek Free Library is an exempt unit of local government, and no sales tax should be charged on purchases made on the Library’s behalf.
* after each credit card expenditure, the “SCFL Credit Card Purchases” form should be completed with itemization, total, signature, date, and receipts attached.











Agreement for Use of Bank Credit Card

The credit card is issued to you on a temporary basis, and remains the sole property of the bank from which it was issued. The right to use this card may be revoked at any time without warning by the issuing bank authority or by Stony Creek Free Library Board of Trustees.

By accepting this card it is understood that you are personally responsible for any unauthorized or inappropriate use of the purchasing card. I have read the Credit Card Responsibility and Use Procedures and the Agreement for Use of Bank Credit Card and fully understand and accept my personal responsibilities and liabilities involving the use of the bank credit card issued to me. I further understand that any inappropriate use of the card may result in disciplinary action and possible garnishment of my wages.


Employee Name: ______________________________________________
Employee Signature:____________________________________________
Date:________________________________________________________
