STOW-MUNROE FALLS PUBLIC LIBRARY
BOARD OF TRUSTEES
REGULAR BOARD MEETING
Monday January 21, 2019

The meeting was called to order at 7:00 pm by President Shubert

PRESENT

Craig Mancuso, Vice President; Pastor Brad Jagger, Tom Shubert, President; Richard Bedell,
David Renninger, Secretary; Angela Daniel, Sara Kline

ABSENT

OTHERS PRESENT

Doug Dotterer, Director; Linda Sutherland, Fiscal Officer

PUBLIC

There is no public comment.

ACTION ITEMS

MOTION NO. 190121-1 APPROVE DECEMBER 17,2018 MINUTES

Renninger moved, Kline seconded:

RESOLVED: That the Board Minutes of December 17, 2018 regular meeting be
accepted and approved.

The roll being called on its adoption, the vote resulted as follows:

AYES:Daniel, Jagger, Kline, Mancuso, Renninger, Bedell, Shubert
NAYS:

Motion carried.



FINANCE

MOTION NO. 190121-2 APPROVE DECEMBER TREASURER’S REPORT

Daniel moved, Kline seconded:

RESOLVED: That the Board of Trustees approves the Treasurer’s Report for December
2018.
MTD BANK REPORT FOR MONTH 12-STOW-MUNROE FALLS PUB LIB
BeginMo | MTD MTD MTD MTD
BANK | DESCRIPTION Bal Deposit Withdrawal | Tran In Tran Out | Balance
1 | MAIN CHECKING ACCOUNT 537,076.86 |  115,221.50 | 282,916.84 0.00 0.00 | 369,381.52
2 | PAYROLL CHECKING ACCOUNT 0 0 0 0.00 0.00 0.00
BUILDING PROJECT CHECKING
4 | ACCT 0 0 0 0.00 0.00 0.00
9 [ IMPREST FUNDS 300.00 0 0 0.00 0.00 300.00
20 | CERTIFICATES OF DEPOSIT 0 0 0 0.00 0.00 0.00
21 | STAR OHIO - INVESTMENTS 308,837.75 623.60 0 0.00 0.00 | 309,461.35
STAR OHIO BLDG -
24 | INVESTMENTS 77,749.25 156.99 0 0.00 0.00 77,906.24
29 | STAR PLUS OHIO - INVESTMENTS | 519,250.82 1044.91 0 0.00 0.00 | 520,295.73
1,443,214.68 | 117,047.00 | 282,916.84 0.00 0.00 | 1,277,344.84

The roll being called on its adoption, the vote resulted as follows:

AYES: Jagger, Kline, Mancuso, Renninger, Bedell, Daniel, Shubert

NAYS:

Motion carried.

MOTION NO. 190121-3

APPROVE DONATION LIST OF 2018

Mancuso moved, Kline seconded:

RESOLVED: That the Board of Trustees approves the following Donation List of 2018:
MONTH
YR/2018 AMOUNT | DESCRIPTION
$ 12.00 | GENERAL DONATION FROM ANONYMOUS
JANUARY | § 5950 | GENERAL DONATION FROM COFFEE COLLECTION
$ 10.00 | GENERAL DONATION FROM ANONYMOUS
FEBRUARY | g 5855 | GENERAL DONATION FROM COFFEE COLLECTION
APRIL $ 60.63 | GENERAL DONATION FROM COFFEE COLLECTION




$500 FROM F. HOUSER FOR LIBRARY PROGRAMS, $100 GENERAL
DONATION FROM CUY. VALLEY TERMINAL MRC, AND $29.75 FROM

MAY $ 629.75 | COFFEE COLLECTION

$ 100.00 | FROM M. B. DUNCAN IN MEMORY OF HAL PULCINI FOR AUDIOBOOKS

JULY $50.42 FROM COFFEE COLLECTION AND $23 GENERAL DONATION
$ 7342 | FROM ANONYMOUS

$ 5.00 | GENERAL DONATION FROM ANONYMOUS

AUGUST $ 100.00 | FROM FERRY INDUSTRIES INC. IN MEMORY OF DAVID RICHARDS

GENERAL DONATIONS FROM $10-MONA GOLDEN & $10-AUSTIN
$ 20.00 | GOLDEN

$60.08 FROM COFFEE COLLECTION, IN MEMORY OF REBECCA
MCINTIRE - $50 FROM JAY & SUSAN RICHARDSON AND $45 FROM
$ 155.08 | BONNIE SCHULTZ

$ 200.00 | FROME & C THOMPSON IN MEMORY OF REBECCA MCINTIRE

SEPTEMBER IN MEMORY OF REBECCA MCINTIRE FROM: $20 B. FOSTER AND $25 G.
$ 4500 | LETZLER

FROM THE CRAFT SHOPPE AT QUIRK CENTER IN MEMORY OF

15.00 | GENERAL DONATION FROM D & K MEETING

$ 200.00 | REBECCA MCINTIRE
$ 950 | GENERAL DONATION FROM ANONYMOUS
OCTOBER | § 3246 | GENERAL DONATION FROM COFFEE COLLECTION
NOVEMBER |5 5661 | GENERAL DONATION FROM COFFEE COLLECTION
$
$

47.18 | GENERAL DONATION FROM COFFEE COLLECTION

GIFT FROM WALTER WITHERSPOON TRUST FOR PURCHASE OF
DECEMBER | $1,090.07 | POPULAR BOOKS

$ 25.00 | GENERAL DONATION FROM D. ROSS

$ 100.00 | GIFT GENERAL DONATION FROM ANGEL RAY MEDITATION GROUP

ANNUAL
TOTAL $3,104.75

The roll being called on its adoption, the vote resulted as follows:

AYES: Kline, Mancuso, Renninger, Bedell, Daniel, Jagger, Shubert
NAYS:

Motion carried.

PROGRAM

DIRECTOR’S REPORT



MOTION NO. 190121-4 ACCEPT DIRECTOR’S REPORT

Kline moved, Mancuso seconded:

RESOLVED: That the Board of Trustees accepts the written Director’s report for the
months of December 2018 and January 2019.

Mr. Dotterer stated the following:

a) Regarding the weather this past weekend, Mr. Dotterer said he informed staff that if they
were not comfortable driving in the inclement weather, they may call off and use
vacation or reschedule their hours. Doug informed the Board that he did not feel it was
necessary to close the library.

b) Distributed the 2018 Annual Report from the library departments to the Board and Fiscal
Officer. Please see copy attached.

The roll being called on its adoption, the vote resulted as follows:

AYES: Mancuso, Renninger, Bedell, Daniel, Jagger, Kline, Shubert
NAYS:

Motion carried.

DISCUSSION ITEMS

BOARD COMMITTEES
BUILDING & GROUNDS

Mrs. Kline stated nothing to report.

FINANCE

Mr. Bedell stated the Finance Committee met prior to the Library Organizational Meeting and
reviewed the 2018 Financial Reports. Mr. Bedell stated the library is on budget for the year
2018.

HUMAN RESOURCES

Mr. Mancuso stated nothing to report.



LEGISLATION/RULES
Mrs. Kline stated the Legislation and Rules Committee recommends the following motions:

MOTION NO. 190121-5 AMEND JOB DESCRIPTIONS

RESOLVED: That the Board of Trustees amends the following job descriptions as
presented:

Amend Public Services Assistant — Floor Coordinator

QUALIFICATIONS:

G.E.D. or a high school diploma

. oy " oo i circulat

Prior circulation experience preferred
The roll being called on its adoption, the vote resulted as follows:

AYES: Renninger, Bedell, Daniel, Jagger, Kline, Mancuso, Shubert
NAYS:

Motion carried.

MOTION NO. 190121-6 AMEND CREDIT CARD BOARD POLICY

RESOLVED: That the Board of Trustees amends the credit card Board Policy as
follows:

The Board of Trustees shall permit the Director and Fiscal Officer to use credit cards.-Credit




This policy applies to all (i) payment cards, checks or other payment instruments
associated with a credit account issued by a financial institution or a retailer, and (i1)
payment cards related to the receipt of grant funds. All such cards and instruments are
referred to herein as “credit cards”.

This policy does not apply to procurement cards (P-cards), or to gas cards or other
payment cards that are capable of use only for the purchase of certain limited types of
goods.

The library will not obtain or maintain any debit cards.

Credit cards will be established in the name of the Stow-Munroe Falls Public Library
with a maximum credit limit not to exceed $3000 limit for the Director and a $7,500 limit
for the Fiscal Officer.

The Fiscal Officer will work with the appropriate financial institutions that issue credit
cards to determine the best type of credit card accounts for the Library, and also to
determine which store credit card accounts the Library will utilize.

a. The Fiscal Officer is responsible for working with the issuing financial institution to
determine the dates when credit cards expire and the re-issuance of replacement
cards.

b. The Fiscal Officer is responsible for determining, when necessary, the need to cancel
a credit card account and any adjustment to credit limits on the credit cards.

c. The Fiscal Officer is responsible for notifying the issuing financial institution of a lost
or stolen card. Library personnel using a credit card must notify the Fiscal Officer
when they become aware that a card is lost or stolen.

Credit cards will be kept in the office of the Fiscal Officer and may be signed out to
authorized Library personnel from time to time as necessary. The credit card should be
promptly returned to the office of the Fiscal Officer once the purchases for which it was
checked out have been made.

Credit cards may be signed out only to Library personnel.

. A credit card may not be used by anyone other than the individual to whom it is signed
out.

Prior to initial receipt of a credit card, each individual must agree to and sign the Credit
Card Responsibility and Use Procedures.



10. The Board authorizes the use of Library credit cards for use in connection with Board-
approved or Library-related activities and for only those types of expenses that are for the
benefit of the Library that serve a valid and proper public purpose shall be paid for by
credit card. Credit cards will be used primarily for travel expenses to conferences and/or
workshops and pre-payment of materials when required by a vendor. In any event, credit
cards may be used only for expenditures that are within the applicable budget and
departmental guidelines.

11. For each purchase made using a credit card, an itemized receipt indicating the amount
paid, the vendor, and the goods/services purchased must be submitted to the Fiscal
Officer promptly following the purchase.

12. Use of a credit card for personal expenditures, for expenditures in excess of the
applicable credit limit, or otherwise in violation of this policy constitutes a misuse of the
credit card. Any Library personnel engaging in misuse of a credit card will be
responsible to reimburse the Library for any unauthorized expenditures and may be
subject to disciplinary action up to and including termination of employment.

13. If a credit card is lost or stolen, or any Library personnel become aware of unauthorized
or fraudulent use of any of the Library’s credit card accounts, the same must be reported
immediately to the Fiscal Officer.

14. All monthly credit card statements and other correspondence associated with the credit
card accounts will be sent to the Stow-Munroe Falls Public Library. Payment of the
monthly statements must be made in a timely fashion so that finance charges and late

payment fees are not incurred.

15. On an annual basis, the Fiscal Officer will submit a report to the Library Board of
Trustees regarding all credit card rewards received by the Library.

See Credit Card Responsibility and Use Procedure attached.
The roll being called on its adoption, the vote resulted as follows:

AYES: Bedell, Daniel, Jagger, Kline, Mancuso, Renninger, Shubert
NAYS:

Motion carried.

LONG RANGE PLANNING

Mr. Renninger stated the Long Range Planning Committee will meet sometime in March.



TECHNOLOGY

Mr. Shubert stated nothing to report.

RECORDS COMMISSION

Mr. Shubert stated nothing to report.

NEW BUSINESS

Mr. Dotterer informed the Library Board that in 2019 there is currently no big projects to be
addressed. Mr. Dotterer stated this would be a good time to review the Computer Workstation
Project. Please see details attached. After discussing the project, the Library Board requested
the following:

a) Research other companies who may complete the job at a lower cost
b) Does the project have to be custom made, research other alternatives
¢) Do some comparison shopping

The Library Board stated when the research is completed to bring the details to the next Board
meeting.

MOTION NO. 190121-7 AJOURNMENT

Mancuso moved, Bedell seconded to adjourn the meeting at 7:48pm.

All were 1n favor. Motion carried.

Secretary Board President

Linda D. Sutherland
Fiscal Officer
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SearchOhio/ Patron requests Loans to other
OhioLINK libraries
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Qur patrons borrowed a record 10,000 10,000
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is 15% higher than 2017, and an
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The library had 250,462
people visit in 2018, a
decrease of 1% from
2017.
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Patrons used Fine Free Fridays for
Food to donate 779 items this year.
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Unigue Management Services
Unique Management Services handled 335 accounts for
the library in 2018, and recovered $8,606.05.

Since August 2004, UMS has handled 6,901
accounts and recovered $240,507.97.
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ECIeClIC Loliection

With the introduction of the Eclectic Collection to the
library our department had to determine the best way
to process and preserve the items. Each item was
looked at individually and then we decided what the
patron needed to use the item, what circulation needed
to check-out the item and what was required to check-
in the item. Many of the items had multiple parts and
pieces that needed to be returned with the item if was
to continue circulating and if not returned the financial
responsibility of the patron. We realized that the in-
vestment in the collection was substantial, and we
wanted to insure that it would continue to be part of
our library collection for many months, if not years.

The Numbers Count

Libraries live and breathe by the numbers, and so does Technical Services.
As presented below, our department was very busy this year adding, delet-
ing, and changing items in our collection. Next year we are going to evalu-
ate our work and how we count each process. Many items are counted as
one item, when in reality they require multiple steps to obtain that one
count.

Changes and Corrections Made to 5401
Collection

Items Mended or Cleaned and Re- 2333
turned to the Collection

Items Changed from New to Old 11,607

Author, Subject, Series Authority 3133
Added to Bibliographic Record

New I[tems Added to Collection 16,483
Uploaded E-Books to Catalog 21,183
Interest Reserves 132

" ltems Withdrawn From OCLC 16,071
Authority Deletions 9587
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Systems 2018 Year Highlights

Amazon Module Replacement

We lost use of the Amazon API. A service we used for several book lists on our web site. Systems was able to copy
the Amazon module and recode it to use GoogleBooks API. We were able to restore the Forthcoming Book List,
Popular Reads from Staff List and the New Book Lists. The API lets us pull a lot of information just from an ISBN.
We get book cover, full title, authors, publication date and description.
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Systems 2018 Year Highlights

Intranet Solution

We had been in discussion with PR about creating something to facilitate communication between staff. Systems
came across a service offer by Facebook called Facebook Workplace that met our requirements. The service is used
by many corporations and is offered free to non-profits. We created the account and tested it’s capabilities. We
turned it over to PR and it has been a huge success.

Girls Who Code Club
In support of “Girls Who Code Club”, systems has installed Python and a coding environment called PyCharm on

all our laptops.
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Credit Card Responsibility and Use Procedures
A credit card account has been established to meet the needs of your department for incidental
purchases. Upon receipt of proper documentation and itemized receipt, credit card expenditures
will be paid through the Fiscal Officer’s office.

*#*A credit card does not replace requisitions and purchase orders.
Conditions of Use Expenses may be incurred with the credit card only if all of the following
conditions are met:

1. Expenditures must be within the guidelines of the particular activity of your department
and budget. The expenditure may only be made after the approval of any required
requisition and purchase order. The credit card is not to be used for any personal
expenses.

2. Expenditures to be paid must be less than the credit card limit of $3000.00 (Director),
$7500.00 (Fiscal Officer). There are no exceptions.

3. Proper documentation to support the expenditure must be sent to the Fiscal Officer prior
to receipt of the monthly statement.

a. Proper documentation is to include:
1. Itemized paid receipt indicating the amount paid, the vendor, and an itemized
description of the purchase.
ii. In the case of books, subscriptions or similar types of orders, a copy of the order
form or document, and the packing slip or other receiving document.
iii. A hardcopy print-out for any items ordered online.

b. Examples of documentation not allowed:
i.  Non-itemized cash register receipts.
ii. Handwritten requests for reimbursement without receipts or other verification.

4. The Library is exempt from sales tax, and all reasonable efforts should be made to ensure
that sales tax is not charged by vendors in connection with purchases made via credit
card. A tax exemption certificate is available in the Fiscal Officer’s office. In some
cases, if you merely mention to the vendor that the purchase is tax exempt, no sales tax
will be charged.

Safekeeping You are responsible for the safekeeping of the credit card. You shall not permit
anyone else to use the credit card or disclose to anyone (other than the vendor/merchant in
connection with a purchase) the card account number, CVV, or other pertinent account
information. You shall promptly return the credit card to the office of the Fiscal Officer once the
purchases for which is was checked out have been made.
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Unauthorized Use If you become aware of any unauthorized or fraudulent use of the credit card,
or if the credit card is lost or stolen, you must immediately report same to the Fiscal Officer.

No Right to Credit Card The credit card is issued to you on a temporary basis, and remains the
sole property of the financial institution from which is was issued. The right to use the credit
card may be revoked at any time without notice by the issuing financial institution or by the
Library’s Fiscal Officer or Director.

Personal Responsibility You are personally responsible for any unauthorized credit card
expenditures and expenditures made in violation of applicable Library policy.

Policy In addition to the terms set out herein, use of the credit card is subject to the Library’s
Credit Card Policy.

I have read and fully understand and accept my personal responsibilities and liabilities in regard
to the credit card issued to me, including the terms set out in the Library’s Credit Card Policy. 1
further acknowledge that any misuse of the credit card may result in disciplinary action up to and
including termination of employment.

Cardholder Signature: Date:

Witness: Date:
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