Debit and Credit Card Usage Policy
Harper Library (hereinafter Library) is a 501(c)3 public library that supports Harper, western Gillespie, and small portions of eastern Kimble and northern Kerr Counties, Texas.  Our mission is to provide full library services including library materials, internet access, computer use, programs, and basic office services (faxes, printing, copying) for all visitors to our Library.  The Harper Library Resale Shop (hereinafter Resale Shop) exists to provide income for the support of the Library and to provide a discount retail source for clothing, housewares and other items to Harper and the surrounding area.
The Library will have a debit/credit card for purchases of supplies and materials by the Library, Harper Library Executive Board of Directors (hereinafter the Board of Directors), or Resale Shop.  Having a corporation debit/credit card requires stringent policies.  The following rules will be adhered to and will be monitored closely by the Board of Directors.

1. The Board of Directors will apply for a debit/credit card from a financial institution or credit card company of their choice.

2. The debit/credit card will have an established credit limit of no more than $2,000.00 (two thousand dollars).
3. Two signatures are required on the account.  The signatures will be the president and the treasurer.

4. All members of the Board of Directors, the Library Director, and others approved for particular purchases by the Board of Directors will be allowed to sign out the card or use the card on internet purchases with preapproval by either the president, vice president, or the treasurer if the purchase meets the following limits.
a. Amount of any single purchase will be limited to dollar amount agreed upon by the Board of Directors.
b. Debit/credit card may only be used on budgeted or Board of Directors approved items.

c. Receipts for all purchases must be turned in to the treasurer.

5. NO personal purchases may ever be made on the Library debit/credit card.

6. Balance will be monitored by the Board of Directors’ treasurer and will be paid in full monthly.

7. Lost card is to be reported to the president and treasurer immediately. 

8. If misuse or fraud occurs, the card will be canceled immediately and the Board of Directors will determine if a new card will be issued.

9. Physical debit/credit card will be kept by the treasurer and the president.

Violation of any of the above will result in loss of debit/credit card privileges or removal from the board of directors.  Full reimbursement will be made to cover any misuse.

Adopted by the Harper Library Executive Board of Directors on November 19, 2018
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