
 

 

 

 

The purpose of this Purchasing and Procurement Policy is to assure that 

purchases of goods and services on behalf of the Schroon Lake Public Library are 

made only after review and approval at the appropriate level. This policy ensures 

sound stewardship, due diligence, strong financial controls, and general risk 

management by the Board of Trustees of the Library. 

Purchases of library materials are generally not subject to competitive bidding 

regulations. Most such materials including books, magazine subscriptions, and 

audio and video media are purchased from vendors offering volume discounts or 

state contract pricing. 

Only the Library Manager, or another agent designated by the Board of Trustees, is 

responsible for purchases made on behalf of the Library.  

• Any bank draft of $1,000.00 or more shall require the signature of two 

members of the Executive Committee of the Board of Trustees or an 

approved designated signer.  

• The Library Manager may delegate limited purchases to staff members for 

the acquisition of daily newspapers and other such items as appropriate. 

Pursuant to the budget, for other purchases of goods and services, the following 

procedures apply:  

 

 

 

 

 

 

 

 

 
 

Schroon Lake Public Library 
 

   Purchasing and Procurement Policy 

 Up to   At the discretion of the Library Manager 

$2,000 

$2,001 –  Confirming written quotes from at least 3 separate vendors. 

$6,000 Schroon Lake Public Library Board approval required except for  

  previously budgeted items. 

$6,001 – Formal written quotes from at least 3 separate vendors, excepting  

$9,999 purchases from state contract pricing or specialized vendors such as 

TechSoup.  
 
$10,000 Sealed bids in conformance with Municipal Law § 103. Schroon Lake    

and up Public Library Board of Trustees will determine the date and time of bid    

  opening of sealed bids. Board approval is required. 

 

 

 

 



In order to improve accuracy and provide transparency, the Schroon Lake Public 

Library has established the following procedures for the processing and payment 

of invoices. Key to this policy is the segregation of duties. 

1. Purchases made from the Library’s petty cash fund shall comply with the 

Library’s Petty Cash Policy. 

2. Purchases for unanticipated items will require the approval of the Financial 

Officer of the Board of Trustees. 

3. The Library Manager and a majority of the members of the Board of Trustees 

must review and approve all invoices prior to payment. Exceptions are made for 

routine monthly invoices. Examples would include contractual expenses such 

as the copy machine invoice and the bill for SLIC Network. 

4. The Library Manager is the only person authorized to have a Library credit card.  

• The card is not to be used for personal expenses.  

• The credit card shall be kept in a secure, locked location when not in 

use. Policies regarding approvals must be followed when making 

credit card purchases.  

• For each purchase, the Library Manager will submit to the members of 

the Board of Trustees an itemized invoice indicating the vendor, 

amount paid, and an itemized description of the purchase for approval 

prior to payment. 

5. The unintentional failure to comply with the provisions of General Municipal Law 

§ 104-b Procurement policies and procedures shall not be grounds to void 

action taken or give rise to a cause of action against the Schroon Lake Public 

Library or any officer or employee thereof. 

6. It is recommended that this policy be reviewed by the Library Board of Trustees 

every five years. 

 

 

 

 

Adopted:    August 18, 2015 

Reviewed and revised:  October 24, 2023 

Approved:  December 4, 2023 

Adopted:    December 4, 2023   


