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PAYMENTS FOR GOODS AND SERVICES 

POLICY: 

The Board of Trustees is responsible for approving the expenditure of all Library funds. The approved annual 
operating budget establishes the spending plan for the fiscal year. The Treasurer of the Library Board of Trustees 
approves all payments for goods and services. 

RULES: 

1. The process for the approval of warrants and disbursement of funds is as follows:

a. Department Manager – initials invoice confirming that the expense was incurred, items were received and
billed amount is correct.

b. Accounts Payable – assigns a General Ledger account code to each invoice and enters it into the Accounts
Payable system, then totals the warrants.

c. Finance Manager – reviews and approves the General Ledger account coding for all invoices to ensure
they are correctly coded, verifies that required departmental approvals are present and verifies that totals
are correct.

d. Library Director or other Board designee – reviews the warrant list and signs the affidavit, along with any
warrants for invoices over $2,000 to ensure adherence to purchasing policy limits.

e. Board Treasurer – reviews the warrant list and signs the affidavit, along with any warrants for invoices over
$5,000 to ensure adherence to purchasing policy limits.

f. City Treasurer – reviews and signs the affidavit containing the total dollar amount of warrants before printing
checks.

g. Accounts Payable – prints the checks in the Finance Department at the City. Checks are mailed by the
Library the next day.

h. City Finance Director or designee - reviews the warrants, initials each one, signs the affidavit and returns
the entire packet to the Library.

2. The Library maintains a separation of duties between staff that orders materials and those that receive them,
and staff that verify correct billing and account coding.

3. In the absence of the Treasurer the Secretary will approve all payments.

4. The Library complies with the Illinois Local Government Prompt Payment Act (50 ILCS 505).

Revised: October 19, 2021 
Revised May 18, 2021 
Revised June 20, 2017 
Approved August 16, 2016 
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GIFTS AND DONATIONS 

POLICY: 

The Park Ridge Public Library welcomes gifts, and monetary donations that enhance the Library’s collections, 
services, programs and facility as deemed appropriate and fit within the Library’s mission. All gifts are accepted 
at the discretion of the Library Director or Board of Trustees as specified in the rules. 

RULES: 

MONETARY GIFTS 

1. Monetary gifts given without restriction will be utilized to purchase materials or equipment, support Library
programs or in other ways that the Board of Trustees and the Library Director deem appropriate.

2. Monetary gifts to the Restricted Gift Fund will be used as specified by the donor with the approval of the
Library Director. Restricted gifts over $5,000 require Board approval.

3. Monetary gifts to the Endowment Fund will become a permanent part of the Library’s Endowment Fund.
Interest earned from the Endowment Fund is used to purchase materials for the Library’s collections. Gifts
to the Endowment Fund over $5,000 require Board approval.

HISTORICAL DOCUMENTS 

1. Historical documents of local significance including newspapers, letters, journals, diaries and photographs
will be accepted for the Library’s historical collection at the discretion of the Library Director or Board of
Trustees.

2. Donors will be required to sign a Gift Agreement form, transferring sole and exclusive ownership of the
documents to the Library.

ARTWORK 

1. Donations of art work will be accepted at the discretion of the Board and the Director who reserve the right
to determine the location and means of display.

2. The Board may require that an art work be accompanied by a current appraisal of value.
3. A Gift Agreement form, transferring sole and exclusive ownership of the art work to the Library will be

required.

EQUIPMENT AND FURNISHINGS 

1. Donations of equipment and furnishings will be accepted at the discretion of the Library Director.
2. A Gift Agreement form, transferring sole and exclusive ownership of the equipment or furnishings to the

Library will be required.

SECURITIES 

1. Marketable securities received by the Library as gifts may be accepted at the discretion of the Board and
Library Director and will be handled in accordance with Illinois State Policy: “Public Funds Investment”.

2. Gifts offered to the Library consisting of securities which are not readily marketable will be submitted to the
Board for a decision on whether to accept the gift.

3. The Library will consult with a financial professional as to how to handle the security and how to comply with
the Public Funds Investment policy.

OWNERSHIP 

1. Once a gift is accepted by the Library, it becomes the property of the Library, to be used or disposed of in
accordance with the policies established by the Board of Trustees.

ACKNOWLEDGEMENT 



1. Donations will be acknowledged with a letter from the Director.

2. Donations to the Endowment Fund will have the name of the donor(s) added to the Endowment Fund
Registry.

3. Public recognition of significant gifts will be made in consultation with the donor. Public recognition of
significant gifts may include a press release and/or photographs submitted to the local media outlets or
posted on the Library’s website, social media outlets, and in printed Library materials as determined by the
Library Director or Board of Trustees.

TAX DEDUCTIONS 

1. While gifts to the Library as a governmental unit qualify as tax deductible, donors should seek the tax advice
of counsel or their accountant.

Revised: October 19, 2021 
Revised January 21, 2014 
Approved July 21, 2009 



GIFT AGREEMENT FORM 

Donor 

Address 

(Street) (City) (State) (Zip) 

Description of material donated: 

 Unrestricted gift  Restrictions (please specify) 

This Gift Agreement transfers legal title of the gift to the Park Ridge Public Library. 
I have read the gift policy provisions of the Park Ridge Public Library and agree that they are acceptable. 

Donor signature:  Date 

Accepted for the Library by: Date 

Library Director 

-------------------------------------------------------------------------------------------------------------------- 

For special restrictions only: 

Date 

President of Library Board signature 

Date 

Secretary of Library Board signature 

Revised: October 19, 2021 
Revised January 21, 2014 
Approved July 21, 2009 



GIFTS OF REAL PROPERTY 

POLICY: 

The Park Ridge Public Library may accept gifts of real property when it is determined that such gifts will benefit 
the Library. All gifts are accepted at the discretion of the Library Director and the Board of Trustees as specified 
in the rules.  

RULES: 

1. The Library shall not accept any real estate encumbered by a mortgage or other liens except when approved
by the Board based on a recommendation by the Library Director.

2. The Library will be sensitive to the long-term cost of owning the property, including the distribution of
maintenance money.

3. The Library will not accept gifts of real property that are difficult to manage or are encumbered with defects
that could put the Library at risk once the Library is in the chain of title.

4. The Library will not accept gifts of real property that require environmental cleanup or any other
environmental liability except for situations where acceptance of such an interest would present an
extraordinary benefit for the Library.

5. Gifts of real property may be outright gifts, bargain sales (i.e., part sale/part gift transactions) or part of a
charitable life income plan (i.e., a gift held in trust with a life income to the donor).

6. The Library may accept gifts with a retained life use but generally only if the life tenant agrees to pay for all
ongoing carrying costs, including but not limited to real estate taxes, upkeep, insurance, maintenance and
repairs to the property and utilities. The gift agreement for a retained life use shall contain the stipulation that
if the life tenant defaults on the payment of these carrying costs, the retained life tenancy ceases.

7. It is the general policy of the Library not to accept partial or fractional gifts in real property except for the
situations where acceptance of such an interest would present an extraordinary benefit for the Library.

8. Where real property is being conveyed to the Library, every effort will be made to take the property free of
any encumbrances such as possibilities of reverter to the donor’s heirs if the property is no longer used for
Library purposes. Reverter or other restrictive use clauses could lead to the real property reverting to the
heirs of the donor with no compensation to the Library. The Library attorney will be consulted about the best
course of action if such clauses are to be included in the property deeds. If the Library decides to accept a
gift of real property with a reverter clause, the Library may request that the prospective donor agree that the
Library will be entitled to be reimbursed for any of the carrying costs of the real property, including but not
limited to, property insurance, repairs and maintenance while the Library holds title to the property. If the
donor declines to accept these terms, the Library must determine if it is in the best interests of the Library to
accept the gift and agree to pay these carrying costs.

9. The Library Board of Trustees may decline any gift or bequest.

DONATION PROCESS: 

As donations and gifts vary in their impact on the Library, the review process will be tailored to the proposal’s 
complexity. The donor should meet with the Library Director at the earliest possible time to discuss the review 
process for the specific gift. The process of establishing the Library’s interest in accepting a gift of real estate 
shall begin with the initial gathering of basic information by the Library Director, including but not limited to: 
description of the property, current real estate tax bills, and statement of whether the gift is of a partial or complete 
interest.  

Library staff will review land use requirements, legal requirements, potential public concern, maintenance issues 
and Library issues associated with the proposed gift. If it is determined that the Library could potentially benefit 
from this donation of real property, the Library will request additional information to be provided by the donor at 



the donor’s expense, including but not limited to: legal description, survey showing easements and right-of-ways, 
environmental hazard assessment, proof of ownership in the form of a title policy or title report, and any other 
information needed to determine liability risks or unacceptable restrictions on use or disposition of the real 
property. If the donor declines to provide at their cost the documents required to perform the necessary due 
diligence and to close on the property, and the Library Director, with Board approval, determines that it is in the 
best interests of the Library to further advancement of the gift by paying these costs, the Library Board shall 
review the matter at a regularly scheduled Board meeting. 

After the Library Director receives all information, they will evaluate the gift’s potential and make a 
recommendation to the Board of Trustees. The Board of Trustees will vote on whether or not to accept a gift of 
real property at a regularly scheduled Board Meeting. 

Revised: October 19, 2021 
Approved February 18, 2014 
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UNPAID INTERNSHIPS 

POLICY: 
The Library provides opportunities for unpaid internships for students working toward a degree in Library 
and Information Science or a related field of study. Interns will be trained in line with a learning 
environment that is tied to their formal academic program. These opportunities are designed to offer 
students practical, project based experience, which provides beneficial learning that complements the 
work of paid staff.  

RULES: 

1. All candidates must complete an Internship Application.

2. A background check will be required if the candidate is offered an unpaid internship within the Library.

3. Candidates must be enrolled in a graduate or undergraduate program or have graduated in the past 12
months.

4. The applicable department manager will review the unpaid internship applications. Candidates will be
interviewed to determine the requirements of the internship as established by their educational institution.
The relationship between the program requirements and those of the Library internship will be determined
by Library management.

5. All candidates must be approved by the Library Director, who will assign a staff member to act as
supervisor and mentor to the intern.

6. Interns may be assigned to one specific department. No more than one intern will be assigned to a
department at one time.

7. Interns are expected to maintain a regular schedule as established by the Library and to commit to a set
number of hours per week for the extent of their internship.

8. Interns are expected to comply with all Library policies and procedures.

9. The staff member responsible for the intern will maintain all records and complete any documentation
required by the intern’s educational institution.

10. Successful completion of an internship does not guarantee a paid position upon completion.

11. In the event that an intern does not adequately perform the duties assigned, they may be discharged
from service by the assigned supervisor with the approval of the department manager and the Library
Director.

Revised: October 19, 2021 
Approved May 17, 2011 



PHOTO USE 

POLICY: 
Park Ridge Public Library staff may take photographs of patrons attending Library programs or 
activities for the purpose of inclusion in Library publications, to publish on its website, or share on 
social media. Print publications include the newsletter, brochures, or other printed materials. 
Attendees consent to having their photograph taken and used for such purposes.  

Library patrons may not take photographs or videos of other patrons or staff without the 
permission of the person(s) being photographed.  

RULES: 

1. If a Library patron does not wish them self or their child to be photographed, the patron
must notify Library staff to that effect.

2. The Library will not identify, by name, patron(s) in photographs used on the Library
website, social media, or in print publications unless granted permission to do so by
the patron(s).

3. When the Library plans to identify patron by name in a photograph, the patron will be
asked to provide verbal or written consent prior to such publication. Names of minors
will not be included with photographs unless the Library obtains parental consent.

Revised: October 19, 2021 
Approved August 21, 2012 



http://www.parkridgelibrary.org/
http://catalog.plsinfo.org/


http://www.dalycitylibrary.org/feedback.htm




http://www.dalycitylibrary.org/feedback.htm
























https://www.ilga.gov/legislation/ilcs/fulltext.asp?DocName=007500050K4-7






https://www.ilga.gov/legislation/ilcs/fulltext.asp?DocName=007500050K4-7
















































http://www.parkridgelibrary.org/






mailto:AskPRKRef@gmail.com
mailto:AskPRKRef@gmail.com




mailto:prkref@parkridgelibrary.org













































	A. COMPL POLICY 06_25_2021.pdf
	Binder1.pdf
	Capital Asset Policy
	Confidentiality of Patron Information
	Credit card use
	Gifts of Real Property
	Library fund
	Payments for Goods and Services
	Photo use
	Unpaid Internships

	Binder2.pdf
	Gifts & Donations




