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The Bloomfield Public Library strives to pay all bills in a timely manner. To this end, the Board of
Trustees will appoint a Claims Auditor (a member of the Board) annually at their organizational
meeting. The Claims Auditor will be responsible for reviewing and authorizing all bills on the Board’s
behalf per the Claims Auditor Policy.

The Library Clerk assigned with the bill preparation duties will collect all invoices and packing
slips and match them up appropriately. Invoices will be verified to order confirmations and
packing lists will be checked and signed when items are received (only staff not involved in
ordering or preparing the voucher packets can verify and sign off on packing lists). Prior to each
monthly Board meeting, this Clerk will prepare a voucher for each bill packet and submit the
collected voucher packets to the Library Director who will verify the contents and sign.

The Library Director or Treasurer will enter the bills into accounting software. The Treasurer
will print the checks. The printed checks will be attached to the voucher packets. The packets
will then be reviewed and signed by the Claims Auditor.

All voucher packets will be available at the next meeting of the Board of Trustees for review,
approval and Board signatures.

Once the bills are approved, the Treasurer will sign all the checks. In the Treasurer’s absence,
the Finance Officer of the Board of Trustees or the Library Director will sign checks. Checks
for $5,000 and over will require signatures from two approved signatories.

Once signed, paid and posted in accounting software the bills will be filed by vendor and the
summary sheets will be placed in the annual finances binder maintained in the Library Director’s
office.

The Board may pre-authorize payments of re-occurring expenses, such as salaries and utility
bills, or interest-incurring expenses. These expenses will be formally ratified at the next meeting



through the established warrant process.



