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1120 | Reconciliation  
Date Policy Approved: March 23, 2017 by DeSoto Parish Library Board of Control 

 

1120.1 Preparation Procedures 
Date Policy Approved: March 23, 2017 by DeSoto Parish Library Board of Control 
 
The Library Accountant compares bank statements monthly with interest earned, deposit 
records, and cancelled checks. A reconciliation report in the accounting program is prepared. 
The statement and reports are reviewed and approved by the Library Director (or designee). 
 

1120.2 Reviewed Procedures 
Date Policy Approved: March 23, 2017 by DeSoto Parish Library Board of Control 
 
The Board reviews and approves a monthly log of all account balances, a record of checks 
issued during the previous month, and a monthly update of income/expenditures as compared 
to the Library’s annual budget. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


	Contents
	Section One
	Library Core Values
	100 | Mission Statement
	101 | Customer Service Philosophy
	102 | Library Bill Of Rights
	103 | Intellectual Freedom to Read Statement
	104 | Ten Commandments of Public Service
	105 | Code of Government Ethics

	Section Two
	Library Board
	200 | By-laws of the Library Board

	Section Three
	Library Use
	300 | Appropriate Library Use Policy
	301 | Smoking Policy
	302 | Solicitations for Charity or Support

	Section Four
	Library Services
	400 | Proctoring Services
	401 | Interlibrary Loan Services
	What you should know about Interlibrary Loans
	Interlibrary Loan Circulation Procedures
	Check-In Procedure
	Check-Out Procedure


	402 | Reference Services
	403 | History Room & Genealogical Services
	404 | Volunteer Program
	404.1 | Volunteer Program Application Form

	405 | Outreach Services
	WHAT IS mobilelib?
	WHO CAN BENEFIT FROM mobilelib?
	WHAT SERVICES ARE OFFERED THROUGH mobilelib?


	Section Five
	Library Records
	500 | Patron Registration Policy
	501 | Patron Registration Application
	502 | Library Card Types
	Adult Card
	Young Adult Card
	Juvenile Card
	Non-Resident Card
	Temporary Card
	Green Gold Consortium Card

	503 | Confidentiality of Circulation Records
	504 | Retention & Disposal of Library Records
	General Summary
	Permanent
	Nonpermanent
	Board/Governing Body
	Administrative Files
	Personnel – Employee
	Personnel – Payroll
	Personnel
	Financial
	Building/Equipment
	Library Records
	Reporting


	505 | Capital Assets
	505.1 | Capital Assets Statement
	505.2 | Procedures for Capital Assets
	Capital Asset Additions
	Capital Asset Deletions/Disposals

	505.3 | Annual Physical Inventory of Capital Assets


	Section Six
	Library Materials
	600 | Circulation of Library Materials
	600.1 | Circulation Policy
	600.2 | Circulation Procedures
	Patron without a Library Card:
	Pre-Teens Checking-Out YA Material:

	600.3 | Check-In Library Materials Procedures
	Circulation Desk
	Book Drop
	Shelving
	Stonewall Branch
	Mansfield Library
	Logansport Branch
	Pelican Branch


	600.4 | Periodicals Check-Out Procedures
	600.5 | Periodicals Check-Out Form
	600.6 | Phone Call Renewal Procedures

	601 | Overdue Library Materials
	601.1 | Overdue Notices

	602 | Selection of Library Materials
	602.1 | Collection Development Policy
	General Statements
	Purpose of the Library
	Mission of the Library
	Vision of the Library
	Goals of the Library

	Selection Responsibility
	Selection Criteria:
	Quality
	Balance
	Demand
	Suitability for Age Level
	Durability and Cost

	Selections and Gifts:
	Selections and Weeding:
	Selections of Library Materials Policy
	Patron Comments Regarding Library Materials Policy
	Non-Print Selection Policy
	Privacy Policy
	Confidentiality of Library Records Policy


	602.2 | Challenged Library Materials Procedures
	602.3 | Challenged Library Materials Form
	602.4 | Donations of Library Materials Policy
	602.5 | Donations of Library Materials Form


	Section Seven
	Library Information Technology
	700 | Electronic Resources Policy
	Mission Statement:
	Purpose:
	General Policy:
	General Usage Statements:
	Confidentiality:
	Responsibility of Users:
	User regulations:
	Acceptable uses of library computers for employees and patrons:
	Portable computers:
	Internet safety:
	Internet Disclaimer:
	Display and Dissemination of Sexually Explicit Materials:
	Legal Use:
	Ethical Use:
	Cooperative Use:
	Sanctions:


	701 | Wireless Access Policy
	Wireless Access
	Use of Personal Equipment

	702 | Social Media Policy
	Purpose of Library’s Social Media Sites
	Definitions
	Privacy
	Ownership
	Postings
	Disclaimer


	Section Eight
	Library Facilities
	801 | Library Locations & Information
	Mansfield Main Library
	Logansport Branch Library
	Pelican Branch Library
	Stonewall Branch Library

	802 | Library Holiday Closures
	803 | Service & Emergency Contact Information
	804 | Accessibility
	Accessibility Statement
	Home Delivery Service
	Assistive Technology
	Computer Workstation for our Patrons with Disabilities
	Animals

	805 | Exhibits & Displays (Posting Guidelines)
	806 | Meeting Room Policy
	806.1 | Meeting Room Application

	807 | Book Signing Policy
	808 | Study Room Policy

	Section Nine
	Library Vehicles
	900 | Library Vehicle Policy
	901 | Vehicle Authorization Form
	902 | Seat Belt Usage Policy
	903 | Mileage Reimbursements
	904 | Travel Expense Form

	Section Ten
	Library Safety & Security
	1000 | Guidelines for Building Emergencies
	1001 | Emergency Closing Policy
	1002 | Employee Safety Guidelines
	1003 | Unauthorized Persons Non-Public Areas
	1004 | Verbal Abuse
	1005 | Disruptive Library Patron
	1006 | Sex Offender Policy
	1007 | Inappropriate Patron Conduct towards Staff
	1008 | Child Parent Release Form
	1009 | Unattended Children
	1010 | Active Shooter Procedure
	PROFILE OF AN ACTIVE SHOOTER
	Good practices for coping with an active shooter situation

	HOW TO RESPOND WHEN AN ACTIVE SHOOTER IS IN YOUR VICINITY
	1. Evacuate
	2. Hide out
	Your hiding place should:
	To prevent an active shooter from entering your hiding place:
	If the active shooter is nearby:
	If evacuation and hiding out are not possible:

	3. Take action against the active shooter

	HOW TO RESPOND WHEN LAW ENFORCEMENT ARRIVES
	How to react when law enforcement arrives:
	Information to provide to law enforcement or 911 operator:

	RECOGNIZING POTENTIAL WORKPLACE VIOLENCE

	1011 | Accident Reports – Employee
	1012 | Accident Reports – Customer

	Section Eleven
	Library Financials
	Budgeting
	1100 | Library Board of Control
	1100.1 | Library Board Meetings
	1101.2 | Library Board Quorum
	1101.3 | Library Board Financial
	1101.4 | Library Board and Signing Authority

	1101 | Purchasing & Contracting
	1101.1 | Contract Agreements
	1101.2 | Contract Compliance
	1101.3 | Contract Documentation

	1102 | Employee Salary & Paycheck Practices
	1102.1 | Employee Attendance/Leave Records7F
	1102.2 | Employee Salaries
	1102.3 | Employee Taxes/Contributions
	1102.4 - Employee Terminations8F

	1103 | Travel & Expense Reimbursements
	1103.1 | Travel and Expense Purpose
	1103.2 | Travel and Expense Policies9F
	1103.3 | Travel and Expense Documentation

	1104 | Fraud Prevention
	1105 | Ethics
	1105.1 | Monitoring
	1105.2 | Compliance

	Cash Management
	1110 | Policy Statement for Cash Management
	1111 | Collections
	1111.1 | Cash Handling @ Service Desks
	1111.1.1 | Fines and Fees
	Fax:
	Copies:
	Data Storage:
	Earphones:

	1111.1.2 | Daily Procedures
	Daily Receipt Form Procedures10F
	Daily Receipt Form

	1111.1.3 | Weekly Procedures
	Weekly Receipts Instructions
	Weekly Receipts Form

	1111.1.4 | Reconciliation of Money Collected at Service Desks

	1111.2 | Public Photocopier
	1111.3 | Donations, Gifts and Memorials
	1111.3.1 | Donation, Gifts and Memorial Policy
	1111.3.2 | Donation, Gifts and Memorial Procedures, Donation Form11F
	1111.3.3 | Donation, Gifts and Memorial Donation Form
	1111.3.4 | Donation, Gifts and Memorial Procedures, Routing Slip
	1111.3.5 | Donation, Gifts and Memorial Routing Slip Form


	1112 | Deposits12F
	1112.1 | Deposits Policy Statement
	1112.2 | Deposit Form Procedures
	1112.3 | Deposit Form

	1113 | Disbursements
	1113.1 | Purchasing
	1113.1.1 | Requisition Order System13F
	1113.1.2 | Procedures for Purchasing on Behalf of the DeSoto Parish Library
	1113.1.3 | Request for Purchases Form

	1113.2 | Segregation of Duties14F
	1113.3 | Unused Checks
	1113.4 | Return Checks
	1113.5 | Staff Reimbursements
	1113.6 | Patron Reimbursements
	1113.6.1 | Patron Refund Form

	1113.7 | Payment for Maintenance Work, Form

	1114 | Credit Cards
	1114.1 | Documentation
	1114.2 | Reviewed
	1114.3 | Compliance

	1115 | Account Payables
	Banking
	1120 | Reconciliation
	1120.1 Preparation Procedures
	1120.2 Reviewed Procedures

	1121 | Investments
	1121.1 Introduction
	1121.2 General Policies
	1121.3 Objectives
	1121.4 Responsibility
	1121.5 Guidelines


	Section Twelve
	Library Marketing
	1200 - Public Relations Policy
	Media Contact
	Speaking Engagements
	Promotional Library Materials
	Public Inquiries

	1201 – Guidelines for Public Relations

	Section Thirteen
	Library Furniture & Equipment
	1300 | Capital Assets
	1300.1 | Capital Assets Statement
	1300.2 | Procedures for Capital Assets
	Capital Asset Additions
	Capital Asset Deletions/Disposals

	1300.3 | Annual Physical Inventory of Capital Assets

	1301 | Authorization to Transfer Inventory

	Section Fourteen
	Library Reports
	1400 - Monthly Statics Reports Instructions
	Monthly Count Report:
	Program Log:
	Narrative:

	1401 – Monthly Statics Report Form
	1402 - Guidelines for Reporting Program Attendance
	1403 - Guidelines for Reporting Reference Inquires
	WHAT IS A REFERENCE TRANSACTION OR QUESTION?
	WHAT QUALIFIES AS A REFERENCE QUESTION FOR CIRCULATION STATS?
	WHAT IS A DIRECTIONAL TRANSACTION OR QUESTION?
	WHY KEEP TRACK OF REFERENCE AND DIRECTIONAL TRANSACTIONS?

	1404 - Guidelines for Reporting Patron Visits
	1405 - Guidelines for Reporting Technology Access
	Computer Use (Staff Only)
	Computer Use (Public Only)
	Website Visits
	Wireless Internet Sessions

	1406 – Monthly Statics Report Form (Technology Access)

	Section Fifteen
	Appendix
	Accident Reports – Customer
	Accident Reports – Employee
	Authorization to Transfer Inventory Form
	Challenged Library Materials Form
	Child Parent Release Form
	Customer Refund Form
	Daily Receipts Form
	Donations of Library Materials Form
	Library Registration Application
	Meeting Room Application
	Memorial & Tribute Donation Form
	Memorial & Tribute Routing Slip Form
	Monthly Statics Report Form
	Request for Payment for Maintenance Work
	Request for Purchases Form
	Travel Expense Form
	Vehicle Authorization Form
	Volunteer Program Application Form
	Weekly Deposits Form
	Weekly Receipts Form

	Index
	Notes:

