
Regular Meeting​
Plattsburgh Public Library 

Board of Trustees 
Tuesday, August 25, 2026 

4:30 PM 
Agenda 

 
I.​ Call to Order 

II.​ Public Forum 
III.​ Approval of Minutes 

A.​ *Minutes from July 28, 2026 Meeting 
IV.​ Director’s Report 
V.​ Committee Reports 

A.​ Finance Committee (Chase) 
1.​ *Approval of Budget Transfer 
2.​ *Approval of Bills 
3.​ Next Finance Committee Meeting: Tuesday, September 15, 

2026, at 4:00 PM (Smart Room) 
B.​ Community Engagement & Development Committee (Rebecca) 
C.​ Policy Committee (Nick) 

VI.​ Old Business 
A.​ Board Member Recruitment 

VII.​ New Business 
A.​ *Approval of Updated Cash Management Policy 
B.​ *Approval of Partial Tentative 2027 Library Budget 

VIII.​ Executive Session 
A.​ *Motion to Enter Executive Session (If Needed) 
B.​ *Motion to Return to Regular Session (If Needed) 
C.​ *Action on Items Discussed in Executive Session (If Needed) 

IX.​ Next Meeting: September 22, 2026, at 4:30 PM 
X.​ *Adjournment 

*Asterisks are items for board action. 

If you are unable to attend this meeting, please contact Ben Carman at (518) 536-7442 or 
carmanb@cityofplattsburgh-ny.gov as soon as possible. 

mailto:carmanb@cityofplattsburgh-ny.gov


Plattsburgh Public Library 
Board of Trustees 

Regular Meeting Minutes 
 Jul 28, 2026 4:30 PM

 
Call to Order 
The meeting was called to order at 4:30 PM by Vice President Elaine Ostry. 
 
Trustees Present 
Seth Silver, Elaine Ostry, Nick Dubay, Barbara Barry, Lori Neuhaus, Allison Heard 
 
Trustees Excused 
Wanda Carroll, Rebecca Fox, Chase Chen 
 
Representatives & Staff Present 
Ben Carman, Library Director 
Sarah Spanburgh, Assistant Library Director 
Betsy Smith, AFSCME Representative 
Jennifer Tallon, Plattsburgh City Council Library Liaison 
 
Public Forum 
Per Betsy Smith union steward, negotiations continue. 
 
Approval of Minutes 
Minutes from the meeting of June 9, 2026  were reviewed and approved pending update to 
attendees with a motion made by Allison Heard and seconded by Lori Neuhaus. Motion 
carried. 
 
Director’s Report 
Library Director Carman submitted a written report. The report was reviewed by the Board. 
Ben highlighted the status of the library’s HVAC - air conditioning is currently working but 
we still need to pursue an entire system update. There are a number of partnerships and 
services he is working on to provide Memory Screening events at the library as well as 
Hispanic Heritage Month events and LGBTQIA2S+ art exhibit in October. Bright Kontor Osei 
will also be doing an exhibit here in the auditorium in October.  
 
July 21 Ben held a volunteer interest group meeting and is building a database of people 
who would like to volunteer at the library. Discussion on adding events such as Michigan 
Fest and local parades which allow tabling that could involve volunteers and board 
members. 
 

https://www.plattsburgh.edu/academics/schools/arts-sciences/art/faculty/osei-bright-kontor.html


Committee Reports 
●​ Finance Committee 

No reports were presented as the chair was not present at the meeting. Sarah, 
assistant library director reported that the Tillson distribution totals $21,378 and 
half will be deposited 7/31. Additionally, the library was named in a trust and Ben is 
contacting the lawyers in charge for the details. 

●​ Approval of Budget Transfers 
There were no budget transfers. 

●​ Approval of Bills 
Bills for July 2026 were presented. A motion to approve the bills was made by 
Nick Dubay and seconded by Barbara Barry. Motion carried. 

●​ Community Engagement & Development Committee​
No update. 

●​ Policy Committee​
No update. 

 
Old Business 

●​ Sarah addressed the question presented at the last meeting regarding the monthly 
statistics report about the difference between visits and unique visitors. Ben also 
clarified we would be seeing a shift in the public wifi sessions due to a change in 
setup.  
 

New Business 
●​ None. 

 
Next Meeting 
The next regular meeting is scheduled for August 25, 2026, at 4:30 PM at the Plattsburgh 
Public Library auditorium. 
 
Adjournment 
A motion to adjourn was made by Allison Heard. The meeting was adjourned at 5:17 PM. 
 
Respectfully submitted by Sarah Spanburgh, Assistant Library Director 
 
 
 



 
Plattsburgh Public Library Director’s Report | August 2026 

Submitted for August 24, 2026 CEFLS Board Meeting 
& August 25, 2026 PPL Board Meeting 

Ben Carman, Plattsburgh Public Library Director 
 
Budget & Finance 

●​ Proposed managers’ budgets are due to City Finance by Friday, September 11. A partial 
tentative budget is attached for board review. 

●​ The City is implementing OpenGov as its new budgeting and financial management 
platform. End-user training was held August 17, covering budget structures, proposal 
submissions, and the budget-development process. 

●​ The Library has been notified it is named as a $5,000 beneficiary in the Cluff Survivor's 
Trust, following the death of settlor Donald W. Cluff on May 21, 2026. Staff requested 
formal trust documentation from the trustees' attorney (July 27); a co-trustee has also 
reached out directly to arrange the transfer. 

●​ The Library was tentatively awarded a $10,000 LSTA grant, with a project funding period 
of 10/01/2026 through 06/30/2027. Final approval is still pending from the Division of the 
Budget and the Office of the State Comptroller. The project will fund a mobile outreach kit 
(tents, tables, chairs, signage), laptops, and Wi-Fi hotspots for digital literacy 
programming, and a portable virtual meeting kit to expand hybrid programming, aiming 
to  extend library services to underserved locations such as senior housing facilities across 
Clinton, Essex, and Franklin counties. 

 
Building & Grounds 

●​ A new projector, screen, and adjustable keyboard/mouse and laptop trays have been 
installed in the auditorium, funded through a $6,000 grant from the Adirondack 
Foundation to enhance program quality and enable program streaming. Cable 
management and final adjustments are ongoing; usage instructions for staff and patrons 
will follow. 

 
Events & Programs 

●​ The 2026 Summer Reading Program ("Unearth a Story!") wrapped up its main events on 
Friday, August 21, 2026 with a Dino Disco Summer Reading Wrap Party, and the 
announcement of the Team Reading Race winner, Team Champlain! 

●​ Sarah set up a pop-up book sale during Lake City Arts Fest on Saturday, 8/22 from 
11am-2pm. Thanks to Regan at CEFLS for her assistance. We raised $162.00. 

 
Strategic Planning 

●​ As our strategic plan includes a Central Library Services Plan, we are awaiting more 
information about CEFLS's strategic plan so that we may align ours. CEFLS's plan is due in 
October; PPL has not yet received a timeline for its release; we had anticipated it would be 
available much earlier in the year as in years past. 

 



 
Usage Statistics 

●​ PPL's digital circulation outpaced system-wide growth across most categories as 
compared to 2025. Libby checkouts increased 22% at PPL (1,111→1,360) vs. 9% 
system-wide; magazine checkouts increased 31% at PPL (429→563) vs. 13% system-wide; 
and Libby patron counts grew 18% at PPL (434→513) vs. 10% system-wide. Kanopy plays 
were roughly flat at PPL (+5%, 58→61) while the system saw a 9% decline (341→311). PPL 
also accounted for 21 of the system's 49 total Comics Plus checkouts, a service launched 
this year. 

 
CEFDA Report 

●​ No updates 
 
Current/Upcoming Events & Programs 

●​ Please see included program calendar for September. 
 
Respectfully submitted by Ben Carman, Library Director 



07/01/2026 Current Month
July-25 MONTH'S PREVIOUS YEAR

Current YTD STATS
Previous YEAR TOTAL

Circulation Stats

Adult Fiction Books Adult Nonfiction Books Adult Audio Books Adult Music CDs Adult DVDs Adult Periodicals

1,191 448 51 0 526 85
1,174 548 62 0 512 59

7,229 3,065 344 0 3,566 447

11,933 5,887 538 0 7,188 729

Large Print Fiction Large Print Nonfiction Adult Objects YA Fiction Books YA Graphic Novels YA Nonfiction Books

188 6 55 141 130 18

172 20 16 118 98 14
1,086 50 207 563 505 129

1,748 160 293 885 773 99

Childrens Fiction Books Children's Picture Books Children's Early 
Readers

Children's Graphic 
Novels

Children's Nonfiction 
Books Children's Biographies

693 769 388 667 326 31

572 746 441 644 369 41
2,839 3,869 2,219 2,872 1,762 158

4,789 6,948 3,982 4,427 3,033 438

Parenting Children's Audio Books Chidlren's DVDs Children's Periodicals Children's Objects

8 5 93

15 5 89 0 11
52 42 758 0 99

83 43 1,128 0 204

EBOOKS EAUDIO BOOKS EMAGAZINES EVIDEO COMICS PLUS HERITAGE QUEST

783 577 563 61 21 4

643 468 429 58 0
4,842 3,965 4,284 438 322 657

7,920 5,675 5,305 918 530 393



Other Stats

Door Count DUE North Borrowing DUE NORTH Lending Smart Room Use Smart Room 
Attendance

Total Meeting Room 
Use

7,660 6 2 30 67 50

7,364 7 0 27 70 30
43,364 43 28 165 514 213

68,352 53 47 253 677 312

OCLC Borrowing Auditorium Use Auditorium 
Attendance

Total Meeting Room 
Attendance

0 20 73 140

0 3 42 112
0 48 386 900

0 59 716 1,393

Computer, Internet & Website Stats

Public Computer Sessions Wireless Sessions Website: Visits Website: Unique Visits Website: Page Views

499 1,203 3,274 4,817 29,281

425 1,627 2,684 4,164 26,365
3,164 6,910 20,927 32,909 194,251

5,192 18,231 29,758 53,080 292,429



 
 

1 
Painted Edges  
Registration  
Required 
5 PM 

2 
Speaker Series 
5:30 PM 

3 
Storytime  
10:30 AM 

4 
Monthly Storytime  
with Mr. Ben  
10:30 AM 

5 

7 
LIBRARY CLOSED 

8 
LIBRARY CLOSES  

AT 5 PM 

9 
Collage Cart Session 
4 PM-6 PM 
 
 

10 
Storytime  
10:30 AM 
 

 

11 
 

12 

14 
Biblio Caf  é: French  
Conversation Group  
3 PM 

15 

Library Time for Adults 
11 AM 
 

 

16 
 

17 
 

18 
 

19 
 

VISIT US AT THE  
BATTLE OF  

PLATTSBURGH! 

21 
 

22 
 

23 
Author Visit  
Carol Hoenig 
5:30 PM 

24 
Storytime  
10:30 AM 
 

Painted Edges  
Registration  
Required 
5 PM 

25 
 

26 
 

28 
Biblio Caf  é: French  
Conversation Group  
3 PM 
 

 
 

29 
 

 

30 
Traveling Book Club 
5:30 PM 

   

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY 

Check out our newsletter for all  
library news, events, and programs at 

www.plattsburghlib.org! 



Ben Carman, Library Director 
19 Oak Street, Plattsburgh, NY 12901 

carmanb@cityofplattsburgh-ny.gov 
(518) 536-7442 

 

 
At a regular meeting of the Plattsburgh Public Library Board of Trustees, held 
August 25, 2026, the following motions were approved:​  

 
●​ Approval of Budget Transfer: 

On a motion by ________________________________, seconded by 
________________________________, to approve the following budget transfers, 
unanimously carried and passed:​  

From To Amount Reason 

Fund Balance Printing & Copying 
(4431) 

$250.00 To cover Children’s Room printer lease for 
remainder of 2026 

 
●​ Approval of Bills: 

On a motion by ________________________________, seconded by 
________________________________, to accept the abstract(s) of bills – claims 
#5465-5496, in the amount of $10,278.50, unanimously carried and passed. 
 

Voting in the affirmative: ALL 
Voting in the negative: NONE 
CARRIED 
CERTIFIED A TRUE COPY 
 
 
_________________________________ 
Ben Carman 
Library Director 
Plattsburgh Public Library​                         Copy to: Richard A. Marks, City Chamberlain 



PPL Abstract of Bills (August 2026) Claims #5465-5496
Code Claim # Vendor Name Object of Expense To Be Encumbered Expended
0-2500 Other Equipment

5465 Amazon AUD/MTG RM TECH 2 OF 2 (ADK FOUND GRANT) PARTIAL $79.99
0-4330 Technical Materials & Supplies

5466 Ingram BOOK INVOICES 7/17-7/22 $494.22
5467 Midwest Tape AV INVOICE 509166551 $23.24
5468 Ingram BOOK INVOICES 7/24 $235.32
5469 Midwest Tape AV INVOICES 7/24-7/31 $279.92
5470 Ingram BOOK INVOICES 7/30-8/2 $714.68
5471 Ingram BOOK INVOICES 8/3 $220.14
5472 CEFLS LOST HOTSPOT $65.00
5473 Ingram BOOK INVOICES 8/7-8/12 $487.67
5474 Midwest Tape AV INVOICES 8/7 $68.22

0-4340 Building & Grounds Supplies
5475 NYSEG JULY NYSEG GAS CHARGES (BLANKET PO) $35.81

0-4350 Office Supplies
5476 Amazon JUL BLDG/OFC SUPPLIES (BK GLUE, BRN DRS, PNT SUP, PRK GLOVES) $134.84
5477 CC Payment JUL OFFICE SUPPLIES (BROCHURES, PARKING STICKERS) $119.79
5478 Staples JUL OFFICE SUPPLIES (LABELS, SHEET PROTECTORS, STAPLERS, STAPLES) $85.68

0-4411 Electricity
5479 City of Plattsburgh ELECTRICITY CHARGES JUN $1,006.77

0-4412 Water
5480 City of Plattsburgh WATER CHARGES JUN $293.20

0-4413 Sewer
5481 City of Plattsburgh SEWER CHARGES JUN $116.26

0-4414 Telephone
5482 SymQuest IT CHARGES AUG $1,944.89
5483 SymQuest ANNUAL FIREWALL $1,791.85

0-4430 Contracted Services
5484 City of Plattsburgh REFUSE CHARGES JUN $36.15
5485 Northern Sanitation RECYCLING JUN $30.87
5486 SOMKMMZ PROFESSIONAL SERVICES $295.50
5487 Johnson Controls ANNUAL FIRE SYSTEM INSPECTION (2 OF 2-MECH RM) $458.96
5488 Civic Plus Social Media Archiving 2026 $261.50

0-4431 Printing & Copying
5489 US Bank Equipment CR PRINTER BALANCE FORWARD + CURRENT PMT $253.07

0-4432 Program Costs
5490 CC Payment BOTTLED WATER $10.00
5491 CC Payment SRP & PROGRAMMING F&B $153.59
5492 Amazon NNYLN DEIB GRANT- GAMES $224.67
5493 Demco INCENTIVES NNYLN GRANT $77.68

0-4451 Repairs to Buildings
5494 Commercial Sales TOILET PAPER DISPENSERS $60.61
5495 Amazon AUG BLDG SUPPLIES (BATHRM AIR FILTERS) $28.99

0-4470 Postage Costs
5496 Pitney Bowes POSTAGE METER LEASE (JUN-SEP) $189.42

TOTALS $0.00 $10,278.50

TOTAL
TOTAL $10,278.50

TO: Richard A. Marks, City Chamberlain

You are hereby authorized to pay to the several claimants and vendors above, listed from
money properly appropriated and which is hereby certified to be available, therefore, the
amounts shown opposite the several names as set forth above, the aggregate of which is
for which claim vouchers were audited and approved by the Plattsburgh Public Library
Board at which such payments were duly authorized, at the meeting held on 8/25/2026

_____________________________________________ ______________________
Rebecca Fox Date
President

_____________________________________________ ______________________
Elaine Ostry Date
Vice President







Plattsburgh Public Library Budget Report 2026  UPDATED 08/17/2026

2026 Library Budget Lines 

Total Library Budget Lines $ 107,400.00 $ 15,545.80 $ 95,729.45 $ 27,216.35 78%

2026 City Budget Lines 

Total City Budget Lines $ 869,645.98 $ -   $ 522,573.73 $ 347,072.25 60%

- EXPENDITURES

- EXPENDITURES

BUDGETED ADJUSTMENTS/
TRANSFERS

ENCUMBERED/
SPENT REMAINING PERCENTAGE SPENT

BUDGETED ADJUSTMENTS/
TRANSFERS

ENCUMBERED/
SPENT REMAINING PERCENTAGE SPENT

0-2200 Office Equipment $ -   $ -  
0-2500 Other Equipment $ 5,000.00 $ 8,000.00 $ 8,458.14 $ 4,541.86 65%
0-3000 Capital Outlay $ -   $ -   $ -   $ -  
0-4330 Technical Materials & Supplies $ 55,000.00 $ 1,495.80 $ 42,724.86 $ 13,770.94 76%
0-4340 Building & Grounds Supplies $ 10,000.00 $ 2,000.00 $ 11,983.01 $ 16.99 100%
0-4350 Office Supplies $ 2,500.00 $ -   $ 2,407.45 $ 92.55 96%
0-4430 Contracted Services $ 21,900.00 $ -   $ 20,527.27 $ 1,372.73 94%
0-4431 Printing & Copying $ 4,000.00 $ 300.00 $ 4,270.19 $ 29.81 99%
0-4432 Program Costs $ 2,000.00 $ 3,750.00 $ 2,430.63 $ 3,319.37 42%
0-4451 Building Repairs $ 3,500.00 $ -   $ 1,646.57 $ 1,853.43 47%
0-4462 Conferences $ 2,000.00 $ -   $ -   $ 2,000.00 0%
0-4470 Postage $ 1,500.00 $ -   $ 1,281.33 $ 218.67 85%

0-4440 Fees for Services $ 1,405.00 $ 1,392.00 $ 13.00 99%
0-4420 Library Liability Insurance $ 23,889.00 $ 19,450.09 $ 4,438.91 81%
0-1100 Regular Payroll $ 504,613.98 $ 301,076.79 $ 203,537.19 60%
0-1200 Overtime Payroll $ 2,500.00 $ 1,869.03 $ 630.97 75%
0-1400 Non-Payroll Compensation $ 6,000.00 $ 6,000.00 $ -   100%
0-4411 Electricity $ 11,250.00 $ 7,512.05 $ 3,737.95 67%
0-4412 Water $ 3,520.00 $ 2,052.40 $ 1,467.60 58%
0-4413 Sewer $ 1,400.00 $ 813.82 $ 586.18 58%
0-4414 Telephone $ 30,000.00 $ 32,445.12 $ (2,445.12) 108%
0-8000 State Retirement Benefits $ 80,799.00 $ 17,365.92 $ 63,433.08 21%
0-8000 Social Security Benefits $ 39,269.00 $ 22,690.88 $ 16,578.12 58%
0-8000 Workers Comp Benefits $ 2,527.00 $ 2,513.88 $ 13.12 99%
0-8000 Disability Benefits $ 404.00 $ 217.25 $ 186.75 54%
0-8000 Health Insurance Benefits $ 156,973.00 $ 106,584.94 $ 50,388.06 68%
0-8000 Cafeteria Plan Benefits $ 100.00 $ 37.18 $ 62.82 37%
0-8000 EAS Benefits $ 367.00 $ 353.38 $ 13.62 96%
0-9000 Debit Services $ 4,629.00 $ 199.00 $ 4,430.00 4%

( )                    ( )               
( )          ( )     ( )          ( )          
( )                    ( )               ( )                    ( )                    
( )        ( )     ( )        ( )        
( )        ( )     ( )        ( )                
( ) ( ) ( ) ( )
( )        ( )               ( )        ( )          
( )          ( )        ( )          ( )                
( )          ( )     ( )          ( )          
( )          ( )               ( )          ( )          
( )          ( )               ( )                    ( )          
( )          ( )               ( )          ( )             

( )          ( )          ( )                
( )        ( )        ( )          
( )      ( )      ( )      
( ) ( ) ( )
( )          ( )          ( )                    
( )        ( )          ( )          
( )          ( )          ( )          
( )          ( )             ( )             
( )        ( )        (          
( )        ( )        ( )        
( )        ( )        ( )        
( )          ( )          ( )                
( )             ( )             ( )             
( )      ( )      ( )        
( )             ( )                ( )                
( )             ( )             ( )                
( )          ( )             ( )          

( )    ( ) ( )      ( )      

( )    ( )             ( )    ( )    

Total Expenditures ( )   ( ) ( )   ( )   $ 977,045.98 $ 15,545.80 $ 618,303.18 $ 374,288.60 62%



Plattsburgh Public Library Budget Report 2026  UPDATED 08/17/2026

2026 Revenue Report

Total Revenue $ 977,046.00 $ -   $ 580,132.03 $ 396,913.97 59%

BUDGETED TRANSFERS RECEIVED TO BE REC'D % RECEIVED
2401 Interest Temporary Investments $ 15,450.00 $ 3,674.90 $ 11,775.10 24%
2404 Special Res Int Temp Inv. $ 7,931.00 $ 810.82 $ 7,120.18 10%
2410 Rental Real Property $ -   $ -   $ -  
2613 Overdue Chargers (Fines & Fees) $ 300.00 $ 235.40 $ 64.60 78%
2650 Sale of Scrap $ -   $ -   $ -  
2655 Minor Sales $ 3,700.00 $ 3,423.47 $ 276.53 93%
2680 Insurance Recovery Propery $ -   $ -   $ -  
2682 Disability Insurance Recoveries $ -   $ -   $ -  
2690 Lost/Damages Property Rmbt. $ 1,500.00 $ 1,063.99 $ 436.01 71%
2701 Refund Prior Year Expense $ -   $ -   $ -  
2705 Gifts & Donations $ 7,000.00 $ 1,766.96 $ 5,233.04 25%
2755 Endowment/Trust Fund Income $ 18,000.00 $ 10,689.00 $ 7,311.00 59%
2760 CEF Library System Grant $ -   $ -   $ -  
2770 Misc. Receipts/Local Grants $ -   $ 6,750.00 $ (6,750.00)
2810 General(Local Share) $ 791,080.00 $ 527,386.48 $ 263,693.52 67%
2882 Capital Reserve Fund $ -   $ -   $ -  
3840 LLSA Library Aid $ 7,828.00 $ 869.80 $ 6,958.20 11%
3841 CLDA Library Aid (CLSA) $ 99,257.00 $ -   $ 99,257.00 0%
3842 State Aid General $ -   $ -   $ -  
4090 Federal USAC-Erate Funds $ 25,000.00 $ 23,461.21 $ 1,538.79 94%

DATE DESCRIPTION REVENUE LINE AMOUNT Transfer to Expenditure Line DATE
3/19/26 SRP Stewarts Local 2770 $750.00 4432 3/31/26
4/15/26 ACF GRANT 2770 $6,000.00 2500 5/6/26

( )        ( )          ( )        
( )          ( )             ( )          
( )                    ( )                    ( )                    
( )             ( )             ( )                
( )                    ( )                    ( )                    
( )          ( )          ( )             
( )                    ( )                    ( )                    
( )                    ( )                    ( )                    
( )          ( )          ( )             
( )                    ( )                    ( )                    
( )          ( )          ( )          
( )        ( )        ( )          
( )                    ( )                    ( )                    
( )                    ( )          (          
( )      ( )      ( )      
( )                    ( )                    ( )                    
( )          ( )             ( )          
( )        ( )                    ( )        
( )                    ( )                    ( )                    
( )        ( )        ( )          

( )    ( )             ( )    ( )    

Direct Deposit Revenue 2026



Page 1 of 2 
Plattsburgh Public Library 
Cash Management Policy DRAFT 
Approved by the Plattsburgh Public Library Board of Trustees XX/XX/XX 
 
Purpose​
This policy establishes guidelines for the accurate, secure handling, reconciliation, and 
deposit of cash received by the Library. 
 
Cash Register Use and Transactions 

●​ Cash payments may only be collected by authorized staff, including administrators, 
librarians, and clerks. Pages and volunteers are not permitted to handle cash except 
during book sales. 

●​ The cash register is programmed with individual staff codes to track all transactions. 
●​ Each transaction must be recorded at the time of payment. 
●​ Receipts are available and will be provided upon patron request. 
●​ Access to register administrative functions, including running Z reports and 

reprogramming, is restricted to the Director and Assistant Director via password 
login. 

●​ The Library will work toward integrating its transaction system with the City’s 
financial system to allow for direct or automated posting of cash transaction 
records. 

 
Patron Account Restrictions 

●​ Patrons with outstanding charges for lost items, or fines from other libraries 
exceeding $10 will not be permitted to check out materials until their account is 
settled. 

●​ Exceptions may be made at the discretion of Librarians, Principal Library Clerk, 
Assistant Director, or Director. 

 
Waiving Charges 

●​ Staff may waive fines from other libraries in the Clinton-Essex-Franklin Library 
System that are under $5. 

●​ Additional adjustments may be made at staff discretion in accordance with Library 
practices. 

●​ All waivers must be documented in the Horizon ILS and a paper printout must be 
generated and signed by the staff member who authorized the waiver. 

 
 

 



Page 2 of 2 
Plattsburgh Public Library 
Cash Management Policy DRAFT 
Approved by the Plattsburgh Public Library Board of Trustees XX/XX/XX 
 
Daily Cash Handling and Reconcilation​
 

●​ At the end of each day, two staff members will count all cash together. The librarian 
on duty will complete and sign a cash count slip, compare totals to the register Z 
report, note discrepancies, place cash in a bag, and secure it in the safe. 

●​ Z report numbers are verified to be in sequential order during daily reconciliation to 
ensure no reports have been missed or deleted. 

●​ The following business day, the Assistant Director or Director will perform a second 
count, investigate and clear any discrepancies, sign off, and transfer funds to the 
deposit bag. 

●​ Each morning, the Assistant Director or Director retrieves the cash bags from the 
safe, counts and verifies the previous night’s totals, signs the daily cash receipt, and 
distributes copies to the staff members who previously had custody. Any 
discrepancies are noted on the receipt. 

●​ On Mondays, the cash from both Friday and Saturday will be counted and receipts 
issued to the previous holders of the cash. 

●​ When cash has been secured over a weekend or holiday, the Assistant Director or 
Director will count all accumulated cash on the next business day and document 
any discrepancies before transferring funds to the deposit bag. 

●​ Administration will compare cash counts, Z reports, and system reports prior to 
deposit. 

 
 
Cash Drawer Setup​​ ​ ​  

●​ A designated staff member prepares the drawer with a standard starting amount of 
$50. 

●​ A change bag and backup bag are each maintained with $50 as needed. 
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Plattsburgh Public Library 
Cash Management Policy DRAFT 
Approved by the Plattsburgh Public Library Board of Trustees XX/XX/XX 
 
Safeguarding of Cash 

●​ Cash drawers are secured and accessible only via staff login. 
●​ Only one staff member may use the register at a time. 
●​ Safes are restricted to authorized personnel. 
●​ Safe combinations are changed when an employee with safe access leaves or is 

terminated, or following any security incident. 
●​ Personal funds must not be commingled. 
●​ In the event of a theft or robbery, staff must report the incident immediately to the 

Director, or to the Assistant Director in the Director’s absence, and to the City 
Finance Office. 

 
Overages and Shortages 

●​ Discrepancies must be documented. 
●​ Shortages under $10 are documented but require no further action beyond 

reconciliation attempts. 
●​ Shortages of $10 or more will be investigated jointly by the Assistant Director and 

Director. If a reasonable reconciliation cannot be made, the matter will be escalated 
to the City Finance Office and, if warranted, law enforcement. 

●​ Overages are added to donations biweekly after the biweekly deposit is prepared. 
 
Deposit and Reconciliation Procedures 

●​ Deposits are prepared biweekly or more frequently at the Director’s discretion. 
●​ The Assistant Director prepares deposits; the Director verifies and signs. 
●​ Reconciliation includes comparison of cash, reports, and records. 
●​ Deposits are delivered to the City Finance Office by the Assistant Director or Director 

 
Submission to City Finance Office 

●​ Deposits submitted to the City Finance Office include a signed receipt of cash 
deposits with tender breakdown and any other relevant reports. 

●​ The City Finance Office recounts the deposit and issues a receipt, which is retained 
for the Library’s records. 
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Plattsburgh Public Library 
Cash Management Policy DRAFT 
Approved by the Plattsburgh Public Library Board of Trustees XX/XX/XX 
 
Petty Cash 

●​ The petty cash fund is maintained at $50. 
●​ When petty cash is used, it is logged, receipts are saved, and receipts are submitted 

with reports. 
●​ The Assistant Director and Director serve as joint custodians of the petty cash fund. 
●​ When the fund is depleted or nearly depleted, the custodians will prepare a 

replenishment request supported by receipts and logs. 
●​ The petty cash fund is reviewed quarterly by the City Finance Office. 

 
Compliance 
All staff are expected to follow the procedures outlined in this policy. Failure to comply may 
result in disciplinary action in accordance with Library personnel policies. 
 
Policy Review 
This policy will be reviewed at least every five years and updated as needed, or earlier if 
required by law or significant operational changes. 
 
Adoption 
This policy shall take effect upon adoption by the Plattsburgh Public Library Board of 
Trustees and shall remain in effect until amended or rescinded by the Board. 
 
 

 



Plattsburgh Public Library Tentative Budget 2027

Library Budget Lines - EXPENDITURES

2025 BUDGETED 2025 ACTUAL 2025 YTD ACTUAL 2026 BUDGETED 2026 ACTUAL 2026 YTD ACTUAL 2027 PROPOSED
0-2200 Office Equipment ($ -  )                    ($ -  )                    ($ -  )                    ($ -  )                    ($ -  )               ($ -  )                    ($ 2,000.00)           
0-2500 Other Equipment ($ 2,000.00)           ($ 17,180.00)         ($ 15,180.05)         ($ 5,000.00)           ($ 13,000.00)    ($ 7,727.69)           ($ 3,000.00)           
0-3000 Capital Outlay ($ -  )                    ($ 68,496.00)         ($ 68,496.00)         ($ -  )                    ($ -  )               ($ -  )                    ($ -  )                    
0-4330 Technical Materials & Supplies ($ 55,000.00)         ($ 47,134.00)         ($ 41,363.86)         ($ 55,000.00)         ($ 55,000.00)    ($ 32,105.71)         ($ 55,000.00)         
0-4340 Building & Grounds Supplies ($ 10,000.00)         ($ 13,580.00)         ($ 14,020.59)         ($ 10,000.00)         ($ 12,000.00)    ($ 11,983.01)         ($ 5,000.00)           
0-4350 Office Supplies ($ 2,000.00)           ($ 3,000.00)           ($ 2,918.43)           ($ 2,500.00)           ($ 2,500.00)      ($ 2,310.08)           ($ 3,000.00)           
0-4430 Contracted Services ($ 37,500.00)         ($ 43,656.00)         ($ 44,622.07)         ($ 21,900.00)         ($ 21,900.00)    ($ 19,741.94)         ($ 25,000.00)         
0-4431 Printing & Copying ($ 4,000.00)           ($ 4,868.00)           ($ 4,606.61)           ($ 4,000.00)           ($ 4,300.00)      ($ 4,270.19)           ($ 4,500.00)           
0-4432 Program Costs ($ 2,000.00)           ($ 2,750.00)           ($ 2,644.38)           ($ 2,000.00)           ($ 5,750.00)      ($ 2,305.13)           ($ 2,000.00)           
0-4451 Building Repairs ($ 3,500.00)           ($ 18,100.00)         ($ 3,419.45)           ($ 3,500.00)           ($ 3,500.00)      ($ 783.09)              ($ 3,500.00)           
0-4462 Conferences ($ 1,000.00)           ($ 3,000.00)           ($ 2,675.82)           ($ 2,000.00)           ($ 2,000.00)      ($ -  )                    ($ 2,000.00)           
0-4470 Postage ($ 1,500.00)           ($ 1,500.00)           ($ 1,408.22)           ($ 1,500.00)           ($ 1,500.00)      ($ 1,007.06)           ($ 1,500.00)           

Total Library Budget Lines ($ 118,500.00)    ($ 223,264.00)    ($ 201,355.48)    ($ 107,400.00)    ($ 121,450.00) ($ 82,233.90)      ($ 106,500.00)    

City Budget Lines - EXPENDITURES

2025 BUDGETED 2025 ACTUAL 2025 YTD ACTUAL 2026 BUDGETED 2026 ACTUAL 2026 YTD ACTUAL 2027 PROPOSED
0-4440 Fees for Services ($ 1,325.00)           ($ 1,325.00)           ($ 1,325.00)           ($ 1,405.00)           ($ 1,405.00)      ($ 1,325.71)           
0-4420 Library Liability Insurance ($ 15,794.00)         ($ 15,794.00)         ($ 13,864.28)         ($ 23,889.00)         ($ 23,889.00)    ($ 19,382.66)         
0-1100 Regular Payroll ($ 492,500.00)      ($ 492,500.00)      ($ 463,712.92)      ($ 504,614.00)      ($ 504,614.00) ($ 301,076.79)      ($ 568,000.00)      
0-1200 Overtime Payroll ($ 2,000.00)           ($ 2,000.00)           ($ 3,664.49)           ($ 2,500.00)           ($ 2,500.00)      ($ 1,869.03)           ($ 2,500.00)           
0-1400 Non-Payroll Compensation ($ 600.00)              ($ 6,000.00)           ($ 6,000.00)           ($ 6,000.00)           ($ 6,000.00)      ($ 6,000.00)           ($ 6,000.00)           
0-4411 Electricity ($ 10,500.00)         ($ 10,500.00)         ($ 10,289.72)         ($ 11,250.00)         ($ 11,250.00)    ($ 7,512.05)           ($ 19,250.00)         
0-4412 Water ($ 2,800.00)           ($ 2,800.00)           ($ 3,518.40)           ($ 3,520.00)           ($ 3,520.00)      ($ 2,052.40)           ($ 3,520.00)           
0-4413 Sewer ($ 1,480.00)           ($ 1,480.00)           ($ 1,395.12)           ($ 1,400.00)           ($ 1,400.00)      ($ 813.82)              ($ 1,400.00)           
0-4414 Telephone ($ 33,305.00)         ($ 33,305.00)         ($ 36,548.12)         ($ 30,000.00)         ($ 30,000.00)    ($ 32,445.12)         ($ 35,000.00)         
0-8000 State Retirement Benefits ($ 74,829.00)         ($ 74,829.00)         ($ 68,146.87)         ($ 80,799.00)         ($ 80,799.00)    ($ 17,365.92)         
0-8000 Social Security Benefits ($ 41,011.00)         ($ 41,011.00)         ($ 34,700.80)         ($ 39,269.00)         ($ 39,269.00)    ($ 22,690.88)         
0-8000 Workers Comp Benefits ($ 2,686.00)           ($ 2,686.00)           ($ 2,603.86)           ($ 2,527.00)           ($ 2,527.00)      ($ 2,513.88)           
0-8000 Disability Benefits ($ 500.00)              ($ 500.00)              ($ 453.59)              ($ 404.00)              ($ 404.00)         ($ 217.25)              
0-8000 Health Insurance Benefits ($ 161,417.00)      ($ 161,417.00)      ($ 159,578.36)      ($ 156,973.00)      ($ 156,973.00) ($ 106,584.94)      
0-8000 Cafeteria Plan Benefits ($ 100.00)              ($ 100.00)              ($ 68.99)                ($ 100.00)              ($ 100.00)         ($ 37.18)                
0-8000 EAS Benefits ($ 344.00)              ($ 344.00)              ($ 372.54)              ($ 367.00)              ($ 367.00)         ($ 353.38)              
0-9000 Debit Services ($ 4,714.00)           ($ 4,714.00)           ($ 4,714.00)           ($ 4,629.00)           ($ 4,629.00)      ($ 199.00)              

Total City Budget Lines ($ 845,905.00)    ($ 851,305.00)    ($ 810,957.06)    ($ 869,646.00)    ($ 869,646.00) ($ 522,440.01)    ($ 635,670.00)    

Total Expenditures ($ 977,046.00)   ($ 991,096.00) ($ 742,170.00)   



Plattsburgh Public Library Tentative Budget 2027

Revenue Report

2025 BUDGETED 2025 ACTUAL 2025 YTD ACTUAL 2026 BUDGETED 2026 ACTUAL 2026 YTD ACTUAL 2027 PROPOSED
2401 Interest Temporary Investments ($ 15,450.00)         ($ 15,450.00)         ($ 9,813.10)           ($ 15,450.00)         ($ 15,450.00)    ($ 3,674.90)           
2404 Special Res Int Temp Inv. ($ 7,931.00)           ($ 7,931.00)           ($ 2,051.98)           ($ 7,931.00)           ($ 7,931.00)      ($ 810.82)              
2410 Rental Real Property ($ -  )                    ($ -  )                    ($ -  )                    ($ -  )                    ($ -  )                    
2613 Overdue Chargers (Fines & Fees) ($ 200.00)              ($ 200.00)              ($ 211.30)              ($ 300.00)              ($ 300.00)         ($ 235.40)              ($ 300.00)              
2650 Sale of Scrap ($ -  )                    ($ -  )                    ($ -  )                    ($ -  )                    ($ -  )               ($ -  )                    
2655 Minor Sales ($ 3,000.00)           ($ 3,000.00)           ($ 5,618.64)           ($ 3,700.00)           ($ 3,700.00)      ($ 3,423.47)           ($ 4,000.00)           
2680 Insurance Recovery Propery ($ -  )                    ($ -  )                    ($ 4,392.95)           ($ -  )                    ($ -  )               ($ -  )                    
2682 Disability Insurance Recoveries ($ -  )                    ($ -  )                    ($ -  )                    ($ -  )                    ($ -  )               ($ -  )                    
2690 Lost/Damages Property Rmbt. ($ 1,000.00)           ($ 1,000.00)           ($ 1,519.89)           ($ 1,500.00)           ($ 1,500.00)      ($ 1,063.99)           ($ 1,500.00)           
2701 Refund Prior Year Expense ($ -  )                    ($ -  )                    ($ 50.00)                ($ -  )                    ($ -  )               ($ -  )                    
2705 Gifts & Donations ($ 4,500.00)           ($ 4,500.00)           ($ 8,585.72)           ($ 7,000.00)           ($ 7,000.00)      ($ 1,766.96)           ($ 5,000.00)           
2755 Endowment/Trust Fund Income ($ 18,000.00)         ($ 18,000.00)         ($ 18,790.00)         ($ 18,000.00)         ($ 18,000.00)    ($ 10,689.00)         ($ 20,000.00)         
2760 CEF Library System Grant ($ 200.00)              ($ -  )                    ($ 200.00)              ($ -  )                    ($ -  )               ($ -  )                    ($ 200.00)              
2770 Misc. Receipts/Local Grants ($ 750.00)              ($ 750.00)              ($ 1,601.05)           ($ -  )                    ($ -  )               ($ 6,750.00)           ($ -  )                    
2810 General(Local Share) ($ 789,644.00)      ($ 789,664.00)      ($ 789,663.84)      ($ 791,080.00)      ($ 791,080.00) ($ 527,386.48)      
2882 Capital Reserve Fund ($ -  )                    ($ 68,496.00)         ($ 68,496.00)         ($ -  )                    ($ -  )               ($ -  )                    
3840 LLSA Library Aid ($ 8,500.00)           ($ 8,500.00)           ($ 8,678.12)           ($ 7,828.00)           ($ 7,828.00)      ($ 869.80)              ($ 8,500.00)           
3841 CLDA Library Aid (CLSA) ($ 97,257.00)         ($ 97,257.00)         ($ 100,000.00)      ($ 99,257.00)         ($ 99,257.00)    ($ -  )                    ($ 100,000.00)      
3842 State Aid General ($ -  )                    ($ -  )                    ($ -  )                    ($ -  )                    ($ -  )               ($ -  )                    ($ -  )                    
4090 Federal USAC-Erate Funds ($ 24,103.00)         ($ 24,103.00)         ($ 37,593.65)         ($ 25,000.00)         ($ 25,000.00)    ($ 23,461.21)         ($ 20,000.00)         

Total Revenue ($ 970,535.00)    ($ 1,038,851.00) ($ 1,057,266.24) ($ 977,046.00)    ($ 977,046.00) ($ 580,132.03)    ($ 159,500.00)    


