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PURPOSE: For various functions and supplies, library personnel may find it most suitable to visit a 
local store and purchase the product.  To accommodate this need Credit Cards assigned to Emergency 
Purchase Orders are used.    
 
AVAILABLE CARDS: 
 
 Credit Cards: 

♦ Best Buy (1 Available Card) 
♦ Hobby Lobby (2 Available Cards) 
♦ Office Depot (2 Available Cards) 
♦ Staples (1 Available Card) 
♦ Target (2 Available Cards) 
♦ Walmart (4 Available Cards) 

 Informational Cards: 
These cards provide information such as Sales Tax Exemption or Library Discounts.  They are 
not credit cards, so purchases from these organizations must be made with petty cash or on 
personal money which shall require a reimbursement to the MLS employee who made the 
purchase. 
♦ Michael’s  (1 Available Card) 
 

PROCEDURE: 
1. After approval from the appropriate agency manager, please request a card to be sent to the 

agency through e-mail (See Appendix A) or by phone: 
a. Accounts Payable Technician   Phone:  606.3798 
b. Accounting Technician   Phone:  606.3797 
c. Business Manager   Phone:  606.3796 

2. Indicate the number of Purchase Orders you believe you will needed.  At least one Purchase 
Order will be assigned to you with the card.   

 
To estimate the number of purchase orders, determine the products to be charged and whether 
separate accounts will be used to expense the items  (i.e., supplies  and programming)  A 
Purchase Order will be needed for each account.  Also, if you will be making purchases from 
more than one store or on multiple days, you will need a purchase order for each.  The Business 
Office will assign the number of anticipated Purchase Orders to the card.  The Purchase Order 
should be given to the store and will be reported on the Credit Card Statement.   
 
If you need additional Purchase Orders, please call before making the additional purchase and 
an additional number shall be assigned to you.  If the business office is not available, use the 
original purchase order with an Alpha behind it so the business office may match the order. 
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3. The Business Office shall assign a Credit Card to the requesting person and a PO(s).  This 
assignment is recorded in both the Emergency Purchase Order Book and the MLS Charge Card 
Distribution Record.   

4. Both the Card and the slip indicating the Purchase Order Number along with the return by date 
shall be placed in a sealed envelope and sent via the Money Bags. 

5. When making the purchase please remind the cashier that MLS is a “tax-exempt” organization 
before they begin recording the purchase.  The cashier should also be provided  the Purchase 
Order Number. 

6. After the transaction is concluded, complete the appropriate RFP(s).  On the bottom of the RFP 
is a line indicating “Purchase Order No”.  Record the assigned Purchase Order Number  or the 
Amended Purchase Order Number used during the transaction to this line.  Indicate the date 
purchased on the “Date Ordered” line.   See Appendix B. 

 
Complete the number of RFP(s) to match the number of separate Purchase Orders used.  As 
customary, the Signature of Department or Branch Manager must be on each RFP and on each 
register receipt.  The original register receipt should be placed with the RFP(s) and sent to the 
Business Office as soon as possible. 
 

7.  If a delay is expected with the RFP, return the Credit Card in the money bag and indicate the 
amount of the purchase made on a slip of paper.  This allows the Business Office to record the 
expenditure temporarily with the amount and account used. 

 
8. Once the card is returned to the Business Office, the person accepting the card shall note on the 

MLS Charge Cards Distribution Record the date of Return.  If a RFP and receipt are submitted 
with the card the Emergency Purchase Order book shall be noted with the amount and RFP 
received date.  If only an amount is sent with the returned card, the amount shall be noted upon 
receipt.  When the RFP is returned, the RFP Received Date shall be noted in the Emergency 
Purchase Order Book.   
 

9. Once the RFP and Receipt are returned, they will be presented to the Purchasing Officer for 
approval followed by an update to the Emergency Purchase Order.  Issuance of checks for the 
purchase shall be made in the customary fashion. 
 

QUALITY CONTROL: 
 
1. The Business Office shall frequently monitor the MLS Charge Cards Distribution Record to insure 

cards are returned in a timely manner.  If one is overdue, the Agency Manager and the 
Requesting Employee shall be contacted. 
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2. The Business Office shall monitor the Emergency Purchase Order Book to insure RFPs and 
receipts are received to all Purchase Orders issued. 

3. The Business Office shall monitor the monthly statements from the various vendors.  Utilizing 
the MLSAP Vendor Activity Report the statement shall be reviewed for status of purchases along 
with late fees assessed.  Once reviewed, contact shall be made with the various agencies to 
complete unfinished transactions.  This typically is done by copying the section of the credit card 
and requesting that a RFP and Invoice/Receipt be submitted.  E-mail may also be utilized.  It is 
most urgent that RFPs be submitted timely as delinquency fees and/or will be assessed for as 
little as one day late. 
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APPENDIX A: 
 
Current Personnel Responsible for Credit Card Issuance (as of July 10, 2012) 
 
Accounts Payable Technician 
 Jeffery Mullins  e-mail:  jmullins@metrolibrary.org phone:  606.3798 
 
Accounting Technician 
 Denise Ryan  e-mail: dryan@metrolibrary.org  phone:  606.3797 
 
Business Manager 
 Laurie Mack-Clark e-mail: lclark@metrolibrary.org  phone:  606.3796 

mailto:jmullins@metrolibrary.org
mailto:dryan@metrolibrary.org
mailto:lclark@metrolibrary.org
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APPENDIX B: 
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