[LIBRARY LOGO OR NAME]
Fines, Fees, Charges, and Refunds Policy
Purpose
This policy governs how [LIBRARY NAME] assesses, collects, adjusts, and refunds money related to library use, including fines, fees, service charges, replacement charges, and refunds.
Library borrowing is a public privilege conditioned upon compliance with library rules. Charges assessed under this policy arise from a patron’s agreement to follow those rules.
Definitions
· Fines: Charges related to overdue materials, if applicable.
· Fees and Service Charges: Charges for optional services, materials, or facility use.
· Replacement Charges: Charges assessed when library materials are lost or damaged.
· Refund: A financial transaction that returns money to a patron because a charge was incorrectly assessed or processed, or because the Board has authorized a limited discretionary refund category.
How Charges Are Communicated
The library will clearly communicate all fines, fees, service charges, and replacement charges through one or more of the following:
· The library’s website
· Posted fee schedules at service desks
· Printed handouts available to patrons
· Facility use agreements
· Program registration materials
The library will apply all charges consistently as published.
[POLICY NOTES: Identify where the official fee schedule is maintained and how updates are approved and published.]
Types of Charges
Overdue Fines
[POLICY NOTES: State whether the library charges overdue fines. If yes, list the fine rate, maximum fine per item, maximum total fines, and whether any materials are exempt.]
Fine Free 
[POLICY NOTES: Optional section. If applicable, describe the fine-free model used. State whether overdue fines are eliminated entirely or partially, and whether replacement costs still apply.]
Lost or Damaged Materials
The library may assess charges for:
· Replacement cost of the item
· A processing fee of $[AMOUNT], if adopted
[POLICY NOTES: Describe how replacement cost is determined. State whether processing fees apply and the amount.]
Service Charges
The library may charge fees for optional services and materials, including but not limited to printing, copying, faxing, scanning, 3D printing, room rental, program registration, or merchandise offered at cost.
[POLICY NOTES: List all local service charges and the amount for each. Include any limits or conditions.]
Room Use and Program Fees
If the library charges for room use or programs, the fee amount and any cancellation terms will be clearly stated in the applicable agreement or registration materials.
[POLICY NOTES: Reference any Facility Use Policy or program agreement and summarize refund eligibility, if applicable. If no fees exist for room use, remove this section.]
Methods of Payment
The library accepts payment for fines, fees, and charges through approved payment methods.
[POLICY NOTES: List all accepted forms of payment, such as cash, check, credit card, debit card, online payment portal, replacement copies, or other approved methods.]
The library reserves the right to refuse forms of payment not listed in this policy.
Returned or Failed Payments
If a check is returned or an electronic payment fails:
· The patron remains responsible for the original amount owed.
· The library may assess a returned payment fee of $[AMOUNT].
· Borrowing privileges may be limited until the balance is resolved.
[POLICY NOTES: State the returned check or failed payment fee, if any. If the library does not have a returned payment amount, remove that wording from the policy.]
Suspension of Borrowing Privileges
Borrowing privileges may be limited when an unpaid balance reaches $5. Privileges may be restored when the account is brought into compliance consistent with local rules.
[POLICY NOTES: Define the threshold.]
Minors
Library cards for minors are issued under a parent or guardian’s responsibility as part of the library’s registration process. By registering a minor for a library card, the parent or guardian accepts responsibility for charges assessed on that account under this policy, consistent with applicable New York law.
[POLICY NOTES: Confirm that the minor registration form includes a parent or guardian acknowledgment of responsibility.]
Confidentiality of Patron Financial Records
Records relating to a patron’s library account, including fines, fees, replacement charges, payments, disputes, and refunds, are confidential library records under CPLR 4509. These records will be handled in accordance with the library’s Confidentiality of Library Records Policy.
Waivers and Adjustments
Waivers for Library Error
The library may forgive charges when a charge was incorrectly assessed due to a library error. Staff must document the reason for any waiver.
Waivers for Financial Hardship
The library may forgive charges, either partially or in full, in situations of financial hardship using consistent, non-discriminatory criteria.
[POLICY NOTES: Define hardship criteria in general terms. Identify who may approve hardship waivers and any maximum limits.]
Amnesty Programs
[POLICY NOTES: If authorized by the Board, the library may implement limited-time amnesty or forgiveness programs. Such programs must be applied consistently according to the approved terms. Describe approval authority and scope if used.]
Review of Charges
A patron who believes a charge was assessed in error may submit a written request for review to the Library Director or designee.
The request should include:
· Patron name and contact information
· Description of the disputed charge
· Any supporting documentation
The Director or designee will review the request and provide a written response within a reasonable timeframe. 
[POLICY NOTES: Confirm whether Board review is available and identify response time expectations.]
Refunds
Refunds are financial transactions and must be processed through the library’s financial system. Refunds must be issued outside of the Integrated Library System. The Integrated Library System may be used for documentation purposes, but is not the mechanism for issuing refunds.
Refunds are issued to correct an incorrectly assessed or processed charge, or when the Board has authorized a specific discretionary refund category.
Refunds for Library-Error Charges
If a patron paid money because the library incorrectly assessed or processed a charge, the library will issue a refund to correct the improperly assessed charge.
Time limits do not apply to documented library-error corrections.
Examples include:
· An item returned but not checked in
· An item mis-shelved by staff
· A duplicate or incorrect payment entry
Refunds for Lost-and-Paid Materials Found Later
[POLICY NOTES: Choose one option and apply consistently.]
Option A: No refunds for patron-found items
Once a lost item has been paid for, no refund will be issued if the patron later locates the item.
Option B: Refunds within a defined window
The library may issue a refund if:
· The item is returned within [X] days of payment
· The item is in acceptable condition
· The original payment can be verified
Refunds in this category are a Board-authorized discretionary benefit and must follow the defined conditions.
Refunds Not Issued
Refunds will not be issued for charges properly assessed under this policy unless specifically authorized above.
Documentation Requirements for Refunds
All refunds must be supported by documentation and recorded in the library’s financial records. Documentation must include:
· Patron name and identifier
· Date of original payment
· Amount paid
· Reason for refund
· Approval by authorized staff role
· Refund method
These records are confidential under CPLR 4509 and will be treated under the library’s Confidentiality of Library Records Policy.
[POLICY NOTES: The library must confirm it maintains an up-to-date Confidentiality of Library Records Policy. This is a required policy under New York State regulations.]
Record Retention
Financial records related to fines, fees, charges, waivers, disputes, and refunds will be retained in accordance with the library’s Records Retention and Disposition Schedule.
[POLICY NOTES: All libraries must maintain a Records Retention Policy consistent with New York State requirements. Confirm that this policy is current and adopted.]
Write-Off of Uncollectible Accounts
The Board may authorize periodic write-off of uncollectible balances for accounting purposes. Write-off does not automatically restore borrowing privileges unless local rules specify otherwise.
[POLICY NOTES: Define frequency and approval authority for write-offs.]
Approved by [INSERT LIBRARY NAME] Board of Trustees on [DATE]


Sample Refund Authorization Form 
(NOT PART OF POLICY)
[INSERT LIBRARY NAME]
Refund Authorization Form
Patron Information
· Name: ______________________________
· Library Card Number or Identifier: ______________________________
· Contact Information: ______________________________
Original Payment
· Date Paid: ____ / ____ / ______
· Amount Paid: $____________
· Payment Method: ☐ Cash ☐ Check ☐ Credit or Debit ☐ Other: __________
· Receipt Number, if available: ______________________________
· Description of Charge: ______________________________
Refund Category
· ☐ Library-Error Correction
· ☐ Board-Authorized Discretionary Refund for Patron-Found Item
Reason for Refund


Documentation Attached
· ☐ Proof of payment
· ☐ Account notes
· ☐ Incident documentation
· ☐ Other: ______________________________
Approval
· Approved By (Role): ______________________________
· Signature: ______________________________
· Date: ____ / ____ / ______
Processing
· Refund Method: ☐ Cash ☐ Check ☐ Credit or Debit Reversal ☐ Other: __________
· Processed By (Role): ______________________________
· Date Processed: ____ / ____ / ______
· Financial System Reference Number: ______________________________
Confidentiality Notice: This form and all supporting documentation are confidential library records under CPLR 4509 and will be handled in accordance with the library’s Confidentiality of Library Records Policy.
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