
Mission Statement: 
Placentia Library District inspires, opens minds, innovates, and connects our community. 

District Goals: 
 Strengthen connections and expand community relationships.

 Provide equitable access.

 Adapt to community needs.

 Cultivate thriving collections of resources.

 Provide and promote relevant library services.

 Maintain fiscal responsibility and integrity.

 Support and empower staff.

 Provide an inviting, pleasant, and safe place to explore.

AGENDA DESCRIPTIONS:  The Agenda descriptions are intended to give members of the public notice and a 
general summary of items of business to be transacted or discussed.  The Board may take any action which it deems 
to be appropriate on the Agenda and is not limited in any way by the notice of the recommended action. 

REPORTS AND DOCUMENTATION:  Reports and documentation relating to Agenda items are on file in the 
Administrative Office and the Reference Department of Placentia Library District, and are available for public 
inspection.  A copy of the Agenda packet will be available for use during the Board Meetings.  Any person having 
any question concerning any Agenda item may call the Library Director at 714-528-1925, Extension 200. 

PLEDGE OF ALLEGIANCE Library Board President 

CALL TO ORDER 
1. Call to Order Library Board President 

2. Roll Call Recorder 

3. Adoption of Agenda
This is the opportunity for Board members to delete items from the Agenda, to continue items, to re-order
items, and to make additions pursuant to Government Code Section 54954.2(b).

Presentation: Library Director 
Recommendation: Adopt by Motion 

AGENDA 
PLACENTIA LIBRARY DISTRICT 

BOARD OF TRUSTEES 
BUDGET WORK SESSION 

June 22, 2026 
4:00 p.m. 

History Room 
411 E. Chapman Avenue 

Call-in Number: (669) 900-6833 
Meeting ID: 850 1206 7452  

Password: 046086 
ZOOM Link: meetings.placentialibrary.org 
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PLACENTIA LIBRARY DISTRICT BOARD OF TRUSTEES  

 
TO:  Library Board of Trustees 
 
FROM: Jeanette Contreras, Library Director  
 
SUBJECT: Review and Discuss Amendments for the 2026-2027 Fiscal Year Budget. 
 
DATE:  June 22, 2026 
 
 
BACKGROUND 
Library Director will present the proposed amendments for the 2026-2027 Fiscal Year Budget at the 
meeting with information from the attachments provided. 
 
Attachment A Revenue Budget 
Attachment B Expenditure Budget 
Attachment C Salary Scale 
Attachment D Organizational Chart 
Attachment E Accounting Intern Job Description 
Attachment F Technology Budget  
 
 
RECOMMENDATIONS 
Actions to be determined by the Library Board of Trustees. 
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May 26, 2026  2309 – 9 
 

Placentia Library District 
POLICY MANUAL 

 
POLICY TITLE:  Job Description – Accounting Intern 
POLICY NUMBER:  2311 
 
 
2311.1 The Accounting Intern is a confidential classification under the general direction of the 
Business Manager.  Works directly with the Business Manager.  Performs a wide variety of highly 
responsible, confidential, complex, and varied accounting support the Placentia Library District. 
 The primary responsibility of the Accounting Intern is to support the accounting and 
financial work of the District and to ensure efficient service for its staff. Responsibilities require tact, 
discretion, diplomacy, initiative and independent judgement, as well as knowledge of District 
activities and a strong ability to implement District administrative policies.  
 
Typical Tasks 
 
 2311.1.1 Assist with month-end journal entries to ensure timely financial reporting. 
 
 2311.1.2 Support the preparation of monthly and annual financial reports. 
 
 2311.1.3 Assist with account reconciliations. 
 
 2311.1.4 Analyze financial data and identify discrepancies or variances. 
 
 2311.1.5 Help with audit preparation and ensure compliance with internal controls. 
 
 2311.1.6 Gain exposure to funds, grants, and government accounting. 
  
 2311.1.7 Contribute to administrative tasks, including document retention. 
 
2311.2 Required Qualifications.  Currently enrolled in an accredited college, university, or 
community college with at least sophomore standing or recent completion of a bachelor’s degree 
in the previous six (6) months. A major or degree in accounting, finance, business administration 
or a closely related field is required to be considered. 
 
2311.3 Knowledge, Skills, and Abilities: 
 
 2311.3.1  Basic understanding of government accounting principles (GASB preferred). 
 
 2311.3.2 Familiarity with government financial statements such as Statement of Net 

Position, Statement of Activities, Fund Balance, etc. 
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 2311.3.3  Understanding of budgetary processes in public agencies, including 

appropriations, encumbrances, and expenditure tracking. 
 
 2311.3.4  Knowledge of internal controls, public-sector financial reporting, and audit 

requirements. 
 

2311.3.5 Awareness of procurement processes, grant management, and compliance rules. 
 

2311.3.6 Proficiency in Word, Excel, Outlook, and QuickBooks. 
 
2311.3.7 Accurate data entry and financial recordkeeping. 
 
2311.3.8 Ability to prepare and review financial documents for accuracy and compliance 

with government regulations. 
 
2311.3.9 Strong analytical skills for reviewing budgets, variances, and expenditure reports 
 
2311.3.10 Clear, effective communication skills for working with internal departments, 

vendors, auditors, and the public. 
 
2311.3.11 Strong organizational and time-management skills, especially when working with 

structured deadlines. 
 
2311.3.12 Ability to interpret and apply governmental accounting policies, procedures, and 

regulations. 
 
2311.3.13 Ability to maintain confidentiality of sensitive financial information. 
 
2311.3.14 Ability to work collaboratively with supervisors and team members in a 

compliance-focused environment. 
 
2311.3.15 Ability to adapt to procedural changes, audit requests, and reporting cycles. 
 
2311.3.16 Ability to identify irregularities or discrepancies in financial data and take 

appropriate follow-up action. 
 
2311.3.17 Ability to learn government-specific accounting software and reporting tools 

quickly. 
 

2311.4 Physical Demands: 
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 2311.4.1 The physical demands described here are representative of those that must 
be met by an employee to successfully perform the typical tasks of this job.  Reasonable 
accommodation may be made to enable individuals with disabilities to perform the 
typical tasks. 

 
 2311.4.1.1 Must possess mobility to work in a standard office setting and to 

visit meeting sites. 
 
 2311.4.1.2 Must possess hearing and speech to communicate in person, before 

groups and over the telephone. 
 

2311.4.1.3 The employee is required to sit; use hands to finger, handle, or feel 
objects; twist and reach with hands and arms. 

 
2311.4.1.4 The employee is required to stand; walk; and stoop, kneel, or crouch.  
 
2311.4.1.5 The employee must be able to push or pull carts weighing up to 25 

pounds and have the strength to pick up and carry supplies weighing 
up to twenty pounds. 

 
2311.4.1.6 The employee must be able to see to perform data entry.  Specific 

vision abilities required by this job include close vision, distance 
vision, color vision, peripheral vision, depth perception and the ability 
to adjust focus. 

 
2311.5  Work Environment: 

 
  2311.5.1 The work environment characteristics described here are 

representative of those an employee encounters while performing the 
typical tasks of this job. Reasonable accommodation may be made to 
enable individuals with disabilities to perform the typical tasks. 

 
  2311.5.2 Most work is performed in an office setting, although there may be 

occasional exposure to inclement weather conditions, noise, dust 
and potentially hazardous materials. 

 
 
 




	Item 3 Agenda June 22 2026 - Budget Work Session
	PLACENTIA LIBRARY DISTRICT
	BOARD OF TRUSTEES

	2026-06-22 BOT Budget Work Session Agenda
	Item 5 2026-2027 Budget Amendments
	Item 5 Attachments A-D, F
	Item 5 Attachment E Policy 2311 Job Description Accounting Intern
	POLICY MANUAL




