ABLE Module #2

Financial Management


Module 2:  Financial Management in the Small Public Library

I. The Financial Cycle:  how to plan and manage your financial year
slides 4 to 14
a. Plan:  selecting goals for the year

b. Budget:  estimating income and costs, budget structure, comparisons

c. Operate:  carry out your plan

d. Report:  how are we accountable?

e. Sidebar:  whose job is this, anyway?  The Board, the Treasurer, the Finance Committee, and the Library Manager work together. 

II. Accounting 101:
slide 15
a. Fund accounting
slides 16, 17
b. Cash accounting versus accrual accounting
slides 18, 19, 20
c. Net Assets
slide 21
d. Cash Flow
slides 22, 23
III. Financial Reporting:
 slide 24, 25
a. The budget

b. The monthly report 
slide 26
c. The audit – who needs it and why?
slides 27 to 31
d. Sidebar:  Library registration and charter; Federal nonprofit status, Federal Employer Identification Number, NY State sales tax exemption.
slide 32
IV. Putting it all together:  the library’s financial year    slide 33
a.  Be strategic, think of the whole picture

b. Sidebar:  Fund-raising (this workshop is not about fund-raising, but there are a few things to say) slides 34, 35
c. Sidebar: getting the bookkeeping done
slide 36
V. Financial procedures
slides 37 to 45
a. process for developing and adopting them
slide 37
b. paying bills

slide 38
c. vouchers

slide 39
d. checks

slide 40
e. payroll, documentation of payroll expenses   slides 41, 42
f. bank accounts
slide 43
g. best practices for financial procedures
slides 44, 45
VI. Financial controls for the small library

slides 46 to 52
a. best practices

b. how people steal money

VII. Politics:  how to get the support your library deserves
slides 53 to 59    

a. the politics of getting money

b. when you have to cut the budget

c. reducing expenses

d. salaries and benefits; bargaining units

e. train wrecks:  what can go wrong, may; ways to handle budget disasters
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