ABLE Module #2
Financial Management


Teaching Aid #1

Critical Documents

This teaching aid is for distribution to participants.  Return to the instructor prior to the workshop.


Please locate and review the documents on the following list and answer the question at the bottom of the page.  These documents form the basis for your financial work:

	Library has
	Library does not have
	Date of document
	Work in progress
	

	
	
	
	
	The library’s New York State Registration and Charters

	
	
	
	
	NY State Annual Report

	
	
	
	
	IRS determination letter for Federal tax exempt [501(c)(3)] status

	
	
	
	
	New York State sales tax exemption certificate

	
	
	
	
	By-laws of the Board of Trustees

	
	
	
	
	Written, Board-approved library policies which pertain to money and finance

	
	
	
	
	Personnel policies

	
	
	
	
	Long-Range Plan

	
	
	
	
	Union contract (if applicable)

	
	
	
	
	Most recent audit

	
	
	
	
	Current operating budget

	
	
	
	
	Monthly financial reports


Please bring copies of the following documents and a calculator with you:

· Your library’s most recent NY State Annual Report

· By-laws of the Board of Trustees

· Long-Range Plan

· Most recent audit

· Current operating budget

· Last month’s, or most recent, financial reports

Your library falls into one of the following four types of governance structure.  Refer to www.nysl.nysed.gov/libdev/libs/pltypes.htm for types of libraries and choose the correct one for your library.  If you are not sure, please call your System for help on this point.

_____ Association Library

_____ Municipal Public Library

_____ School District Public Library

_____ Special District Public Library
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