ABLE Module #2
Financial Management


Library Policies and Procedures Workshop Handout # 12
Financial Procedures Manual
These are suggested items for inclusion in your library’s financial procedures manual.  You will customize it to fit your situation.

1. budget cycle with dates and participants identified for each step.

2. how orders and payments are authorized.

3. who can sign checks.

4. what the bill paying procedure is.

5. what the payroll procedure is.

6. issuing financial reports.

7. designating the auditor and approving the audit.

Additionally the Board will want to adopt policies with regard to:

1. maintaining a reserve

2. permissible investment of library funds

3. audits

4. if there is an endowment, an investment policy

5. trustees benefiting financially from library operations

6. indemnification of trustees and staff

Contact Catherine Way, Chautauqua-Cattaraugus Library System Director, for information on investment and financial policies.
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