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Presentation Notes
This PPT is a component of the Introduction to How to do Library Bookkeeping. This short presentation is an overview of bookkeeping and accounting. It covers the State Board of Accounts required forms. And includes the use of the ledger and journal. The basis for how to do bookkeeping is the ledger where transactions are recorded and an account of appropriation balances are found.
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 Bookkeepers
◦ Maintain copies of invoices/receipts
◦ Copies of checks and bank statements
◦ Record dates and amounts of transactions
◦ Expenses and loss transactions

 Accountants
◦ Report economic activity
 Measure, record, interpret and communicate
◦ Prepare financial statements
◦ Summarizes the day-to day activities recorded by 

bookkeeper
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Presentation Notes
To begin, what are the differences between a bookkeeper and an accountant? In a larger library there may be an accountant/bookkeeper on staff; they may hold the position of treasurer as a paid position or a library board member may hold the position of treasurer. Accountants and bookkeepers have different duties and responsibilities. The director cannot be treasurer but may be the bookkeeper in a smaller library. The focus of this presentation is on bookkeeper responsibilities.



 Cash
◦ Transactions occur when cash exchanged

 Accrual
◦ Reports income when earned and expenses when 

incurred
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There are different ways of accounting for transactions: the cash and accrual method. Public libraries in Indiana account for transactions on the cash basis. Again in larger libraries they may use the modified accrual or accrual method of accounting.  Remember, cash basis accounting simplifies the accounting process by eliminating the need for payables and receivables however this simplification tends to distort the amount of resources that an organization truly has available. Therefore, libraries should exercise a great deal of care not to overspend resources by failing to consider unpaid invoices.



 Process funds due to vendors
 Supported by itemized invoice
 Presented to library board for allowance

 Signed by treasurer of library board
 Filed numerically
 Maintained with applicable accounts payable 

voucher
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The accounts payable voucher is used by libraries to process funds due to vendors. The library board treasurer, signs off on the allowances on the accounts payable voucher Warrants for the most part are no longer used in public libraries. The warrant is intermediary process to allow payment for an expenditure. An important internal control is to have the treasurer authorize payments. The treasurer is authorized to sign checks and is bonded for this liability. Be sure to read Chapter 2 regarding Library Board of Trustees in State Board of Accounts Manual for Public Library Accounting.
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The library is responsible for keeping an account of daily desk collections. There is a form for this. This includes cash on hand, the beginning balance in the cash register and change machine. This is generally reconciled before the library opens each day. That is the desk collections from the previous day are reported and properly filed; cash that needs to be deposited in the bank is done on that day. The smaller libraries may not have enough money to deposit to justify a daily trip to the bank. IC 5-13-6-1 states the following are not required to deposit funds on the business day following receipt if funds on hand do not exceed $500, in this case a political subdivision i.e. Public Library.



 Balance beginning of day including cash 
change fund

 Cash Change Fund in accordance with IC 36-
1-8-2

 Receipts deposited daily IC 5-13-6-1
 Receipts posted to Financial Appropriation 

Record each time deposit made
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Receipts and desk collections are recorded in the ledger.




 Contains the transactions of all the funds
 Cash receipt journal and Cash disbursements 

journal
◦ Detail activity of most active accounts
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Beneficial to manually verify the beginning balances match the prior year’s ending balances.
Ledger contains the transactions of all the funds. For example, Library Financial and Appropriation Record (Library Form 1) should be totaled and balanced at the end of each page and a new ledger sheet should be opened at the beginning of each month.
The journal details the activity of the most active accounts. For example, you may journal the transactions for book purchases. Journal is a record that keeps accounting transactions in chronological order, i.e. as they occur.



 Handout
◦ Total of All Funds
◦ Breakout
 Operating
 LIRF
 Investments

 Totaled and balanced at the end of each page 
and a new ledger sheet should be opened at 
the beginning of each month.
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You can download the two documents from Moodle site: Library Financial and Appropriation Record and the Library Financial Transaction document. It is important to read Chapter 4 of the State Board of Accounts Manual for Public Library Bookkeeping then go through the two downloaded documents in detail. Please track the transactions on the ledger. The last exercise to do is on page 4-11 of the Manual where the ledger needs to be totaled and balanced. Please follow the directions with the downloaded Excel spreadsheet to make sure it balances.



 Statement of activities
◦ Each month balance books: statement of revenue, 

expenses and changes in fund balances
 Cash flow statement: resembles monthly 

household budget
◦ Surplus
◦ Break even
◦ Digging financial deficit hole
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As I stated on the slide regarding bookkeeper versus accountant, an accountant would prepare financial statements; this duty may be performed by the treasurer where a report is made to the board monthly. There are a variety of financial statements possible. It is noted that no prescribed form for the required monthly financial report is recommended by State Board of Accounts. There is suggestion of two types of report: 1. Report by fund showing the previous month’s ending balance, total receipts for the month, total disbursements for the month, and the balances at the end of the month. 2. Report by budget classifications showing the currently approved appropriations, disbursements in each appropriation to date, and the appropriation balance.




Audit Report Financial Statement 2015
Combining Schedule of Receipts, 

Disbursements, and Cash and 
Investment Balances
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2015

Operating Fund Rainy Day Fund

State 
Technology 
Grant Fund LIRF

Evergreen Pass 
Through Petty Cash Gift Bond & Interest Construction Totals

Cash & Investments 
Beginning $315,073 - - $317,377 $82 $170 $3,964 $11,709 $23,705 $672,080
Receipts:

Taxes $473,401 - - - - - - $243,266 - $716,667
Intergovernmental 

receipts $94,543 - - - - - - $20,970 - $115,513

Charges for Services $5,585 - $12,898 - - - $5 - - $18,488
Fines & Forfeits $3,261 - - - $384 - - - - $3,645

Other $4,256 - - $1,227 - - $8,707 $96 $24 $14,310
Total Receipts $581,046 $12,898 $1,227 $384 $8,712 $264,332 $24 $868,623

Disbursements
Personal services $210,593 - - - - - - - - $210,593

Supplies $9,415 - - - - - $2,969 - - $12,384
Other services & 

Charges $112,572 - $6,447 - $285 $3,764 $750 - $123,818
Debt service 

Principle & Interest - - - - - - $182,008 - $182,008
Capital Outlay $86,621 - - - - - $1,572 - - $88,193

Total Disbursements $419,201 - $6,447 $1,227 $285 - $8,305 $182,758 - $616,996

Excess of recipts 
over disbursements $161,845 - $6,451 $318,604 $99 - $407 $81,574 $24 $251,627

Cash and 
Investments Ending $476,918 $6,451 $318,604 $181 170 $4,371 $93,283 $23,729 $923,707



Audit Report Financial Statement 2016
Combining Schedule of Receipts, 

Disbursements, and Cash and 
Investment Balances
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2016

Operating Fund Rainy Day Fund

State 
Technology 
Grant Fund LIRF

Evergreen Pass 
Through Petty Cash Gift Bond & Interest Construction Totals

Cash & 
Investments 
Beginning $476,918 - $6,451 $318,604 $181 $170 $4,371 $93,283 $23,729 $923,707
Receipts:
Taxes $322,648 $16,272 - - - - - $170,330 - $509,250
Intergovernmental 
receipts $74,982 - - - - - - $15,065 - $90,047
Charges for Services $5,878 - - - - - - $5,878
Fines & Forfeits $3,421 - - - $231 - - - - $3,652
Other $35,468 $10 - $5,640 - - $9,262 $100 $50,480
Total Receipts $442,397 $16,282 $6,451 $5,640 $231 $9,262 $185,495 $0 $659,307

Disbursements
Personal services $224,423 - - - - - - - - $224,423
Supplies $10,422 - - - - - $4,272 - - $14,694
Other services & 
Charges $168,510 - $6,451 - $231 $1,500 $750 - $177,442

Debt service 
Principle & Interest - - - - - - $184,369 - $184,369
Capital Outlay $94,410 - - - - - $806 - - $95,216
Other Disbursements - - - - - - - $23,729 $23,729
Total Disbursements $497,765 - $6,451 - $231 - $6,578 $185,119 $23,729 $719,873

Excess (deficiency) 
of receipts over 
disbursements -$55,368 $16,282 -$6,451 $5,640 - - $2,684 $376 -$23,729 -$60,566

Cash and 
Investments - 
Ending $421,550 $16,282 - $324,244 $181 $170 $7,055 $93,659 - $863,141



Appropriation Report for Operating Fund
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 Threshold established by board
◦ Suggest $5,000

 Every governmental unit should have a 
complete inventory of all capital assets owned 
which reflects their acquisition value. Such 
inventory should be recorded on the 
applicable Capital Asset

 Ledger form. A complete inventory should be 
taken at least every two years for good 
internal control and for verifying account 
balances carried in the accounting records.
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The capital assets form is required to account for all capital assets owned by the library. It is used to record additions and deletions in capital assets owned by the library. The library board establishes the threshold for items noted as a capital asset. Suggest a threshold of $5,000. Remember this capital asset is useful tool when purchasing insurance. And it is also an internal control to account for property loss.



Audit Exceptions
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 “Fundamentals of Accounting,” in Financial 
management for small and medium-sized 
libraries by Madeline J. Daubert. Chicago: 
ALA, 1993, pp. 36-52.

 Governmental Accounting Made Easy by 
Warren Ruppel. Wiley, 2005.

 Nonprofit bookkeeping & Accounting for 
Dummies by Sharon Farris. eBook from library

5/3/2017 15

Presenter
Presentation Notes
I have covered the general points for accounting and bookkeeping for public libraries, particularly for small libraries. To summarize, the documents account for the libraries revenues and expenditures is the ledger; a subsidiary accounting can be done in a journal for important transactions that are listed chronologically. Also it is important to account for daily transactions on the desk collection report. And all these documents are important for internal controls including the capital assets report. The information is these documents can result in financial statements from the treasurer. It is important to track the financial stability of the library month to month and year to date. If you want to know more on these topics check out the titles listed in the bibliography.
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