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Guidelines for Treasurers of Groups and Sections
Be familiar with the Memorandum and Articles of Association of the Library Association of Ireland.

Overall responsibilities

1. Treasurers act as directed by formal meetings of groups/sections to record income, to borrow, to make payments and conduct any other financial related business required. 
2. To keep a proper working balance on current and deposit accounts at the bank. 

3. To produce and deliver an annual set of accounts for the LAI annual financial statement.

Books of Account

1. Cash book. All group financial transactions, receipts and payments by cash, cheque, credit card and EFT must be itemized and recorded.

2. Each entry must be numbered and described using the cashbook format designed by the LAI accountant/auditors. 

3. Invoices received must be paid promptly, within the calendar month.
4. Follow up creditor accounts at one, two and three months and until paid.

5. Report unpaid accounts promptly to group/section meeting.
6. Present a full income and expenditure report with bank balances to each group/section meeting.
7. Pay expenses to officers to repay them for monies paid out by them for cash costs approved by group. Record same in cash book.

8. All books of  accounts shall be kept at such places as approved by the group.
9. All cheques shall be signed, drawn, accepted, endorsed or otherwise executed by the Treasurer and one other officer of the group. 

10. All receipts for monies paid shall be signed by the Treasurer.
11. Each group must appoint another officer to fulfill the financial functions of the role. temporarily if the Treasurer is absent for a period greater than one calendar month.

Financial Year / AGM

1. The financial year of the Association ends on the 31st day of December.
2. The accounts of each group must be finalised for the 31st day of December each year.
3. Group treasurers prepare and submit the annual books of account to the LAI Accountant by the 31st January each year.
4. Group treasurers authorize permission for the LAI accountant to examine the group bank accounts as required for the LAI audit.
5. An annual budget should be approved by the group, amendments to the approved budget must be approved by the group/section.
6. Expenditure must not exceed income without group and EB approval.
7. At the AGM, the Hon. Treasurer reports on the financial affairs of the Association on behalf of all groups

Hazel Percival
Hon. Treasurer 

April 2010
Library Association of Ireland. Registered office: 53 Upper Mount Street, Dublin 2.
Company registration number: 014200
PAGE  
2

