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	Chapter 1

	Chapter 2

	Public Library Standards





	Chapter 3

	Policies/plans needed to fulfill the minimum requirements

	 Circulation Policy, Including a Fines and Fees Policy

	o See Accounting and Uniform Compliance Guidelines Manual for Libraries 1-3





	Chapter 4

	INDIANA STATE LIBRARY E-RESOURCES

	Chapter 5

	Certification Frequently Asked Questions and Answers

	Certification level versus job function

	Question: If I’m a professional assistant, can I be certified at a higher level if I meet the education and experience requirements? 

	Library Education Units (LEUs)

	Question: What kinds of continuing education courses are accepted? 

	Question: What is the process of approving LEUS from providers not on the list? 

	Question: How will the LEUs be verified? 

	Question: Are there any specific continuing education requirements? 

	Question: If I don’t currently work for a library, but I want to be certified, how many LEUs do I have to complete every 5 years to remain certified? 

	Consequences of non-compliance with certification

	Question: Under proposed rule changes, what are the consequences for not meeting certification requirements? Will all "public monies" be withheld? What is the definition of public monies (state? federal? local?)

	Question: How much does certification cost? 

	Question: How much does temporary certification cost? 

	Question: What forms of payment does the Indiana State Library accept for certification? 

	Question: How much does continuing education cost? 

	Question: Can my library pay for continuing education? 

	Effective dates

	Question: When did the previous certification rule expire? 

	It expired December 31, 2007

	Question: When did the new certification rule become effective? 

	Experience

	Grandfathering

	Question: What does that term mean? 

	Question: Why the difference between library director and library employee? 

	Merger

	Question: What effect would a merger of two or more library districts have on current staff certification levels? 

	New hires

	Question: How do new hires become certified? 

	Question: What if a new hire does not have the required education/experience for the certification level required by their position? 

	Part time staff certification

	Question: Are part time staff required to become certified? 

	Population categories

	Question: How were the population ranges set as Class A, 40,000 and up; Class B, 

	Positions requiring certification

	Question: Who must be certified? 

	Question: What about people with an MLS who are not dept. heads? On the chart

	I don't see any LEU requirements listed for them? 

	Question: Are department heads of business offices, IT and facilities be required to be certified? 

	Question: Could a percentage of staff be certified, instead of all? 

	State law does not allow for a percentage of staff. 

	Promotion

	Question: What if I am promoted to a position which requires more LEUs than my previous position? 

	Question: We use substitute employees on occasion. Would they need to be certified? 

	Chapter 6

	Required Annual Reports

	And Statistical Sources

	Required Annual Reports

	Selected Statistical Sources

	Library Journal Index of Public Library Service 2009 – America’s Star Libraries

	Ray Lyons & Keith Curry Lance -- Library Journal, 2/15/2009

	National Center for Education Statistics – Library Statistics Program (Academic library and school library media center data) www.NCES.ed.gov/surveys/libraries/

	U.S. Census Bureau – American FactFinder factfinder2.census.gov/faces/nav/jsf/pages/index.xhtml

	Statistics Usage









	Chapter 7

	PLAC Working Guidelines

	Obtaining a PLAC Card

	Fee Collection for Card

	Types of Materials Eligible for Loan to PLAC Patrons

	Overdue & Lost Materials

	Procedures for Issuing PLAC

	Statistics & Recordkeeping

	Library Reporting Responsibilities

	PLAC Reimbursement to Libraries Based on Net Loans

	Procedures for Recordkeeping:

	Recordkeeping: Before Library Migrates to New Integrated Library System (Circulation)





	Local Reciprocal Borrowing

	Non-Resident Fees





	Chapter 8

	Personnel Policies Checklist

	Taxable Fringe Benefits





	Chapter 10

	eRate Services at Indiana State Library, the Public Library Internet Consortium and Technology Plans

	Timeline for Your E-Rate Year 15

	(July 1, 2012-June 30, 2013)

	Technology Plan Requirements from IAC 590 6-1-4





	Chapter 11

	PUBLICATION OF BUDGET NOTICE TO TAXPAYERS

	Publication Requirements

	PUBLIC NOTICE ERRORS

	Error of Newspaper

	Other Errors and Omissions





	Chapter 12

	State Board of Accounts

	State Board of Accounts and Libraries

	Workshops

	The Accounting and Uniform Compliance Guidelines Manual for Libraries

	Approved Ledger Sheets

	Computerized Bookkeeping Systems

	Bookkeeping Questions













	Prescribed Forms

	Form Approval Process

	FORMS FOR USE BY LIBRARIES

	Other Forms - Suggested Format













	Annual Library Audit Checklist

	Background Information

	State laws which may bear on the audit





	Chapter 13

	Chapter 14

	Additional Appropriation and Transfer Procedures

	Additional Appropriations

	Transfer of Funds to and From the Rainy Day Fund

	Transfer of Funds to Library Improvement Reserve Fund (LIRF)

	Procedure for Additional Appropriation

	UNIT NAME: _______________________________________________

	COUNTY NAME: ________________________________

	Date of Publication ______________   Newspaper _______________

	Date of Resolution/Ordinance __________________









	Chapter 15

	Public Library Records Retention

	Public Libraries Retention Schedule and

	Chapter 1

	Chapter 17

	Funding a Library Building Project0F

	General obligation bonds

	Lease financing

	A.  Outline of Procedures for the Preliminary Determination Process for financing a Controlled Project

	1. Controlled Project (IC 6-1.1-20-1.1):

	2. Petition/Remonstrance Process (IC 6-1.1-20-3.1):

	a. Publish and mail notice of hearing on a preliminary determination to issue bonds.  IC 6-1.1-20-3.1 (10 day notice)

	b. Meeting of Board of Trustees to hold hearing and adopt resolution making a preliminary determination to issue bonds or enter into a lease, as applicable. (Note that this resolution establishes the maximum financing terms)

	c. Publish and mail notice of preliminary determination to issue bonds.  IC 6-1.1-20-3.1 and IC 5-3-1 (begins 30 day application period in which 100 voters and taxpayers may request that the petition/remonstrance process apply to the project)

	d. If a petition requesting petition/remonstrance process is filed, proceed with next step; if not, skip to steps for general obligation bonds or leases, as applicable. 

	e. Certification by the Voter Registration Office/County Auditor of the number of signers requesting application of petition/remonstrance process who are owners of real property or voters within the library district.  IC 6-1.1-20-3.1 (the lesser of 10... 

	f. Publish and mail notice of the applicability of the petition/ remonstrance process.  IC 6-1.1-20-3.2 (publication date determines timing of race)

	g. Race period occurs beginning from the 30th day ending on the 60th day (a thirty day period) after notice of application is published, during which taxpayers and voters circulate petitions in favor of bonds and remonstrances against bonds (simultane... 

	h. Certification by the Voter Registration Office/County Auditor of the number of signers of each who are owners of real property or voters within the library district.  If the Library wins it moves on to general obligation bond or lease steps, as app... 





	3. Referendum Process (IC 6-1.1-20-3.5):

	a. Publish and mail notice of hearing on a preliminary determination to issue bonds.  IC 6-1.1-20-3.5 (10 day notice)

	b. Meeting of Board of Trustees to hold hearing and adopt resolution making a preliminary determination to issue bonds or enter into a lease, as applicable. (Note that this resolution establishes the maximum financing terms). 

	c. Publish and mail notice of preliminary determination to issue bonds.  IC 6-1.1-20-3.5 and IC 5-3-1 (begins 30 days application period in which 100 voters and taxpayers may request that the referendum apply to the project). 

	d. If a petition requesting referendum process is filed, proceed with next step; if not, skip to steps for general obligation bonds or leases, as applicable. 

	e. Certification by the Voter Registration Office/County Auditor of the number of signers requesting application of referendum who are owners of real property or voters within the library district.  IC 6-1.1-20-3.5 (the lesser of 100 people or 5% of t... 

	f. Library files with the County Auditor and the Voter Registration Office certification and request for the referendum

	g. County Auditor certifies the question to the County Election Board which either puts the question on the ballot of a general, municipal or primary election or schedules a special election as requested by the Library and dictated by the timing of th... 

	h. If there is a scheduled election within six months of the certification of the question by the Auditor, the project is placed on the ballot of the scheduled election.  Otherwise the question will be placed on the ballot of a special election. The s... 

	i. Certification of the election results.  If the Library wins, it moves on to general obligation bond or lease steps, as applicable.  If the Library loses, it may not hold a new preliminary determination hearing for one year on a substantially simila... 









	B. Outline of Procedures for the Issuance of Library General Obligation Bonds

	1. Meeting of Board of Trustees to adopt the bond resolution.  IC 6-1.1-20-9. 

	2. Publish notice of hearing on appropriation of bond proceeds. (publish twice, on week apart; first publication at least 10 days prior to hearing)

	3. Meeting of Board of Trustees to hold hearing on appropriation of bond proceeds and adopt appropriation resolution.  IC 6-1.1-18-5

	4. A copy of the additional appropriation proceedings is certified by the secretary to the Department of Government Finance. 

	5. Publication of the bond sale notice in accordance with IC 5-1-11 and 5-3-1.  In order to obtain the best bids, it is recommended that the bond sale notice also be published in The Court & Commercial Record, 431 N. Pennsylvania, Indianapolis, Indian... 

	6. If the bond issue is over $1,000,000, an official statement should be prepared by this time to distribute to the potential purchasers.  It is appropriate to arrange for the printing of the bonds at this time. 

	7. Meeting of Board of Trustees to receive and award the bids for the bonds.  The dealers who bid on bonds recommend that the bond sale be scheduled near the middle of the day on a Tuesday, Wednesday or Thursday which is not a day before or after a ho... 

	8. Bond counsel prepares final transcript certificates and bonds.  Submit  transcript to bond counsel for approval.  Check with registrar and paying agent, bond counsel and purchaser to determine when bonds will be ready for delivery.  Schedule delive... 

	9. Delivery of and payment for bonds -- the closing. 





	C. General Obligation Bonds for Controlled Project Proposed Timetable  -- Petition/Remonstrance Process

	D. General Obligation Bonds for Controlled Project Proposed Timetable  -- Referendum Process Applies

	E. General Obligation Bonds for Controlled Project Proposed Timetable

	F. General Obligation Bonds for Non-controlled Project Proposed Timetable

	G. Library Lease Financings Under  IC 36-1-10 for Controlled Project

	H. Library Lease Financing Proposed Timetable

	I. Library Lease Financing Proposed Timetable – Petition/remonstrance Process

	J. Library Lease Financing Proposed Timetable – Referendum

	K. The Role of the Building Corporation

	L Bond Sale:  Negotiated Versus Competitive

	M.   New Circuit Breaker Law

	N. In Conclusion









	Chapter 18

	PUBLIC PURCHASES, PURCHASE OF LAND OR  STRUCTURES AND INVENTORY OF FIXED ASSETS

	Chapter 19

	PUBLIC WORKS LAW

	Please see IC 5-30 for various other provisions for the design-build process. 

	Chapter 20

	Friends of the Library and Foundations

	A.   Friends of the Library

	The mission of United for Libraries is to support citizens who govern, promote, advocate, and fundraise for all types of libraries. 

	United for Libraries has the specific responsibility for:

	 Educating through a continuing and comprehensive program for library Trustees to enable them to discharge their responsibilities in a manner best fitted to benefit the public and the libraries they represent. 

	 Encouraging and assisting the formation of and development of Friends of Library groups and Library Foundations. 

	 Providing a means for Trustees to have access to information and ideas that will prove useful to them in the governance of their libraries. 

	 Providing Friends of Library groups and Library Foundations access to information and ideas that will prove useful to them in fundraising, library promotion and the operation of their organizations. 

	 Promoting strong state and regional Trustee and Friends of Library organizations. 

	 Providing to all who value libraries the materials and support they need to be effective advocates for their libraries on the local, state and national levels. 

	 Making the public aware of the existence of formalized citizen groups such as Trustees, Friends of Library groups and Library Foundations and the services they perform to encourage and develop expanded citizen participation in the support of librari... 

	1. How to Organize a Friends Group





	2. How to Revitalize Your Friends Group





	Providing revenues to the library to enhance services is the most direct and observable activity of a library foundation, but a foundation has other advantages. 

	2. Forming a Foundation

	3. Choosing a Board

	4. Organizational Meeting













	9. Funding a Foundation

	Appendix A: Contact Directory

	Appendix B: Library Acronyms and Terms







2.33 

Desk lamps 

4.4 

Cords, Electric 

2.4 

Desk organizers 

2.13 

Cords, Window sash 

2.33 

Desk pads 

2.13 

Cork Board 

4.4 

Desks 

4.4 

Correction fluid 

2.13 

Dictating machines 

4.4 

Couches 

4.4 

Digital camera 

4.4 

Crayons 

2.4 

Dishes, China 

4.4 

Cupboards 

4.4 

Dishes, Paper 

2.4 

Cups, Glass 

4.4 

Door knobs 

2.31 

Cups, Paper 

2.4 

Door mats 

4.4 

Door stops 

2.31 





Drafting equipment 

4.4 

Ebooks, Emagazines (Zinio) 

3.146 

Drafting supplies 

2.13 

Electric light bulbs 

2.34 

Draperies 

4.4 

Electric motors (repair part) 

2.34 

Drawing paper 

2.4 

Electric pencil sharpeners 

4.4 

Drills 

4.4 

Electric staplers 

4.4 

Drinking cups, paper 

2.4 

Electrician 

3.61 

Drinking fountains 

4.4 

Electricity 

3.52 

Dry cleaning 

3.61 

Electronic database service 

3.14 

Dry markers 

2.13 

Electronic security system 

4.4 

Due Date machines 

4.4 

Electronic tool kit 

2.34 

Due Date tape 

2.4 

Embossing stamps 

4.4 

Employer's portion of employee 

Dues (state and national) 

3.91 

insurance 

1.24 

Duplicating equipment 

4.4 

Envelopes, Bubble 

2.12 

Duplicating materials 

2.13 

Envelopes, Clipping 

2.12 

Dust cloths 

2.21 

Envelopes, Mailing 

2.12 

Dust pans 

2.21 

Envelopes, Picture 

2.12 

DVD  

4.74 

Equipment, Fixed 

3.61 

DVD Players 

4.4 

Equipment, Office 

4.4 





Erasers 

2.13 

Easels 

4.4 

Express 

3.25 

eBooks 

3.146 

Extension cord 

2.34 

Electric carts (wheelchair) 

4.4 

Extinguisher (fire) refills 

2.23 

Electric current 

3.52 

Extinguishers, Fire 

4.4 

Electric fans 

4.4 

Electric lamps (desk, floor, table) 

4.4 
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Fax machine 

4.4 

Fax switching device 

4.4 

Flower pots (landscape) 

2.34 

Federal Express Service 

3.25 

Flowers (landscape) 

2.34 

Fees, Professional 

3.14 

Flue cleaners 

2.23 

Fertilizer 

2.31 

Fluid, Correction 

2.13 

File folders 

2.13 

Fluorescent bulbs 

2.34 

Filing cabinets 

4.4 

Fluorescent fixtures 

4.4 

Film cases 

2.4 





Film developing 

3.14 

Fly spray 

2.23 

Financial record forms 

2.11 

Fly swatters 

2.23 

Fine slips 

2.4 

Folders (file and manuscript) 

2.13 

Fire extinguishers 

4.4 

Folding chairs 

4.4 

Fire extinguishers refills 

2.23 

Folding machines 

4.4 

Fire insurance 

3.42 

Folding tables 

4.4 

Fire proof safe 

4.4 

Forks (cutlery) 

4.4 

Flags (bunting and decoration) 

4.4 

Form, Legal 

2.11 

Flannel board 

4.4 

Freight (other) 

3.25 

Flannelboard characters 

2.4 

Fuel (gasoline) 

2.22 

Flashlight 

4.4 

Fuel oil 

2.22 

Flashlight batteries 

2.34 

Furnaces 

4.4 

Flashlight bulbs 

2.34 

Furniture polish 

2.21 

Flip chart paper 

2.13 

Furniture upholstering 

3.14 

Flip charts 

4.4 

Fuses 

2.34 

Floodlights 

4.4 

Garbage can 

4.4 

Floor polishers 

4.4 

Garbage collection 

3.54 

Floor wax 

2.21 

Garden equipment 

4.4 

Florists' supplies 

2.4 

Garden supplies 

2.23 

Gas from utility 

3.51 

Hinges 

2.31 

Gasoline 

2.22 

Holders, Label 

2.4 

Generator  

4.4 

Holders, Pen 

2.13 

Generator repair 

3.62 

Hose racks 

4.4 

Glare filters 

2.13 

Hose, Garden 

4.4 

Glass, Window 

2.33 

Hot plate 

4.4 

Glasses, Magnifying 

2.4 

Hotel and motel charges on trips 

3.23 

Glides, Chair 

2.33 





Globes for lights 

2.33 

Identification cards 

2.4 

Glue 

2.13 

Implements, Agricultural and garden 

4.4 

Grass Seed 

2.31 

INfo Express 

3.25 

Gravel 

2.31 

Index cards 

2.13 
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Grease, Lubricating 

2.22 

Index tabs 

2.13 

Guide cards 

2.13 

Ink 

2.13 





Ink eradicator 

2.13 

Hall mats 

4.4 

Ink jet cartridges 

2.13 

Hammers 

4.4 

Ink, marking 

2.13 

Hangers, Clothes 

4.4 

Ink, Mimeograph 

2.13 

Hardware, Computer 

4.4 

Ink pads 

2.13 

Hardware lease, Computer 

3.72 

Insecticides 

2.34 

Hatchets 

4.4 

Insurance 

3.42 

Hauling 

3.14 

Intercoms 

4.4 

Headphones 

4.4 

Interest on loans 

3.92 

Heat from utility 

3.52 

Interlibrary loan fees 

3.14 

Heat tape 

2.34 

Internet provider 

3.21 

Highlighters 

2.13 

Irons, Electric 

4.4 





Laser printer cartridges 

2.13 

Janitor supplies 

2.21 

Laundry service 

3.14 

Jewel Cases, Compact Disc 

2.4 

Lawn mower parts 

2.33 

Jiffy bags 

2.4 

Lawn mowers 

4.4 





Leather upholstering 

3.14 

Keyboard 

4.4 

Ledger sheets 

2.11 

Keyboard drawer 

4.4 

Legal fees 

3.13 

Keys 

2.34 

Legal notices 

3.31 

Knives 

4.4 

Library cards 

2.4 





Library Improvement Reserve Fund 

3.94 

Label holders 

2.13 

Library supplies 

2.4 

Labels 

2.13 

Lighting fixtures 

4.4 

Lacquer 

2.32 

Lime for fertilizing 

2.31 

Lacquer thinner 

2.32 

Line charges 

3.21 

Lacquer, Book 

2.4 

Linen service 

3.14 

Ladders 

4.4 

Locks 

2.31 

Laminate cutters/trimmers 

4.4 

Lodging on trips 

3.23 

Lubricating grease or oil for motor 

Laminating supplies 

2.4 

vehicles 

2.22 

Laminator 

4.4 

Lumber (rough and finished) 

2.31 

Lamp globes 

2.33 





Lamp shades 

2.33 

Machine service contracts 

3.61 

Lamps (floor, table) 

4.4 

Machines, adding and calculators 

4.4 

Lamps, Desk 

4.4 

Magazine binders and holders 

2.4 

Land (real estate) 

4.1 

Magazine racks 

4.4 

Landscaping on contract 

3.14 

Magazine subscriptions 

4.6 
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Laptop Computer 

4.4 





Mailing wrappers and jiffy bags 

2.13 

Motor vehicles 

4.4 

Marker boards 

4.4 

Motor vehicles, repairs 

3.62 

Material 

2.31 

Mounting paper 

2.4 

Mats, Door 

4.4 

Mouse and rat traps 

2.31 

Meals on trips 

3.23 

Mouse pad 

2.4 

Medicare Tax (Employer portion) 

1.21 

Mouse tray 

4.4 

Meetings 

3.24 

Mouse, Computer 

4.4 

Memberships (Institutional only) 

3.91 

Mowers, Lawn 

4.4 

Mending supplies 

2.4 

Mulch 

2.31 

Metal polish 

2.21 





Microfiche readers and/or printers 

4.4 

Newspapers 

4.6 

Microfilm readers and/or printers 

4.4 

Notary fees 

3.14 

Microfilming 

3.14 

Notebooks 

2.13 

Microforms 

4.81 

Nuts and bolts 

2.31 

Microforms, equipment 

4.4 





Microphone 

4.4 

OASI-Employer's share 

1.21 

Microphone for computer 

4.4 

OCLC First Search 

3.14 

Microwave 

4.4 

Office equipment 

4.4 

Mileage on trips 

3.23 

Office signs 

2.13 

Mirrors 

4.4 

Office supplies 

2.12/2.13 

Modem 

4.4 

Official records 

2.11 

Moisteners 

2.13 

Oil (Automobile) 

2.22 

Monitors 

4.4 

On-line database charges 

3.14 

Mop heads, sticks 

2.21 

Opaque projector 

4.4 

Motel charges 

3.23 





Motor vehicle tires 

2.33 





Order cards 

2.4 

Paper clips 

2.13 

Overhead projector 

4.4 

Paper fasteners 

2.13 

Overhead transparency film 

2.13 

Paper shredder 

4.4 





Paper, Toilet 

2.21 

Padlocks 

4.4 

Paper towels 

2.21 

Pads, Calendar 

2.13 

Paper, Transfer 

2.13 

Pads, Mimeograph 

2.13 

Paper, Typewriter 

2.13 

Pads, Scratch 

2.13 

Paper, Waxed 

2.4 

Pads, Stamp 

2.13 

Paper, Wrapping 

2.4 

Pails 

2.21 

Paper, Writing 

2.13 

Paint brushes (maintenance) 

2.32 

Paper-cutting machines 

4.4 

Paint removers 

2.32 

Paper-weights 

2.13 
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Painting (building) service 

3.61 

Paste brushes for programs 

2.4 

Paints 

2.32 

Paste brushes for wal paper 

2.31 

Pamphlet binders 

2.4 

Paste for children's programs 

2.4 

Pamphlet boxes 

2.4 

Paste, Wallpaper 

2.31 

Pamphlets 

4.6 

Patron counter 

4.4 

Pans, Dust 

2.21 

Pencil date holder 

2.13 

Paper, Adding Machine 

2.13 

Pencil sharpeners 

2.13 

Paper (blank) 

2.13 

Pencils 

2.13 

Paper bags  

2.4 

Penholders 

2.13 

Paper, Carbon 

2.13 

Pens 

2.13 

Paper, Mounting 

2.4 

Pensions (employer's share) 

1.23 

Paper, Poster 

2.4 

Periodical racks 

4.4 

Paper punch 

2.13 

Periodical record cards 

2.4 

Paper, Sand 

2.31 

Periodicals and magazines 

4.6 

Phonograph record holders 

2.4 

Pockets, Book 

2.4 

Phonograph records 

4.74 

Polish, Furniture 

2.21 

Photocopies 

3.32 

Postage 

3.22 

Photocopying equipment (rental) 

3.62 

Postage meter rental 

3.72 

Photographic service 

3.14 

Postal cards, prestamped 

3.22 

Photographs 

3.14 

Poster Board 

2.4 

Photostatting 

3.14 

Pots (coffee and tea) 

4.4 

Piano 

4.4 

Pots, Flower (programming) 

2.4 

Piano stools 

4.4 

Power surge strips 

4.4 

Picture envelopes 

2.4 

Presses, Book repair 

4.4 

Picture frames 

4.4 

Printer paper 

2.13 

Picture wire 

2.4 

Printer ribbons 

2.13 

Pictures 

4.82 

Printer stand 

4.4 

Pins, Household 

2.4 

Printers, Computer 

4.4 

Plant spray 

2.31 

Printing (office supplies, forms) 

2.12 

Plants, Garden 

2.4 

Printing (other than office supplies) 

3.32 

Plaster 

2.31 

Processing, Books (professional) 

3.14 

Plaster molds 

2.4 

Professional meeting 

3.24 

Plastic book jackets 

2.4 

Projectors 

4.4 

Plastic trash bags 

2.21 

Publication of notices 

3.31 

Pliers 

4.4 

Punches, Paper 

2.13 

Plugs and cords, Electric 

2.4 

Puppets 

2.4 

Plumber 

3.61 

Purchase order forms 

2.11 

Plumbing repairs (done in-house) 

2.33 

Putty 

2.31 

Polish, Metal 

2.21 

Putty, Molding 

2.4 
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Post office box rent 

3.72 





Racks, Clothes 

4.4 

Rent of office 

3.71 

Racks, Magazine 

4.4 

Rent of office equipment 

3.72 

Rent of safe deposit and post office 

Racks, Towel 

4.4 

boxes 

3.72 

Radio parts 

2.33 

Repair of books 

3.14 

Radio repair 

3.62 

Repair of buildings and structures 

3.61 

Radios 

4.4 

Repair of equipment 

3.62 

Rags, Wiping 

2.21 

Repair parts 

2.33 

Rakes 

4.4 

Reserve cards 

2.4 

Ranges 

4.4 

Retirement fund (PERF, employer) 

1.23 

Reader-printers, Microfilm and 

Payroll 

Microfiche 

4.4 

Retirement fund (PERF, employee) 

deduction 

Real estate 

4.1 

Rhythm band instruments 

4.4 

Rebinding books 

3.14 

Ribbons, Typewriter 

2.13 

Receipt books 

2.13 

Roof repairs 

3.61 

Record books 

2.13 

Rope 

2.31 

Record sheets (Printed) 

2.13 

Router 

4.4 

Records, Official 

2.11 

Rubber bands 

2.13 

Records, Phonograph 

4.74 

Rubber cement (book repair) 

2.4 

Refrigerators 

4.4 

Rubber stamps 

2.13 

Registered mail fee 

3.22 

Rugs 

4.4 

Registration book and sheets 

2.4 

Rulers, Office 

2.13 

Remote control 

4.4 





Rent of buildings 

3.71 

Safe deposit box rent 

3.72 

Rent of computer equipment 

3.72 

Safes 

4.4 

Rent of land 

3.71 

Safety deposit box 

4.4 

Rent of motor vehicle equipment 

3.72 





Salt 

2.21 

Sheet protectors 

2.4 

Sand (construction) 

2.31 

Shellac 

2.32 

Sand paper 

2.31 

Shellac, Book 

2.4 

Saws 

4.4 

Shelving 

4.4 

Scaffolds 

4.4 

Show cases 

4.4 

Scales 

4.4 

Shrubbery 

4.3 

Scanner, Color  

4.4 

Signs 

2.4 

Scanner, Weapon Detector 

4.4 

Slide projectors 

4.4 

Scissors or shears 

2.13 

Small tools 

4.4 

Scotch tape 

2.13 

Snow blower 

4.4 

Scouring powder 

2.21 

Snow removal service 

3.61 
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Scrap books 

2.4 

Soap 

2.21 

Scratch pads and paper 

2.13 

Sofas 

4.4 

Screen Enlarger, Computer Monitor 

4.4 

Software upgrades, Computer 

4.84/4.85 

Screens, Door and window 

4.4 

Software, Computer 

4.84/4.85 

Screens, Projector 

4.4 

Software, License 

3.14 

Screw drivers 

4.4 

Soil (potting and black) 

2.31 

Screws 

2.31 

Sound cards 

4.4 

Scrub brushes 

2.21 

Sound system 

4.4 

Seal-Official 

2.13 

Spades 

4.4 

Security Cases 

4.4 

Speaker (computer) 

4.4 

Security System 

4.4 

Splicer kit 

4.4 

3.11/3. 

Service contracts 

14 

Sponges 

2.21 

Service contracts (maintenance) 

3.61 

Spoons 

4.4 

Shades, Window 

4.4 

Sprinklers 

4.4 

Sharpeners, Pencil 

2.13 

Sprinkling cans 

4.4 

Squeegee 

2.21 

Tables 

4.4 

Stage equipment 

4.4 

Tack lifters 

2.13 

Stamp pads 

2.13 

Tacks 

2.13 

Stamps, Rubber 

2.13 

Tacks, Thumb 

2.13 

Staple remover 

2.13 

Tags, Shipping 

2.13 

Staplers 

2.13 

Tanks, Hot water 

4.4 

Staples, Copier 

2.13 

Tape measure 

4.4 

Staples, Paper 

2.13 

Tape, Adding machine 

2.13 

Stationery 

2.12 

Tape, Audio (music) 

4.77/4.78 

Steel wool 

2.31 

Tape, Mending 

2.4 

Stencil cutters 

2.13 

Tape, Scotch 

2.13 

Stencil paper 

2.13 

Tape, Video 

4.71/4.72 

Stencils 

2.13 

Tapes, Blank (video and audio) 

2.4 

Stepladders 

4.4 

Telecommunication fees 

3.21 

Storage of motor vehicles 

3.71 

Telephone (equipment) 

4.4 

Storm doors and windows 

4.2 

Telephone usage 

3.21 

Structures-Repair 

3.61 

Television 

4.4 

Subscription to database 

3.14 

Terminal Maintenance 

3.62 

Subscriptions (periodicals) 

4.6 

Terminal Rental 

3.72 

Supplies, Janitor 

2.2 

Terminals 

4.4 

Supplies, Library 

2.4 

Thermometers 

2.31 

Supplies, Office 

2.1 

Thinner, Lacquer 

2.32 

Supplies, Other 

2.4 

Thread 

2.4 

Surge suppressers 

4.4 

Thumb tacks 

2.13 
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Time cards 

2.13 

Tires 

2.33 

Umbrella stands 

4.4 

Tissue, Mending 

2.4 

United Parcel Service 

3.22 

Toilet paper 

2.21 

Usage fees, computer software 

3.14 

Toner cartridges (computer and 

copier) 

2.13 

Usage fees, on-line database 

3.14 

Tools, Carpenters 

4.4 





Tote bags 

2.4 





Towel service 

3.14 





Towels 

2.21 

Vacuum cleaners 

4.4 

Train fares 

3.23 

Varnish 

2.32 

Training, Computer (workshop) 

3.24 

Vases 

2.4 

Training, Computer on-site 

2.14 

Vehicles 

4.4 

Transfer paper 

2.13 

Venetian blinds 

4.4 

Traps, Mouse, rat 

2.21 

Video equipment 

4.4 

Trash bags (plastic) 

2.21 

Video Scan Converter 

4.4 

Trash collection 

3.54 

Videocassette cables 

2.4 

Travel expense 

3.23 

Videocassette cases 

2.4 

Treasurer's Bond 

3.41 

Videocassette player/recorder 

4.4 

Trees 

4.3 

Videocassette rental 

3.72 

Tripods 

4.4 

Videocassette tapes 

4.71/4.72/4.73 

Trucks, Hand (books) 

4.4 





Turpentine 

2.32 

Wardrobes 

4.4 

Twine, Wrapping 

2.4 

Waste baskets 

2.23 

Typewriter brushes 

2.13 

Water fountain 

4.4 

Typewriter ribbons 

2.13 

Water from utility 

3.53 

Typewriters 

4.4 

Wax, Floor 

2.21 

Typewriting paper 

2.13 

Waxed paper 

2.4 

Weights, Paper 

2.13 

Writing paper 

2.13 

Wheelchairs 

4.4 





Window glass 

2.31 

Zinio (ebooks) 

3.146 

Window locks 

2.31 





Window shades 

4.4 





Wire 

2.31 





Wiring for Internet 

4.3 





Wood polish 

2.21 





Workshops 

3.24 





Workstation 

4.4 





Wrapping paper 

2.4 





Wrenches 

4.4 

Revised 08/06/12 
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Chapter 12 

  State Board of Accounts/Bookkeeping Process and 

Prescribed Forms 

State Board of Accounts 

Charlie Pride (library supervisor) 

cpride@sboa.in.gov 

Todd Austin (back-up) 

taustin@sboa.in.gov 

302 W. Washington Street, E418 

Indianapolis, Indiana 

317-232-2521 

www.IN.gov/sboa 

The Role of the State Board of Accounts 

•  To serve the citizens of Indiana by providing to the State of Indiana, its agencies and 

political subdivisions, on-time quality services at the best possible value. 

•  To help make Indiana's citizen-run government a workable concept. 

•  To perform financial and compliance audits of state and local governments 

•  To prescribe forms and uniform accounting systems. 

•  To provide training for public officials and employees. 

•  To publish manuals, newsletters, and technical bulletins. 

•  To consult with officials on the state and local level. 

State Board of Accounts and Libraries 

•  Performs financial and compliance audits of state and local government. 

•  Prescribes forms and uniform accounting systems. 

•  Provides training for public officials and employees. 

Workshops 

•  Budget Clinics are held late spring, often June, in cooperation with the Department 

of Local Government Finance and the Library Development Office of the Indiana 

State Library.  New legislation, accounting changes, and budgeting matters are 

discussed at these clinics. 

•  Bookkeeping workshops are conducted each fall for new library directors, 

treasurers, and bookkeepers; the meeting is scheduled in early November. 

Accounting forms prescribed for libraries are discussed at these workshops as well 
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as bookkeeping and financial statement preparation.  In addition, libraries are given 

guidance on various recurring issues and audit positions. 

The Accounting and Uniform Compliance Guidelines Manual for Libraries 

•  Published and updated annual y by the State Board of Accounts to assist officers and 

employees of public libraries. The latest version Reissued 2010. 

•  This manual is now on the web and can be downloaded at: 

www.in.gov/sboa/2404.htm 

•  The manual includes important information about library board and employee 

responsibilities, revenue sources, allowable expenditures, budgeting, operating 

procedures, and uniform compliance guidelines. 

•  Referred to as the “Budget Manual”, you may request copies from the State Board 

of Accounts, at 1-317-232-2521. 

You can then search the manual using the ‘find” function of your document 

program. 

Approved Ledger Sheets 

•  Libraries can use either prescribed ledger sheets specifically approved for library 

bookkeeping or those prescribed for cities and towns. 

Computerized Bookkeeping Systems 

•  If a library board wants to change to a computerized bookkeeping system, they must 

first see if the forms produced by that system have previously been approved by 

State Board of Accounts. 

•  If another library has had a computerized bookkeeping software program approved 

by State Board of Accounts and your library plans to use the exact same set of forms, 

etc. for bookkeeping, you do not have to get prior approval to use the system. 

•  If the system has not already been approved by the State Board of Accounts, you will 

have to fol ow State Board of Accounts procedures for getting the forms approved. 

*See a sample letter in this Survival Guide Chapter  – Prescribed Forms to start this 

process. 

•  You cannot begin using the new system until it has been formal y approved by the 

State Board of Accounts. 

•  A list of libraries and their bookkeeping systems is included in this chapter. 



Annual Library Audit Checklist 

•  A good tool to use for knowing what types of records need to be kept. 

•  An Audit Checklist is included in this chapter. 

Bookkeeping Questions 

•  When a question arises concerning library bookkeeping, State Board of Accounts has 

people at the state level as wel  as in the field who can answer your questions.  

•  The telephone number for State Board of Accounts is 1-317-232-2521.  

•  Their website is www.IN.gov/sboa/ .  
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Prescribed Forms 

The State Board of Accounts is charged by law with the responsibility of prescribing and 

installing a system of accounting and reporting which shall be uniform for every public office 

and every public account of the same class.  [IC 5-11-1-2] 

Al  governmental units are required by law to use the forms prescribed by State Board of 

Accounts; however, if it is desirable to use a different form or to have a prescribed form 

modified to conform for computer applications, a letter and three copies of the proposed form 

may be submitted to the State Board of Accounts for approval.  No form should be printed and 

placed into use, other than a prescribed form, without prior approval. 

As a result of advances in computer technology, some computer hardware, software, and 

application systems can now produce exact replicas of the forms prescribed by the State Board 

of Accounts. 

The State Board of Accounts prescribes the required accounting system forms, but does not 

specify the source from which the forms must be obtained.  Therefore, the State Board of 

Accounts wil  not take exception to the use of forms which provide exact replications of the 

prescribed forms created by computer printer or utilizing continuous form computer paper. 

These exact replications must be identical to the prescribed forms in format, titles and locations 

of data.  The exact replicas are not required to be submitted to the State Board of Accounts for 

approval and each form should be identified as "Prescribed By the State Board of Accounts" in 

the same location as is printed on the prescribed forms. 

The use of computer-generated prescribed forms should be brought to the attention of the 

Field Examiner during the next regularly scheduled audit.  The forms and computer system 

generating the forms are subject to a technical computer audit based upon the results of the 

Field Examiner's risk assessment. 

 Form Approval Process 

The use of a vendor software system is the responsibility of the library board in accordance 

with its statutory authority.  If the library board desires to use forms generated by a particular 

software program, it may pass a resolution stating such a preference. 

The resolution and a letter should be sent to the State Board of Accounts for compliance with 

applicable statutes and regulations and to provide assurance that a library does indeed desire 

to use the forms.  The forms submitted should be very similar to the prescribed system (same 

headings and titles, information, etc.).  Otherwise, a cross-reference to the prescribed form 

intended to be replaced should be submitted. 

The State Board of Accounts approval is based upon compliance with the conditions outlined in 

this section.  Compliance with these conditions wil  be reviewed during subsequent audits. 

Thereafter, other libraries may use any forms previously approved for the original library using 

that particular software program. 
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Any forms not previously reviewed and approved by the State Board of Accounts wil  need to 

go through the traditional form approval process.  However, once approved, the new process 

as summarized below may be utilized. 

Summarization of the Form Approval Process 

1. 

The Library Board passes a resolution in a public meeting stating the 





desire to use forms generated by a specific software program. 

2. 

A copy of the resolution, along with information in the sample is sent to the 

State Board of Accounts by the Library Board, along with a sample of all 

reports and forms of the system.  The forms submitted should be very similar 

to the prescribed system (same headings, titles, information, etc.). 

Otherwise, a cross-reference to the prescribed form intended to be placed 

must be submitted. 

3. 

The Library Board receives an approval letter from the State Board of 

Accounts and begins using the forms without any further approvals in the 

future unless the forms change. 

4. 

Previously approved forms for an accounting system do not have to be sent 

in for approval.  The Library Board does need to send a letter to State Board 

of Accounts stating which accounting system is going to be used.  A 

suggested form letter can be found in the appendix of the Accounting and 

Uniform Compliance Guidelines Manual for Libraries. 

Form Approval Conditions 

1. 

The forms and systems shall be subject to further review and recommendations 

during the audits of the Library to al ow for on-site review, as well as to ensure 

compliance with current statutes. 

2. 

Any other Forms, Checks, Receipts, etc., necessary to complete the system shall 

be submitted to the State Board of Accounts for approval. The Library should 

continue to maintain all prescribed forms not otherwise covered by an approval. 

3. 

Al  transactions that occur in the system must be recorded.  Transactions can be 

maintained on-line, on backup tapes, microfilmed, or printed on hardcopy. 

These transactions include, but are not limited to:  al  input transactions, 

transactions that generate receipts, transactions that generate checks, master 

file updates, and al  transactions that affect the ledgers in any way.  For all 

information maintained on the system, the system must be designed in such a 

manner that changes to a transaction file cannot occur without being processed 

through an application. 

166

4. 

The ability must not exist to change data after being posted.  If an  error is 

discovered after the entry has been posted, then a separate correcting entry 

must be made. Both the correcting entry and the original entry must be 

maintained. 

5. 

If the unit owns the source code, sufficient controls must exist to prevent 

unauthorized modification.  If the unit does not own the source code, upon 

request or in the event the vendor no longer provides maintenance service for 

the system, the vendor shal  provide representatives of the State Board of 

Accounts with access to al  computer source code for this system.  In addition, 

the vendor shal  provide representatives of the State Board of Accounts with a 

document describing the operating system used, the language that the source 

code is written in, the name of the compiler used, and the structure of the data 

files including data file names and data file descriptions, field names and field 

descriptions for the system upon request. 

6. 

Any Checks, Receipts, Purchase Orders, Deposit Advices or other prescribed 

forms that require numbering shall be serially pre-numbered by the printing 

supplier prior to delivery to the Library.  All receipts are to be printed at the time 

money is received.  Furthermore Checks, Receipts, Purchase Orders or Deposit 

Advices shal  not be pre-signed and shall have duplicates.  An approved check 

register may be used to meet the duplicate requirement for checks. 

7. 

Recap sheets for each depository for deposit advices, if applicable, wil  be 

maintained indicating direct deposits.  Individual wage assignment agreements 

will be kept on file to support direct deposit. 

8. 

Checks drawn on multiple bank accounts should only occur as a result of 

compliance with the Public Depository Law. 
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FORMS FOR USE BY LIBRARIES 

Many of the forms are found in the Appendix of State Board of Accounts Accounting and 

Uniform Compliance Guidelines Manual for Libraries. Other electronic forms can be found on 

SBoA website at www.in.gov/sboa/2416.htm.     

Library Form #     

 

 

 

Title 



1   









Financial and Appropriation Record 



1A   









Financial and Appropriation Record 



1B   









Financial and Appropriation Record 



1C   









Financial and Appropriation Record 



2   









Warrant (in duplicate) 



3   









Daily Record of Desk Col ections 



4   









Accounts Payable Voucher 

General Budget Form #   

 

 

Title 



53   









Bond Register 



86 







Contractor’s Combination Bid Bond and Bond for   











Construction 



86A   







Contractor’s Bond for Construction 



96   









Contractor’s Bid for Public Work 



98   









Purchase Order 



99   









Payroll Schedule 



99A   







Employees Service Record 



99B   







Employees Earnings Record 



99C   







Employee’s Weekly (Work Period) Earnings Record 



99P   







Publisher’s Claim 



100R   







Certified Report of Names, Address, Duties and  

















Compensation of Public Employees 

101                                

Mileage Claim 



350   







Register of Investments 



351   







Register of Insurance 



352   







Receipt 



359   







Ledger of Appropriations, Encumbrances, 

















Disbursements and Balances 



364   







Accounts Payable Voucher Register 



369   







General Fixed Asset Account Group Ledger 



370    







Receipt Register 
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Other Forms - Suggested Format 



Certificate of County Auditor 



Certificate of Secretary of Appropriating Body 



Certified Copy of Additional Appropriation 



Conflict of Interest Disclosure 



Form Approval Letter 



Library Appropriation Resolution 



Notice to Taxpayers of Proposed Additional Appropriations 



Petition to Appeal 



Proof of Posting of Notice of Additional Appropriations 



Resolution to Reduce Current Operating Budget  
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Annual Library Audit Checklist 



Background Information 

The library should have available or be able to obtain quickly the following information: 

a. 

Name and address of library, plus any branches 

b. 

Population of service area as of latest official census (Indiana State 

Library, Library Development Office can give you this number) 

c. 

Names and addresses of officials, including 

•  Library Trustees 

•  Library Director 

•  Library Attorney 

•  Library Insurance Agent 

•  Library Accountant 

d. 

Major state statute(s) under which library operates 

e. 

Date of library establishment (Indiana State Library, Library Development Office 

can give you this information) 

f. 

Terms of library trustees (there should be a file in the director’s office or 

business office that has the certificates of appointment with the appropriate 

date for each library board member; also, the appointing authorities should have 

this information) 

g. 

All library policies in effect, including 

•  General policies 

•  Rules and regulations 

•  Personnel policies 

•  Resolutions as contained in minutes or other records 

•  Minutes of regular and special board meetings 

•  Index to above material, if available 

h. 

Library personnel records, including 

•  Personnel files 

•  Annual leave and sick-leave records 

•  Payroll records, including time cards 

i.  

Name and address of al  depositories and al  account numbers and authorized 

signatures 
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j. 

Al  Insurance policies in effect during the audit period 

k. 

General ledger, balance sheets, and other accounting records 

l. 

Schedule of investment transactions by fund for the period covered 

m. 

Invoices, purchase orders, and receiving reports for the period covered 

n. 

Bank statements, including checking, for period covered 

o. 

Details of any new bond issues, significant contracts, and lease agreements 

p. 

Copy of any other audit prepared for the library during the period covered 

q. 

Summary of al  litigation involving the library during the period covered, 

including an administrative evaluation of the probable outcome 

r . 

Copies of all lease agreements involving facilities and equipment 

Review of General Actions  (Yes or No) 



Yes 

Has any property or thing of value been loaned, pledged, granted, or 

No 



otherwise conveyed to anyone during the past year, other than through    



normal routines of circulation? 



Yes 

Does the accounting system make it possible to show that the library 

No



has complied with all applicable legal provisions? 



Yes 

Are all major accounting entities separated by Funds?  Does a deficit 



No 

exist in any Fund at year-end? 



Yes 

Has any library officer or employee accepted anything of value, 



No 

whether in form of service, loan, thing, or promise, from anyone 

doing business with the library? 



Yes 

Are there persons on the library payroll not performing work for the 



No 

library? 



Yes 

Has any library official or employee used influence or their vote to 



No 

obtain expenditures of public funds for himself or a concern in which 

he has an interest? 



Yes 

Have all previous critical audit discrepancies been corrected?  If not, 

No



list those not corrected and explain delay in correction. 



Yes 

Is the library involved in any lawsuit, either as plaintiff or defendant? 



No 



Yes 

Are minutes or memoranda taken at all meetings of the library board? 



No 



Yes 

Is all official action taken by the library board done so at a properly 



No 

announced public meeting? 



Yes 

Are special meetings of the library board announced at regular    

No



meetings? 

171



Yes 

Are library records maintained in accordance with applicable 



No 

retention standards? 



Yes 

Does the library have bonding or surety coverage for individuals 



No 

with access to library funds? 



Yes 

Does the library follow the applicable regulations with respect to bid 



No 

laws for purchase and disposal of surplus items? 



Yes 

Does the library keep financial records in accordance with applicable 



No 

state guidelines? 

Review of Financial Actions (Yes or No) 



Yes 

Is there security pledged for the balances in the bank accounts? 



No 



Yes 

Does the library pay a monthly charge or fee for the bank accounts 



No 

maintained by the library? 



Yes 

Are funds in excess of those needed for normal operation invested 



No 

in interest-bearing accounts or securities?  



Yes 

Are restricted funds (those provided for special purposes other than 



No 

general operations) loaned to other funds? 



Yes 

Does the library maintain proper accounts for petty cash, including a 



No 

receipt for all disbursements? 



Yes 

Does the library use petty cash funds to cash personal checks, hold NSF 



No 

checks, make loans or cash advances? 



Yes 

Does the library keep clear and separate accounting records for the 



No 

receipt and expenditure of general taxes, special purpose taxes, and 







other monies received? 



Yes 

Does the library utilize tax monies received in special funds only for the 



No 

purpose specified in those funds? 



Yes   Does the library make deposits intact and promptly? 



No 



Yes   Does the library take adequate internal precautions, both physical and  



No  

clerical, to protect its cash collections such as fines and fees? 



Yes   Did the library board adopt and approve a legal appropriation document  



No  

or budget listing both expected revenues and proposed expenditures? 



Yes   Did expenditures exceed estimated revenues? 



No  





Yes   Did the library make expenditures in accordance with its approved 



No  

budget? 
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Yes   Did the library make its expenditures either by check or supported bank 



No  

memoranda, except for petty cash? 



Yes   Did the library make payroll changes, including pay increases, in 



No  

accordance with approved procedures adopted by the library board or   





other governing authority? 



Yes   Did the library make payment of any salary bonuses or retroactive pay 



No  

increases? 



Yes   Did the library make advance wages or salaries to any staff member? 



No 



Yes   Did the library pay staff for annual vacation in lieu of their taking it?  If so, 



No  

is this in accordance with approved procedures adopted by the library 







board or other governing authority? 



Yes   Did the library make travel reimbursements in accordance with approved 



No  

procedures, including approval by the responsible official either verbally   





or in writing? 



Yes   Did the library require receipts for travel expenses such as hotels, airline 



No  

tickets, meals, etc.? 



Yes   Does the library have documented justification for any lump sum 



No  

advances or allowances paid to officials or employees? 



Yes   Does the library have an established policy for the use of gasoline or 



No  

other credit cards? 



Yes   Does the library conduct a physical inventory on 



No  

movable equipment and furnishings? 



Yes   Does the library conduct a physical inventory on 



No  

consumable materials and supplies? 



Yes   Have expenditures for such items as floral or memorial gifts and 



No  

contributions to private or public organizations been made in accordance 





with appropriate policies or regulations? 

Review of Purchasing Actions (Yes or No) 



Yes   Does the library have established and documented purchasing 



No  

procedures? 



Yes   Do all departments, divisions, or employees comply with existing 



No  

purchasing procedures? 



Yes   Does the library clear all purchases through a central purchasing office? 



No 



Yes   Does the library ensure against purchasing in excessive amounts? 



No 
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Yes   Does the library require purchase orders for purchase? 



No 



Yes   Are the purchase orders pre-numbered and adequately safeguarded? 



No 



Yes   Does a purchase order require adequate approval before funds are 



No  

obligated? 



Yes   Can any department purchase its own materials directly from vendors? 



No 



Yes   Does the library follow approved policies and regulations on materials 



No  

and services for which a bid is required? 



Yes   Does the library ever split purchases in order to avoid applicable bid 



No  

guidelines? 

Do receiving reports on items purchased and/or delivered include: (Yes or No) 





Yes 

Details of items received at time of delivery? 





No 

Do receiving reports on items purchased and/or delivered include: (Yes or No) 



Yes 

Verification and certification of items received by a responsible 



No  

library employee? 



Yes 

Does the library use the receiving report as part of the 





No  

documentation for the disbursement of payments? 





Yes 

Does the library take precaution against theft and waste of  







No  

supplies? 

State laws which may bear on the audit 

•  Annual financial and operations reports 

•  Code of ethics 

•  Conflict of Interest 

•  Dual office holding 

•  Fixed asset accounting 

•  Leases 

•  Local government budget and appropriations 

•  Open meetings 

•  Sale or disposal of property 

•  Public bid 

•  Public records 

(Adapted from “YOUR ANNUAL AUDIT” and “SYSTEM SURVEY AND COMPLIANCE QUESTIONNAIRE”.  Office of the 

Legislative Auditor, State of Louisiana.  Used with permission.)Source:  Wozny, Jay.  Checklists for Public Library Managers.  Scarecrow Press, New Jersey. 
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2012 Indiana Public Library Statistics 

Automated Bookkeeping and Circulation Systems 

Library 

Name of Automated 

Catalog 

Library 

Bookkeeping System 

Integrated Library System 

Online 

ADAMS PUBLIC LIBRARY SYSTEM 

CompuTrain 

Evergreen Indiana 

Yes 

AKRON CARNEGIE PUBLIC LIBRARY 

AVC Corporation 

Evergreen Indiana 

Yes 

ALEXANDRIA-MONROE PUBLIC LIBRARY  AVC 

Evergreen Indiana 

Yes 

ALEXANDRIAN PUBLIC LIBRARY 

CompuTrain 

SirsiDynix Symphony 

Yes 

ALLEN COUNTY PUBLIC LIBRARY 

Fundware 

SirsiDynix Symphony 

Yes 

ANDERSON PUBLIC LIBRARY 

Kintera Fundware 

SirsiDynix Horizon 7.5.2 

Yes 

ANDREWS-DALLAS TOWNSHIP PUBLIC 

LIBRARY 



Evergreen Indiana 

Yes 

ARGOS PUBLIC LIBRARY 

Computrain 

Fol ett Destiny 

Yes 

ATTICA PUBLIC LIBRARY 

AVC 

Evergreen Indiana 

Yes 

AURORA PUBLIC LIBRARY DISTRICT 

Banyon Data Systems 

TLC Library Solutions 

Yes 

AVON-WASHINGTON TOWNSHIP 

PUBLIC LIBRARY 

Black Baud 

SirsiDynix 

Yes 

BARTHOLOMEW COUNTY PUBLIC 

LIBRARY 

CompuTrain 

SirsiDynix Symphony 

Yes 

BARTON REES POGUE MEMORIAL 

PUBLIC LIBRARY 

Quick Books 

Evergreen Indiana 

Yes 

BATESVILLE MEMORIAL PUBLIC LIBRARY  CompuTrain 

Evergreen Indiana 

Yes 

BEDFORD PUBLIC LIBRARY 

BANYON 

SirsiDynix Horizon 

Yes 

BEECH GROVE PUBLIC LIBRARY 

AVC 

Library FX 

Yes 

BELL MEMORIAL PUBLIC LIBRARY 

CompuTrain 

Fol ett Destiny 

Yes 

BENTON COUNTY PUBLIC LIBRARY 



Evergreen Indiana 

Yes 

BERNE PUBLIC LIBRARY 

CompuTrain LAP 

Evolve 

Yes 

BICKNELL-VIGO TOWNSHIP PUBLIC 

LIBRARY 

AVC Technology 

Winnebago Spectrum 

Yes 

BLOOMFIELD-EASTERN GREENE 

COUNTY PUBLIC LIBRARY 

Banyon Data Systems 

Evergreen Indiana 

Yes 

BOONVILLE-WARRICK COUNTY PUBLIC 

LIBRARY 



SirsiDynix Symphony 

Yes 

BOSWELL-GRANT TOWNSHIP PUBLIC 

LIBRARY 



Evergreen Indiana 

Yes 

BOURBON PUBLIC LIBRARY 

CompuTrain 

EOS International 

Yes 

BRAZIL PUBLIC LIBRARY 

CompuTrain 

Evergreen Indiana 

Yes 

BREMEN PUBLIC LIBRARY 

Computrain 

Innovated Interfaces 

Yes 

BRISTOL-WASHINGTON TOWNSHIP 

PUBLIC LIBRARY 



TLC Library Solutions 

Yes 

BROOK-IROQUOIS-WASHINGTON 

TOWNSHIP PUBLIC LIBRARY 

AVC 

Mandarin 

Yes 

BROOKSTON-PRAIRIE TOWNSHIP 

PUBLIC LIBRARY 



Evergreen Indiana 

Yes 

BROWN COUNTY PUBLIC LIBRARY 

Banyon 

Fol ett Destiny 

Yes 

BROWNSBURG PUBLIC LIBRARY 

Blackbaud Fundware 

Polaris 

Yes 

BROWNSTOWN PUBLIC LIBRARY 

AVC 

Evergreen Indiana 

Yes 
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BUTLER PUBLIC LIBRARY 

LAP computrain 

Evergreen Indiana 

Yes 

CAMBRIDGE CITY PUBLIC LIBRARY 

AVC 

Evergreen Indiana 

Yes 

CAMDEN-JACKSON TOWNSHIP PUBLIC 

LIBRARY 



Evergreen Indiana 

Yes 

CARMEL CLAY PUBLIC LIBRARY 

Solomon 

SirsiDynix Enterprise 

Yes 

CARNEGIE PUBLIC LIBRARY OF STEUBEN 

COUNTY 

Computrain 

Evergreen Indiana 

Yes 

CENTERVILLE-CENTER TOWNSHIP 

PUBLIC LIBRARY 

AVC 

Evergreen Indiana 

Yes 

CHARLESTOWN CLARK COUNTY PUBLIC 

LIBRARY 

Blackbaud Fundware 

TLC Library Solutions 

Yes 

CHURUBUSCO PUBLIC LIBRARY 

Computrain 

Fol ett Destiny 

Yes 

CLAYTON-LIBERTY TOWNSHIP PUBLIC 

LIBRARY 

Fol ett 

Fol ett 

Yes 

CLINTON PUBLIC LIBRARY 

AVC 

Evergreen Indiana 

Yes 

COATESVILLE-CLAY TOWNSHIP PUBLIC 

LIBRARY 



Evergreen Indiana 

Yes 

COLFAX-PERRY TOWNSHIP PUBLIC 

LIBRARY 



Evergreen Indiana 

Yes 

CONVERSE-JACKSON TOWNSHIP PUBLIC 

LIBRARY 



Fol ett Destiny 

Yes 

COVINGTON-VEEDERSBURG PUBLIC 

LIBRARY 

AVC 

Atriuum 

Yes 

CRAWFORD COUNTY PUBLIC LIBRARY 



Alexandria 

Yes 

CRAWFORDSVILLE DISTRICT PUBLIC 

LIBRARY 

AVC 

Polaris 

Yes 

CROWN POINT COMMUNITY PUBLIC 

Innovative Interfaces 

LIBRARY 

Banyan Data System 

Mil ennium 

Yes 

CULVER-UNION TOWNSHIP PUBLIC 

LIBRARY 

Computrain 

Evergreen Indiana 

Yes 

DANVILLE-CENTER TOWNSHIP PUBLIC 

LIBRARY 

AVC 

Polaris 

Yes 

DARLINGTON PUBLIC LIBRARY 





No 

DELPHI PUBLIC LIBRARY 

Computrain LAP 

SirsiDynix Symphony 

Yes 

DUBLIN PUBLIC LIBRARY 



Evergreen Indiana 

Yes 

DUNKIRK PUBLIC LIBRARY 

AVC 

Evergreen Indiana 

Yes 

EARL PARK PUBLIC LIBRARY 



Mandarin 3 

Yes 

Blackbaud Fundwaare 

EAST CHICAGO PUBLIC LIBRARY 

7.60 

Innovative Interfaces 

Yes 

ECKHART PUBLIC LIBRARY 

American Fundware 

TLC Library Solutions 

Yes 

EDINBURGH WRIGHT-HAGEMAN PUBLIC 

LIBRARY 

AVC Technology Corp 

AVC Technology Corp 

Yes 

ELKHART PUBLIC LIBRARY 

Banyon 

Polaris 

Yes 

EVANSVILLE-VANDERBURGH PUBLIC 

LIBRARY 

MAS90/SAGE100 

Innovative Interfaces Innopac 

Yes 

FAIRMOUNT PUBLIC LIBRARY 



Koha 

Yes 

FARMLAND PUBLIC LIBRARY 

AVC 

Apol o Biblionix 

Yes 

FAYETTE COUNTY PUBLIC LIBRARY 

AVC 

SirsiDynix Symphony 

Yes 
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FLORA-MONROE TOWNSHIP PUBLIC 

LIBRARY 

Computrain 

Evergreen Indiana 

Yes 

FORT BRANCH-JOHNSON TOWNSHIP 

PUBLIC LIBRARY 

AVC 

Polaris 

Yes 

FORTVILLE-VERNON TOWNSHIP PUBLIC 

LIBRARY 

AVC 

AVC FX 

Yes 

FRANCESVILLE-SALEM TOWNSHIP 

PUBLIC LIBRARY 



Evolve 

Yes 

FRANKFORT COMMUNITY PUBLIC 

LIBRARY-CLINTON COUNTY 

CONTRACTUAL PUBLIC LIBRARY 

AVC 

Polaris 

Yes 

FRANKLIN COUNTY PUBLIC LIBRARY 

DISTRICT 

AVC 

Evergreen Indiana 

Yes 

FREMONT PUBLIC LIBRARY 

Computrain 

TLC Library Solutions 

Yes 

FULTON COUNTY PUBLIC LIBRARY 

CompuTrain 

Evergreen Indiana 

Yes 

GARRETT PUBLIC LIBRARY 

AVC 

TLC Library Solutions 

Yes 

GARY PUBLIC LIBRARY 

Accufund 

SirsiDynix 

Yes 

GAS CITY-MILL TOWNSHIP PUBLIC 

LIBRARY 

Computrain 

Polaris 

Yes 

GOODLAND & GRANT TOWNSHIP 

PUBLIC LIBRARY 



Koha 

Yes 

GOSHEN PUBLIC LIBRARY 

Computrain LAP 

SirsiDynix 

Yes 

GREENSBURG-DECATUR COUNTY 

CONTRACTUAL PUBLIC LIBRARY 

AVC 

Evergreen Indiana 

Yes 

GREENTOWN & EASTERN HOWARD 

SCHOOL PUBLIC LIBRARY 

Computrain 

Evergreen Indiana 

Yes 

GREENWOOD PUBLIC LIBRARY 

AVC 

Evergreen Indiana 

Yes 

HAGERSTOWN-JEFFERSON TOWNSHIP 

PUBLIC LIBRARY 

AVC 

Evergreen Indiana 

Yes 

HAMILTON EAST PUBLIC LIBRARY 

Keystone 

SirsiDynix 

Yes 

HAMILTON NORTH PUBLIC LIBRARY 

Computrain 

Evergreen Indiana 

Yes 

Innovative Interfaces 

HAMMOND PUBLIC LIBRARY 

AVC 

Mil ennium 

Yes 

HANCOCK COUNTY PUBLIC LIBRARY 

BUCS Fund Accounting 

SirsiDynix 

Yes 

HARRISON COUNTY PUBLIC LIBRARY 

Computrain 

SirsiDynix Symphony 

Yes 

HARTFORD CITY PUBLIC LIBRARY 



Evergreen Indiana 

Yes 

HENRY HENLEY PUBLIC LIBRARY 





No 

HUNTINGBURG PUBLIC LIBRARY 

CompuTrain 

Evergreen Indiana 

Yes 

HUNTINGTON CITY-TOWNSHIP PUBLIC 

LIBRARY 

AVC 

SirsiDynix 

Yes 

HUSSEY-MAYFIELD MEMORIAL PUBLIC 

LIBRARY 

Blackbaud Fundware 

Evergreen Indiana 

Yes 

INDIANAPOLIS-MARION COUNTY 

Blacbaud - the Financial 

PUBLIC LIBRARY 

Edge 

SirsiDynix Horizon 

Yes 

JACKSON COUNTY PUBLIC LIBRARY 

AVC 

Evergreen Indiana 

Yes 

JASONVILLE PUBLIC LIBRARY 



Fol ett 

No 

JASPER COUNTY PUBLIC LIBRARY 

AVC 

TLC Library Solutions 

Yes 

JASPER-DUBOIS COUNTY CONTRACTUAL 

PUBLIC LIBRARY 

AVC 

TLC Library Solutions 

Yes 
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JAY COUNTY PUBLIC LIBRARY 

AVC Technology 

Evergreen Indiana 

Yes 

JEFFERSON COUNTY PUBLIC LIBRARY 

AVC 

Evergreen Indiana 

Yes 

JEFFERSONVILLE TOWNSHIP PUBLIC 

LIBRARY 

AVC 

Vubis (Infor Library Solutions) 

Yes 

JENNINGS COUNTY PUBLIC LIBRARY 

CompuTrain 

Evergreen Indiana 

Yes 

JOHNSON COUNTY PUBLIC LIBRARY 

Banyon 

SirsiDynix 

Yes 

JONESBORO PUBLIC LIBRARY 





No 

JOYCE PUBLIC LIBRARY 





No 

KENDALLVILLE PUBLIC LIBRARY 

Banyon Data Systems 

Evergreen Indiana 

Yes 

KENTLAND-JEFFERSON TOWNSHIP 

PUBLIC LIBRARY 

CompuTrain 

M3-Mandarin 

Yes 

KEWANNA-UNION TOWNSHIP PUBLIC 

LIBRARY 



Evergreen Indiana 

Yes 

KINGMAN-MILLCREEK PUBLIC LIBRARY 



Fol ett Destiny Hosted 

Yes 

KIRKLIN PUBLIC LIBRARY 



Evergreen Indiana 

Yes 

KNIGHTSTOWN PUBLIC LIBRARY 



LibraryWorld 

Yes 

KNOX COUNTY PUBLIC LIBRARY 



Innovative Interfaces 

Yes 

KOKOMO-HOWARD COUNTY PUBLIC 

LIBRARY 

CYMA 

Innovative Interfaces 

Yes 

LA CROSSE PUBLIC LIBRARY 

CompuTrain 

Fol ett Destiny 

Yes 

LA GRANGE COUNTY PUBLIC LIBRARY 

Peachtree 

Evergreen Indiana 

Yes 

LA PORTE COUNTY PUBLIC LIBRARY 

Blackbaud FundWare 

Innovative Interfaces 

Yes 

LADOGA-CLARK TOWNSHIP PUBLIC 

LIBRARY 



Evergreen Indiana 

Yes 

LAKE COUNTY PUBLIC LIBRARY 

Compu-Train 

Polaris 4.0 

Yes 

LAWRENCEBURG PUBLIC LIBRARY 

Banyon Data Systems 

Polaris 

Yes 

LEBANON PUBLIC LIBRARY 

Computrain 

Evergreen Indiana 

Yes 

LIGONIER PUBLIC LIBRARY 



Evergreen Indiana 

Yes 

LINCOLN HERITAGE PUBLIC LIBRARY 

Quickbooks Pro 25 

Evergreen Indiana 

Yes 

LINDEN CARNEGIE PUBLIC LIBRARY 



Evergreen Indiana 

Yes 

LINTON PUBLIC LIBRARY 

Banyon Data 

Evergreen Indiana 

Yes 

LOGANSPORT-CASS COUNTY PUBLIC 

LIBRARY 

Computrain 

Polaris 

Yes 

LOOGOOTEE PUBLIC LIBRARY 

AVC 

Evergreen Indiana 

Yes 

LOWELL PUBLIC LIBRARY 

AVC 

Polaris 

Yes 

MARION PUBLIC LIBRARY 

Computrain 

SirsiDynix Horizon 

Yes 

MATTHEWS PUBLIC LIBRARY 

manual 



No 

MELTON PUBLIC LIBRARY 

COMPUTRAIN 

Evergreen Indiana 

Yes 

MICHIGAN CITY PUBLIC LIBRARY 

Banyon Data Systems 

SirsiDynix Symphony 

Yes 

MIDDLEBURY COMMUNITY PUBLIC 

LIBRARY 

CompuTrain LLC 

TLC Library Solutions 

Yes 

MIDDLETOWN FALL CREEK TOWNSHIP 

PUBLIC LIBRARY 

AVC 

Evergreen Indiana 

Yes 

MILFORD PUBLIC LIBRARY 

AVC 

Evergreen Indiana 

Yes 

MISHAWAKA-PENN-HARRIS PUBLIC 

LIBRARY 

Computrain 

Innovative Interfaces Sierra 

Yes 

MITCHELL COMMUNITY PUBLIC LIBRARY   

Evergreen Indiana 

Yes 

MONON TOWN & TOWNSHIP PUBLIC 

LIBRARY 

CompuTrain 

Evergreen Indiana 

Yes 
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MONROE COUNTY PUBLIC LIBRARY 

Banyon 

Polaris 

Yes 

MONTEREY-TIPPECANOE TOWNSHIP 

PUBLIC LIBRARY 



Evolve 

Yes 

MONTEZUMA PUBLIC LIBRARY 

AVC Technology Corp. 

Concourse & Evergreen Indiana  Yes 

MONTICELLO-UNION TOWNSHIP PUBLIC 

LIBRARY 

Computrain 

Evergreen Indiana 

Yes 

MONTPELIER-HARRISON TOWNSHIP 

PUBLIC LIBRARY 

Works spreadsheet 

Fol ett 

No 

MOORESVILLE PUBLIC LIBRARY 

CompuTrain 

Evergreen Indiana 

Yes 

MORGAN COUNTY PUBLIC LIBRARY 

AVC 

Evergreen Indiana 

Yes 

MORRISSON REEVES LIBRARY 

AVC 

SirsiDynix Symphony 

Yes 

MUNCIE-CENTER TOWNSHIP PUBLIC 

LIBRARY 

Banyon 

TLC Library Solutions 

Yes 

Innovative Interfaces 

NAPPANEE PUBLIC LIBRARY 

CompuTrain-LAP 

Mil ennium 

Yes 

NEW ALBANY-FLOYD COUNTY PUBLIC 

LIBRARY 

Kintera Fundware 

SirsiDynix Horizon 

Yes 

NEW CARLISLE & OLIVE TOWNSHIP 

PUBLIC LIBRARY 

LAP 

Fol ett Destiny 

Yes 

NEW CASTLE-HENRY COUNTY PUBLIC 

LIBRARY 

AVC 

SirsiDynix Symphony 

Yes 

NEW HARMONY WORKINGMEN'S 

INSTITUTE 

CompuTrain 

Athena 

Yes 

NEWTON COUNTY PUBLIC LIBRARY 

AVC 

Evergreen Indiana 

Yes 

NOBLE COUNTY PUBLIC LIBRARY 

Computrain 

Evergreen Indiana 

Yes 

NORTH JUDSON-WAYNE TOWNSHIP 

PUBLIC LIBRARY 

Computrain 

Sagebrush/Spectrum 

Yes 

NORTH MADISON COUNTY PUBLIC 

LIBRARY SYSTEM 

AVC 

TLC Library Solutions 

Yes 

NORTH MANCHESTER PUBLIC LIBRARY 

AVC 

Fol ett Destiny 

Yes 

NORTH WEBSTER COMMUNITY PUBLIC 

LIBRARY 



Evergreen Indiana 

Yes 

OAKLAND CITY-COLUMBIA TOWNSHIP 

PUBLIC LIBRARY 

AVC 

Evolve 

Yes 

ODON WINKELPLECK PUBLIC LIBRARY 



Evergreen Indiana 

Yes 

OHIO COUNTY PUBLIC LIBRARY 

Banyon 

Fol ett Destiny 

Yes 

OHIO TOWNSHIP PUBLIC LIBRARY 

SYSTEM 

Banyon Data Systems 

Polaris 

Yes 

ORLEANS TOWN & TOWNSHIP PUBLIC 

LIBRARY 

CompuTrain 

Atriuum 

Yes 

OSGOOD PUBLIC LIBRARY 

AVC 

Evergreen Indiana 

Yes 

OTTERBEIN PUBLIC LIBRARY 



Evergreen Indiana 

Yes 

OWEN COUNTY PUBLIC LIBRARY 

Computrain 

SirsiDynix 

Yes 

OWENSVILLE CARNEGIE PUBLIC LIBRARY  computrain 

Evolve 

Yes 

OXFORD PUBLIC LIBRARY 



Evergreen Indiana 

Yes 

PAOLI PUBLIC LIBRARY 

LAP 

Evergreen Indiana 

Yes 

PEABODY PUBLIC LIBRARY 

Banyon Data Systems 

Evergreen Indiana 

Yes 

PENDLETON COMMUNITY PUBLIC 

LIBRARY 

Computrain 

Polaris 

Yes 
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PENN TOWNSHIP PUBLIC LIBRARY 





No 

PERRY COUNTY PUBLIC LIBRARY 

Computrain 

Evergreen Indiana 

Yes 

PERU PUBLIC LIBRARY 



SirsiDynix 

Yes 

PIERCETON & WASHINGTON TOWNSHIP 

PUBLIC LIBRARY 

Excel 



No 

PIKE COUNTY PUBLIC LIBRARY 

AVC technology 

Evergreen Indiana 

Yes 

PLAINFIELD-GUILFORD TOWNSHIP 

PUBLIC LIBRARY 

Banyon Data Systems 

Evergreen Indiana 

Yes 

PLYMOUTH PUBLIC LIBRARY 

Computrain 

Innovative Interfaces 

Yes 

PORTER COUNTY PUBLIC LIBRARY 

SYSTEM 

Computrain 

SirsiDynix Horizon 

Yes 

POSEYVILLE CARNEGIE PUBLIC LIBRARY 

QuickBooks 

Evergreen Indiana 

Yes 

PRINCETON PUBLIC LIBRARY 

AVC 

Evergreen Indiana 

Yes 

PULASKI COUNTY PUBLIC LIBRARY 

avc 

Evolve 

Yes 

PUTNAM COUNTY PUBLIC LIBRARY 



Polaris 

Yes 

REMINGTON-CARPENTER TOWNSHIP 

PUBLIC LIBRARY 

AVC Technology 

Fol ett Destiny 

Yes 

RIDGEVILLE PUBLIC LIBRARY 





No 

ROACHDALE-FRANKLIN TOWNSHIP 

PUBLIC LIBRARY 



Evergreen Indiana 

Yes 

ROANN PAW-PAW TOWNSHIP PUBLIC 

LIBRARY 





No 

ROANOKE PUBLIC LIBRARY 



Evergreen Indiana 

Yes 

ROCKVILLE PUBLIC LIBRARY 



Fol ett 

Yes 

ROYAL CENTER-BOONE TOWNSHIP 

PUBLIC LIBRARY 





No 

RUSHVILLE PUBLIC LIBRARY 



Polaris 

Yes 

SALEM-WASHINGTON TOWNSHIP 

PUBLIC LIBRARY 

CompuTrain 

Fol ett Destiny 

Yes 

SCOTT COUNTY PUBLIC LIBRARY 

AVC 

Polaris 

Yes 

SHELBY COUNTY PUBLIC LIBRARY 

AVC 

Evergreen Indiana 

Yes 

SHERIDAN PUBLIC LIBRARY 

AVC 

AVC Technology Corp 

Yes 

SHOALS PUBLIC LIBRARY 



Evergreen Indiana 

Yes 

SOUTH WHITLEY-CLEVELAND 

TOWNSHIP PUBLIC LIBRARY 

Computrain 

Evergreen Indiana 

Yes 

SPEEDWAY PUBLIC LIBRARY 

Fundware 

SirsiDynix 

Yes 

computrain (payrol  

SPENCER COUNTY PUBLIC LIBRARY 

only) 

Evergreen Indiana 

Yes 

SPICELAND TOWN-TOWNSHIP PUBLIC 

LIBRARY 





No 

ST JOSEPH COUNTY PUBLIC LIBRARY 

Computrain 

Innovative Interfaces Sierra 

Yes 

STARKE COUNTY PUBLIC LIBRARY 

SYSTEM 

CompuTrain LAP 

Polaris 

Yes 

SULLIVAN COUNTY PUBLIC LIBRARY 

AVC 

Innovative Interfaces 

Yes 

SWAYZEE PUBLIC LIBRARY 





No 

SWITZERLAND COUNTY PUBLIC LIBRARY  AVC 

Evergreen Indiana 

Yes 

SYRACUSE-TURKEY CREEK TOWNSHIP 

PUBLIC LIBRARY 

AVC 

Evergreen Indiana 

Yes 

THORNTOWN PUBLIC LIBRARY 

CompuTrain 

Evergreen Indiana 

Yes 
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TIPPECANOE COUNTY PUBLIC LIBRARY 

Banyon Data Systems 

SirsiDynix Symphony 3.4.1 

Yes 

TIPTON COUNTY PUBLIC LIBRARY 

CompuTrain LAP 

SirsiDynix Horizon 

Yes 

TYSON LIBRARY ASSOCIATION, INC 

Quickbooks 

Evergreen Indiana 

Yes 

AVC TECHNOLOCY 

UNION CITY PUBLIC LIBRARY 

CORP. 

Evergreen Indiana 

Yes 

UNION COUNTY PUBLIC LIBRARY 

AVC 

Evergreen Indiana 

Yes 

VAN BUREN PUBLIC LIBRARY 

Computrain 

Evergreen Indiana 

Yes 

VERMILLION COUNTY PUBLIC LIBRARY 



Evergreen Indiana 

Yes 

Innovative Interfaces 

VIGO COUNTY PUBLIC LIBRARY 

Fundware 

Mil ennium 

Yes 

WABASH CARNEGIE PUBLIC LIBRARY 

AVC 

Polaris 

Yes 

WAKARUSA-OLIVE & HARRISON 

TOWNSHIP PUBLIC LIBRARY 



SirsiDynix 

Yes 

WALKERTON-LINCOLN TOWNSHIP 

PUBLIC LIBRARY 







WALTON & TIPTON TOWNSHIP PUBLIC 

LIBRARY 

AVC 

AVC FX 

Yes 

WANATAH PUBLIC LIBRARY 



Fol ett Destiny 

Yes 

WARREN PUBLIC LIBRARY 



Evergreen Indiana 

Yes 

WARSAW COMMUNITY PUBLIC LIBRARY  Banyon 

TLC Library Solutions 

Yes 

WASHINGTON CARNEGIE PUBLIC 

LIBRARY 

CompuTrain  

Fol ett Destiny 

Yes 

WASHINGTON TOWNSHIP PUBLIC 

LIBRARY 



Evergreen Indiana 

Yes 

WATERLOO-GRANT TOWNSHIP PUBLIC 

LIBRARY 

Computrain 

Evergreen Indiana 

Yes 

WAVELAND-BROWN TOWNSHIP PUBLIC 

LIBRARY 



Evergreen Indiana 

Yes 

WELLS COUNTY PUBLIC LIBRARY 

AVC 

SirsiDynix 

Yes 

WEST LAFAYETTE PUBLIC LIBRARY 



Evergreen Indiana 

Yes 

WEST LEBANON-PIKE TOWNSHIP PUBLIC 

LIBRARY 



Evergreen Indiana 

Yes 

WESTCHESTER PUBLIC LIBRARY 

AVC 

Polaris 

Yes 

WESTFIELD-WASHINGTON PUBLIC 

LIBRARY 

AVC 

Evergreen Indiana 

Yes 

WESTVILLE-NEW DURHAM TOWNSHIP 

PUBLIC LIBRARY 





No 

WHITING PUBLIC LIBRARY 

AVC 

SirsiDynix Unicorn 

Yes 

WILLARD LIBRARY OF EVANSVILLE 

Peachtree/ Sage 

EOS Web 

Yes 

WILLIAMSPORT-WASHINGTON 

TOWNSHIP PUBLIC LIBRARY 

AVC 

Fol ett 

Yes 

WINCHESTER COMMUNITY PUBLIC 

LIBRARY 

AVC 

Evergreen Indiana 

Yes 

WOLCOTT COMMUNITY PUBLIC LIBRARY   

Evergreen Indiana 

Yes 

WORTHINGTON JEFFERSON TOWNSHIP 

PUBLIC LIBRARY 



Evergreen Indiana 

Yes 

YORK TOWNSHIP PUBLIC LIBRARY 





No 

YORKTOWN PUBLIC LIBRARY 

KEYSTONE KEY BUDGET  Fol ett Destiny 

Yes 
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Chapter 13 

Library Capital Projects Fund (LCPF) 

On March 19, 2012, Governor Mitch Daniels signed into law House Enrol ed Act 1072 

(“HEA 1072”).  Section 124 of HEA 1072 amends IC 36-12-12-5 so that a library board is 

no longer required to submit its resolution establishing a capital projects fund (“CPF”) 

and its CPF plan to the Department of Local Government Finance (“Department”) and 

the Department can no longer require that a Notice of Submission be provided to 

taxpayers. 

Instead, if the library board passes a resolution establishing a CPF and the appropriate 

fiscal body or bodies approve the CPF plan, the library board must publish a Notice of 

Adoption in accordance with IC 5-3-1-2(i). 

Ten or more taxpayers who wil be affected by the adopted plan may file a petition with 

the county auditor of a county in which the library district is located not later than ten 

days after the publication of the Notice of Adoption.  The petition must set forth the 

taxpayers’ objections to the proposed plan and the county auditor must immediately 

certify the petition to the Department. 

This amendment takes effect July 1, 2012. 

A. 

How can the LCPF be used? 

1)  A facility used or to be used by the Library District 

(a) 

planned construction, repair, replacement or remodeling 

(b) 

site acquisition 

(c) 

site development 

(d) 

repair, replacement or site acquisition that is necessitated by an 

emergency 

2)  the purchase, lease or repair of equipment to be used by the Library 

District 

3)  The purchase, lease, upgrading, maintenance or repair of computer 

hardware or software including hiring a computer expert to manage the 

computer operations, purchase and/or subscription to online databases 

B. 

How does one do the bookkeeping of a Library Capital 

Projects Fund? 

The LCPF is set up as a separate ledger account using the same format as a gift fund, 3 

columns: received, disbursed, and balance. 

If more detail is wanted, a separate hand or computer ledger with columns for each 

LCPF line item can be set up in the same format as the Library Financial and 

Appropriation Record. 

184

A sample of the Library Financial and Appropriation Record can be found in the 

Appendix (A-1) of the Accounting and Uniform Compliance Guidelines Manual for 

Libraries (reissued 2010). 

New legislation in 2012 session eliminates the need to submit the plan to the DLGF with 

the advertisement requirements. These duties are conducted by the County Auditor. 
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Chapter 14 

Additional Appropriation and Transfer Procedures 

Additional Appropriations 

New legislation in 2012, HEA 1072 (section 29) amends IC 6‐1.1‐18‐5 effective July 1, 2012 to 

require additional appropriations for units that have annual appropriations approved by that 

body before they can submit them to the DLGF. This applies to libraries when the additional 

appropriation causes the budget to exceed the average growth quotient even though the 

original budget only received the non‐binding recommendation. 

New subsection IC 6‐1.1‐18‐5(k) applies to public library that 

(1) is required to submit the public library’s budgets, tax rates, and tax levy for 

nonbinding review under IC 6‐1.1‐17‐3‐5; and 

(2) is not required to submit the public library’s budgets, tax rates, and tax levy for 

binding review and approval under IC 6‐1.1‐17‐20 

If a public library subject to IC 6‐1.1‐18‐5(k) proposes to make an additional appropriation for a 

year, and the additional appropriation would result in the library’s budget for that year 

increasing (as compared to the previous year) by a percentage that is greater that the result of 

the average value growth quotient determined under IC 6‐1.1‐18.5‐2 for the calendar year 

minus one (1), the additional appropriation must first be approved by the city, town, or county 

fiscal body described in IC 6‐1.1‐17‐20.3(c) or IC 6‐1.1‐17‐20(d), as appropriate. The library’s 

additional appropriation must be approved by the city, town or county fiscal body, whichever is 

appropriate. 

State grant monies, such as Build Indiana grants, that are not required to be paid back and that 

are itemized and earmarked for particular expenditures do not need to be appropriated by the 

taxing unit in order to make such expenditures.  The State Technology Grant Fund is a restricted 

fund and expended only on broadband connectivity.  Grant monies are also restricted funds 

and must be expended in accordance with the grant budget. These funds are not reported to 

DLGF. 

Additional Appropriations/Transfer Procedures 2012 ‐  

http://www.in.gov/dlgf/files/130710_‐_Jones_Memo_‐

_Additional_Appropriations_and_Transfer_Procedure_2013_UPDATE.pdf  
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Transfer of Funds to and From the Rainy Day Fund 

Money is never transferred out of the Rainy Day Fund. To spend money from the Rainy Day 

Fund requires a submitted and approved budget or an additional appropriation. 

To establish the Rainy Day Fund requires a resolution. Here is a copy of the resolution found on 

the LDO website at www.in.gov/library/3289.htm Please see the following page. This is a template and requires for its purpose. 

Transfers can be made to the Rainy Day Fund anytime during the year. Total transfer during the 

year can be no more than 10% of total budget for the current year. 

Further procedures for Rainy Day Fund are outlined in Chapter 3 starting on page 3 of the State 

Board of Accounts Manual of Accounting for Public Libraries found online at 

www.in.gov/sboa/2802.htm.  
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Resolution to Establish a Rainy Day Fund 

WHEREAS, the Board of Trustees of the ________________________________Public Library 

(hereafter “Board”) finds that the purposes of the ______________ Fund has been fulfil ed [or list 

specific multiple funds if applicable]; and, 

WHEREAS, there remains in the fund unused and unencumbered funds, and 

WHEREAS, I.C. 36-1-8-5 and I.C. 36-1-8-5.1 authorizes the board to transfer such funds, at any 

time during the fiscal year, to a Rainy Day Fund so long as the amount of funds transferred is not more 

than 10% of the library’s total annual budget for the fiscal year. 

NOW THEREFORE BE IT RESOLVED, that the Board does hereby establish a Rainy Day Fund for 

the fol owing purpose: _____________________; and 

BE IT FURTHER RESOLVED, that sources of funding for the Rainy Day Fund may include unused 

and unencumbered funds under I.C. 36-1-8-5; funds received under I.C. 6-3.5-1.1-21.1 (CAGIT); I.C. 6-

3.5-6-17.3 (COIT); I.C. 6-3.5-7-17.3. (CEDIT), or any other funding source specified in any future 

resolution adopted under I.C. 36-1-8-5.1 which is not otherwise prohibited by law; and [modify this 

clause, or delete, as appropriate for your library] 

BE IT FURTHER RESOLVED, that the Board acknowledges that this fund is subject to the same 

appropriation process as other funds that receive tax money; and 

BE IT FURTHER RESOLVED, that the Board hereby transfers the balance of the _________ Fund 

[or list specific multiple funds if applicable] to the Rainy Day Fund, such transfer being in the amount of $____________; and 

BE IT FURTHER RESOLVED,  that the Board will report this transfer to the Department of Local 

Government Finance. 

DULY ADOPTED by the Board of Trustees of the _____________________________ Public 

Library at its regular meeting held on the _____ day of _____________, ________, at which meeting a 

quorum was present. 



NAY 











AYE 



________________________________   

_______________________________ 

________________________________   

_______________________________

________________________________   

_______________________________

________________________________   

_______________________________

________________________________   

_______________________________



ATTEST ________________________________   





SECRETARY _______________________________
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Transfer of Funds to Library Improvement Reserve Fund (LIRF) 

For procedures on transferring funds to Library Improvement Reserve Fund (LIRF) see Chapter 3 

starting on page 3 of the State Board of Accounts Manual of Accounting for Public Libraries found 

online at www.in.gov/sboa/2802.htm 

The LIRF fund is established by Resolution. The money is not to be set up in a separate bank 

account. The transfer is authorized by a warrant from the operating fund. The actual transfer may 

occur at any time but needs to be completed before the appropriation expires at the end of the 

year. 

Procedure for Additional Appropriation 

The fol owing steps must be fol owed to obtain an additional appropriation that was not included 

in the certified annual budget and certified appropriations of the unit as reflected on Line 1 of the 

final version of the unit’s Fund Report. These procedures are fol owed for reporting only funds 

such as Rainy Day Fund and Library Improvement Reserve Fund (LIRF). For categorized budgets 

with the Library’s operating fund see the procedure to fol ow for transfers of appropriations when 

an equal amount of appropriations are reduced in one major category and reappropriated in 

another major category within the same fund. 

Library board gives notice of proposed additional appropriation. The notice shal  state the time 

and place at which a public hearing will be held on the proposal. The notice shall include 

fund name and number, a categorical breakdown of the proposed additional appropriation 

for each fund, and the total of the proposed additional appropriation for each fund. The 

notice shal  be published one time in two newspapers, if available, not less than ten (10) 

days before the public hearing on the proposal, in accordance with IC 5-3-1-2(b). 

The library board shall hold the public hearing on the proposal as advertised. At the public 

hearing, action shall be taken to approve, modify, or disapprove the proposed additional 

appropriations as advertised. If the board tables the request until the fol owing meeting, 

the additional appropriation does not have to be re-advertised provided the tabling of the 

request is stated publicly and included in the minutes of the correct advertised meeting to 

fol ow. The board shal  not adopt appropriations exceeding the amount advertised. 

If the library board  proposes to make an additional appropriation for a year, and the 

additional appropriation would result in the budget for the library for that year increasing 

(as compared to the previous year) by a percentage that is greater than the result of the 

assessed value growth quotient determined under IC 6-1.1-18.5-2 for the calendar year 

minus one (1), the additional appropriation must first be approved by the city, town, or 

county fiscal body described in IC 6-1.1-17-20.3(c) or IC 6-1.1-17-20(d), as appropriate 

After the public hearing, the proper officers complete and file with the Department of Local 

Government Finance a Certified Copy of Additional Appropriation (“Certified Copy”) and 

any other relevant information, including the unit’s financial information. The requested 

amount of additional appropriation shown on the Certified Copy must not exceed the fiscal 

body’s final approved amount or the advertised amount. 
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Resolution for Additional Appropriation 

WHEREAS, Board of Trustees of the ________________________________ Public Library 

(hereafter “Board”) has determined that it is now necessary to appropriate more money than was originally 

appropriated in the annual budget; 

NOW THEREFORE BE IT RESOLVED, that the Board of Trustees of the 

________________________________Public Library that for the expenses of the taxing unit the fol owing 

additional sums of money are hereby appropriated out of the funds named and for the purposes specified, 

subject to laws governing the same: 

DULY ADOPTED by the Board of Trustees of the _____________________________ Public Library 

at its regular meeting held on the _____ day of _____________, ________, at which meeting a quorum was 

present. 

Fund Name: 

Amount Requested 

Amount Approved 

_________________ 





Major Category 



$________________ 

10000 Personal Services 

$_________________ 

$________________ 

20000 Supplies 

$_________________ 

$________________ 

30000 Other Services/Charges 

$_________________ 

$________________ 

40000 Capital Outlays 

$_________________ 

TOTAL for 



__________________Fund



$__________________ 

$_________________ 

(Repeat for any other 

funds)*********************************************************** 

JULY ADOPTED by the Board of Trustees of the _____________________________ Public Library at its 

regular meeting held on the _____ day of _____________, ________, at which meeting a quorum was 

present. 

NAY 











AYE 

________________________________   

_______________________________ 

________________________________   

_______________________________

________________________________   

_______________________________

________________________________   

_______________________________

________________________________   

_______________________________



ATTEST ________________________________  SECRETARY _______________________________
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NOTICE TO TAXPAYERS OF ADDITIONAL APPROPRIATIONS 

Notice is hereby given the taxpayers of _______________ Public Library,  ____________ County, 

Indiana, that the proper legal officers will consider the following additional appropriations in 

excess of the budget for the current year at their regular meeting place at (location), at time am or 

pm, on the (number) day of (month), (year) 

Fund Name: 

Amount 

_________________ 



Major Category 



10000 Personal Services 

$_________________ 

20000 Supplies 

$_________________ 

30000 Other Services/Charges 

$_________________ 

40000 Capital Outlays 

$_________________ 

TOTAL for__________________Fund

$__________________ 

(Repeat for any other funds) 

Taxpayers appearing at the meeting shal  have a right to be heard. 
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CERTIFIED COPY OF ADDITIONAL APPROPRIATION 

 

County # ______ 

UNIT NAME: _______________________________________________  Unit # ________ 

COUNTY NAME: ________________________________ 

Date Received: 



Date of Publication ______________   Newspaper _______________       



Date of Publication ______________   Newspaper _______________       

Order Number: 

Date of Public Hearing ________________________ 

Date of Resolution/Ordinance __________________ 

Complete for each fund from which the additional appropriations are made. Use a separate column for each fund. 

Lines referred to below are on the Fund Report from the Department. 



A. Department Fund Number 









B. Fund Name 









C. Appropriation Amount Requested 









D. Amount by Reduction 









E. Net Amount of Increase (C minus D) 



















1. Property Tax Levy (Line 16) 









2. Levy Excess (Line 15) 









3. PTRC from CAGIT (Line 13A) 









4. LOIT Freeze Amount (Line 13B) 









5. Misc. Revenue (Line 8B) 









(If higher than 8B amount, a revised Budget Form 2 must 

be attached.) 

6.  January 1 Cash Balance (include investments) 









7.  Subtotal of Funds (Add 1thru 6) 









8. Less Circuit Breaker 









9. Total Funds (7 minus 8) 









10.  Department Approved Budget (Line 1) 









11.  Encumbered Appropriations 









12.  Temporary Loans Outstanding as of January 1 









13. Beginning Obligations (Add 10 thru 12.) 









14. Surplus Funds (9 minus 13) 









15. Previous additional appropriation(s) approved since 









January 1, less any reductions in appropriations. 

16. Amount transferred to the Rainy Day Fund 









17. Surplus Funds Remaining (14 minus 15 minus 16) 









I, ____________________________, fiscal officer of ___________________________, do hereby certify that the above information is true and correct. 

Dated this ___ day of __________________, 20___. 

(Signature) ___________________________(Title)________________________________ 

(Unit Address) _________________________(Telephone Number)___________________ 

(City/Town/Zip Code)_____________________________(E-mail Address Optional)__________________________ 
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Chapter 15 

Public Library Records Retention 

 

Public Libraries Retention Schedule and  

County/Local General Retention Financial Schedule 

 

The Public Libraries Retention Schedule and the County/Local General Retention Financial 

Schedule were adopted in 2010.   All public libraries in Indiana must follow the same general 

retention financial schedule. 

Any records not on the approved list cannot be destroyed without the permission of the County 

Commission on Public Records and the Indiana Commission on Public Records. 

Included in this chapter are a printout of the section of Chapter 6 of the State Board of 

Accounts Library Manual ( pages 5 through 9) explaining  the preservation and destruction of 

public records, the Public Libraries Retention Schedule and the County/Local General Retention 

Financial Schedule .  There are links on this page to the SBOA Library Manual, the June 

presentation by Jim Corridan, Chief Archivist and Director, Indiana Commission on Public 

Records, on retention schedules, and the two retention schedules. 

State Board of Accounts Library Manual, Reissued 2010: www.in.gov/sboa/2802.htm 

Public Proceedings and Public Records, Preservation and Destruction of Public Records 

(Chapter 6): www.in.gov/sboa/files/lib2010_006.pdf 

Adobe presentation by Jim Corridan, Chief Archivist and Director, Indiana Commission on Public 

Records, on retention schedules: 

webinar.isl.in.gov/p37554645/?launcher=false&fcsContent=true&pbMode=normal 

Public Libraries (LIB) Retention Schedule and the County/Local General Retention Schedule 

(GEN) www.in.gov/icpr/2739.htm 
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Records Retention FAQs 

Q1) How long should we keep past insurance policies/coverage that have been replaced with 

new policies/coverage? 

A1) Insurance paperwork would be considered a contract; keep for 10 years after the end of the 

insured year. 

Q2) How long should we keep past in-house staff directories? 

A2) If they simply provide personnel information in a different format, destroy. 

Q3) How long should we keep statements of Concern regarding library materials completed by 

patrons? 

A3) Regard as correspondence and destroy after 3 years. 

Q4) How long should we keep incident reports (injuries, accidents, behavior)? 

A4) 10 years, as for public library annual reports 

Q5) How long should we keep emails? 

A5) Treat emails as you would print correspondence regarding a particular issue.  They are 

public records. 



Evansville Courier & Press.com – 6/17/2012 www.courierpress.com/news/2012/jun/17/no-

headline---ev_publicrecords/ 

INDIANAPOLIS — “An Indiana commission will soon set new rules for how long state and local 

governments must keep employee emails and other electronic records — and which of those 

missives will be considered public records. 

The Indiana Commission on Public Records will also review and adopt rules for paper-based 

public records, which local governments will now be required to implement within 30 days of 

the commission adopting them…. 

That's why the commission plans to work in July — in a meeting not yet set — to create a 

statewide policy regarding email and other electronic communications. This policy will deal with 

what qualifies as a public record that must be kept — and for how long. 

The commission also plans to readopt the retention policies they already have in place. The 

new state law requires the commission to reconsider those policies before they are 

implemented for local governments.” 
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Chapter 16 

Grant Sources 

 

There are numerous sources of grants for libraries. The following list is a sampling of available 

sources and includes both public and private sources for funding. 



Please notify us of any new grant opportunities by contacting Jennifer Clifton at 

jclifton@library.in.gov or (317) 234-6550. 

 LSTA Grants 

in.gov/library/lsta.htm 

The first source you consider as a library in Indiana should be LSTA sub-grants. LSTA funding is 

made possible by the Institute of Museum and Library Services (IMLS) who distributes federal 

funds to states annually under the provision of the Library Services and Technology Act (LSTA). 

The Indiana State Library reserves a portion of these funds for competitive sub-grant 

opportunities. Grant programs vary, but generally include technology and digitization 

initiatives. Please check our website for current grant opportunities. 

 

LOCAL 

Public Service/Social Organizations 

Clubs such as Kiwanis, Lions Club, Rotary, etc. have sponsored library projects in the past. 
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Local Government 

Community Foundations 

www.incommunityfoundations.org/ 

Many counties in Indiana have a community foundation that colects and invests money for 

local agencies and returns the interest earned to the local agencies. The Indiana Grantmakers 

Alliance offers a handy tool for locating community foundations in the state on its web site, 



STATE 

Indiana Humanities 

http://www.indianahumanities.org/resources/grants/ 

Humanities Initiative Grants may be used for any public or school humanities program planned 

and implemented with the expertise of a humanities scholar. Eligible projects include town hall 

meetings, panels, workshops, lectures, reading and discussion programs, film discussion 

programs, festivals, and production of humanities resources. 

Community Development Block Grants 

www.IN.gov/ocra/2375.htm 

These grants for construction come from the Indiana Office of Community and Rural Affairs. 

Indiana requests federal funds to help rural communities with a variety of projects such as 

sewer and water systems, community centers, health and safety programs, and many others. 

These funds help communities improve their quality of life and ensure the health and safety of 

their citizens. A public library cannot apply for a Community Focus grant, but a town can apply 

on a public library’s behalf. 

Indiana State Historic Records Advisory Board (SHRAB) Grants 

www.in.gov/icpr/3088.htm 

The Indiana State Historic Records Advisory Board (SHRAB) occasionally offers grant 

opportunities for organizations that preserve and maintain historic collections of Indiana 

records. 

 

FEDERAL 

 Institute for Museum and Library Services (IMLS) 

www.imls.gov/applicants/applicants.shtm 
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The Institute of Museum and Library Services’ mission is to create strong libraries and museums 

that connect people to information and ideas. The Institute works at the national level and in 

coordination with state and local organizations to sustain heritage, culture, and knowledge; 

enhance learning and innovation; and support professional development. 

IMLS provides step-by-step assistance for grant applicants. Applicants can search for a grant 

program that best matches their project. Contact information for program officers who can 

provide assistance is also available. 

National Endowment for the Humanities (NEH) 

www.neh.gov/grants/ 

The National Endowment for the Humanities (NEH) is an independent grant-making agency of 

the United States government dedicated to supporting research, education, preservation, and 

public programs in the humanities. 

National Trust for Historic Preservation Endowment 

www.preservationnation.org/resources/find-funding/ 

The Trust's National Preservation Endowment offers several types of financial assistance to 

nonprofit organizations, public agencies, for-profit companies, and individuals involved in 

preservation-related projects. In 2005, through the National Preservation Endowment, the 

National Trust provided almost $17 million in financial assistance and direct investment to 

support preservation in cities, towns, and rural areas all over the United States. 

   

FOUNDATIONS/CORPORATE 

 

*Tip- Try consulting local banks, real estate brokers, convention and visitor bureaus, 

etc., for possible funding. 

AT&T ASPIRE: Connecting Our Youth  

www.att.com/gen/press-room?pid=2631 

AT&T Aspire is a $350 million initiative to address high school success and college and 

workforce readiness. This program is AT&T's most significant education initiative to date and 

one of the largest corporate commitments ever to address high school success and workforce 

readiness. 

 Bank of America 

www.bankofamerica.com/foundation/index.cfm?template=fd_localgrants 
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Bank of America’s local grant making activities can — and do — vary, depending on what your 

local community needs. Our local market presidents and their teams develop relationships with 

other community leaders to determine the best use of philanthropic dol ars in each community. 

 Barbara Bush Foundation for Family Literacy 

www.barbarabushfoundation.com 

http://barbarabushfoundation.com/family-literacy-programs/family-literacy-grant-information/ 

The Barbara Bush Foundation for Family Literacy offers grants to organizations supporting 

literacy initiatives.  The Foundation seeks to develop or expand projects designed to support 

the development of literacy skills for adult primary care givers and their children.  Grantees are 

eligible for up to $65,000. 

 Barnes & Noble 

www.bn.com 

Barnes & Noble considers local and national support requests from non-profit organizations 

that focus on literacy, the arts or education (pre-K through 12). They also consider 

organizations that focus their core businesses on higher learning, literacy and the arts. 

 Build-A-Bear Literacy and Education Grants 

http://bit.ly/1epKKkt 

 Deadline: Applications accepted March through October 2013 

Build-A-Bear Workshop, Inc. is accepting grant applications as part of its annual giving program. 

The Build-A-Bear Workshop Bear Hugs Foundation supports charities in the US and Canada 

through grant programs including Literacy and Education Grants which provide support for 

children in literacy and education programs such as summer reading programs, early childhood 

education programs, and literacy programs for children with special needs. Grants are a one-

time contribution, and range from $1,000 to $5,000. 

 Dekko Foundation 

www.dekkofoundation.org 

Dekko Foundation accepts grant applications from community organizations that build a 

foundation of economic freedom in young people. A major focus is early childhood 

development. Applicants must be located in the fol owing counties of northeast Indiana: 

DeKalb, LaGrange, Kosciusko, Noble, Steuben and Whitley. 

Dollar General Literacy Foundation 

bit.ly/dgliteracy 

The  Dolar General Adult Literacy Grants award funding to non-profit organizations that provide 

direct service to adults in need of literacy assistance. Organizations must provide assistance in 
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one of the fol owing instructional areas: Adult basic education, General education diploma 

preparation, and English for speakers of other languages. The  Dol ar General School Library 

 Relief Program  benefits public school libraries recovering from major disasters.  The  Dollar General Youth Literacy Grants provide funding to schools, public libraries and non-profit 

organizations to help with the implementation or expansion of literacy programs for students 

who are below grade level or experiencing difficulty reading. 

 W.K. Kellogg Foundation 

www.wkkf.org/ 

W.K. Kelogg offers funding opportunities for projects focused on Educated Kids, Healthy Kids, 

Secure Families, Racial Equity, and Civic Engagement. The web site provides detailed 

information about what the foundation funds and does not fund, how to apply, along with 

information on previously funded grant projects. 

Literacy Empowerment Foundation (LEF) 

LEFbooks.org 

Distributes books in English and Spanish free of charge for literacy programs, nonprofits and 

schools. Note: These paperback books are recommended for incentive programs and are not 

suited for circulation. 

Lois Lenski Covey Foundation 

www.loislenskicovey.org 

The Lois Lenski Covey Foundation, Inc. annually awards grants for purchasing books published 

for young people preschool through grade 8. Public libraries, school libraries, and non-

traditional libraries operated by 501(c)(3) agencies are eligible. The Foundation provides grants 

to libraries or organizations that serve economically or socially at-risk children, have limited 

book budgets, and demonstrate real need. Grants for 2012 wil  range from $500 to $3000 and 

are specifically for book purchases. 

Lowe's Charitable and Educational Foundation 

low.es/lcefgrants 

Lowe's Charitable and Educational Foundation awards more than $4.5 Million annually to 

individuals and organizations across the United States. Founded in 1957, the Foundation's 

primary philanthropic focus areas include K-12 public schools and non-profit community-based 

organizations. Lowe’s only considers requests from 501(c)(3) organizations for projects strongly 

related to Lowe’s retail focus, such as renovation and landscaping activities, as described in 

their guidelines. 

Praxair Foundation 

bit.ly/praxairgrants 
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The Praxair Foundation supports non-profit organizations primarily in the communities where 

Praxair operates.  Public Libraries may apply for funds through Praxair's "Library Links" program which assists libraries in upgrading their technology, acquiring new materials or initiating 

innovative programs. 

RGK Foundation 

www.rgkfoundation.org/public/grants 

RGK Foundation awards grants in the broad areas of Education, Community, and 

Medicine/Health. The Foundation's primary interests within Education include programs that 

focus on formal K-12 education (particularly mathematics, science and reading), teacher 

development, literacy, and higher education. Please send an electronic letter of inquiry before 

applying. 

Target 

http://tgt.biz/16x0LnV 

Target Store Grants support your local community. Targeted areas are arts and culture related 

programs and early childhood reading.  Reading grants are awarded to schools, libraries and 

nonprofit organizations, supporting programs such as weekend book clubs and after-school 

reading programs that foster a love of reading and encourage children, from birth through age 

9, to read together with their families. 

Verizon Foundation 

www.verizonfoundation.org/grants/ 

Organizations seeking grants must actively support programs that address the Verizon 

Foundation's focus areas of education (including innovative learning), literacy, health care and 

sustainability. The web site contains an eligibility quiz to determine if you may apply for a grant. 

Wal-Mart 

www.walmartfoundation.org 

Through the State Giving Program, the Wal-Mart Foundation seeks to support organizations 

with programs that align with our mission to create opportunities so people can live better. 

Two areas of focus include education and workforce development/economic opportunity. 

While the Foundation encourages funding requests that align with its four areas of focus, 

eligible programs that do not align with the four focus areas will also be given consideration.  In 

addition, local Walmart Stores and Sam’s Clubs can recommend grants of up to $5,000 to local nonprofit organizations. 



242

Resources to Locate Grants 

Grants.gov 

www.Grants.gov 

Grants.gov is a central storehouse for information on over 1,000 grant programs and access to 

approximately $400 billion in annual awards. Searching for grant applications does not require 

registration. Once registered at this site, you may apply online for any federal grant. Online 

assistance with the application process is available. 

The Foundation Center 

foundationcenter.org/ 

The Foundation Center is an independent nonprofit information clearinghouse. The Center’s 

mission is to foster public understanding of the foundation field by col ecting, organizing, analyzing, 

and disseminating information on foundations, corporate giving, and related subjects. The 

Foundation Center operates libraries at five locations. It also operates more than 200 Cooperating 

Collections across the country. Cooperating Collections give access to  Foundation Directory Online 

 Professional,  an online funding research tool. A list of Indiana Libraries where the Foundation 

Center col ections can be found is located at: foundationcenter.org/col ections/ccin.html 

 

The Indiana Grantmakers Alliance 

bit.ly/ingrantalliance 

The Indiana Grantmakers Alliance maintains  The Directory of Indiana Grantmakers  that profiles 

over 1,400 foundations that have been known to fund in Indiana. 
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Grant Writing Tips 



1. 

Ask for advice. Start on the application well before the deadline. Solicit help from the 

granting organization program officer. Ask colleagues to review the application and 

offer suggestions. 

2.   Identify projects that would be of benefit to your organization before looking for grants. 

Ways to do this include conducting a meeting of stakeholders and brainstorming, 

creating a file of ideas submitted by staff and patrons, and soliciting ideas from the 

public. Determine what ideas would be most suitable for grant funding. Be ready when 

funding opportunities arise instead of reacting to announcements of available grants. 

3.   Locate grant-making organizations with goals that match your project. Using various 

tools listed above, identify grantors who fund projects similar to your proposed project. 

4.   Research the grant opportunity. Read the guidelines to determine if the project fits with 

the mission of the granting organization and if there are any restrictions that may 

prohibit you from accepting the funds. Learn about previous grants awarded by the 

organization. Determine the funding limits and whether the amount of money being 

offered will realistically cover the costs for your project. 

5.  Follow the instructions provided by the grantmaker. Check deadlines. Answer all the 

questions and include al  the necessary parts of the proposal or application when 

submitting it.  If any part of the application is confusing, contact the grant program 

officer for help. 

6.   Don’t give up if an application isn’t funded. If possible, ask for feedback as to why your 

grant application was denied. Ask about any opportunities for resubmitting the grant. 

Consider other funding sources. 

7.   New applicants make two common mistakes. One is including too little detail about the 

proposed project and giving insufficient justification for the significance of the need. 

Another is proposing more work than can be reasonably done during the grant period. 



8. 

Think like a reviewer. One of the best ways to learn how to write a grant is to participate 

on a grant review committee. Organizations that offer publicly-funded grants are always 

looking for individuals willing to assist in grant review. 
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Sources of Grant Writing Classes & Workshops 

 This list is for informational use and does not imply endorsement of any kind. 

Col eges/Universities 

Indiana University offers a Grant Writing course during the Summer I session. Please contact 

the School of Library and Information Science for more information. 

slis.iu.edu/ 

In the past, Ivy Tech Community Colege has offered an online course in Writing Effective Grant 

Proposals. For more information, visit www.ivytech.edu/register-now/ 

Professional Organizations 

The Center on Philanthropy at Indiana University 

http://www.philanthropy.iupui.edu/the-fund-raising-school 

The Fund Raising School at the Center on Philanthropy at Indiana University offers courses for a 

fee, such as “Preparing Successful Grant Proposals.” 

The Foundation Center – Grant Space 

www.grantspace.org/Classroom 

The Foundation Center offers free training courses and webinars and full-day training courses 

for a fee. Courses are offered in their five library/learning centers and in selected other 

locations across the country. 

Indiana Nonprofit Resource Network 

www.inrn.org/calendar/calendar.aspx 

The Indiana Nonprofit Resource Network offers fundraising workshops throughout the state for 

a fee, including “Grantwriting for Beginners” and “Outcomes Made Easy.” 

LYRASIS 

www.lyrasis.org/Classes-and-Events.aspx 

LYRASIS offers classes on Grant Writing, Grant Writing for Digitization and Preservation 

Projects, and Grant Writing Secrets for Librarians. 

WebJunction Indiana  

in.webjunction.org/ 

Register at WebJunction Indiana for a self-paced online course called “Grant Writing Basics.” 
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Grant Writing Resources 

The Indiana State Library has numerous grant writing resources in their collection. Here is a 

sampling of what is available. 

 The ALA book of library grant money.  Chicago: ALA, 2012.   

  The Art and science of grant writing. Center for Faith-Based and Community Initiatives (United 

States. Dept of Housing and Urban Development), 2006. 

Barbato, Joseph and Danielle S. Furlich.  Writing for a good cause: the complete guide to crafting 

 proposals and other persuasive pieces for nonprofits.  NY: Simon & Schuster, 2000. 

Bauer, David G.  The “How to” grants manual : successful grantseeking techniques for obtaining 

 public and private grants.  Westport, CT: Greenwood Publishing Group, 2007.  Available 

online in the INSPIRE eBook Collection. 

Brewer, Ernest W.  Finding funding:  grantwriting from start to finish, including project 

 management and internet use.  Thousand Oaks, CA: Corwin Press, 2001. 

Brown, Larissa Golden and Martin Brown . Demystifying grant seeking: what you really need to 

th 

 do to get grants.  4 edition. San Francisco: Jossey-Bass, 2001. 

Carlson, Mim.  Winning grants step by step: the complete workbook for planning, developing, 

nd 

 writing, successful proposals.  2 edition. San Francisco: Jossey-Bass, 2002. 

Clarke, Cheryl.  Storyteling for grantseekers: the guide to creative nonprofit fundraising. San 

Francisco: Jossey-Bass. 2001. 

Coley, Soraya M.  Proposal writing.  Thousand Oaks, CA: Sage Publications, 2000. 

 Directory of Indiana grantmakers. Indianapolis, Indiana: Grantmakers Alliance, 2006. 



th 

 Directory of computer and high technology grants.  4 edition. Loxahatchee, FL: Research Grant 

Guides, Inc., 1999. 

 The Foundation Center’s guide to grantseeking on the web. [CD Rom]. NY: The Center, 2002. 

Geever, Jane C.  The Foundation Center’s guide to proposal writing. NY: Foundation Center, 

2001. 

Gerding, Stephanie and Pamela H. MacKellar.  Grants for libraries: a how-to-do-it manual. 

NY:Neal-Schuman, 2006. 
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Hall-Ellis, Sylvia D.  Grants for school libraries. Westport, Conn.: Libraries Unlimited, 2003. 

Hall-Ellis, Sylvia D., Stacey L. Bowers, Christopher Hudson and Claire Williamson.  Librarian's 

 handbook for seeking, writing, and managing grants. Westport, Conn.: Libraries 

Unlimited, 2011. 

Hayes, Lisa, Don Hoffman, and Denise Lamoreaux, ed . Winning strategies for developing grant 

 proposals.  Washington, DC: Government Information Services, 1999. 

Karsh, Ellen and Arlen Sue Fox.  The only grant-writing book you’l ever need. New York : Carroll 

& Graf ; [Berkeley, Calif.] : Distributed by Publishers Group West, 2003. 

Landau, Herbert B.  Winning library grants: a game plan.  Chicago: ALA, 2011. 

Marshall, Maria I., Aaron Johnson, and Jean Fulton.  Writing a successful grant proposal. Purdue 

University Cooperative Extension Service, 2006. 

Miller, Patrick W.  Grant-writing: strategies for developing winning proposals. 

[Munster, IN]: P.W. Miller, 2002. 

Quick, James Aaron.  Grant seekers budget toolkit.  NY: John Wiley, 2001. 

Staines, Gail M.  Go get that grant! : a practical guide for libraries and nonprofit organizations. 

Scarecrow Press, 2011. 

Wason, Sara D.  Webster’s new world grant writing handbook. Wiley, 2004. 

Weinstein, Stanley.  The complete guide to fundraising management. NY: J. Wiley, 2002. 

 Writing the winning grant proposal for libraries. Thompson West, 2005. 

Ziarnik, Natalie Reif.  School & public libraries: developing the natural alliance. Chicago: ALA, 2003. 
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Online Resources 

Shaping Outcomes – Online course in Outcomes Based Evaluation 

www.shapingoutcomes.org/ 

This course was developed through a cooperative agreement between the Institute of Museum 

and Library Services (IMLS) and Indiana University-Purdue University Indianapolis (IUPUI). It is a 

particularly helpful resource in preparing for an LSTA or other IMLS grant application. 

 Library Grants Blog 

librarygrants.blogspot.com 

Grant experts/librarians Stephanie Gerding and MacKelar frequently update this blog with new 

grant opportunities. 

 Primary Source 

www.imls.gov/news/source.shtm 

 Subscribe to this monthly newsletter from The Institute of Museum and Library Services here: 

 The Foundation Center 

foundationcenter.org/getstarted/tutorials/shortcourse/ 

The Foundation Center provides online training exercises as well as information on upcoming 

grants administration training courses and seminars. The above links wil  take you to the free 

online class. 

GRANTwritersonline  

www.grantwritersonline.com/ 

Web site provides a good overview of writing a grant proposal. Topics discussed include the 

components of a grant proposal, financial statements for grants, grantwriting mistakes, tips on 

writing a grant proposal, grant application checklist, and grant proposal and financial samples. 

Minnesota Council on Foundations 

www.mcf.org/nonprofits/successful-grant-proposal 

These tips on Writing a Successful Proposal from the Minnesota Council on Foundations 

includes answers to common questions, such as “What happens to my proposal after it reaches 

the grantmaker?” and “What should I do if my proposal is rejected?” 

University of Pittsburgh Office of Research 

www.pitt.edu/~offres/propwriting.html 

www.pitt.edu/~offres/proposal/propwriting/websites.html 



248

The web site offers basic advice on writing a proposal along with links to other web sites 

offering assistance. If you explore the web site, you wil  find other tools to assist with locating 

grant opportunities and preparing grant applications. 
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Chapter 17 

Funding a Library Building Project1 

A library building project does not have to be a painful experience.  There will be anxious 

