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	LIR HEAnet User Group for Libraries



Guidelines for LIR Treasurer

A) LIR Accounts – in the TCD branch of Bank of Ireland, College Green
Two signatories – Chair & Treasurer (either or/and can sign for transactions on the accounts & cheque book)

To change accounts over to new committee executives.  BOI require proof of address (utility bill, official letter etc) & photo ID (passport, drivers licence – please note staff cards are not accepted).  Also letter confirming the new names (from treasurer, outgoing if appropriate)
Two Accounts:

1.  Savings Account

· 1 x Lodgment Book

All monies relating to membership, training events & the annual seminar are lodged to this account.  Interest is accumulated on the account.  Money can be lodged using the lodgment book or the BOI Express Lodgment service.  Statements are issued monthly.  Statements may also be requested at the customer service desk of any BOI branch.
2.  Current Account
· 1 x Lodgment Book

· 1 x Cheque Book

All payments relating to training events, the annual seminar and miscellaneous costs are paid for by cheque.  Please ensure that adequate funds are transferred from the savings account to the current account prior to the issuing of the cheque.  If monies are not transferred prior to the issuing of the cheque, transfer on the same day the cheque is issued.  Ensure there is sufficient funds for the quarterly bank charges (app. €8 per quarter) in the account at all times. Statements will only be issued if five or more transactions have been made on the account.  Statements may also be requested at the customer service desk of any BOI branch.  Retain all receipts.
Transferring Money between LIR accounts
Go to the customer services desk in BOI Trinity Branch.  Bring: current account lodgment book; account details for the savings account & photo ID (staff ID is sufficient).  Ask to withdraw money from the savings account (slips are held behind the service counter) and lodge to the current account (using the lodgment book).  
Record of Transactions

Retain any lodgment/withdrawal stubs.  Ensure that transactions appear on bank statements at a later date and the dates that cheques were cashed.
B) Invoices for Membership

An increase of fees to €200 for institutional membership was agreed at the 2005 AGM.  Membership runs Oct – Sept.  
All invoices should be numbered i.e. 001/2005.  Ensure the names of the librarians for the member libraries are correct before issuing invoices.  Update membership table if required.  Ensure details of treasurer are correct before issuing invoices. 
*Include details for electronic funds transfer:

Name, Address, Telephone Number, Fax Number, Bank Name, Bank Address, Account Name, Bank Sort Code, Bank Account Number, Currency, Email address for remittance, Authorised name, position held on the committee.  Ensure that it is signed.
As LIR is a committee and membership fees do not exceed €200 per annum we do not require a tax clearance certificate.

Steps for the accounts depts.:

1. LIR invoice must be authorized for payment

2. Service (purchase) order is issued.  This provides an order number for the invoice.  No invoice can be processed unless there is a valid order number for the items.  Most of the member institutes require no further action if a service order is required.  However, ring the Finance Dept in question and offer to re-issue invoice with the service order number on it.
3. Invoice is processed for payment and remittance advice is received.  Some of the member institutes request that information be supplied for Electronic Funds Transfer (see information above*).

Even though the contact details for the LIR Treasurer are correct on the invoice some finance departments have not updated their records and payment/remittance will be sent to former LIR Treasurers.  If former Treasurers do receive LIR payments ensure that the finance department is contacted and asked to amend their records.
If payment is not received with two calendar months from the issue of the first invoice, reminder invoices should be issued.
C) Reporting to the Committee
The Treasurer should check the balance of both LIR accounts prior to any LIR meetings.  Regular updates should be provided re. received membership fees & attendance fees for the annual seminar.  The Treasurer must prepare an annual report and present it at the LIR AGM.  The annual report is also circulated to members.
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