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In January 2008, the newly established IALL Finance Committee agreed that its agenda should include the following major items:

-Organizing a meeting between the incoming and outgoing treasurers to complete the transfer of materials and paperwork for check-signing, etc.

-Meeting with the incumbent IALL auditor for advice regarding IALL finances.

-Developing an association budget for FY09

-Developing a plan for association management, giving consideration to: developing a membership database, the need for professional support, clarification of the responsibilities of the secretary and treasurer, etc.

Meeting with Former Treasurer and Auditor

On January 30, Ann Morrison and I met with Gloria Chao, outgoing IALL Treasurer, at the Rutgers-Camden Law Library, so that Ann could receive from Gloria information about the IALL checking accounts and certificates of deposit, other financial records of the Association, and the checks necessary to manage the accounts.  The meeting also provided the opportunity for us to talk with Gloria about the practices she had followed in managing IALL finances since 1996, and to meet with the IALL auditor, Kenneth Ditmars. 


Here are the main things accomplished at and as a result of that meeting:

Paper Files.  With the advice of Mr. Ditmars, Ann and I weeded the material in Gloria’s files and retained only the expenditure and reimbursement records for the past five years (2003-2007) plus 2008.  Those records were shipped to Ann.

Financial Record-Keeping. Gloria used the program Quickbooks to generate dues invoices and letters to members.  The records of payment for each member were then entered into a separate MS Word file that includes for each member: a membership number, the name (person or institution), mailing address, email address (if known) and records of dues payments from 1996-2007.  Neither file includes the names of members whose dues are paid through one of the IALL jobbers: Hein, Swets, or Ebsco. After the January meeting, Ann purchased a copy of Quickbooks and has trained herself on its features.  

2008 Dues.  Following the meeting in Camden, in February, Ann mailed 2008 dues invoices to those members not invoiced through one of the jobbers. 

Mailing Addresses.  

In conjunction with the mailing of 2008 dues invoices, the officers decided to remove all references to the IALL Washington DC post office box address from our print publications and from the web site.  Inquiries about membership are now directed toward Ann in Halifax, those about the Association to Jennefer Aston in Dublin, and those about the Journal to Mark Engsberg in New Haven.   We have determined that the PO box address is not required to maintain our not-for-profit corporation status in DC.  (See Non-Profit Status below.)

The change away from the PO box should make it possible for members to fax in credit card payments for dues renewals and new memberships, and will help move us toward establishing an online payment regime.  At such time as we have a new treasurer, the mailing address for things that need to be mailed can easily be changed.  
Bank Accounts. 
Under the former Treasurer, in addition to our four interest-bearing certificates of deposit, IALL had two checking accounts: a general account with PNC Bank and a smaller account with Bank of America used for wire transfers. Ann is determining whether to maintain these accounts open accounts with another bank nearer to her.  There is probably no need to run separate checking accounts for general uses and for wire accounts.
Auditor. 
Kenneth Ditmars, the auditor with whom Gloria worked, sent Ann the final audit for 2007. With the completion of the 2007 audit, Mr. Ditmars ended his service to IALL, advising us to locate an auditor closer to Ann for 2008 and future years.  Ann is arranging for a new auditor.
Non-Profit Status.  
Questions have arisen at Board meetings and at other times about the details of IALL’s corporate status.  Ann and I learned at our meetings with the auditor that for several years the bank holding our CDs has withheld some of the interest income generated by the CDs, apparently thinking that we are not a non-profit corporation.  In 2008, the US IRS asked us to file the tax form used by organizations exempt from income tax, suggesting that this should not be a problem in the future. 

We have also verified from a DC government site for registered organizations that we are listed in DC as an active domestic nonprofit corporation, and have been since 1994.  According to the government web site:
“If you are a corporation, partnership, or limited liability company located in the District: The Registered Agent will serve as the contact point to receive legal notices and mailings from the District. The Registered Agent may be a company 
or an individual, and must be located and have a street address in the District (post office boxes will not be accepted). Appointing a Registered Agent is part of the corporate registration and process is not available online.”

Information specific to IALL is at: http://mblr.dc.gov/corp/lookup/status.asp?id=173574.  Malo is listed as our registered agent on the web page and her home address is given.  Since Malo is no longer active in IALL, we will need to find another registered agent, perhaps at one of the DC law schools.  
Reserves.  
Ann and I spoke with Mr. Ditmars about how large a financial reserve an association like IALL should have.  He said that the rule-of-thumb generally is enough to cover 3-4 months of operating costs, though he acknowledged that the rule would not be particularly helpful to us.  His sense was that we needed to look closely at our specific circumstances and come up with figures on our own.  There is no upward limit that will jeopardize our non profit status.  The Finance Committee has been tasked to consider the appropriate amount to hold in reserve and develop recommendations for the Board.

Reimbursement Policy and Forms. 
After reviewing the 12 years of paper files supporting reimbursements to officers, board members and others, each based on individual letters from the recipients and authorized using a half-page voucher form that Gloria devised, Ann and I concluded that IALL would benefit from having a reimbursement form, as well as a written policy regarding reimbursements.  The Committee drafted a policy and a form, which the Board considered at our London meeting, and approved via email in September.  The form is attached to this report. The policy and form will be posted on the IALL website.
2009 Budget.

An has prepared the report of income and expenses for the San Juan board meeting as a 

basis for constructing a 2009 budget for the Association.
Richard Danner

Durham North Carolina USA

25 November 2008
International Association of Law Libraries

Travel Reimbursement Policy
GENERAL POLICY

IALL will reimburse the costs of travel and on-site expenses for officers and members of the Association traveling on official IALL business, under the conditions outlined below.  The policy applies to expenses charged to all funds administered by the Association.

Individuals may be reimbursed for expenses incurred in performing their duties as Officers, Board Members, Committee Chairs, and in other appointed or elected positions, when specific authorization has been given by the President (or, for the President, by the First Vice-President).

While it is understood that absolute adherence to specific limits in the policy may not be possible in each case, significant departures must be approved by the President (or, for the President, by the First Vice-President) before travel reimbursement is made. In all cases, reimbursement for travel expenses is limited to actual reasonable and necessary business-related expenses.

All requests for reimbursement shall be submitted to the Treasurer on the IALL Travel Reimbursement Form accompanied by original receipts or photocopies.  The form should specify the currencies in which expenditures were made, and should state the amount of any bank fee that the requester will incur for converting dollars into their local currency.  Payment will be made in US dollars. The Form should be submitted within three months after completion of the travel.

TRANSPORTATION

Transportation authorized for IALL business travel includes automobile, rail, airlines, buses, taxicabs, and other usual means of conveyance. All travel is to be by the most economical mode of transportation consistent with reasonable convenience.  

Air and rail travel is to be via coach or economy class.  All IALL travelers must try to obtain the lowest available fares, and make travel arrangements as soon as possible after the need for the travel is established.

When a traveler drives his or her own car, reimbursement will be at the current reimbursement rate per mile or kilometer at their home institution, plus cost of tolls and parking. The reimbursed cost for mileage cannot exceed what would have been the cost for coach or economy airfare for the trip.

Any use of rental cars must be approved in advance by the President (or, for the President, by the First Vice-President). 

MEALS

It is recognized that the cost of meals varies considerably among localities. Expenditures for meals, including tips, should average no more than US$75.00 per day. No single meal reimbursement request should exceed US$50.00.  Original receipts (or photocopies) must be submitted for all meal expenses.  Reimbursement of expenditures over the designated limits must be approved by the President (or, for the President, by the First Vice-President).

ACCOMMODATIONS

IALL travelers should choose mid-range accommodations for their travel.  If the event attended offers a range of hotel options for participants, the Association will reimburse travelers for their expenses up to the median rate of the choices offered, plus any bank currency conversion fees.

HOSPITALITY EXPENSES

When circumstances merit, the President may charge appropriate expenses for professional hospitality. The names of those entertained, and the date, time, and location should be included in the Travel Reimbursement Form.

TIPPING

Appropriate tips are an allowable expense.

TRAVEL ADVANCES

Travel advances related to anticipated out-of-pocket expenses are available by making a request to the IALL Treasurer.

OFFICERS AND BOARD MEMBERS, ETC.

Officers, Board Members, Committee Chairs, and others serving in appointed positions pay for their own registration, accommodations and travel expenses to attend the Annual Conference, although reimbursement may be requested for up to three nights lodging plus any bank currency conversion fees if required to allow an individual to attend pre- and post-conference Board meetings.  If the Annual Conference offers a range of hotel options, the Treasurer will determine a maximum room rate for those eligible for three nights reimbursement based on the median room rate at a mid-range hotel.

Expenses, including travel expenses, are reimbursed by the Association for required attendance at Board and committee meetings held at times other than in conjunction with the Annual Conference.  

All reimbursements for Officers, Board Members, Committee Chairs, and others serving in appointed positions are subject to the limits stated in other parts of this policy.

INDIVIDUALS RECEIVING HONORS AND/OR AWARDS

Expenses for a member or a retired member of IALL receiving an honor and/or award at the Annual Conference are not reimbursed by IALL unless specifically authorized in advance by the President. Expenses for non-members receiving awards are reimbursed to the same extent as those of non-IALL members speaking at the Annual Conference. 

ANNUAL CONFERENCE POLICIES

In addition to the GENERAL POLICIES set out above, the following specific policies will apply to annual meetings:

Conference Planning Expenditures.  Pre-conference travel expenditures for the board liaison and/or the President to visit the conference site are budgeted as an administrative cost in the overall IALL budget.  All other expenditures associated with planning and organizing an annual conference should be covered in the conference budget.

Speaker Expenses: IALL Members.  Association members speaking on Annual Conference programs are not reimbursed for housing, registration, travel or incidentals, nor do they receive honoraria for speaking.

Speaker Expenses: Non-Member Speakers.  Honoraria and meal and transportation expense reimbursement for non-IALL members speaking on Annual Conference programs must be approved by the chair of the local organizing committee and covered in the Annual Conference Budget.  The following guidelines are applicable to expenses of non-member speakers at Annual Conference programs:

When housing for a speaker is requested by the program's coordinator, lodging at one of the convention hotels is provided through the Association's designated housing contractor for one night only unless the speaker(s further participation in the conference is determined to be desirable by the chair of the local organizing committee, or the logistics of travel require a longer stay.

When air travel for a speaker is required, the traveler should be requested to find the least expensive direct route to their destination, and anticipated costs should be approved by the chair of the local organizing committee before the flight is booked.

Reimbursement may be approved and provided for ground transportation to and from the home airport, and to and from the airport in the meeting city. (Rental car costs are not reimbursed.) Meal expenses on travel days and the day of the speaker's program may be reimbursed up to $75.00 per day when itemized original receipts (or photocopies) are submitted with the Expense Reimbursement Form. No single meal reimbursement request should exceed $50.00.

Honoraria in excess of $500.00 must be approved by the President.
(Approved ​31 March 2008)

