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Tips & Tricks
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Introduction

I Hi, I'm Emily!

I am a library technician and a librarian,
who has recently finished a Masters of
Business Administration - Human
Resources Leadership specialization. I
have been a public library CEO for over
10 years in small and medium-sized
public libraries.

When I first started doing budgets, they
used to give me A LOT of anxiety. Now,
they’re one of my favourite tasks each
year.
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Budgets

To help us get started,
raise your hand if...

You’ve ever made a budget and thought, ‘I hope
this is how this year goes’

Gotten to the end of your financial year and your
actuals have been very different from your budget
(more than $200)

If you’ve ever bought a bunch of stuff OR had to

freeze spending near the end of your financial
year

If, when setting your budget for the year, you are
able to tell your Library Board EXACTLY what
you’re going to be spending money on



Ditterent Types of Budgets

B Incremental

The budget from the previous year is
kept as a “base” and any expected
increases (such as cost-of-living
increases) are added on to the
“base.” In incremental budgeting,
focus is primarily on new expenses
and does not typically analyze
anything from the “base.”

Most government budgets are
incremental budgets.

B Zero-based

Zero-based budgeting starts at zero,
justifying each individual expense for
a reporting period. Each year, the
budget development starts with the
qguestions, “what will we do next
year?” and “what will we need to do
it?” then developing the budget
around the answers. In zero-based
budgeting, all expenses are
analyzed.

Zero-based budgets are typically
used in businesses.

B Net Zero

A budget where the amount of
income/revenue is equal to the
amount of expenses.

Public libraries are, generally,
supposed to have their budgets and
actuals be net zero every year.




Examples

B Incremental

Hydro increasing rates 1.5% from
the previous year.

Cost of living for staff goes up by 3%.

Council asking for budgets to be
within a 2% increase.

B Zero-based

Planning the program offerings for
the next year, asking “what supplies
do we need to do these programs?”
and budgeting the exact amount for
the supplies you will need.

The catalogue software will cost
$10,013 each year so we budget
$10,025 for it instead of the usual
budget of $12,000.

B Net Zero

Revenue - Expenses =0

If revenue less expenses does not
equal zero, this would be a deficit.




Incremental Budget Zero-based Budget

2024 2025 Expected 2024 2025 Percentage
Actuals Budget increase Actuals Budget Expected changes change
Salaries & Wages $45,000 $ 45,900 2% Nostep Increase; 236
Renelits $ 5850 $ 5.967 206 0.5FTE $ 30,000 $ 30,600 cost ?f living increase 2%
Step increase (1.5%)
Total Staffing $50,850 $51,867 2% 0.25FTE  $ 15000 $ 15,530 +2% costofliving 4%
Rate change for El &
| Benefits $ 5850 $ 6,089 CPP 4%
Total
Staffing $ 50,850 $ 52,219 3%

For 2024 actuals: benefits are provided as 13% of salaries & wages 2 B



B Strengths

Quick to create

Can be more easily compared year
over year

B Weaknesses

Can, over time, result in
inefficiencies in the budget or
misallocations

Can result in a “feast or famine” at
the end of the fiscal year

B Strengths

Requires more thought in
budgeting and advanced planning

Increased transparency in
budgeting and financial
management

Capable of having better strategic
alignment

[ Weaknesses

Slower/ more time consuming
than a traditional budget

If not done properly, it can focus
mostly on the short-term

Less wiggle room, unless you
specifically include a slush/
emergency fund
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Figuring Out the Right Amount

Your biggest
expense

Any changes to
staffing?
Consider step
increases, cost
of living, and
changes to
mandatory
contributions

Facilities

Typically non-
discretionary,
mostly fixed

Rent, utilities,
connectivity,
etc.

Are your hours
the same?

Collections

Some might
be non-
discretionary
(e.g., OverDrive
agreement)

Are there any
eresources
you've
cancelled this
year?

Programs

Typically all
discretionary

Are you doing
any new
programs this
year?

Other
Expenses

Do you have a
GIC that's
maturing?

Are any service
fees going up?

Anything else
special/ new
this year?




Revenue Sources

In-house Other
Revenue Revenue Donations
(5-10%) (<5%) (5-10%)

Municipal Grant Other Grants
(70 - 90% of revenues) (5-20%)

Percentages are rough estimates - every library is different 10 B



Strategic

BL

dgeting

Plans for the future - short-term (<5
years) or long-term (>5 years)

Aligns your activities with your
strategic plan and directions

Helps you meet your performance
metrics/ goals
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Example

Theme Goals Strategic Priority Alignment
1. More open hours
2. Fundraising skill-building, develop annual fundraising campaign - Support learning, literacy, and creativity
3. Increase efficiencies in collection development and collection use - Be a vibrant, responsive, and sustainable
Strong Foundation (continue improving our collection turnover rate) resource for all

1. Renew Strategic Plan
2. Conduct a Facility Feasibility Study to determine facility future directions
3. Updated Staffing Plan (including skills inventory and career advancement

program) - Be a vibrant, responsive, and sustainable
Plan for the Future 4. Equipment upgrades resource for all

1. Renew Strategic Plan

2. Strong community collaboration - Support learning, literacy, and creativity

3. Brand presence in the community (swag/ merchandizing) - Be a vibrant, responsive, and sustainable

4. Make better use of volunteers resource for all

5. New programs for each age group - Strengthen community connections and
Engage our Community 6. Conduct a diversity audit on our collection collaborations
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Example

Budget Actuals Budget
2024 2024 2025 Hotes 2080
Contract IT Support $9,030 $8,932 $10,110
S20k for space feasibility study
Professional Services (incl. Auditor) $4,395 $2,732 $30,973(57.1k for auditor
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Reserve Funds

Reserve funds are often treated as
“rainy day” money

Reserve funds are most effective
when they're used to prevent sudden
financial changes or “cushion the
blow”

Example

You need to replace all your
computers every 5 years and it will
cost you approximately $5,000 each
time

With a Reserve Fund Without a Reserve Fund

Years 1 - 4: $1,000 Years1- 4: $0 expense
expense into reserves
every year

Year 5: $1,000 expense, Year 5: $5,000 expense
plus $4,000 draw from
reserves
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Your budget and your actuals are not the
same thing

Other Tips &

Make sure your Board also understands this

B Spreadsheets are your friend!

If you’re not already, do your budget on a
spreadsheet and have the spreadsheet help you with
the math

B Budgets can be changed

But you will need your Library Board to approve the
change

Does your Library Board have a financial
management policy?

If not, take a look at OLS’ sample policy GOV-06:
Financial Control and Oversight
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Thank You!

Contact

Emily Farrell, CEO

North Grenville Public Library
efarrell@ngpl.ca

613-258-4711
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