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[bookmark: _GoBack]<insert your library logo here; change colors to your library’s palette>
[bookmark: _xlfxrw3h3nzh]Library Profile 
This document is designed to assist your library with compliance by answering common questions used to determine the applicability of legislation and regulations to your library regarding required benefits, procedures, and policies relating to finance, safety,  personnel, interacting with the public, governance, and operations.

Library and Employer Type (Circle the library type in column 1.  The employer type is in the same row in column 2, .)
	
	Library Type
	Employer Type
	Civil Service?

	Association
	Private
	No

	Municipal
	Public
	Yes

	School District
	Public
	Yes

	Special District
	Public
	Yes



Is the library unionized and thus subject to a collective bargaining agreement?					      Yes	No

Does the library have its 501(c)3 status?  	      Yes	No
[bookmark: _oh6dkrk3o2sd]
[bookmark: _afqdwmfadpms]Employees
· Number of employees on payroll:

· Number of FTE employees:
[bookmark: _5j3th15y20w3]
[bookmark: _qdaatlaikx46]Payroll Paid
· Recent quarterly payroll in dollars:
[bookmark: _ht2a09tboiqx]
[bookmark: _tbgh36yol1xz]Annual Budget
· [bookmark: _j4gzna5bakns]Current year’s total operating budget:

[bookmark: _9kb0enltynlh]
[bookmark: _s945ehuime9g]How to find the answer to each question:

[bookmark: _2l04vrkrybpp]Your library’s type, employer type, and civil service status
	https://www.nysl.nysed.gov/libdev/libs/publibs/3my.htm
 
Union CBA
	Ask the staff union rep, Board, or municipality.

Does the library have 501(c)3 status?
Search by organization name or by EIN assigned by the IRS at
https://apps.irs.gov/app/eos/
[bookmark: _ks4ttstbp9ia]
[bookmark: _j2c1bggg38k8]Employees
· Number of employees on payroll: This is the total number of people on the payroll regardless of whether they have worked recently.  (It’s important to remove terminated employees from the payroll.)
· Number of FTE (full-time equivalent) employees: 
· This is found on the NYS Report.
· To calculate: This is the number of FT employees you would have if you included all the part-time hours worked. Take the total number of hours worked in a year by all PT employees, divide that by the number of hours that constitutes a full-time work week at your library (e.g. 35, 37,37.5, 40),  and then divide that number by the number of payrolls in that year, usually 52.  Add this to the number of FT employees you have to get FTE.  FTE is generally smaller than total employees.
[bookmark: _tt1hqlby6gd8]
[bookmark: _c1pxttwbf1p2]Payroll
· In the quarterly financial report from the Treasurer
· Request from payroll company 
· Request from the entity (school district, city, town, village, etc.) that provides payroll services 
[bookmark: _203bmtxf4hsk]
[bookmark: _ucodagkef9f4]Annual budget
· Refer to your budget document
· Find it on the New York State report
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