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EXAMPLE LIBRARY SYSTEM 

Oklahoma Department of Libraries Annual Report 2016  

A. LIBRARY DATA (A1-A34) 

Library Data and Demographics 

A1   Library Name F&L prefill from last year & lock   

A2   County F&L    

A3   Type F&L    

A4   Mailing Address F&L    

A5   Mailing Zip F&L    

A6   Street Address F&L   

A7   City F&L   

A8   Zip Code F&L   

A9   Telephone Number F&L   

A10   Fax Number F&L   

A11   Toll Free Number __________________________   

A12   Director or Branch Head Email Address __________________________   

A13   Library Website Address __________________________   

A14   Total Legal Service Area Population F&L census estimate   

A14a    County(s) Population F&L census estimate  

A15   County(s) Square Mileage Area F&L census   

A16 
  
Do you serve all customers in your county 

without charging? 
__________________________   

A17   If NO, Describe __________________________   

A18   Director __________________________   

A19   Person Completing This Form __________________________   

A19a   Email Address of Person Completing this form __________________________   

A20   City Manager or Mayor __________________________   

A21   Number of Branches __________________________   

A22   Number of Bookmobiles __________________________   

A23   Number of Other Outlets __________________________   

A24   Square Footage of Library __________________________   

A25   Do you have meeting rooms? __________________________   

A25a   Capacity of Room(s) __________________________   

A26  Year Built __________________________  

A26a   Year of Last Remodel  __________________________ 
 

A27 
  
Housed in a building owned or maintained 

by local govt. or the system? 
__________________________   
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A28 

  

 

Has any building in the library or system 

been renovated, expanded, or new 

construction completed within the period 

covered by this report? 

__________________________   

A29 
  
Total amount spent on building 

maintenance and/or rent 
__________________________   

A30   Building maintenance and/or rent paid by __________________________   

A31   Specify if OTHER __________________________   

 

US/State Districts/Representatives 

A32   U.S. Congressional District prefill A32 if Yes OR A32b if No   

A33         Oklahoma House District                              prefill A33 if Yes OR A33b if No 

A34         Oklahoma Senate District                              prefill A34 if Yes OR A34b if No 

 

Please complete this section for all Branch Outlets ONLY. To add a New Branch, click the 

Green Add Group button 

A1   Branch Name ___ F&L __________________   

A2   County ___ F&L __________________   

A3   Type ___ F&L __________________   

A4   Mailing Address ___ F&L __________________   

A5   Mailing Zip ___ F&L __________________   

A6   Street Address ___ F&L __________________   

A7   City ___ F&L __________________   

A8   Zip Code ___ F&L __________________   

A9   Telephone Number ___ F&L __________________   

A10   Fax Number ___ F&L __________________   

A11   Toll Free Number __________________________   

A12   Director or Branch Head Email Address __________________________   

A14   Total Legal Service Area Population __________________________   

A24   Square Footage of Library __________________________   

A25   Do you have meeting rooms? __________________________   

A25a   Capacity of Room(s) __________________________   

A26   Year Built __________________________   

A26a   Year of Last Remodel __________________________   

A32   U.S. Congressional District prefill    

A33  Oklahoma House District                               prefill  

A34  Oklahoma Senate District                              prefill 
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B. STATE AID (B1-B57) 

Don't forget you need to report how you spent your state aid in 2 places - on the State Aid 

section and on the Expenditures section. We ask for more specifics on the state aid page so 

we can report exactly how state aid was spent to the state legislature. State aid must be 

encumbered by July 30. 

 

B 
  
 

State Aid Amount 

 

__________________________ 
  

 

State Aid Funds were used for the following: 

Books 

B1   Number of Reference Books __________________________   

B2   Reference Book Cost __________________________   

B3   Number of Children’s Books __________________________   

B4   Children’s Book Cost __________________________   

B5   Number of Adult Books __________________________   

B6   Adult Book Cost __________________________   

B7   Total Book Costs (Sum of B2+B4+B6)  ___auto calc________________   

Other Library Materials 

B8 
  
Number of Periodical Subscription 

Materials 
__________________________   

B9   Periodical Subscriptions Cost __________________________   

B10   Number of A/V Materials __________________________   

B11   A/V Cost __________________________   

B12   Number of Internet Materials __________________________   

B13   Internet Cost __________________________   

B14 
  
Number of Databases/Electronic 

Collections 
__________________________   

B15   Database Cost __________________________   

B16   Number of Microfilm Materials __________________________   

B17   Microfilms Cost __________________________   

B18   Number of Ebooks __________________________   

B19   Ebook Cost __________________________   

B20   Number of Other Materials __________________________   

B21   Other Costs __________________________   

B22 
  
Total Non-Book Costs (Sum of 

B9+B11+B13+B15+B17+B19+B21) 
___auto calc________________   

 

B23 
  
 

Computer / Hardware 
__________________________   

B24   Total Cost of Computer / Hardware __________________________   
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B25 
  
 

Computer Software 

 

__________________________ 
  

B26   Total Cost of Computer Software __________________________   

B27 
  
Network Equipment-router, switch, 

server, firewall, waps, etc. 
__________________________   

B28   Total Cost of Network Equipment __________________________   

B29   Automation Upgrade or Replace __________________________   

B30   Total Cost of Automation __________________________   

B31 
  
Automation and Equipment Maintenance 

Fees 
__________________________   

B32 
  
Total Cost of Automation and Equipment 

Maintenance Fees 
__________________________   

B33 
  
Total Technology Costs (Sum of 

B24+B26+B28+B30+B32) 
__________auto calc_________   

B34   Type of Equipment/Furniture __________________________   

B35   Number of Equipment/Furniture __________________________   

B36   Cost of Equipment/Furniture __________________________   

B37 
  
Total Equipment/Furniture Costs (Sum of 

ALL B36) 
____auto calc_______________   

B38   Number of Children’s Programs __________________________   

B39   Total Children Program Cost __________________________   

B40   Number of Adult/Teen Programs __________________________   

B41   Total Adult/Teen Program Cost __________________________   

B42   Total Program Costs (Sum of B39+B41) __________auto calc_________   

B43   Number of Workshops __________________________   

B44   Costs of Workshops __________________________   

B45   Number of Additional Staff __________________________   

B46   Additional Staff Hours __________________________   

B47   Cost of Additional Staff __________________________   

B48   Specify Other Expenses __________________________   

B49   Number of Other Expenses __________________________   

B50   Cost of Other Expenses __________________________   

B51   Total Other Expenses (Sum of ALL B50s) ___auto calc________________   

B52 
  
Total State Aid Expenses (Sum of 

B7+B22+B33+B37+B42+B44+B47+B51) 
_______auto calc____________   

B53 
  
Comments to Legislature on State Aid 

Value 
State Edit Check – Required 

field 
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C. INCOME (C1-C17) 

Money received for the regular, ongoing operation of the library, which includes personnel, 

library materials, supplies and utilities. 

     

C1   City Funds __________________________   

C2   County Funds __________________________   

C3   Total Local Funds (Sum of C1+C2) _____auto calc______________   

State Grants 

C4   Description __________________________   

C5   Amount __________________________   

C6   Total State Grants (Sum of ALL C5s) _______auto calc____________   

LSTA Grants 

C7   Description __________________________   

C8   Amount __________________________   

C9   Total LSTA Grants (Sum of ALL C8s) _______auto calc____________   

Income - Totals 

C10   Local Funds (Sum of C3) _________auto______________   

C11   State Aid (Sum of B52) _________auto______________   

C12   State Grants (Sum of C6) _________auto______________   

C13   LSTA Grants (Sum of C9) _________auto______________   

C14   Other Federal __________________________   

C15   Other City __________________________   

C16 
 
Other Collected __________________________   

C17   Carryover (Sum of F1+F1a from PY) Auto calc  

C18 
  
Total Income (Sum of C10 +C11 

+C12+C13+C14+C15+C16 + C17) 
______auto calc___________   

  

D. EXPENDITURES (D1-D27) 

 

Expenditures - Operating 

D1   Staff Salaries __________________________   

D2   Benefits & Taxes __________________________   

D3   Total Wages and Benefits (Sum of D1+D2) _________auto calc__________   

Books 

D4   Adult Books __________________________   

D5   Juvenile Books __________________________   

D6   Total Books (Sum of D4+D5) ______auto calc_____________   
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Serials 

D7   Adult Serials __________________________   

D8   Juvenile Serials __________________________   

D9   Total Serials (Sum of D7+D8) ____auto calc_______________   

Microfilm 

D10   Adult Microfilm ______Deleted_______________   

D11   Juvenile Microfilm ______Deleted_______________   

D12   Total Microfilm (Sum of D10+D11) No Sum –direct input by library   

Audio-Visual 

D13   Adult Audio-Visual __________________________   

D14   Juvenile Audio-Visual __________________________   

D15   Total Audio-Visual (Sum of D13+D14) _______auto calc____________   

Electronic Materials 

D16   Adult Electronic Materials __________________________   

D17   Juvenile Electronic Materials __________________________   

D18 
  
Total Electronic Materials (Sum of 

D16+D17) 
________auto calc___________   

Other Circulating Materials 

D19   Adult Other Materials 
 

  

D20   Juvenile Other Materials __________________________   

D21   Total Other Materials (Sum of D19+D20) ______auto calc_____________   

D22 
  
Total Collection (Sum of 

D6+D9+D12+D15+D18+D21) 
_______auto calc____________   

D23   Other __________________________   

D24   Furniture/Equipment __________________________   

D25   Electronic Access __________________________   

D26 
  
Total Miscellaneous (Sum of 

D23+D24+D25) 
_______auto calc____________   

D27 
  
Total Expenditures (Sum of 

D3+D22+D26) 
________auto calc___________   

  

E. CARRYOVER (E7-9)  

E7   Total Income (C17 now C18) ___fill from C18___________   

E8   - Total Expenses (D27) ___fill from D27___________   

E9   This Year's Carryover ____Sum E7-E8  auto calc__   
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F. MAINTENANCE OF EFFORT (F1-F5) 

F1 
  
City/County Carryover Funds Kept By 

Library 

State EDIT CHECK - required 

 
  

F1a      

F2   

Other Carryover Funds Kept by Library 

Carryover Returned to City 

State EDIT CHECK -required 

State Edit Check =F1+ F1a+ F2 

must equal E9 

  

F3 
 
Maintenance of Effort (MOE) = C3 – F2 Auto calc (Sum C3 – F2)_   

F4          MOE Note 

 

G. CAPITAL INCOME (G1-G7) 

Report Project Completed by June 30 

G1   Bonds/Appropriations __________________________   

G2  Federal __________________________   

G3   State Grants __________________________   

G4   Other Grants __________________________   

G5   Donations __________________________   

G6   Other Income __________________________   

G7 
  
Total Capital Income (Sum of 

G1+G2+G3+G4+G5+G6) 
_______auto calc____________   

  

H. CAPITAL EXPENDITURES (H1-H8) 

H1   Buildings New __________________________   

H2   Buildings Remodeled __________________________   

H3   Motor Vehicles __________________________   

H4   Major Computers and/or Equipment __________________________   

H6   Other Capital Expenditures __________________________   

H7 
  
Total Capital Expenditures (Sum of 

H1+H2+H3+H4+H6) 
_________auto calc__________   

H8   Total Capital Carryover (Sum of G8-H7) ______Deleted____________   

  

I. HOLDINGS (I1-I44) 

Bound (Books/Bound Serials/Etc.) 

Physical Units 

I1   Adult Physical Units __________________________   

I2   Juvenile Physical Units __________________________   

I3 
  
Total Bound Physical Units (Sum of 

I1+I2) 
__________auto calc_________   
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Added 

I7   Adult Added __________________________   

I8   Juvenile Added __________________________   

I9   Total Bound Added (Sum of I7+I8) __________auto_____________   

Discarded 

I10   Adult Discarded __________________________   

I11   Juvenile Discarded __________________________   

I12   Total Bound Discarded (Sum of (I10+I11) __________auto_____________   

Unbound 

I13   Subscription Physical Units __________________________   

Total Printed Materials 

I17 
  
Total Print Physical Units (Sum of 

I3+I13) 
________auto_______________   

I19   Total Print Added (Sum of I9+I15) _________auto______________   

I20   Total Print Discarded (Sum of I12+I16) _______auto________________   

E-Books 

I21   E-Books Units __________________________   

I22   E-Books Added __________________________   

Licensed Databases 

I27 
  
Databases Purchased by Your 

Library/Other Coop 
__________________________   

I28   Databases Purchased by State Library ________prefilled___________   

I29   Name of Licensed Databases 
 

  

I30 
  
Total Licensed Databases/Electronic 

Collections  
____(Sum I27+I28) - auto_____   

I31 DELETED  see section L9  

Audio 

I35   Audio Physical Units __________________________   

I37   Audio Added _________Deleted___________   

I38   Audio Discarded _______Deleted_____________   

I39   Downloadable Audio Units __________________________   

Video 

I40   Video Physical Units __________________________   

I42   Video Added ____Deleted________________   

I43   Video Discarded _____Deleted_______________   

I44   Downloadable Video Units __________________________   
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Please complete this section for all Branch Outlets ONLY.  

I   Branch Name __________________________   

I1   Adult Physical Units __________________________   

I2   Juvenile Physical Units __________________________   

I3 
  
Total Bound Physical Units (Sum of I1+I2 

Manually Input) 
__________________________   

I4   Adult Titles ______DELETE_____________   

I5   Juvenile Titles _____DELETE______________   

I6 
  
Total Bound Titles (Sum of I4+I5 

Manually Input) 
_____DELETE______________   

I7   Adult Added __________________________   

I8   Juvenile Added __________________________   

I9 
  
Total Bound Added (Sum of I7+I8 

Manually Input) 
__________________________   

I10   Adult Discarded __________________________   

I11   Juvenile Discarded __________________________   

I12 
  
Total Bound Discarded (Sum of (I10+I11 

Manually Input) 
__________________________   

I13   Subscription Physical Units __________________________   

I14   Subscription Titles _____DELETE______________   

I15   Subscriptions Added _____DELETE______________   

I16   Subscriptions Discarded _____DELETE______________   

I17 
  
Total Print Physical Units (Sum of I3+I13 

Manually Input) 
___________________________   

I18 
  
Total Print Titles (Sum of I6+I14 

Manually Input) 
_DELETE__________________   

I19 
  
Total Print Added (Sum of I9+I15 

Manually Input) 
___DELETE________________   

I20 
  
Total Print Discarded (Sum of I12+I16 

Manually Input) 
_____DELETE______________   

I42   Audio Physical Units __________________________   

I47   Video Physical Units __________________________   

  

J. OUTLET DATA (J1-J14)  

J1   PLSCKEY ________F&L______________   

J2   PLSC_SEQ ________F&L______________   

J3   LIBID ________F&L______________   

J4   Outlet Name ________F&L______________   

J5   Street Address ________F&L______________   
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J6   City ________F&L______________   

J7   Zip ________F&L______________   

J8   County ________F&L______________   

J9   Phone ________F&L______________   

J10   Outlet Type Code ________F&L______________   

J11   Square Footage __________________________   

J12   Number of Bookmobiles in Outlet Record __________________________   

J13   Public Service Hours Per Year __________________________   

J14   Number of Weeks a Library is Open __________________________   

  

K. SCHEDULE OF HOURS (K1-K16) 
 

Cities and towns under 2,000 population will be open 15 hours a week. The schedule will 

include at least two hours after 5 p.m. each week. 

Cities and towns with at least 2,000 but less than 5,000 people will be open 30 hours a 

week. The schedule will include at least two hours after 5 p.m. each week and three hours 

on Saturday. 

Cities with at least 5,000 but less than 10,000 people will be open 35 hours a week. The 

schedule will include at least four hours after 5 p.m. each week and three hours on 

Saturday. 

Cities with at least 10,000, but less than 25,000 people, will be open 50 hours a week. The 

schedule will include at least eight hours after 5 p.m. each week and four hours on 

Saturday. 

Cities with 25,000 people or more will be open 60 hours a week. The schedule will include 

at least eight hours after 5 p.m. each week and seven hours on Saturday. 

K1   Hours Open per Week __________________________   

K2   Hours after 5pm - M-F __________________________   

K3   Hours SAT, SUN __________________________   

K4   Days Closed for Holidays __________________________   

K5   Weeks Open per Year __________________________   

K6   Total Annual Hours (Sum of K1 * K5) __________________________   

 

Entire section deleted 

The Following Six Questions Are For System Libraries ONLY - Systemwide figures  

K7   Hours Open per Week systemwide __________________________   

K8   Hours after 5pm - M-F systemwide __________________________   

K9   Hours SAT, SUN systemwide __________________________   



11 

 

K10   Days Closed for Holidays __________________________   

K11   Weeks Open per Year __________________________   

K12   Total System Hours (Sum of K7 * K11) __________________________   

 

Regular and Summer Hours 

Click here to complete Regular and Summer Daily Hours.  

Please record hours open for the Public Libraries and System Admin libraries that are not a 

public library branch. Branch Libraries are recorded in the Branch section. 

Please complete this section for all Branch Outlets ONLY.  

K   Branch Name __________________________   

K1   Hours Open per Week __________________________   

K2   Hours after 5pm - M-F __________________________   

K3   Hours SAT, SUN __________________________   

K4   Days Closed for Holidays __________________________   

K5   Weeks Open per Year __________________________   

K6   Total Annual Hours (Sum of K1*K5 Manually Input) __________________________   

a   Sunday Open __________________________   

b   Sunday Closed __________________________   

c   Monday Open __________________________   

d   Monday Closed __________________________   

e   Tuesday Open __________________________   

f   Tuesday Closed __________________________   

g   Wednesday Open __________________________   

h   Wednesday Closed __________________________   

i   Thursday Open __________________________   

j   Thursday Closed __________________________   

k   Friday Open __________________________   

l   Friday Closed __________________________   

m   Saturday Open __________________________   

n   Saturday Closed __________________________   

o   Total Regular Hours per Week __________________________   

p   Sunday Open Summer __________________________   

q   Sunday Closed Summer __________________________   

r   Monday Open Summer __________________________   

s   Monday Closed Summer __________________________   

t   Tuesday Open Summer __________________________   

u   Tuesday Closed Summer __________________________   

http://collect.btol.com/(S(rngnnh45uh1lydza2de1tira))/SurveyReport.aspx?Impersonate=Y&ResponseTypes=None&SelectSection=ALL&SectionId=&SelectLibrary=NONE&LibraryId=
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v   Wednesday Open Summer __________________________   

w   Wednesday Closed Summer __________________________   

x   Thursday Open Summer __________________________   

y   Thursday Closed Summer __________________________   

z   Friday Open Summer __________________________   

aa   Friday Closed Summer __________________________   

bb   Saturday Open Summer __________________________   

cc   Saturday Closed Summer __________________________   

dd   Total Summer Hours per Week __________________________   

  

L. REFERENCE/CIRCULATION (L1-L13) 

Reference 

L1   Is Library Service Free? __________________________   

L2   Total Reference Transactions per Week __________________________   

L2b   Annual Reference Transactions (Sum of L2*52) _______auto_______________   

L3   Annual Reference Transactions per Capita  auto (Sum of L2b/A14)______   

Circulation  

L4 
  
 

Adult Circulation Materials 

 

__________________________ 
  

L5   Juvenile Circulation Materials __________________________   

L6   Total Circulation Materials (Sum of L4+L5+L8) _____auto _________________   

L7   Annual Circulation per Capita ___auto (Sum 6/A14)________   

L8   Circulation of ALL Electronic Materials __________________________   

L8a  Circulation of Juvenile Electronic materials New______________________  

L9  Successful Retrieval of Electronic Information New ______________________  

L10  Total Electronic Content Use New ______________________  

L11  Total Collection Use (Sum L6+L9)  new ____auto calc___________   

L12   Annual Circulation per Capita Systemwide __DELETE________________   

L13 
  
Annual Library Visits State Edit check - required – must 

be a number minimum 3 digits  
  

 

Please complete this section for all Branch Outlets ONLY. To add a New Branch, click the 

Green Add Group button 

L   Branch Name __________________________   

L4   Adult Circulation Materials __________________________   

L5   Juvenile Circulation Materials __________________________   

L6 
  
Total Circulation Materials (Sum of 

L4+L5 Manually Input) 
__________________________   

L13   Annual Library Visits __________________________   
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M. BORROWERS (M1-M6) 

M1   Adult Registered Borrowers __________________________   

M2   Juvenile Registered Borrowers __________________________   

M3   Total Registered Borrowers (Sum of M1+M2) _________auto calc__________   

M4   Number of Family Cards __________________________   

M5   Re-Register? __________________________   

M6 
  
If no to re-register, describe how 

borrowing records are kept up to date 
__________________________   

 

Please complete this section for all Branch Outlets ONLY. To add a New Branch, click the 

Green Add Group button 

M   Branch Name __________________________   

M1   Adult Registered Borrowers __________________________   

M2   Juvenile Registered Borrowers __________________________   

M3 
  
Total Registered Borrowers (Sum of 

M1+M2 Manually Input) 
__________________________   

  

N. PROGRAMS/INTERLIBRARY (N1-N17) 

Programs 

N1   Summer Children Programs __________________________   

N2   Summer Children Attendance __________________________   

N3   Other Children Programs __________________________   

N4   Other Children Program Attendance __________________________   

N5   Adult Programs __________________________   

N6   Adult Program Attendance __________________________   

N7   Summer Teen Programs __________________________   

N8   Summer Teen Program Attendance __________________________   

N9   Teen Programs __________________________   

N10   Teen Program Attendance __________________________   

N11 
  
Total Number of Programs (Sum of 

N1+N3+N5+N7+N9) 
____________auto calc_______   

N12 
  
Total Program Attendance (Sum of 

N2+N4+N6+N8+N10) 
____________auto___________   

N13 
  
Program Attendance per Capita (Sum of 

N12/A14) 
__________auto_____________   

N14     Types of Video conferencing Uses ________________________________  

N14a    Number of video conferencing uses _______________________________ 

N15     Video Conferencing Attendance __________________________________ 
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Interlibrary Loan 

N16   Loaned      ________________ 

N17   Borrowed  ________________ 

 

Please complete this section for all Branch Outlets ONLY.  

N   Branch Name __________________________   

N1   Summer Children Programs __________________________   

N2   Summer Children Attendance __________________________   

N3   Other Children Programs __________________________   

N4   Other Children Program Attendance __________________________   

N5   Adult Programs __________________________   

N6   Adult Program Attendance __________________________   

N7   Summer Teen Programs __________________________   

N8   Summer Teen Program Attendance __________________________   

N9   Teen Programs __________________________   

N10   Teen Program Attendance __________________________   

N11 
  
Total Number of Programs (Sum of 

N1+N3+N5+N7+N9 Manually Input) 
__________________________   

N12 
  
Total Program Attendance (Sum of 

N2+N4+N6+N8+N10 Manually Input) 
__________________________   

N13 
  
Program Attendance per Capita (Sum of 

N12/A14 Manually Input) 
__________________________   

N14     Types of Video conferencing Uses    _________________________ 

N14a    Number of video conferencing uses  _________________________ 

N15     Video Conferencing Attendance   _________________________ 

 

O. CE/INTERNET USE (O1-O24) 

Continuing Education 

O1   Number of Staff Who Attended CE  __________________________   

O2   Number of Board Who Attended CE  __________________________   

O3   Number of Different CE Events Attended __________________________   

Electronic Services and Internet Use 

O5   Does your library have internet access? __________________________   

O6   Number of INTERNET Users Annually __________________________   

Number of Headquarters/Main Internet Stations: 

O7   Public __________________________   

O8   Staff __________________________   

O9   Shared _______DELETE___________   

O10   Total (Sum of O7+O8+O9) _______auto_______________   
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O11 Internet have WIFI? __________________________ 

O12   Annual Wireless Sessions __________________________   

O13   Type of Connection/Speed __________________________   

O14   Specify OTHER __________________________   

O15   Does your library use an internet filter? __________________________   

O16   If Yes, Which Filter __________________________   

DELETE 

Number of System-Wide Internet Stations: System Libraries ONLY 

O17   Public Systemwide __________________________   

O18   Staff Systemwide __________________________   

O19   Shared Systemwide __________________________   

O20   Total (Sum of O17+O18+O19) __________________________   

O21   Does your library have a web page? __________________________   

O22   Update When __________________________   

O23   Which Software __________________________   

O24   Hosted Where __________________________   

 

Please complete this section for all Branch Outlets ONLY. To add a New Branch, click the 

Green Add Group button 

O   Branch Name __________________________   

O1   # of Staff __________________________   

O2   # of Board __________________________   

O3 
  
Total CEs (Sum of O1+O2 Manually 

Input) 
__________________________   

O5   Does your library have internet access? __________________________   

O6   Number of Internet Users Annually __________________________   

O7   # of Internet Stations - Public __________________________   

O8   # of Internet Stations - Staff __________________________   

O9   # of Internet Stations - Shared __________________________   

O10 
  
Total # of Internet Stations (Sum of 

O7+O8+O9 Manually Input) 
__________________________   

O11   Internet have WIFI? __________________________   

O12   Annual Wireless Sessions __________________________   

O13   Type of Connection __________________________   

O14   Specify OTHER __________________________   

O15   Does your library use an internet filter? __________________________   

O16   If Yes, Which Filter __________________________   
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P. SALARIES AND BENEFITS (P1-P17) 

Salaries 

P1   Beginning Librarian's Annual Salary __________________________   

P2   Director's Current Annual Salary __________________________   

P3   Hourly Wage __________________________   

P4   Director's Hours Per Week  _State Edit Check - required___   

P5   Director's Salary calculated for FLSA ___Calculate (P3*P4) *52_____   

Benefits 

P6   Director Health __________________________   

P7   Director Vacation __________________________   

P8   Director Sick __________________________   

P9   Director Retirement __________________________   

P10   Staff Health __________________________   

P11   Staff Vacation __________________________   

P12   Staff Sick __________________________   

P13   Staff Retirement __________________________   

Other Salaries - Annual 

P14   Assistant or Deputy Director (Avg) __________________________   

P15   Information Technology Director __________________________   

P16   Department Head __________________________   

P17   Selector __________________________   

 

Please complete this section for all Branch Outlets ONLY. To add a New Branch, click the 

Green Add Group button 

P   Branch Name __________________________   

P1   Beginning Librarian's Annual Salary __________________________   

P2   Director's Current Annual Salary __________________________   

  

Q. EQUIPMENT (Q1-Q11) 

Q1   Photocopier __________________________   

Q2   Microfilm/Fiche Reader/Printer __________________________   

Q3 How many wifi netbooks, laptops, tablets available for in-house public checkout? 

Q3a How many wifi netbooks, laptops, tablets available for home public checkout? 

Q4   Public Computers __________________________   

Q4 a  

 

 

Q5 

  

How many Total Public computers 

hardwired plus wifi? 

 

Staff 

___DELETE______________   

Q6   Shared __DELETE_______________   
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Q7   Automated Circulation System __________________________   

Q8   Which Automation System __________________________   

Q11   Number of OPACs Only __________________________   

Please complete this section for all Branch Outlets ONLY. To add a New Branch, click the 

Green Add Group button 

Q   Branch Name __________________________   

Q1   Photocopier __________________________   

Q2   Microfilm/Fiche Reader/Printer __________________________   

Q3 
 
How many wifi netbooks, laptops, tablets 

available for in-house public checkout 
  

Q3a  
 
How many wifi netbooks, laptops, tablets 

available for home public checkout? 
  

Q4-6  DELETE   

Q11   Number of OPACs Only __________________________   

  

R. POLICIES/CATALOG (R1-R18) 

Policies 

R1   Library’s Hours Conveyed to Community __________________________   

R2   Friends of Library Group __________________________   

R3   Friends Contact Name and Email __________________________   

R4   If No, Has Library Ever Had Friends __________________________   

R5   Local Literacy Program __________________________   

R6   Literacy Contact Name and Phone/email __________________________   

 

Please complete this section for all Branch Outlets ONLY. To add a New Branch, click the 

Green Add Group button 

R   Branch Name __________________________   

R2   Friends of Library Group __________________________   

R3   Friends Contact Name  __________________________   

R4   If No, Has Library Ever Had Friends __________________________   

R5   Local Literacy Program __________________________   

R6   Literacy Contact Name  __________________________   

 

R7 
  
 

Written Statement of Purpose 

 

 
 

R8   Year Last Reviewed __________________________  

R9   Board Approved Policies    

R10   Written Materials Selection Policy __________________________   

R11   Year Last Reviewed __________________________   

R12   Minimum Wage Paid at Least $7.25/hr __________________________   
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R13   Fair Labor Act Observed __________________________   

Catalog 

R14   Collection Evaluated and Maintained __________________________   

R15   Automated Selection/Processing __________________________   

R16   Is Catalog Available on the Internet __________________________   

R17   Is Collection Fully Cataloged __________________________   

R18   If No, Describe Extent __________________________   

 

S. PLANNING (S1-S11) 

Long Range Plan  

If your legal service area population is 10,000 or more, state aid grant regulations require 

that your library submit or update a long range plan to ODL every three (3) years. 

S1   Does Library have a Long Range Plan __________________________   

S2   If Yes, Year Starting __________________________   

S3   Year Ending __________________________   

Method used to develop plan? 

S4   Planning for Results __________________________   

S5   Other (Please Specify) __________________________   

S6 

  

Does library intend to create a long range 

plan or revise current plan within the next 

fiscal year? 

__________________________   

ERATE 

S9  BEN __________________________  

S10   FCC#: __________________________   

S11   EIN/TIN# __________________________   

  

T. BOARD/STAFF DATA (T1-T18) 

Months the Board meets (Check all months when the board meets) 

T1   January __________________________   

T2   February __________________________   

T3   March __________________________   

T4   April __________________________   

T5   May __________________________   

T6   June __________________________   

T7   July __________________________   

T8   August __________________________   

T9   September __________________________   
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T10   October __________________________   

T11   November __________________________   

T12   December __________________________   

T13   Board Meeting Time __________________________   

T14   In Which Week __________________________   

T15   Day of Week __________________________   

T16   Frequency __________________________   

T17   Number of Board Members __________________________   

Please complete this section for all Branch Outlets ONLY.  

T   Branch Name __________________________   

T1   January __________________________   

T2   February __________________________   

T3   March __________________________   

T4   April __________________________   

T5   May __________________________   

T6   June __________________________   

T7   July __________________________   

T8   August __________________________   

T9   September __________________________   

T10   October __________________________   

T11   November __________________________   

T12   December __________________________   

T13   Board Meeting Time __________________________   

T14   In Which Week __________________________   

T15   Day of Week __________________________   

T16   Frequency __________________________   

T17   Number of Board Members __________________________   

  

U. STAFF (U1-U17) 

U1   Total Library Positions __________________________   

U2   Library Vacancies __________________________   

Calculate FTEs 

U3   Total FTEs (Sum of U5 +U6+U7+U8) _auto_____________________   

U4   Hired FTEs __________________________   

U5   Vacant FTEs __________________________   

U6   Librarian FTEs __________________________   

U7   MLS FTEs __________________________   

U8   Other FTEs __________________________   
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Please complete this section for all Branch Outlets ONLY. To add a New Branch, click the 

Green Add Group button 

U   Branch Name __________________________   

U3 
  
Total Branch FTEs (Sum of 

U5+U6+U7+U8 Manually Input) 
__________________________   

U4   Hired Branch FTEs __________________________   

U5   Vacant Branch FTEs __________________________   

U6   Librarian Branch FTEs __________________________   

U7   MLS Branch FTEs __________________________   

U8   Other Branch FTEs __________________________   

System Libraries ONLY - systemwide figures 

U9   Total Staff Systemwide __________________________   

U10   Total Hired Systemwide __________________________   

U11   Total Vacancies Systemwide __________________________   

U12 
  
Total System-Wide FTEs (Sum of 

U15+U16+U17 Manually Input) 
__________________________   

U13   Hired System-Wide FTEs __________________________   

U14   Vacant System-Wide FTEs __________________________   

U15   Librarian System-Wide FTEs __________________________   

U16   MLS System-Wide FTEs __________________________   

U17   Other System-Wide FTEs __________________________   
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BOARD AND STAFF ROSTER  

 

Board Roster 

    LIBRARY NAME 
 

  

    LAST NAME ____Prefilled_______________   

    FIRST NAME _____P____________________   

    ADDRESS: ____P_____________________   

    CITY: ____P_____________________   

    ZIP CODE: ____P_____________________   

    HOME PHONE: ____P_____________________   

    BUSINESS PHONE:  ____P_____________________   

    EMAIL ADDRESS: ___P______________________   

    POSITION: State Edit check -required   

    TERM ENDS: State Edit check -required   

 

 

 

Staff Roster 

    LIBRARY NAME __________________________   

    LAST NAME:  __________________________   

    FIRST NAME:  __________________________   

    Title: __________________________   

    Type: __________________________   

    Certification: __________________________   

    Level: __________________________   

    Year: (first certified) __________________________   

    Education: __________________________   

    Attended CE? State edit check -required   

    Hired This FY: State Edit check - required   

    Hours Per Week: State edit check -required   

    FTE (# hrs worked /40) Auto calc (#hrs wrk/40)  
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SURVEY Prefilled from last year but not locked 

 

Policy Review 

1   Have library policies been reviewed by the board? __________________________   

1a  year done     ________________________ 

 

Library Visits 

2   Library visits per capita __________________________   

2a  year done     ________________________ 

 

Titles and Author/Subject Fill Rates 

3   Titles Sought __________________________   

4   Titles Filled __________________________   

5   Author/Subject Sought __________________________   

6   Author/Subject Filled __________________________   

6a  year done     ________________________ 

 

Condition and Age of Collection 

7   Total __________________________   

8   Excellent __________________________   

9   Good __________________________   

10   Poor __________________________   

11   Other __________________________   

12   5yrs __________________________   

13   6 - 10 yrs __________________________   

14   11 - 25 yrs __________________________   

15   26+ yrs __________________________   

16   Other __________________________   
 

 16a  year done     ________________________ 


