2019 Annual Report Workshop

FAQs/Audience Questions

(November 7nd and November 13th)

Report availability 

· The report will be available mid-December through March 1, 2020. If your report is submitted after March 1st, you will need to request a waiver from the Indiana Library and Historical Board to avoid being determined out of standards.

General Instructions

· Login instructions will be mailed to the directors shortly before the report goes live.

· User name and password will be emailed to the director’s email address.
· Your user name/password are the same as last year and are not case-sensitive.

· If you need your login or password, call the State Library first (1-800-451-6028). If we are not available, you can also call Bibliostat (1-866-785-9935).
Helpful Handouts:

· What is a Program?

· 

 HYPERLINK "\\\\State.in.us\\file1\\ISL\\Shared\\LDO\\Annual Reports\\2019 Annual Report\\Instructions and Documents for ISL Website\\WhatGoesWhere 2019.pdf" 

What goes Where?



Navigating through the survey-

· Suggested Browsers- Chrome is the preferred browser of the new Bibliostat interface. 

· To submit your completed survey, go to the “Submit Survey” tab. You can also click the “Submit Survey” button under the “Status” tab.

· You will not be able to submit your survey if any required questions are unanswered or any edit checks lack explanations. 

· Federal Notes vs. Local Notes – Any responses in the Federal note field will be passed along to Census staff when data is submitted to IMLS/Census next summer. Use the local note field as a “note to self” option.

· Automatic totals/sums will not appear until entries are saved. They may look blank, or might not appear to change even after you have entered a number. They should populate after you hit the “save” or “next” button.
· Help for the report can be found by opening the “Instructions” or clicking on a question’s number.

· Signature page- The signature page is available HERE, as well as in the Annual Report. This needs to be signed by the director AND Board President and mailed to ISL.

· Where are some places to find the information to complete the report?  A few ideas are:

· Form 1782 – Assessed Valuation

· Could come from 2020 certified 1782, if available

· Your 2019 budget

· The same documents / financial records used for the Annual Financial Report
· Check your in-house records/staff notes (visits, programs, reference transactions, etc.)
· Vendor reports (wireless, computer uses, e-book circs, database usage, etc.)

Part 1 – General Information

·  01-021 - What is considered a structural addition or alteration?  This question is intended to report structural changes that result in a change in square feet. If a renovation doesn’t affect the square footage of the library (e.g. new lighting, pouring new concrete, etc.), don’t report it.
· We added an elevator. Does that count?  No; it wouldn’t affect the square footage.

· Should we count mobile classrooms as part of our library’s square footage?  Yes, provided they have some sort of internet access. Because questions of square footage are used for E-rate purposes, mobile classrooms should counted.  
· If we are in the middle of expansion project – should we report the updated square footage and renovation date, or wait until the year it is completed? Wait until it is completed.
Part 2 – Registrations

· May we count digital card registrations? No; this is based on a national definition of users which means they must be full card holders.
Part 3 – Libraries & Political Subdivisions 

· 03-002/03-003 - For Assessed Value (AV) and Tax Rates, what year should we enter? Use the most current information available. You may receive your 2020 tax rate in time to use it.
Part 4 – Library Operating Fund Income 

· Where do I report…
· … EARN Indiana money? This would be considered other state income and can be reported in 04-009 and 04-010.
· … insurance reimbursement from a loss? This would be considered other state income and can be reported in 04-009 and 04-010.

· …a one-time distribution (Special Local Option Income Tax distribution) to the rainy day fund? No additions to the rainy day fund/fund transfers are recorded on the report. If it isn’t part of the operating fund, it wouldn’t be counted. 
Part 5 – Operating Fund Expenditures

· Where do I report…
· …construction costs that are paid out by various funds? Report these costs in 05-020 Capital Outlays – Buildings. 
· …circulating hot spots? The physical hotspots are reported as an electronic physical format in 05-027 or 05-032. The cost of wifi service for the hotspots should be reported in 05-007 Professional Services.
· …the ditch tax charge? Report in 05-003 Other Personal Services.
· …ILS vendor charges?  These, along with staff database licensing fees, would be considered professional services, and reported in 05-007.
· … LED light conversion expenses? If the conversion is performed by an outside service, the cost will be reported in 05-012 Repairs and Maintenance. If repair is performed by regular employees of the library, the costs of the materials should be considered repair and maintenance supplies, and charged to 05-006 Total Supplies.

· ...costs associated with OPACs? Report as professional services in 05-007.
· …Vox, Wonderbooks, or other similar products? Report as an audio/visual material in 05-025.

Part 6 - Capital Revenue

· This amount does not need to match Capital Fund Expenditures. (Expenditures might be for the prior or following year.)
Part 7 – Employment Data

· How do we report staff with an MLS that are employed in Non-MLS positions? Report what position they hold (e.g. “other paid staff”). 
Part 8 – Library Service and Technology

· Where do we report Indiana Share interlibrary loans? Report in 08-001 and 08-005.

· Do open houses count as programs? They can, if they are scheduled for a specific time and staff is present to educate users about library services. However, don’t count everyone that walks in the door for an entire day as an “open house attendee,” since that would seriously inflate your numbers.

· 08-010 - How do we report a program that targets multiple age groups, but isn’t all-ages (e.g. a senior/child mentoring program)? Count it as general program. The definition of general program has been changed to reflect that it is a program which the target audience includes multiple age groups.

· Can we report attendance for the Summer Servings program (federal nutrition program)? Report as visits, and also as a program/attendance if a library-sponsored program was also offered in conjunction. If not, just report the visits.
· Do tutoring sessions taking place in study rooms qualify as non-library sponsored programs? No. The people using the rooms will be counted in 08-033 Total Number of Annual Visits to the Library. Non-library sponsored programs should be similar to library programs, in that they are advertised in advance and open to a large audience.

· 08-032 - Do the weeks of the children’s reading program need to be consecutive? No. 

· 08-036 - For locally licensed databases, do we count library-created databases or uses of our digitized collections? No. Only report the number of databases for which the library pays a license/subscription. In other words, these are databases that aren’t freely available to the public.

Part 9 – Circulation and Holdings 

· Where do we report other circulating items, like cake pans, cameras or drones? Report as non-traditional items, realia, or kits in 09-025. 
· 09-003  Electronic items- Do we report searches or sessions? Neither- report the full-text retrieval count, or equivalent. These would be the items viewed or downloaded.
· What about magazine articles or music that patrons download? Report number of articles in 09-003.
Part 11 – Salary Section 

· What if we have PTO that can be used for any/all needs – sick, vacation, etc.?  Report as 11-530 Other, and list it as “comp time.”
Part 12 – PLAC

· Are PLAC cards sold reported on the Annual Report? No, those are reported on quarterly PLAC reports. The Annual Report only collects the number of PLAC loans.
Part 13 – Compliance with Standards
· 13-060, 13-063, 13-066 - Do these space designations need to apply to each location? Yes. According to 590 IAC 6-1-5-(l), the needs to “space designated for each audience in each fixed location.”
Certification/Signature Page 
· What if someone other than the director completes the annual report? Do they sign? No, the Director and current Board President (as of the time of submission) still need to review the report and sign.
· Where can I find the signature page?  Within the report itself, or right here:  2019 Annual Report Signature Page.
