Dear Librarian: 

April 1, 2011 is the deadline for completion and submission of the Annual Report. 

Please fill out all sections of the report as accurately and completely as possible. 

Remember: 
· All questions on the report must be supplied with an answer or the report will not be accepted. 

· It is important to read the data definitions. These definitions will help you in determining what information is being asked for, how to answer accurately, and ensure all libraries are interpreting these questions the same way. 

· Use “N/A” only if a question is not applicable. “Not applicable” means that you do not collect the data or do not have access to it. 

· Report “0” when the data is normally counted but there was no activity to report for that data element. For example, adult programs are normally counted but last year there were no adult programs. 

· You must supply notes to any edit checks you receive before you can submit your report. (See the online instructions for complete details on how to do this.) 

· The report is not recognized as being complete until it is actually submitted. Click the Status tab (top survey navigation bar) then click the “Submit Survey” tab to locate the submit button. 

It is imperative that all public libraries submit an annual report. Information you submit is a valuable tool in accessing the strengths and weaknesses in the library community. Your library's data is also included in the Public Library Survey at the national level. These reports are used to support legislative and/or funding requests at the local, state, and national levels. 

We invite your suggestions as to what additional information would be useful to you. 

Thank you for your cooperation. Please call me if you need any assistance. I can be reached at 1-800-427-8336 ext.116 or 947-8336 ext.116 or by email at 

jennym@bpl.lib.me.us 
Sincerely, 

Jenny Melvin, State Data Coordinator for the PLSC 

