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Slide 1.  Good morning and welcome.   I’m Stacey Malek, Program Coordinator with the Library Development and Networking Division at the State Library.  I’m glad you could join me this morning as we discuss the Reporting Errors Workbook.

Slide 2.  Let’s take a look at what we’ll cover today.  
First, we’ll talk about….[read through each]  We’re going to talk about the reporting error workbook and its parts and then I’ll show you one, so you can kind of see what you can do and how it works.
Slide 3.  I’m always a little uncomfortable calling it an “error” report because that’s not really what it is.  While we do find items that need to be corrected, a lot of what we send back is because we need more information about the response a library provided in the annual report.  There was either no annotation done when the report was completed, or the annotation was incomplete.  The report also enables us to identify any accreditation issues the library may have, and then we have more time to work with you on trying to resolve the issue.  Finally, even if you have no items, we do still send you a report, so you know that the report has no issues and so you can use it to plan for next year.  I do submit most of the data to the federal level, so you may get questions back during the summer.  We report to US Census and they have their own internal edit checks.
Slide 4.  So, why do we send out these error reports?  There are several reasons we do this, chief among them that there are 2 of us here at the State Library working on reviewing the reports and working with libraries to resolve issues.  Having the reports gives us a better grasp of the issues when you call one of us.  Additionally, in the past, we used to send multiple emails and make multiple calls as we discovered issues with the reports.  This workbook allows us to try to minimize the number of times we contact you, saving you (we hope!) time.
It also provides us with a good audit trail for the revisions.  Finally, it can be used as a planning tool for your MOE.

Keep in mind, we are not targeting you or questioning your integrity.  The workbook is run by a computer program.  It is not personal.  All the libraries get the same workbook, but the items identified and the data will be unique to that library.
The email you get accompanying the workbook is generic, so you won’t necessarily see everything in the workbook that is referenced in the email.  However, you will get instructions in the email on what you need to do, so make sure you read it.

Slide 5.  There are 5 spreadsheets, or tabs, in the workbook that you see listed.  Let’s run through them quickly and we will look at them more in-depth in a few minutes. 
Slide 6.  When you open the workbook, it will open on the Introduction tab.  If you see information that’s incorrect here, be sure to let us know so we can get that updated for you.  We have reformatted the workbook, so it doesn’t look quite like it did in past years.  Mainly we eliminated most of the colors and tried to emphasize those parts that are important and that we want you to pay attention to.  We welcome your feedback on how it works for you.  The workbook really is a tool for all of us to use, so we want to try to make sure that we have an end product that is relatively easy to use and is useful.
Slide 7.  This is the Reporting Errors tab.  This is where you will go to look for any questions that there are on the library’s annual report and any clarifications/notes we need from you.  In this example, the library has a Maintenance of Effort issue.  You’ll also notice that there are diamonds in front of the description, in front of the question number and at the top pointing you to the Appendix tab for more information.  While there are 67 errors, you will only see a few; those applicable to your report.
Slide 8.  This is the Appendix tab.  It’s going to help you determine how much you are short on MOE and/or Local Government Support Expenditures and later we’ll talk about how it can help you get an estimate of your MOE for next year.
Slide 9.  This is the Annotations tab.  This comes from the Texas LibPAS website and these are the notes that you put in when you completed the annual report online.  We use it as a resource when we prepare the workbooks for distribution and you can use it as you try to figure out what we still need from you.

The last tab is the qryreportdata tab.

Slide 10.  You don’t need to do anything with this tab.  This has the data that makes the other tabs/spreadsheets work, so you can just ignore this one!  I’m sure you’re just as happy about that as this orange seems to be.

Slide 11.  Ok, so we’ve seen the parts of the report and gone over why we send it to you, so let’s look at how you can clear the items and then we’ll take a look at one of them and I’ll go over some of the items that seem to be most confusing.

Slide 12.  When you get the reporting error workbook from us (it comes from Valicia), read the email to see what you need to do, take a quick look at the Introduction tab to make sure your contact information is correct and then go to the reporting errors tab.  It will be filtered, which we’ll see in a minute, to show you only those items that pertain to your report. 

If in the Priority column, it is black or gray that means you have an accreditation issue and it should take priority in your review.  Black means the issue could result in loss of accreditation; gray means it could result in probation.  Then take a look at your annotations to see if anything just needs additional information and then review the library’s annual report to see if there were any inputting errors.

Slide 13.  If the error you get is for MOE, you will also need to review the Appendix tab.  That will let you know how much you are short of meeting MOE.

Slide 14.  Local Government Support expenditures is the same way.  If you get this error, you’ll need to also review the Appendix, to show you how much you are short.  In this case, the library met the requirement, so you see “Met.”

Slide 15.  If you’re amending the report before April 30, you’ll go back into the Texas LibPAS website to make any changes.  We will unlock it for you before we send out the error reports.  After April 30, we keep those reports locked and you will send us an email with the changes.  We need an audit trail for any changes we make on your behalf.  That’s why we ask you to send us changes in writing.

Slide 16.  Ok, now that we’ve talked about the report a little bit and seen the different parts, let’s take a look at one and go over those items that seem to raise a lot of questions.
Slide 17.  Now for the last part, let’s look at how you can use the workbook to plan.  
Slide 18.  You can use the Appendix page to help forecast your MOE for next year.  This slide highlights the pieces of information you will need from the Appendix to calculate the 3 year average.  These are the 2010, 2011, and 2012 local operating expenditures, as reported in question 4.2.
Slide 19.  This slide shows the calculation.  You add up all 3 years and divide by 3 to get the average.  Keep in mind that this is only one way to estimate MOE.  Depending on your library’s circumstances, it might be that the 3 year per capita average is less.  But that estimate is much less accurate than the 3 year average because you have to use the current population assignment to do the estimate and when we do the actual calculation, we will use next year’s population assignment.  If you want us to look at that for you, we are happy to do the calculation and talk with you about it.  The 3 year average is typically lower unless your population assigned is declining or you have eliminated one of your local government funding sources.
This also doesn’t take into account the MOE exception, which is that the library is exempt from MOE, if you expend at least $13.50 per capita and $125,000 in local operating expenditures.  Again, if you want to talk about that, just let us know.  What I’m showing you here is just the simplest way to get a pretty good estimate of what you will need to expend for LFY2013 and you can do this estimate each year, just drop the earliest year and include the latest year.

You can also look at the library’s population assigned trend from the appendix.  You can see back to 2009, so you can get a good idea of how the library is trending, so long as sources of local government revenue for your library and the other libraries in the county don’t change.  Again, if you want to discuss the particulars of your situation, just let us know.

Slide 20.  Are there any other questions.

Slide 21.  I’ll leave you with our contact information.  Thank you and have a great day!
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