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WHY REPORT?

BEFORE YOU START

ANNUAL REPORT 

ACCREDITATION BENEFITS

DATA COLLECTION PORTAL
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WHY REPORT?
Advantages
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Summer Reading Program Materials
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Provided at no cost to any library submitting an Annual Report



Texas Public Library Directory
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https://www.tsl.texas.gov/ldn/annualreport

https://www.tsl.texas.gov/ldn/annualreport


State Profile –
IMLS Public Libraries Survey
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https://www.imls.gov/research-evaluation/data-collection/public-
libraries-survey/find-your-library

https://www.imls.gov/research-evaluation/data-collection/public-libraries-survey/find-your-library
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National Public Library Data Collection

https://www.imls.gov/research-tools/data-collection

https://www.imls.gov/research-tools/data-collection
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Accreditation in Texas 
State Library System

http://tinyurl.com/TACaccreditation

http://tinyurl.com/TACaccreditation


BEFORE YOU START
Information/data needed
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Legal Establishment of Library

Governing authority:
City?
County?
Non-Profit 
Corporation?
Library District?
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Lockhart County Courthouse 
CC BY-SA 3.0

https://creativecommons.org/licenses/by-sa/3.0


Non-Profit Libraries
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Current contract required with each local 
government that provides library 
revenue.
Copy kept by TSLAC – Must be kept 
current!

Tracking government-funded 
expenditures aides in making case for 
the library when negotiating the 
contract.*

*All types of libraries should do this



Local fiscal year

Annual Report is based 
on local fiscal year.

Not necessarily January 
through December.
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Budget Cycle

Driven by Governing Authority
Assists in planning library management
Assists in planning for accreditation requirements
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Legal Establishment Contact
City City Accounting Staff

County County Auditor
Non-profit 

Library District Board Treasurer
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NOT based on geography.
Assigned by sources of local government 

funding.

Population Assignment



ANNUAL REPORT
Annual Report and Accreditation Questions
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Sections 1 & 2. Facility Information
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Contact Information

1.1 – 1.21 Contact Info
Published Phone

Website*

Contact fields are locked in the online form.  
Add note or contact LDN staff to record changes.



Branches and 
Bookmobiles

2.1-2.2 How many

2.3 Any renovations or 
new construction

2.4 Square Footage

Branch contact details 
reported in Section 12
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Section 3. Expenditures
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REPORT ACTUAL EXPENDITURES, 
NOT BUDGETED AMOUNTS



Staff Expenditures
3.1 Salaries/Wages
3.2 Benefits

Social Security
Retirement
Medical Insurance
Life Insurance
Disability Income Protection
Unemployment 
Compensation
Worker’s Compensation
Tuition
Housing Benefits
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Collection Expenditures

3.5 Electronic Materials
E-books
Audio downloadables
Video downloadables
Databases
E-serials
Any files in digital format

Maps
Reference tools
Scores
Pictures

3.4 Print Materials

3.6 Other Collection Materials
DVD’s
CD’s
Microforms
New formats

No TexShare 
Fees here:  

report in 3.8 
Other 

Operating 
Expenditures
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3.8 Other Operating Expenditures

TexShare Fees
Office Supplies
Binding Supplies
Contracts for Services
Consultant Fees
Attorney Fees

Equipment Repair or 
Replacement
Replacement of Furnishings
Costs for Library Programs 
(SRP)
Computer Hardware or 
Software*

*Computer Hardware or Software:  check with local governing authority 
for capitalization level or local accounting practice.
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Renovations
Site Acquisition
New Buildings
Opening Day Collection
Library Automation Systems
New Vehicles
Computer Hardware*
One-Time Major Projects
TSLAC Grants Used For Capital

3.12 Capital Expenditures*

*Check with local governing authority for 
capitalization level and local accounting practice.
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Section 4. Local Financial Effort
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Library Operating Expenditures

3.9 Total Direct Operating 
Expenditures

3.3 Staff 
Expenditures

3.7 Collection Material 
Expenditures

3.8 Other Operating 
Expenditures
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Local Operating Expenditures

4.2 Total Local Operating 
Expenditures

4.3 Local 
Government 

Operating 
Expenditures

Non-local grant 
funds

4.1 Local Collection 
Material Expenditures
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Local Operating Expenditures

4.2 Total Local Operating 
Expenditures

4.3 Local 
Government 

Operating 
Expenditures

Non-local grant 
funds

4.1 Local Collection 
Material Expenditures Non-local grant 

funds
3.3a Staff

3.7a Collections
3.8a Other
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Non-Local Grant Funds

Federal Funds

Foundation or 
Corporate Funds

State Funds



Non-Local Funding Questions

• Increases reporting accuracy.
• Eliminates calculation errors.
• Allows online form to do more calculations.
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• Eliminates some confusion.
Only one entry per subject needed.  
Questions in Section 3 feed into 
Section 4. 

MUST complete Section 3 before Section 4.
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Local Operating Expenditures

4.2 Total Local Operating 
Expenditures

4.3 Local 
Government 

Operating 
Expenditures

4.1 Local Collection 
Material Expenditures



31

Local Operating Expenditures

4.2 Total Local Operating 
Expenditures

4.1 Local Collection 
Material Expenditures

4.3 Local 
Government 

Operating 
Expenditures
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Including Indirect Costs*

4.2 Total Local Operating 
Expenditures

4.1 Local Collection 
Material Expenditures

*Only if needed 
to meet MOE or 

Local 
Government 

Support criteria

3.10 Indirect Costs*

4.3 Local 
Government 

Operating 
Expenditures
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Maintenance of Effort (MOE)

2018 – 4.2

2017 – 4.2

2016 – 4.2

Local Funds used for Library Operating 
Expenditures

3 =  AVERAGE
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Calculated two ways.
Exempt:  >$150,000; $17.50 per capita

Maintenance of Effort (MOE)
Local Funds used for Library Operating 

Expenditures

2019 Population & MOE Planning Tool
https://www.tsl.texas.gov/ldn/annualreport

https://www.tsl.texas.gov/ldn/annualreport


Maintenance of Effort 
Planning Tool
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https://www.tsl.texas.gov/ldn/annualreport

https://www.tsl.texas.gov/ldn/annualreport


Per Capita Operating 
Expenditures

Total Local Operating Expenditures (4.2)
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Population Assignment

Per Capita Local 
Operating Expenditures
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4.3 Local Government Support

Half of annual local operating expenditures per capita

Exemption amount:  $17.50 per capita
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LFY 2019 Library Population 
Assignment

Per Capita 
Minimum

5,000 or less $3.85
5,001 – 10,000 $4.13

10,001 – 25,000 $4.42
25,001 – 50,000 $5.52

50,001 – 100,000 $8.32
100,001 – 200,00 $9.98

200,001 – 500,000 $12.07
500,001 or more $13.96

Minimum Expenditures

Minimum local operating expenditures $18,000.

Minimum government operating expenditures $9,000.



Section 5. Revenue
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Report Timing

Report expenditures as 
they occur.

Report revenues when 
received, 
whether or not 
expended (used).
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Operating Revenue

41

Funds (Revenue) From: Report In 
Question

City 5.1
County 5.2
School District 5.3
State Funding (Grants)
Include Family Place

5.5

Federal Funding (Grants)
Include TSLAC Grants, ILL Reimbursement

5.6

Foundation/Corporate Funding (Grants)
Report Source in the Note Box. 5.7

Other Local Sources 
Fines, Fees, Donations, Memorials, etc. 5.8



Funds (Revenue) From Report In 
Question

City 5.10
County 5.11
School District 5.12

State Funding (Grants) 5.13

Federal Funding (Grants)
Include TSLAC Grants Used For Capital

5.14

Foundation/Corporate Funding (Grants)
Report Source in the Note Box.

5.15

Other Local Sources 
Fines, Fees, Donations, Memorials, etc.

5.16

Capital Revenue
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Outside Revenue

5.18 – 5.19 Revenue 
sources outside home 
county (legal service 
area)
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Skip question 5.18 
if all revenue came 
from local sources.
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State Revenue

5.5  State Revenue – Operating Expenditures

Report Family Place funding from Texas State Library
Do not include any other TSLAC funding in this 

question.



Report all funds from the Texas State Library (TSLAC)
TexTreasures GrantsTexas Reads Grants
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Federal Revenue

Do not include E-rate reimbursements.

5.6  Federal Operating Revenue

5.14 Federal Capital Revenue

Grant Academy
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Section 6.  Collection
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6.1 - Electronically 
searchable catalog.

6.2 - 1% of collection 
published within last five 
years.

6.14 - Minimum number 
of items in collection.

For Accreditation



Physical materials
6.4 Books in print
6.5 Audio materials
6.6 Video materials
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6.7 E-books
6.8 Audio downloads
6.9 Video downloads

Digital materials
(include consortium totals)

New last year: 
Item counts only; 

no title counts

Material Counts



Reporting Electronic 
(Downloadable) Materials
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INCLUDE IN ANNUAL REPORT? 

Is user authentication required?

If a library card 
number is required for 

use, include in the 
Annual Report.

YES

If the item is in the public 
domain (LibriVox, Project 

Gutenberg), do not
include in the Annual 

Report.

NO
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INCLUDE IN COLLECTION COUNTS?
Section 6 

What is the ownership or payment model?

Count all units to which 
patrons have access 
whether local- or 
consortium-acquired. 
eBooks (6.7), Audio (6.8) 
or Video (6.9) 
downloadables such as 
OverDrive or3M.

PAY-PER-UNIT

Count only circulated 
items for eBooks (6.7), 
Audio (6.8) or Video (6.9) 
downloadables such as 
Hoopla, whether 
acquired locally or 
cooperatively

PAY-PER-USE
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Count as an Electronic 
Collection/Database; 

whether Locally (6.10) or 
Cooperatively Acquired 
(6.12). Include uses in 

Electronic Retrieval (7.9).

NO LOAN PERIOD



INCLUDE IN CIRCULATION? 
Section 7

Is there a loan period?

Count as Circulation:  
Children’s Electronic 
Circulation (7.5) and All 
Other Electronic 
Circulation (7.7);

YES

Count in Electronic 
Retrieval (new 
question 7.9)

NO
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Electronic Collections
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6.10 Local Electronic Collections/Databases

6.11 TexShare Databases

6.12  License agreements through consortium



Section 7. Services
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Updated every five years;

Board approved;

Includes collection development 
element;

Includes technology element.

7.0 Long-Range Plan
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Library Use

7.1 Reference transactions
No directional questions

7.2 Library visits
Physical visit to building
Gate count one way

7.3 Registered Library Users
Purge files every 3 years



Circulation

58

Include only your 
library’s patrons

Count
7.4, 7.6 Physical Items
7.5, 7.7 Digital Items

7.4, 7.5 Children Age 11 years and 
younger

7.6, 7.7 All Other Ages Age 12 years and older
Separate



Circulation
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NO LOAN PERIOD

7.9 Successful Retrieval of Electronic Information



Programming/Attendance

60

Report number of events
Report all in attendance, regardless of age

Target age range
Children Age 11 years and younger

Young Adult Age 12 through 18 years

Adults Age 19 years and older

https://tinyurl.com/TX20ARProgram



Reporting Programs
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INCLUDE IN ANNUAL REPORT? 

62

Planned and advertised in advance.

Content is the library, its resources, 
or its services.

Library presents or facilitates 
program.

Open to more than one person.

YES

Library Board meetings
Library booth at a festival or 

parade
Drop-in format open house
Drop-in art exhibit

NO



INCLUDE IN PROGRAM COUNTS
Section 7

63

Each event = one program 
(example:  12-week class = 12 programs)

All planned programs, regardless of 
attendance.
All attendees, regardless of intended 
audience:

Children’s programming (7.9/7.10);
Young Adult programming (7.11/7.12);
Adult programming (7.13/7.14)
(whichever is best fit)

Storytime
Formal computer classes
Family game nights
Movie nights
Organized book groups/clubs
Planned author visits
Library-sponsored 
demonstrations
Library tours

EXAMPLES WHAT TO COUNT



OTHER TYPES OF EVENTS
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FOR COUNT AS

One-on-one training Reference transaction (7.1)

Book delivery to facility or home-bound Circulation of materials (7.4/7.6)

Local business meeting at library Library visits (7.2)

Library as polling place (voters) Library visits only if entering library 
space

Non-profit volunteers tutoring Library visits – students and tutors



Section 8.  Library Staffing
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8.1 Professional librarians (MLS) in 
libraries  serving more than 25,000 
assigned population.

8.7 Number of hours employed per 
week based on population.

8.8  Continuing Education 
requirement:  10 hours/year.

Director Accreditation Criteria



Continuing Education
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LDN Training Calendar

LDN Professional Development

https://www.tsl.texas.gov/ld/workshops/index.html

http://www.tsl.texas.gov/ld/librarydevelopments/?page_id=34
https://www.tsl.texas.gov/ld/workshops/index.html
https://www.tsl.texas.gov/ld/workshops/index.html


8.1 – 8.4 Library Staff
Employed staff or staff who have employment 
contracts.

Count all hours worked during a normal week 
for:

• Librarians with MLS
• Librarians without MLS
• All other employed staff

68

Count all hours worked by all volunteers in the library.
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8.9, 8.10 Photocopier and internet-access
computer available for use by staff.

10.1 Printing/copying capability and internet-
access computer available to public.

Accreditation:  
Copiers and Computers



Section 9. Resource Sharing
Section 10.  Technology
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Resource Sharing

9.1 Offer Statewide Interlibrary Loan (ILL) in order 
to maintain accreditation.

9.2-9.3 Count materials between independent 
library administrations.

9.4  Indicate ILS used
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Electronic Services
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10.4 Wi-Fi Sessions/ 
Wireless Internet Access

Capture information 
through library router.

10.5 Website Visits
Do not include visits to 
catalog or phone app.

10.2 Patron Internet Computers
10.3 Report usage



Edge Assessment
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Provides tool which aligns technology to 
community priorities.

Guides libraries to set goals for digital inclusion

National coalition of libraries, local 
government and non-profits.

TSLAC goal:  100% Texas Public Library 
participation

http://www.libraryedge.org/

Contact Technology Consultant Cindy Fisher
cfisher@tsl.texas.gov; 512-463-4855

mailto:cfisher@tsl.texas.gov


Section 11. Library Hours
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Hours Open

Do not include:
Holidays
Staff development days
Weather days
Natural disasters
Closures for 
construction/repairs
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11.1 Annual Service Hours:  all hours open to public.



11.2 Annual Weeks Open

All weeks library open for 
local fiscal year.

Full week:  Any week 
library open more than 
half its scheduled hours.
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11.3 Unduplicated Hours

For libraries 
with 
branches:  Do 
not count any 
hour twice!
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Count number of hours any library facility is open in a 
regular week.

Weekly Total Hours Calculator  - COMPOSITE NUMBER OF HOURS

TIME SUN MON TUES WED THUR FRI SAT

7:00 - 8:00 a.m.

8:00 - 9:00 a.m.

9:00 - 10:00 a.m. 0.50 1.00 0.50 1.00 1.00

10:00 - 11:00 a.m. 1.00 1.00 1.00 1.00 1.00 0.50

11:00 - 12:00 p.m. 1.00 1.00 1.00 1.00 1.00 1.00
12:00 - 1:00 p.m. 1.00 1.00 1.00 1.00 1.00 1.00
1:00 - 2:00 p.m. 1.00 1.00 1.00 1.00 1.00 1.00

2:00 - 3:00 p.m. 1.00 1.00 1.00 1.00 0.50 1.00

3:00 - 4:00 p.m. 1.00 1.00 1.00 1.00 1.00

4:00 - 5:00 p.m. 1.00 1.00 1.00 1.00

5:00 - 6:00 p.m. 1.00 1.00

6:00 - 7:00 p.m. 1.00 1.00

7:00 - 8:00 p.m. 1.00 1.00

8:00 - 9:00 p.m. 1.00 1.00

9:00 - 10:00 p.m.

DAILY TOTALS 0.00 7.50 12.00 7.50 12.00 5.50 5.50 50.00 <= WEEKLY 
TOTAL

Key:
Only Main open
Only branches 
open
Both open



Application for Accreditation

https://tx.countingopinions.com/main.php

https://www.tsl.texas.gov/ldn/annualreport
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https://tx.countingopinions.com/main.php
https://www.tsl.texas.gov/ldn/annualreport


Annual Report Due Date
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13 T.A.C. §1.85

A public library shall file a current and complete annual 
report with the Texas State Library and Archives 
Commission by April 30. Revisions to the annual report 
which would affect membership status for the next fiscal 
year will not be accepted after July 31...

►►►Tuesday MARCH 31, 2020
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ACCREDITATION BENEFITS
Membership in Texas State Library System
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Interlibrary Loan through OCLC Navigator

https://www.tsl.texas.gov/landing/ill.html

https://www.tsl.texas.gov/landing/ill.html
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Competitive Grant Program

https://www.tsl.texas.gov/landing/libfunds.html

https://www.tsl.texas.gov/landing/libfunds.html
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Federal Communication 
Commission discount program

Covers Internet, broadband 
costs

Assistance with application 
process available

E-Rate

https://www.tsl.texas.gov/ld/tech

https://www.tsl.texas.gov/ld/tech
https://www.tsl.texas.gov/ld/tech
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TexShare Databases
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TexShare Card Program

https://www.tsl.texas.gov/texshare/card

https://www.tsl.texas.gov/texshare/card
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Youth Services Consultant 
Bethany Wilson

Technology Consultant 
Cindy Fisher

Other Funding Opportunities

https://www.tsl.texas.gov/ldn/familyplace

https://www.tsl.texas.gov/ldn/librarytechacademy

https://www.tsl.texas.gov/ldn/familyplace
https://www.tsl.texas.gov/ldn/librarytechacademy


DATA COLLECTION PORTAL
Online demonstration
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Online Data Collection Portal
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https://tx.countingopinions.com/

https://tx.countingopinions.com/


Home Page
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Home Page - Resources
Form views, features

Home, print, period, verify, submit
Contact info locked
Definitions, annotations
Symbols:  Green Checkmark; Notepad
Adding annotations

https://tx.countingopinions.com/

https://tx.countingopinions.com/


Definitions and Annotations

Definitions

Annotations
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Form Symbols
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Green Check Mark    = Edit Check

Annotation (Note) box



Annotation Field
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The value that triggered the edit check MUST be re-entered, 
once the annotation form closes.



Edit Checks

Gift to future self
Document and save what you 

are doing
Form of analysis
Attention:  why the difference?
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96
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January February March April

May June July August

September October November December

Mid-January – Early March 
Competitive Grant application window

E-rate initial application window

Mid-April – Mid-July 
ILL Reimbursement application window

April - May 
Family Place Training

April - May
Family Place Training

Mid-April --
ILL Reimb

August 31st

End of State Fiscal Year

September 1st
Start of State Fiscal Year

Early Aug – Early Sept
TexShare Card Survey

Summer Reading 
Program Survey

Mid-October – Mid-November
Summer Reading Program 

Order Form Open

October - November
Family Place Training

January 3rd – April 30th Texas Public Libraries Annual Report submission window

Early November  – Mid-December
Family Place Libraries application window

TexShare Annual Report

Calendar of Important Dates
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Photo Sources

https://www.pexels.com
https://unsplash.com/
TSLAC Archives
TSLAC NAGARA Photos

https://www.pexels.com/
https://unsplash.com/
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Contact Us!

Library Development & Networking
accreditation@tsl.texas.gov, 800-252-9386

Accreditation & 
Statistics

Valicia Greenwood, Library Statistics Specialist 
vgreenwood@tsl.texas.gov, 512-463-5466

mailto:ld_services@tsl.texas.gov
mailto:vgreenwood@tsl.texas.gov
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