2018 annual report guidelines:

***Please click on the "Changes For 2018" button on the Counting Opinions home page and review the document.
***General note for the annual report: if you must use an estimate, please note that it is an estimate.

42.  Total registered users – Per definition, “Files should have been purged within the last three years”.  If you have not purged in more than 3 years, you need to do it this year.  It is important to be able to give current information to your funding municipalities.
45b.  Please give all information requested if you are filling this out, i.e. dates, total hours and total weekend hours.
46.  Feel free to be exact if you kept track of every holiday and snow delay, but if your total hours of closure were minimal and/or within the norm, you may just multiply your normal weekly hours by 52.  This is the response I got from the state a few years back:
Eileen's answer:
If the library opened late or closed early on a few days or closed a day here and there for maintenance, holidays, polling place, etc don’t worry about trying to subtract those hours from the count.  However, if the library closed extensive hours because of flooding, hurricanes, lightning strike, the roof fell in, etc then subtract those hours from the total. 
49. Click on the number to see the definition of what qualifies as a reference question.

51.  Include Juvenile circulation only.  Do not include YA circ.  Children are defined as 11 or younger.  Line 51 is a subset of line 52.
52.  The definition specifically states only count items used outside the library.  Do not include in-house use stats.  Also, do not include items checked out to another library.  They are counted separately in line 87. 

52a & 52c.  Please see the "Electronic materials vs. Electronic Information" chart at the end of the "2017 Changes" document for clarification on what is included in these lines.  52c includes Power Library statistics.  Let me know if you do not know how to access these.
53.  FTE is based on the number you enter.  35 hrs. per week is the required state minimum, but if your library defines FT as more than 35 hours, you enter that number.

60. A person with the title Librarian must have the proper state certification as a library assistant or a provisional librarian.  Do not just call all of your staff 'librarians'.  Those with Professional librarian certification report their hours in line 54 or 57.
71a.  New for 2018.  Directors, If you have any certificates or a log of your CE credits, please upload it here.

73. Salary and Staff Information:  Only add people if their official job title is one of those listed.  73a, 73b, 73c are new for 2018.  See definition of "regular volunteer" on "Changes for 2018" document.
74. Since our move to SPARK, all libraries now have  MARC records for Overdrive items.  You can count all of the Overdrive items as cataloged items in 74 and all of the Overdrive items as part of your collection in 76.
76. See chart in the "2017 Changes" document.  E-books available on Power Library do not count.  They are just considered part of the Power Library database and are included in line 86.  If you subscribe to Tumblebooks or Freegal, the number of books available should be included here, which is different from previous years.  If your library has purchased specific titles from platforms other than Overdrive, you can add the number of holdings here.
78. e-audiobooks go here.  Same rules as e-books with regards to Overdrive MARC records.  If your library has purchased specific titles from platforms other than Overdrive, you can add the number of holdings here.
82. All libraries get to count all RBDigital (formerly Zinio) titles, regardless of who purchased the title.
84. Should equal line 81 + other non-periodical serials, if applicable.
85.  We have seven (7) District databases.  Overdrive and RBDigital do not count because they are considered platforms, not databases.  If you have any other database subscriptions outside of the consortium, add them to the 7 cooperative agreement databases.  See the chart in the "2017 Changes" document, "Is it a database?" column if you have questions.
86. State Electronic Collections, e.g. Power Library, will be prefilled. 
88.  If you know how many items you requested from Allentown's collection in your last reporting year, you can add that number here.  I am told you can "opt in" through Allentown's OPAC to keep track of the number of items you have requested.
89. If you have not been breaking down 0-5 vs. 6-11, please start doing it now.  For 2018 (2017-2018) stats, add them all in the age group most appropriate for your library and add a note saying individual stats were not kept for 2018 (2017-2018).  Include STEM program stats in 89, 92 and 94.
90. YA is ages 12 -18, and has been noted as such since the 2012 report, so it is expected that you will have kept separate track of these stats.
94. STEM program stats are a subset of total program stats listed in 89 and 92.  Include STEM program stats in 89, 92 and 94.  Since we were only asked to start collecting STEM program stats in September, 2018, the July-June libraries may not have any statistics to report for 94a-94f.  January-December libraries were asked on 9/17/18 to keep 4th quarter 2018 stats.  If you had no 4th quarter STEM programs, just ignore 94a-94f.  If you had STEM programs, but did not keep stats, please add a note to the most appropriate age group for your library that stats were not kept.

101. How many Library Board Members are specified in by-laws:  If a number is not specifically stated, then put zero.  Don’t just put how many members you currently have if that number is not specifically stated in the by-laws.  And only count voting members (in case anyone has ex-officio or advisory members).
103. Number appointed by contributing municipalities – Again, don’t just say 7 just because you have 7 members, if they aren’t specifically appointed by your funding municipalities.  All Board members should be appointed by your service area municipalities, unless your library was grandfathered in at the time of the 1960 adoption of the Library Code.
112. List state aid received here.
120.  If you happen to get an additional appropriation/donation from one of your municipalities above and beyond your normal appropriation, list each contribution separately. Carbon libraries list any contributions from Carbon County here.
128.  Miscellaneous revenue: there should never be much, if anything in this line.  Please itemize anything you list here in a detailed note.

137.  This number should be the total of all operating accounts as of the last day of your previous fiscal year (i.e. June 30, 2018 or December 31, 2018) .  If what is listed is incorrect, please let me know.
143.  If money from trust funds, endowments, or other liquid accounts was transferred into your regular operating account, it should be listed here.
154.  Your individual Overdrive & RBDigital purchases are included here.  Only e-books and e-magazines that your library specifically purchased can be claimed.
155. Other materials = all physical audio, DVD, playaways, video games, puzzles, etc.
156. You must be able to document your internet fees separately.  Just having an overall electric bill doesn’t cut it.  The fees must be separated on the bill.  No estimating.
157.  The description is still just as confusing.  The e-mail I forwarded on 10/20/14 said they were going to remove the automation part and make it a new question, 160a.  That obviously hasn't happened yet.  I re-asked in Feb, 2015, April, 2016, March, 2017, and March 2019.  But as per the original e-mail, please only include standard processing and collection maintenance supplies here.

159 & 167.  Let me know if you’re not sure if something fits here, and we’ll look at it.  Anything listed in 167a must be included as an expense in line 159 or 160.  Conversely, anything listed in 159 should be noted in 167 & 167a 
176.  Summary of Accounts:  the ending balance should match the total of all operating accounts as of the last day of the reporting year (i.e. June 30, 2018 or December 31, 2018), and will be carried over as the beginning balance in the following year.

185-187.  All monetary assets in addition to normal operating accounts listed in line 137 should be declared, including all stray accounts, CDs, endowments, building funds, etc.  Line 185 is amount of Endowment and Trust Funds.  Line 186 is only the restricted portion (if any) of line 185.  Line 187 = line 185 + any other non-operating, non-endowment/trust fund money.
189a Gifts.  This should also be very narrowly construed.  This is not for run-of-the-mill donations, but rather for gifts that would have a definable impact on your LFE.  Per the definition:  "In cases where value for the items is claimed, the library shall have available among its records receipts or invoices which clearly show the cost of the items and indicate that the purchase was made specifically for presentation to the library. The value of gifts in-kind not specifically purchased for the library is not allowable as a portion of local financial effort"
