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HOSPITAL LIBRARY PROMOTIONAL TOOLKIT


TIPS FOR PREPARING AN ANNUAL REPORT
· List the library’s mission statement, along with program goals and objectives

· List yearly goals and objectives, and indicate whether you completed the previous year’s goals and objectives

· Timeframe – adopt the time period that is most important to the hospital, (e.g., fiscal year, academic year, calendar year, etc.)
· Keep library jargon to a bare minimum; most hospital administrators do not understand terminology related to the library science field
· Review your services, operations, technology and facility issues

· Review any staff changes and staff activities including: memberships, meetings attended, list of instruction and teaching activities, and training

· Provide general library statistics (such as):
· Number of items in the book collection

· Number of print journal subscriptions

· Number of electronic journal subscriptions

· Library square footage

· Average daily foot traffic

· Provide more specific library statistics (such as):

· Document delivery statistics

· Inter-library loan statistics

· Circulation statistics

· Library web site statistics

· Statistics for all electronic resources

· Provide attachments (such as): a list of items added to the collection; a list of reference/search topics; a list of journals, etc.
· Choose your distribution list wisely:
· President of the hospital

· CEO of the hospital

· Chief Medical Officer (or direct report)
· Library Committee members

· MOST IMPORTANT OF ALL: Be succinct!  
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[Application: Use these tips for writing an annual report, demonstrating the value of the library program to hospital administration.]
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