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Do we really need an Annual Report?

YES!!
Documents Friends’ accomplishments over the past calendar or fiscal year
Should be a document (not just an oral report)

For transparency (obligation or willingness by a charity to publish and make
available critical data about the organization)

Provides an accounting to:
= Members and donors
Library trustees
Regional library trustees (if applicable)
Local governments (city/county) that fund the library
General community

Does not need to be sophisticated/polished



What is the most important part of an Annual Report?

Description of your accomplishments

= What did you do?

= Why did you do it?

= What were the results?

= Why did you spend time and money the way you did?
= What difference did it make?

= Connects the dots for the readers



What needs to go in the financial section?

FRIENDS FUNDING OF

= Revenues—where did they come from? e O
$37, 100 o
= Expenditures—how much was spent on what?
= Charts & graphs (pie, bar, infographics)
= Short narrative explaining the numbers " s
enditures
Income Sources Income 2020 - 21 Total $110,000 Exp Expenses 2020 - 21 Total $46,000
$25,000
Online sales $33,200 $125.000 Rent $23,100
— Contribution to the Library for $20,000
Sales in Library $26,700 $100.000 programs and activities $13,000
. Bestseller books and DVDs were !
Dues and donations $26,700 $75.000 funded from the contribution e
Community sales $12,800 carried over from FY 2019 - 20. $10,000
A 30,000 Indirect expenses $9,900
Investment income $11,600 55,000
£25,000 Total $46,000
Total $111,000 * ront contrbution o Library
* online sales sales in dues and community Investment

library donations sales income



How do we acknowledge donors and major contributors?

List major contributors (cash and non-cash)
Alphabetize the list

List members who made significant contribution of their time & talents

Use lots of pictures




What else could go in an Annual Report?

FONCPL Membership

= Graphs o

= Book sale net profit 10

= Memberships .

= Volunteer hours o I I II I
= Fund or reserve balance (net gain/loss for the year) B I I I

- SaVingS account 2017 2018 2019 2020
W Individual MW Group W Total
= Contributions to an endowment

Other
$75,000

Membership

Number of Library Friends 1 8 o : Parki
’ and Schomburg members CLLUL

$135,000

We Love our Volunteers Amount first-

grader Helen
Stone raised for
1’593 . R 88'889 NYPL with her
LIBRARY VOLUNTEERS 55-8 -— | HOURS OF Upper West Side
o0 O oo HOURS OF SERVICE I - . VOLUNTEER lemonade stand

..... PER VOLUNTEER ) SERVICE




What should an Annual Report look liker

= Do research on how other Friends’ Annual Reports look

A
= Could be two pages or twenty (or more) s |

= Could be plain or glossy

= Tell stories

Friends of the Library of Los Altos PO Box 212 Los Altos, CA 940230212

T

This is how The Friends
wreates stronger libraries for
stronger communities.

2020 ANNUAL
REPORT &
THREE YEAR

FRIENDS
SANTA CRUZ

amm Annual Report 2020 - 2021
i

[ome | A pandemic year

Juibrary J Friends of the Library of Los Altos (Fol) is a non-profit, all-volunteer organization which
provides a way for donors and volunteers to support the activities of the Los Altos
1osaitos W Libraries. It accepts donated books and materials which it sells to raise funds, as it has

since 1957.

This past year Fol. again demonstrated long term stability and adaptability to new circumstances.

For much of the year the Library was closed to
patrons. Friends has enthusiastic and inventive
volunteers, so was able to continue operations

while conforming to the Santa Clara County

public health requirements.

Creative thinking and new ways of working

characterized the year. Online sales moved their
operations base to working from home. Once

the Library reopened for pre-ordered book

collection in March, collaboration with library

staff and a new website enabled patrons to

purchase and collect used books along with their

Al of these efforts.

by pricing and sorting in the portable building
operating under County regulations for
distancing, vaccination reporting, and masking.

Outdoor sale at the History Museum

ippor

Los Altos Main Library welcoming back patrons indoors

Collaboration with the Los Altos
History Museum enabled several
one day community sales to be
held outdoors, with simplified
pricing.

The Books for Schools program
enables donors to support

school teachers by paying for

used books for their classrooms.
This year, about 20 teachers and
school librarians from grades
K-12 found several thousand
books for their libraries and
dlassrooms at the weekend

sales.

FRIENDS OF
THE LIBRARY
SOUTHPORT

& OAK ISLAND

ANNUAL REPORT
2020-2021

PUBLIC LIBRARIES PLAN

Impact Spotlight:
Library Resources Devoted
1o Workforce Development



How might we use the Annual Report?

Publish it on your website

Provide an electronic copy to all your members, supporters, donors

Provide a copy to a prospective or new member

Attend meetings and provide a copy as well as an oral report
= Annual Friends meeting
= Library trustees
= City Council*
= County Commissioner*
= Chamber of Commerce
= Presentations to other groups

*Remember that a lot of government meetings are televised—good exposure for
Friends



Examples of Friends Annual Reports

Friends of the North Carolina Public Libraries
http://www.foncpl.org/PDF/AnnualReport.pdf

Friends of the Chapel Hill Public Library—Annual Meeting Presentation
https://friendschpl.org/resources/Documents/FriendsCHPL-AnnualMtg2021.pdf

Friends of the New Bern-Craven County Public Library
Click here to view report

Friends of the Library Southport & Oak Island Libraries
Click here to view report

List of Annual Report from around the country
https://www.friendstnlibraries.org/wp-content/uploads/Annual-Report-Resources.pdf

-~


http://www.foncpl.org/PDF/AnnualReport.pdf
https://friendschpl.org/resources/Documents/FriendsCHPL-AnnualMtg2021.pdf
https://friendsofthenewbern-craven.app.box.com/file/860803874473?s=7deo2jrjegz770cru30j4nc8hbe54ixl
https://folsoi.org/wp-content/uploads/2021/08/FOLSOI-2020-2021-ANNUAL-REPORT-FINAL.pdf
https://www.friendstnlibraries.org/wp-content/uploads/Annual-Report-Resources.pdf

Other Resources for Annual Reports

Ultimate Guide to Creating NonFroﬁt Annual Reports (+15 examples)
https://www.wildapricot.com/blog/nonprofit-annual-report

What Should be Included in a Nonprofit Annual Report?
https://cullinanelaw.com/nonprofit-annual-report/

8 Tips for Creating an Effective Nonprofit Annual Report
https://donorbox.org/nonprofit-blog/nonprofit-annual-report-tips /

How to make charts and graphs using Excel
https://www.smartsheet.com/how-to-make-charts-in-excel
Click here for an MS module

Infographics
https://venngage.com/blog/what-is-an-infographic/

Quotes on Giving: https://www.capitalbusiness.net/resources/14-inspiring-quotes-about-giving/
Quotes on Libraries: Click here


https://www.wildapricot.com/blog/nonprofit-annual-report
https://cullinanelaw.com/nonprofit-annual-report/
https://donorbox.org/nonprofit-blog/nonprofit-annual-report-tips/
https://www.smartsheet.com/how-to-make-charts-in-excel
https://support.microsoft.com/en-us/office/create-a-chart-from-start-to-finish-0baf399e-dd61-4e18-8a73-b3fd5d5680c2
https://venngage.com/blog/what-is-an-infographic/
https://www.capitalbusiness.net/resources/14-inspiring-quotes-about-giving/
https://www.librarianshipstudies.com/2018/05/quotes-libraries-librarians-library-information-science.html

“WE UNWITTINGLY JUDGE PRODUCTS BY THEIR BOXES,
BOOKS BY THEIR COVERS, AND EVEN CORPORATIONS’
ANNUAL REPORTS BY THEIR NICE GLOSSY FINISH.”

LEONARD MLODINOW




