DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES
Thursday, February 21, 2002 4:30 p.m.

AGENDA
L. Call to order - Mark Gibson, President
A. Oath of office for new trustee Linda Rowden

II. Approval of minutes
A. Regular meeting of January 17, 2002
1. Communication from the public

A. Mr. Phillip R. Annello. Coordinator of Macon County Emergency Services &
Disaster Agency

IV. City Librarian's report
V. Reports of committees
A. Personnel, Policy. and Public Relations Committee

1. Meeting of February 7, 2002

B. Finance and Properties Committee
1. Approval of bills for January 2002
2. Meeting of February 5, 2002
C. Rolling Prairie Library System
1. Report on February meeting
D. Friends of the Library
1. Meeting of February 14, 2002
B Foundation
1. No meeting
VL Serving Our Public: Standards for Illinois Public Libraries
A. Chapter VIII. Public Relations and Marketing
VIL Old business
A. Closed executive session--lease space
VIIL New business
A. Fine limits
B. Appointment of attorney

IX. Adjournment



DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES
January 17, 2002
I. CALL TO ORDER
The meeting was called to order at 4:30 p.m. by Mark Gibson, President. Members present: Mr.
Gibson, Sherri Arnold, Ty Cocagne, Carol Craig, Mary Gladney, Eugene King, and Phil Wise.
Absent: Patricia Greanias. Staff present: Lee Ann Fisher and Linda Humphreys. Others present:
Linda Rowden.

11 APPROVAL OF MINUTES

The minutes of December 20, 2001 were approved as mailed.

II. COMMUNICATION FROM THE PUBLIC

No one from the public addressed the Board.

IV.  CITY LIBRARIAN’S REPORT

The City Librarian’s written report was previously mailed.

Ms. Fisher reported that the library was inspected by the Illinois Department of Labor. The
inspector noted that the library did not have a required eye wash station. This has been ordered.
V. REPORTS OF COMMITTEES

Personnel, Policy, and Public Relations Committee: The committee met January 10, 2002. No
items required board action.

Finance and Properties Committee: Mr. Cocagne made a motion to approve the December
bills. The motion was seconded by Mr. Wise and unanimously carried on roll call vote.

The committee met January 8, 2002. The proposed budget was reviewed. Mr. Cocagne made a
motion to approve the document as presented. The motion was seconded by Ms. Craig and

unanimously approved on roll call vote.

Rolling Prairie Library System: Mrs. Greanias attended the meeting but there was nothing to
report.

Friends of the Library: The Friends met January 10, 2002 but there was nothing to report.

Foundation: The Foundation Board of Directors did not meet.



VI.  SERVING OUR PUBLIC: STANDARDS FOR ILLINOIS PUBLIC LIBRARIES

Chapter VII, Access, was reviewed.

VII. OLD BUSINESS

There was no old business.

VIII. NEW BUSINESS

Mr. Gibson reported that the City Council is expected to approve the appointment of Linda
Rowden to the Library Board of Trustees on January 22, 2002.

Mrs. Gladney made a motion to adjourn to closed executive session to discuss probable pending
litigation. The motion was seconded by Mrs. Arnold and unanimously approved on roll call
vote. The Board went into executive session at 5:02 p.m. The meeting was reconvened at 5:25
p.m.
IX.  ADJOURNMENT
Mr. Gibson adjourned the meeting at 5:25 p.m.
Respectfully submitted,
1/ 7N
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Mary Gladney, Secretary
Decatur Public Library Board of Trustees
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Dear Editor;

Visiting the Decatur Public Library
has always been one of my joys of living
In this community. The" librarians are
kind, friendly and helpful. T cannot say
enough good things about them. I have
always boasted to my friends and visitors
about .our Decatur library staff and
resources available.

However, many times I have been
denied access to the library’s computer-
ized reference systems due to the one and
only handicapped accessible machine not
working. T went in search of answers to
Mrs. Fisher’s office in an attempt to
resolve this problem. The result of this was numer-
ous excuses as to why I was being denied access,
which included, that the library was going to change
1o a new system and I was just going to have to wait
till the changes took place, and that individuals with
handicaps were a minority of the library users. After
meeting with Mrs. Fisher, 1 felt that she was very
insensitive to my needs as an individual with a hand-
icap, that she showed a complete lack of interest to
my concems; my complaint, my disappointment,
and my frustration, I felt that Mrs. Fisher lacked the
communication skills and the sensitivity to deal with
the public. After speaking with Mrs. Fisher T was
reminded of a old family saying “An excuse is a skin
of areason stretched around a lie.”

On January 19th, 2002, I made the trip to the
library to utilize the new computerized system. Once
again, I was disappointed and frustrated. [ was
denied access to the new system, due to the only
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computer that is handicapped accessible
p being broken down. I took the time to look
for answers from one of the library staff.

puter set aside for the disabled. The staff
informed me that there was only one com-
puter that was accessible to individuals
with handicaps. At this time, no other
computer was designated or set aside.
Iregret that I'had to write this letter
to the Editor, however, maybe by making
this public knowledge, someone will be
able to come up with other possible solu-
tions to this problem. At the present time,
going to the library as an individual with a handicap
is stressful, discouraging and usually turns out to be
an unpleasant experience.

Ga}y French

Decatur |

Tom Dashle Is More Of A
Problem Than A Solution In
Dealing With Displaced Workers

Dear Editor:

We live in a very dangerous times, since the
attack of 9/11 with over 12 million people out of

work, and multiple thousands of displaced workers |

that have given up.

Tom Dashle has proven to be more of a problem,
than a source for a solution. He has placed himself
and his Democratic party, ahead of The American
People and their needs.

President Bush has clearly made every effort to
assist the unemployed, by agreeing to extend the
benefits for an additional 13 weeks, moreover stood
steadfast for tax relief for everyone.

Tom Dashle maliciously pulled the “Economic
Security package” from further discussion, hurting
millions of people, just to create political slogans,
and issues for the upcoming November elections, to
attempt to “tar & feather the Republican party of
only caring for the “rich”, the usual nonsense.

Tom Dashle reminds me of a recent story I read
In a local paper, of a guy who set fire to his own
house, and runs in, to get everyone out, then stands
around for photos.

Henry Moy
Bronx, NY

Blc:60 20 S1

asked the staff if they had another com- |
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DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES

February 2002
NAME TERM TELEPHONE ADDRESS
MMark Gibson 1996-2002* 422-8507 (h) 4452 Mt. Vernon P1. -21
President 428-4689 (w) 101 S. Main, Suite 200 -23
422-7950 (fax) email: MRMDGibson@aol.com
Sherri Arnold 1997-2004* 428-6063 (h) #1 Millikin Place -22
Vice President email: sarnold@webmart.net
Mary Gladney 1995-2002* 422-3849 (h) 340 N. Calhoun -21
Secretary 423-8815 (w) 1149 E. Cantrell -21
email: kutnup4@surfbest.net
Ty Cocagne 2000-2003 875-2655 (w) 1353 E. Mound Suite 300 -26
875-1660 (fax) 316 S. Glencoe -22
email: tcocagne(@mckcpa.com
Carol Craig 2001-2002** 134 Victoria Ct. -22

8-4166 (h)
5-8282 (w)

42
42
425-8286 (fax)

130 N. Water -23
email: ccraig@1stdecatur.com

Pat Greanias 1998-2003 428-1004 (h) 31 Oakridge Dr. -21
424-3170 (w) email: pat@greanias.com
Eugene King 2001-2004 423-3044 (h) 471 S. Boyd -22
email: KingEugene@bfusa.com
Linda Rowden 2002-2004 423-2442 (h) 404 Timber Dr. -21
421-8074 (w) email: rowdymama@aol.com
Phil Wise 2000-2003 362-2701 (w) First National Bank

425-8366 (fax)

130 N. Water -23
email: pwise@ 1stdecatur.com

* - second term; ** - unexpired term
LIBRARY: phone 424-2900; fax 233-4071

Finance & Properties Committee Personnel. Policy & Public Relations Committee

1+ Cocagne, Chair Sherri Arnold, Chair

?at Greanias Carol Craig
“ugene King Mary Gladney
Phil Wise Linda Rowden

lark Gibson, ex-officio Mark Gibson. ex-officio

-presentative to the Friends of the Library: Carol Craig
~zpresentative to the RPLS Board: Pat Greanias



CITY LIBRARIAN’S REPORT
February 18, 2002
DECATUR PUBLIC LIBRARY BOARD OF TRUSTEES

ADMINISTRATION: Worked with the department heads on the long-range plan, focusing on
the reorganization of the ground floor. Received circulation training on DRA at RPLS. Spoke to a
large group of Kiwaniannes. Attended the Twain program put on by the Friends. Met with Jerrod
Wainscott of Cardwell, about cutting back on the security guards. Was part of the zZILLAN focus
group for Dr. Moen at RPLS for the state library. Also attended the DRA User’s Group and two
governing board meetings. In addition to my regular meetings I spent a lot of time with lawyers this
month. Received an uncomplimentary letter to the Editor in the Decatur Tribune.

GATES GRANT: Matt, Charlotte and I attended The “Before Your Computer Arrives”
workshop for the Gates grant on January 28 in Normal. The Illinois rollout will start March 21 in
Chicago and continue counter-clockwise around the state. While we have no tentative dates, I feel that
we will be toward the end as they swing back up to Chicago. Matt is already looking at the layout of
the room and consulting with Larry about electrical and other needs to convert the quite study room
into an operational lab. He is also looking at furniture, which will be purchased with a state grant.

DRA: We are working on “tweaking” the system to fit our needs. Dragon will be changed to
DOC (Decatur Online Catalog). We are modifying some of the reports to meet our needs. We are
looking at how to get the e-mail notification working; no one else in RPLS is doing this. To assist
patrons’ adult services is preparing a flyer that we can give them or mail out. We are also considering
a possible power point presentation that would be available in the library for those who like to learn
things on their own. The send list is still our major concern, it can be 75 or 300 and there is no way to
predict. We have gotten RPLS to add the necessary overnight programs that will make Notices
available on Saturday and days RPLS is closed. This will allow us to get a send item list on Saturday,
Sunday and days RPLS is closed, something that has been a drawback in the past. There is a good
possibility that we will migrate to something else in two years, as Sirsi is not going to support the DRA
product anymore. We will have to do whatever RPLS decides to do.

FRIENDS: The Friends will be picking up books on Saturday mornings, if there is a need. A
first-time spring fund-raiser is in the works: this would be a book appraisal fair.

STAFF: Luray McArthur started January 31 as the processing page. Bev Hackney has
requested to be transferred back to Adult Services from Technical Services. That vacancy has been
posted. Sue Hemp has requested to go to part-time status. The personnel committee has approved

both of these requests. Several staff members. especially those in public service, were sent to CPR and
first aid training offered by the city.

ADULT DIVISION: Government Documents are being weeded and what we are keeping we
are adding to the catalog and filing them by SuDoc number. Previously, they were uncataloged and
not kept in a manner that allowed the patron to find them without the assistance of staff.

Currently, there are eight locations materials may be; we are working on eliminating some of the less
1seful categories to simplify things for the patron. This also includes more detailed spine labels on
cooks and placing the barcodes on the back. Arthur has placed a DVD order, which we should be
zetting soon. We are looking at ordering from Baker & Taylor online and deleting the necessity of



CITY LIBRARIAN’S REPORT
February 18, 2002
Page 2

filling out cards for every book ordered.

BUILDING DIVISION: The problem with the new bookmobile door has been fixed and is
under warranty. We have put locks on the toilet paper holders, ugly but effective, and have had no
further losses. We cancelled the parking lot sweeper company; they were not doing a good job. The
staff is cleaning and picking up now. Floor mats have been ordered and will be placed at the doors and
high traffic areas; we had none before. We had a good inspection from the Department of Labor.
There was only one finding and it was corrected immediately. We did not have an eye wash station
near our chemical station in the boiler room. It is now installed and working and staff has been
notified.

CHILDREN’S DEPARTMENT: Statistics are up 14%; not sure if DRA is keeping them better
or we are busier. Ordering is still behind for the year. Fifteen groups visited the department, bringing
in 250 people. Baby TALK did 18 programs for 248 moms and their children.

CIRCULATION DIVISION: We are fine-tuning some or our procedures and discovering new
ways of using DRA to its maximum potential. We are moving mending items to damage status, which
lets patrons know why an item is temporally out of place and being repaired. Before, we were
checking them out, which gave them a due date and let patrons think they were circulating. During
conversion some of our patrons got assigned to other libraries; this restricts some things they can do
from home. The only way to fix this is one-on-one, when a patron complains.

EXTENSION: Looking at the summer schedule, have requests for five new stops. Still no
offers on the old Blue Bird. A leaking book drop at Brush College is being replaced.

SYSTEMS ADMINISTRATION: Our web site in now on our server in the computer room.
Every staff member has an e-mail account using Outlook or Outlook Express. Matt is preparing an
outline for training. He installed the latest version of Office Tracker on the server and upgraded
memory on several computers.

TECHNICAL DIVISION: Steve gained Level II certification for DAR. Bev is looking at the
job descriptions for Junior Cataloger and Catalogue Clerk. The removal of the “+” from our call
numbers, a data transfer issue, has been completed. 22356 database changes were made this month.

Respectfully submitted,

Lee Avrwy Fisher
Lee Ann Fisher

City Librarian

February 18, 2002
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Lee Ann Fisher

From: Sheila Robinson [srobinson@decaturnet.org]
Sent: Tuesday, February 05, 2002 11:52 AM

To: Ifisher@decaturnet.org

Subject: Meeting Rooms

_ee Ann:
FYI -
For the year 2001, the meeting rooms were used as follows:

Conference Room - 402 times

Auditorium - 230 times
Board Room - 119 times
TOTAL 751 times

There are no fees charged for the use of the board room, which is generally available for in-house events only.

Sheila
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STATISTICAL REPORT

January 2002
TECHNICAL SERVICES
New book volumes added: 899
New book titles added: 463
AV titles added: 950
Volumes withdrawn: 864
Books mended: 412
PERSONNEL ACTIVITY:
1/31/02 Luray McArthur hired for Library Page (Y2 time)
1/31/02 Candranette Tyus hired for Library Page (Y2 time)
2/4/02 Candranette Tyus resigned

CURRENT VACANCIES: Junior Cataloger. Library Page (V2 time)

LIBRARY CARDS: 370 main + 31 extension = 401 total

PROFESSIONAL ASSISTS: this 12 months to date: 71,652
last 12 months to date: 75,927
PATRONS IN THE BUILDING: this 12 months to date: 320,460
last 12 months to date: 314,065
VOLUMES PURCHASED: this 12 months to date: 15,801
last 12 months to date: 22,566

VOLUNTEERS: 26 volunteers worked 252.5 hours

COMPUTER USAGE BY LIBRARY PATRONS:
NOT AVAILABLE

Internet usage:  people, time slots

Word processing usage: people, time slots




Personnel, Policy & Public Relations Committee
February 7, 2002

Sherri Arnold called the meeting to order at 4:30 p.m. Members present: Mrs. Arnold, Mary
Gladney, and Mark Gibson. Absent: Carol Craig. Staff present: Lee Ann Fisher and Linda
Humphreys. Others present: Linda Rowden.

Minutes/Bylaws: Ms. Fisher expressed concern regarding the taking and signing of Board and
Committee minutes. This will be re-evaluated at the next meeting.

Job description--Library Page: After review. the consensus was to recommend Board approval of
the description as revised.

Long Range Plan: A proposal to rearrange the lower level of the library was reviewed.

Proposal from ESDA: Ms. Fisher reported that she had spoken with Mr. Phillip R. Annello,
Coordinator of the Macon County Emergency Services & Disaster Agency, regarding the
library’s storm shelter on the lower level. He will present his proposal at the Board meeting.

Open Meetings Act/Agenda Items: An opinion from attorney Phil Lenzini regarding a recent
court case about the open meetings act was reviewed. The “old business” and “new business”
agenda items must now be specifically listed. If they are not and a complaint is filed, action
taken on the item could be declared null and void.

Other business: Mrs. Gladney made a motion to adjourn to closed executive session to discuss a
personnel issue. The motion was seconded by Mr. Gibson and unanimously approved on roll
call vote. The Board went into executive session at 5:55 p.m. The meeting was reconvened at
6:10 p.m.

There was no other business. The meeting was adjourned at 6:10 p.m.

Respectfully submitted,

Lee Ann Fisher, City Librarian
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Job Description
LIBRARY PAGE

DECATUR PUBLIC LIBRARY

NATURE OF WORK

This is beginning level work of limited complexity and variety performed
throughout the public library.

Work involves standardized duties performed independently following
established procedures after a limited period of familiarization with work processes and
assignments.

SUPERVISION RECEIVED

Work is performed under the direct supervision of an assigned supervisor and is
reviewed while in progress and upon completion and through the observation of results
obtained.

EXAMPLES OF WORK* (Typical work examples. but not limited to the following)

*Work may vary depending on the department designated.

Shelves boeks:eleans-and-shelvestreeords library materials according to
appropriate organizational scheme: places newspapers on rods; places new magazines
on racks and removes older issues; keeps periodical stacks in order.

Performs general errands and delivery work; locates and delivers beeks materials
to various locations; delivers inter-library mail; empties book drops:-takes-eut-and-pests

Straightens shelves and-publiereadingarea throughout the library.

Prepares new materials for circulation; prepares pockets, cover jackets, iron-on-
labels; applies security tapes to beeks matenals already in cncula‘uon

e&%a}egﬂes—eChecks in new spapeli a&é—%e«}e-pheﬁe—beeks

Assists with mending beeks-materials: replaces torn and missing pages: binds
paperbacks; operates machinery necessary for these duties.

Assistsrordertre-matertasird-processine invoicesfor-materials received:

Assists--bibrary-ef- Congress-Cataleguesearehes:+ Helps with inventory or
related projects; some data entry required.

Sorts and prepares carts for shelving after materials are checked in.

Performs related work and other duties as assigned.



LIBRARY PAGE
Job Description
Page 2

REQUIRED KNOWLEDGE. ABILITIES AND SKILLS

Knowledge of business English, spelling and arithmetic.

Some knowledge of standard office practices and procedures.

Night and weekend work may be required.

Ability to learn assigned clerical tasks readily and to adhere to prescribed
departmental routines.

Ability to understand and follow basic oral and written instructions.

DESIRED TRAINING AND EXPERIENCE

Graduation from high school or equivalent.

Pay Grade 3-A

Adopted CSC-

Bold = addition to original job description
Strikethreugh = deletion from original job description

3/93 2/02
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Finance and Properties Committee
February 5, 2002

Mr. Cocagne called the meeting to order at 4:30 p.m. Members present: Mr. Cocagne, Pat
Greanias, and Mark Gibson. Absent: Eugene King and Phil Wise. Staff present: Linda
Humphreys and Lee Ann Fisher.

Closed executive session: Mrs. Greanias made a motion to adjourn to closed executive session to
discuss probable pending litigation. The motion was seconded by Mr. Cocagne and unanimously
approved on roll call vote. The committee went into executive session at 4:30 p.m. The meeting
was reconvened at 4:55 p.m.

Proposal for air filters: Ms. Fisher reported that Mr. Harris needs to replace the library’s air filters
at a cost of $2,810.50. The existing filters are operating below the efficiency rating. The
committee authorized ordering the replacement filters.

Bills and pavroll for January 2002: The bill list was reviewed and will be recommended for
approval.

There was no other business. The meeting was adjourned at 5:04 p.m.

Respectfully submitted,

Lee Ann Fisher, City Librarian
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DRAFT

TO: DECATUR PUBLIC LIBRARY
130 NORTH FRANKLIN ST.

X0 Crmsby Park Place
gsvile KY L¥O2236168 DECATUR
Sox 3890
=il e KY 40232-5690
ot Cust/Acct # P965010033

WA W ¢ N o X & -
Quotation No: Price List
Date:01/30/2002
Prep:96501

IL 62523

Page 1l of 1

=3 N& 30 days on from date of
m.oios on approved credit 1.5% per
o (18% annual rate) may be
~ar on past due accounts
emitted by applicable law.

-mzest ead time will govern ship date.

Your offer to purchase must be recefved within (30) days of this quotation. Your offer to purchase constitutes your
acceptance of this quotation and your agreement to purchase the goods and/or products described below. Upan
acceptance at its office in Louisville, KY by AAF International (hereinafter referred to as the "Company") this shall become
a valid and binding contract and the Company will supply the goods described below subject only to the TERMS AND
CONDITIONS attachad hereto unless cthenwise indicated on the face of this quotation. Prices quoted are subject to
escalation at time of shipmsrit to those prices in effect at the time unless modified on the face below. All sales will be
made under AAF INTERNATIONAL's standard terms and conditions of sale. in no event will AAF

INTERNATIONAL be liable for special, indirect or consequential damages.

DRAFT
guantity Part # Part Description
PLEATED FILTERS f
171-102-863 PP PREMIUM24+24+2
LATCHES |
491-006-006 LATCH 80-1529262-6
2 Required Per Filter
BAGS
704-118-150 DP 2000 40%24+24+15 8P UL1

*_zad times listed are in working days A.R.O.
=.0.B. Origin
Frzight TermsADDJ /

DRAFT

Case

Qty *Lead Time Unit Net Ext., Price

12 5 days 3.87 X /¢ 2$0.00 tﬁ){")d
5 days 1.54% 7.4 > $0.00 3$Y 20
4 10 days 18.46x 11¢  $0.00 Jo 3.2

Grand Total $0.00 /0. ST

LAF Internatiopal/ <
‘ot i ot

- Jof CARIUS

SS: & Box 35690
Louisville, KY 40232-5690
wonst 1-BE8-223-2003
1-868-223-6500

20 Rev. 1

@
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— Chapter VIII Public Relations and Marketing —&

A public that is aware of all the services and collections offered by its library and that ‘
views its library as a positive, vital, and indispensable part of life — this is the ideal that
can be achieved through an effective public relations and marketing program.

Applicable Core Standards

Core 1. The library offers uniformly gracious and friendly service to all users.

Core 27. The library informs its service population about the collections and

services available in and through the library.

Supplemental Standards

1.

[N

10.

The board, administration, and staff assess the library’s image at least once a year
with a “walk through.”

The board, administration, and appropriate staff visit other libraries at least once a year.

The operating budget includes funds for public relations and marketing.
The library, employing a variety of means, markets its services within the library and
throughout its jurisdictional area. These nwthodq mc]ude but are not limited to

newspaper articles; library
{lyers; displays; and presenta
institutions.

The library considers persons with special needs when developing and delivering

information about the librarv's collections and services.
The library develops strategies to reach those groups that do not use the library.
The board ad mnistratém“ and staff are encouraged to participate in community

h participation is made possible through paid time
1ding for participation.

ire coordinated by one member of the staff.
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When reviewing and setti policies, the board evaluates how the policies

will affect persons within the sdictional population. Are the policies in the best

interest of the persons the policies are intended to serve?

The library includes public relations and customer service as part of the orientation
of all new staff and board members.

The library builds on public relations and marketing efforts developed by the library
system, state and nauona] orgamzations, the state library, and the community.

Evaluation Methods

Statistics on library use (circulation, gate count, reference questions, program
attendance, and reciprocal borrowing patterns for the library’s cardholders) and the
percentage of registered borrowers can be indicators of how effective the public



relations efforts have been. These statistics are used most effectively when a library
compares its own numbers from year to year rather than comparing itself with other
libraries. Procedures, rules, and methods of gathering statistics vary among libraries.

2. Asurvey can determine if the public is aware of the services and collections that are
offered by the library. Often a small, carefully targeted survey will provide more
useable information than a long, general survey. (See appendix 8.)

3. Placing a suggestion box in a convenient location may elicit helpful information.

4. Many libraries distribute brief evaluation forms inquiring as to how the patrons
heard about library programs or services.
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