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Annotation Tools

1. Mouse over slide to find small pill menu at far left

2. Select top squiggle icon to open annotation tool panel

3. Select square icon

4. Select check mark

5. Click on slide to practice



MY LIBRARY HAS…

 A facilities manager

 A custodian on the library staff

 A custodian on the staff of the municipality, county, or library district

 A Department of Public Works staff member 

 Independent cleaners through a municipal or other entity’s contract

 Independent cleaners through a library contract

 None of the above
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COMMON 
ISSUES

Cleaning

HVAC

Lighting

Plumbing

Water Infiltration



SIGHTS SOUNDS SMELLS

Condition Walk-Through



Architectural Plans, 

As-Built Plans

DRAWINGS

Manuals, Warranties, 

Repair Logs, 

Preventative 

Maintenance Checklist

SYSTEMS & 

EQUIPMENT

Utilities Tracker Log, 

Disaster Planning
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UTILITY TRACKER



EMERGENCY PLAN



ACCESSIBILITY ASSESSMENT ENERGY ASSESSMENT



Sources of Capital  Money

Local Budget

Capital Plan

Trust Funds

Grants

Capital Campaign



RESOURCES

• Piotrowicz, Lynn M., and Scott Osgood. Building Science 101: A Primer for Librarians. Chicago: ALA Editions, 2010

• Sannwald, William W. Checklist of Library Building Design Considerations, Sixth Edition). Chicago: ALA Editions, 2016

• Schlipf, Fred. Constructing Library Buildings that Work. Chicago: ALA Editions, 2020.

• Schlipf, Fred and John A. Moorman. The Practical Handbook of Library Architecture: Creating Building Spaces that Work. 
Chicago: ALA Editions, 2018

• Beyond Access: Modernizing Your Library’s Space – https://www.webjunction.org/documents/webjunction/beyond-
access-modernizing-your-librarys-space.html

• Customer Service Walkabout Checklist by Joan Frye Williams – https://jfwilliams.com/Walkabout_Checklists.pdf

• Library Disaster Preparedness & Response (LibGuide) – https://libguides.ala.org/disaster/preparedness

• ADA National Network – https://adata.org/

• HVAC for Libraries during COVID-19 [LibGuide] – https://guides.mblc.state.ma.us/hvac
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