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COLLECTIONS ESSENTIALS 
CHECKLIST FOR ALL PUBLIC LIBRARIES 

□ Establish and follow policies and procedures to effec vely manage a balanced collec on that 
reflects the library’s strategic plan and community needs and interests. The Collec on Management 
Plan includes policies and procedures for: 

□ Selec on and deselec on 

□ Conserva on/preserva on 

□ Receiving gi s and dona ons 

□ Circula ng and non-circula ng items 

□ Public requests for collec on addi ons 

□ Public requests for reconsidera on of materials, displays, etc. 

□ Maintain and revise policies and procedures to ensure ease 

of access, the freedom to read for all, privacy of library collec on use, and fair use within copyright 
law. 

□ Allocate funds for purchasing materials based on a plan for library circula on, services, and 

programs. 

□ Use measures, such as materials expenditures per capita, to determine collec on development 
goals and advocate for the materials budget. 

□ Collect materials that provide access to a wide variety of community needs, interests, and 

viewpoints that represent the diversity of the local community. 

□ Use community demographics to iden fy and build a collec on for all. 

□ Consider various age levels, reading levels, and developmental stages. 

□ Include materials of various cultural, ethnic, poli cal, and socio-economic groups and in 

various languages so that all residents both see something that mirrors them and provides a 

window to others. 

□ Provide electronic materials in various formats, including eBooks, audio, and video materials 

in streaming and/or downloadable formats. (Use mul -factor authen ca on, when feasible, 
to help secure the user’s account.) 

□ Provide materials in formats appropriate to the needs of all popula on groups, including 

large print, Braille, and/or other materials for those who cannot read standard print. When 

relevant, direct library users to the services of the Colorado Talking Book Library. 
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□ Expand local collec ons through resource sharing and services such as free book club sets and 

other kits from the Colorado State Library. 

□ Organize and display materials to facilitate browsing and retrieval both in-library and online. 
Showcase unique and diverse areas of the collec on that expand discovery and learning. 
Maintain a vibrant and relevant collec on with frequent de-selec on ac vi es that remove 

damaged, outdated, and unused items while making space available for other materials. 

□ Place orders at regular intervals throughout the year to ensure a steady flow of new materials 

for the public. 

□ Provide processes for community members to recommend items for purchase and request items 

from other libraries. 

□ Maintain an integrated library system (ILS) to support the management and development of 
the library’s collec on and allow the public to search the collec on electronically. 

□ Maintain the patron database on a consistent basis, including purging library cardholders from the 

ILS patron database a er three years of non-use. 

□ Ensure that current cataloging standards are used for all materials to facilitate public access and 

resource sharing. 

□ Maintain protec on of personal informa on of library users in accordance with C.R.S. § 24-73-101 

et seq and privacy of library user records in accordance with C.R.S. § 24-90-119. 

□ Remove late fines and damaged/replacement fees on children’s and teen materials to make the 

collec on accessible and reduce barriers for youth, families, and other caregivers. 
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COLLECTIONS ESSENTIALS + 
CHECKLIST FOR LARGER LIBRARIES 

□ Use circula on, holds ra os, and other material use data to inform collec on management 
decisions. 

□ Offer public access to self-check items, including a er hours at community loca ons that increase 

public access to the collec on. 

□ Audit the collec on to iden fy areas to add materials for all popula ons, using a collec on 
diversity audit, community demographic data, and other tools. These ac vi es may be conducted 
annually or ongoing by sec ons depending on local capacity. 

□ Review the collec on management plan within each three-year period. 

□ Track and report sta s cs on various collec ons and circula on sta s cs, including per capita and 

turnover rates, circula on by age level and interest, as well as what is needed for collec on 

management, repor ng, and planning. 

□ Collect materials produced by local content creators as appropriate and when they align with the 

collec on development policies and procedures. 

□ Maintain appropriately sized physical and digital collec ons based on the needs, interests, and use 

of community residents. Use data to analyze and make these decisions. 

□ Include unique items that, when loaned through the library, make it economically feasible for 
community members to “try before they buy” and facilitate shared resources at a community 

level. Some Colorado examples include maker spaces with equipment for idea explora on, 
crea on, and experimenta on; non-book/non-media, recrea onal material (e.g., bicycles, musical 
instruments, fishing poles, cake pans); educa onal equipment (telescopes, robots, microscopes); 
home tools (electricity use monitors, seeds, garden tools), and locally created content (e-books, 
zines, music, audio stories, art). Scan trends, gain input, and use evalua· on to make strategic 
decisions on these offerings over time. 

□ Remove late fines, damage/replacement fees, and other costs associated with library collec on use 

for all residents to increase access for people dispropor onately affected by financial barriers to 

library service. 

□ Digi ze local, historical, and/or special collec ons for greater public access as needed and/or in 

partnership with other local organiza ons. 

□ Contribute local materials to the Colorado Historical Newspaper Collec on Plains to Peaks 

Collec ve, and the Digital Public Library of America. 

□ Follow the best prac ces of the Society of American Archivists, if the library houses local 
history/archival collec ons. 
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