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Drafting a Basic Facility Plan

March 2017  |  Rebekkah Smith Aldrich, Coordinator for Library Sustainability

“(8) maintains a facility to meet community 

needs, including adequate space, lighting, 

shelving, seating, and restroom;”

-New York Codes, Rules and Regulations (NYCRR) TITLE 8 – EDUCATION

§90.2 Standards for registration of public, free association and Indian libraries
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A facility plan is created 

in relation to the library’s 

long-range plan. 

http://www.nysl.nysed.gov/libdev/helpful.htm#MFC

Stewardship: “the conducting, 

supervising, or managing of 

something; especially : the careful 

and responsible management of 

something entrusted to one's care”
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Top 3 Reasons

 Extend useful life of facility and its components

 Clarity on aspirational priorities

 Helpful for financial planning and grant seeking
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State Aid for Public Library Construction

MHLS Board Priorities for Funding:

“Be part of the library’s board approved, prioritized facility 

plan which is reported to MHLS through the Construction 

Needs Action Memo issued annually in April. If a library is 

breaking a large project into phases this must be itemized 

with a timeline within the facility plan, and…”



3/21/2017

5

Sample Outline

•Part 1: Useful Life Maintenance & Replacement Schedule

•Part 2: Assessments & Projections

•Part 3: Prioritized Project List

MS Word version of outline available at http://midhudson.org

P1: Useful Life Maintenance & 
Replacement Schedule

Area/Item Age

Preventative

Maintenance

Schedule

Responsibility

Projected 

Replacement 

Schedule

Notes
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Area/Item Age

Preventative

Maintenance

Schedule

Responsibility

Projected 

Replacement 

Schedule

Notes

Examples
Roof 2010 Annual Inspection Director 2040

Furnace 2003 Annual Cleaning & 

Inspection

Director 2023

Parking Lot 2000 Regular Visual 

Inspection

Facility Committee 2035

Items/Areas to Consider

 Roof (including gutters & downspout, 

chimney and flashing)

 Heating, Ventilation & Air 

Conditioning (HVAC) units

 Parking Lot &  Sidewalks

 Oil tank/Propane tank

 Septic System/Sewer connection

 Well/Municipal connection

 Carpeting

 Fire Suppression System

Elevator
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Year-Round Repair & Improvement Schedule

Month Tasks

January  Indoor work

 Heavy cleaning

 Patching, painting walls

February  Inspection of fire and security systems

March  Inspection of plumbing and water supply

 Inspection of electrical system

April  Indoor remodeling

 Carpet cleaning

May  Exterior work: roof, gutters, downspouts, chimney, flashing

 Air conditioning start-up

Excerpt: The Librarian’s Facility Management Handbook, 

by Carmine J. Trotta and Marcia Trotta, Neal-Schuman Publishers, Inc. 

Example
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P2: Assessments & Projections

 Safety & Code Compliance

 Accessibility

 Energy Conservation

 Space Needs

Safety & Code Compliance

For example:

 Trip Hazards (carpet, flooring, sidewalks, etc.)

 Handrails 

 Lighting

 Storage (not on stairways or in mechanical rooms)
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Accessibility

No library facility is “grandfathered in” under 

the Americans with Disabilities Act (ADA).

ADAChecklist.org/checklist.html
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 Approach & Entrance

 Access to Goods & Services

 Toilet Rooms

 Additional Access:

 drinking fountains

 fire alarms

 public telephones
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Energy Conservation

 Reduce your operating costs

 Impacts on indoor environmental quality (IEQ)

Thermal comfort

Air quality 

 Be a leader in your community

Primary Conservation Opportunities

 Building Envelope

 Roof

 Windows

 Doors

 Walls & Foundation

 HVAC Equipment

 Occupant Behavior 
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MHLS ‘Useful life energy conservation standards”: 

http://midhudson.org/nysconstructiongrant/

Energy Audits

Source: Procedures for Commercial Building Energy Audits, American Society 

of Heating, Refrigeration, and Air Conditioning Engineers (ASHRAE)
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FlexTech Program

NYSERDA’s FlexTech Program provides customized energy 

efficiency analyses to help customers make informed 

energy decisions. For most studies, NYSERDA will contribute 

up to 50% of the eligible energy study costs… 

Learn more: http://www.nyserda.ny.gov/FlexTech

Space Needs

 Shifts in service (less “stuff” centric, more people centric)

 Inadequate amount of space

 Meeting and program space

 Types of spaces

 Technology

 Staff areas 

Please note: Once a need for a significant renovation or expansion has 

been identified a library would work to hire an architectural firm to develop 

a “Master Facility Plan ”

http://www.nyserda.ny.gov/FlexTech
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Example

P3: Prioritized Projects 

•What are the most important projects to:

•Stabilize 

•Optimize

•Prepare for the Future

•How does this help fulfill the goals in the long-range plan?
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Example

Recommended Books
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Where does the money come from?

Maintenance/Replacement

•Library’s Budget 

•Library’s Capital Fund

•Grant Writing

•Last resort: Fundraising

Renovation & Expansion

•Capital Fund

•Fundraising & Grant Writing

•Capital Bonds 

(public libraries, not association)
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Common Grant Sources

•State Aid for Public Library Construction 

•Special Legislative Grants

•Dormitory Authority of the State of New York (DASNY):

•Community Capital Assistance Program (CCAP)

•State and Municipal Facilities Program (SAM)

http://midhudson.org/nysconstructiongrant/
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Other Grant Sources

•Regional Economic Development Councils (NYS)

•Regional Community Foundation Designated Funds

•Banks & Credit Unions

•Family Foundations, example:

•Stewart’s Shops and the Dake Family Foundations

Tips:

•Follow the statewide news of other library’s capital campaigns for 

inspiration and grant leads

•Keep your state legislators apprised of your short and long-terms 

goals

•Pay close attention to other large capital campaigns in your county, 

read donor lists to find leads

•Pay attention to your Regional Economic Development Council’s 

priorities and board members [https://regionalcouncils.ny.gov/]
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Upcoming Webinars

•March 22: Certifiably Sustainable

•April 4: Introduction to the State Aid for Public Library 

Construction Program

•May 9: Sustainable Facilities: An introduction

http://calendar.midhudson.org
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Rebekkah Smith Aldrich  |  Coordinator for Library Sustainability  |  Mid-Hudson Library System

rsmith@midhudson.org  |  845.471.6060 x239


