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13. Making a Library Funding or Policy Request 
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	Expected outcome

Participants will feel ready and confident to put what they have learned during the advocacy training into practice to secure or sustain library funding. 
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Expected timing

105 minutes
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Materials
Flip chart or white board

Common Funding Challenges 
Practice Making a Funding Request

Library Funding Requests Reminders & Tips

 Character Cards

Session Feedback Form (optional)
	SESSION OVERVIEW

This session’s discussions and small group activities show participants how to use what they have learned throughout the training to advocate for public library funding or policy changes. The session provides practical guidance on both preparing for and making a funding or policy request, and gives participants time to practice their own requests. 
LEARNING OBJECTIVES

The participants will:
· Understand their role in securing funding for their library and the difference that advocacy can make.

· Understand how the knowledge and skills they have learned in the advocacy training are used together.

· Be able to develop a compelling request for public library funding or policy change.

· Feel more confident about developing and making a funding or policy request to their local decision-makers. 

SESSION IN CONTEXT

As defined at the beginning of the training, advocacy is about securing sustainable funding and policy support for public libraries. This session brings together the lessons learned throughout the training that prepare participants to request funding or to push for policy change for their library and should be conducted towards the end of the training, as an opportunity to put the lessons into practice. While senior-level library staff are going to be most familiar with library budgets, policies, and the process for making funding or policy requests, and are more likely to be leading the effort to secure library funding or policy change, other library staff can play a role in making the request successful. This session therefore focuses on providing practical advice for all levels.


	
	Session Outline

1. Welcome and Introduction (5 min) 

2. Your Role in Securing Local Library Funding (30 min)

· Activity: Common Funding Challenges
3. Library Funding Request Preparation (30 min)

4. Making a Library Funding Request (35 min)

· Activity: Practice Making a Library Funding Request
5. Closing Comments and Session Evaluation (5 min)
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For general ideas about localization, see the Advocacy Training Implementation Guide, page 27.
	Localization

· Local customization is important to ensure participants leave the session with practical information. Local library funding may vary by library, so it is important to understand the local library funding structures and sources before conducting the training. A local library director, librarian, or a representative from the library association should be able to provide this information. 

· Similarly, take time to learn about the policies currently governing public libraries and library funding on the national, regional, and local level. 
· This session also needs to be adjusted for the training participants so they feel the session is both relevant and important for them. Making a direct request for library funding is often the responsibility of library leaders—but all levels of library staff can play a role in both preparing the request, and in making similar requests of partners, supporters, and fellow advocates. It will be important in the beginning of the session to probe participants’ involvement in library budgeting/funding and tailor the session accordingly.

· This session assumes participants will have a basic understanding of their local library budget and funding structure—both from discussions earlier in the training and from their own experience. Consider adding PPT slides to review specifics of local funding structures, challenges and opportunities, or distributing a handout with key points. 



Trainer Instructions AND Suggested Talking Points

Part 1: Welcome and Introduction (5 minutes) 
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	Segment overview

Set goals and expectations for the session and answer initial questions.



	PPT
Session Purpose
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	Welcome AND session purpose 

· Set expectations and provide context for this training session.
· Remember to tailor the talking points below based on how you structured your advocacy training. 
· As we discussed at the beginning of this advocacy training, advocacy is about actions that will convince decision-makers to support a desired funding or policy change in support of public libraries. 
· As part of this training, we have learned about the importance of advocating on behalf of your public library and the skills that will help you be successful at advocacy. You have developed an advocacy goal, identified your target audiences, created compelling messages that appeal to your audiences, and turned those messages into a strong library story. 
· We have also practiced skills that will help you communicate your library advocacy messages, from working with traditional media to using social media tools to giving a presentation. 
· In this session, we will address advocacy in its most direct form: asking decision-makers for funding or policy change that will support the library so it can provide services that meet community needs.

· The work you have done and skills you have developed so far have prepared you to make this direct request. The goal for this session is for you to leave feeling ready and confident to make a request for your library or to support the person in your library who will make the request.



	PPT
Session Agenda
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	Session AGENDA

· Present the session agenda and reference any materials that have been shared as handouts. 

· In this session, we will:

· Discuss local library budgets and funding 
· Discuss the common challenges associated with making requests of decision-makers 
· Organize and apply what you have learned during the advocacy training to make requests on behalf for your library
· Practice making a funding request 

· Remember, the same skills for making a funding or policy request will help you with other outreach on behalf of your library, such as fundraising. 

· You have been given handouts, which we will refer to during this session, along with your Advocacy Action Plan Workbook. 

· I would like to invite all of you to actively participate during group discussions and small group activities during this session. 




Part 2: Your Role in Securing Local Library Funding (30 minutes)
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	Segment overview

Review funding structures for the library and reinforce why advocacy for library funding is important. Acknowledge common funding challenges and discuss solutions. Reinforce that participants do not need to be the person responsible for library funding to benefit from this session.
Learning Objective

Participants understand the importance of using advocacy to secure funding and are more confident in their ability to make requests of decision-makers.



	PPT
Funding Roles and Responsibilities
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	Funding ROles and Responsibilities
· Identify participants’ current roles in making funding requests and remember to adjust your approach to make the session most relatable to them.

· How many of you are involved in helping determine the budget needs for your library? [Ask for a show of hands.] 
· How many of you are responsible for making library budget requests or pursuing policy change? [Ask for a show of hands.] 
· How many of you have found yourselves unable to do a library project or offer a service to your community because your library does not have the resources? [Ask for a show of hands.] What are some examples? 

· Library funding affects all levels of library staff, and making funding requests is a team effort. Regardless of whether or not you will be asked to speak directly to a policymaker or decision-maker or to prepare a written proposal, you play an important role in pulling together the most compelling case to secure support for your library. 
· The community needs that the library meets through its programs and services, the impact data and stories you gather, the steps you take to increase awareness of library services, the connections you have in the community, and the partnerships you develop—these all help lay the groundwork for a successful funding or policy request.  



	PPT
Local Library Funding
MATERIALS

Flip chart or white board
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	Local library Funding 
· Discuss sources for their local library funding and the things they need to keep in mind to be successful. 
· Be prepared to share examples of library funding sources, in case you need to prompt participants.
· Capture responses on a flip chart or white board.
· Let’s talk about how your library is funded. 

· What are the different sources of funding? 
· What have you (or your colleagues) experienced when pursuing those different sources of funding?  

· What are a few example of funding success you have had? [Ask for one or two examples.]
· How many of you have not been as successful as you would like in securing funding for your library? [Ask for a show of hands.]
· How many of you have had only limited involvement or no involvement helping to make a funding request? [ask for a show of hands] What limited you from being involved? What can you do to be more involved in the funding request process?
· Making funding requests can be a daunting task. Let’s talk in more detail about some of the challenges you have experienced or anticipate will arise as part your advocacy for library funding. 
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15 minutes
	Activity 1:

Common FUNDING challenges

Acknowledge real and perceived challenges associated with making requests of decision-makers, and direct participants toward solution-oriented thinking. 



	PPT
Activity: Common Funding Challenges

	This activity is designed to remove potential road-blocks to participant engagement in library funding discussions by acknowledging fears and frustrations participants may have about library funding, and shift their thinking to possible solutions.

	materials

Common Funding Challenges
Flip chart or white board 
	Introduce the activity and use the worksheet to provide participants time to think about funding request challenges.

Next, ask participants to share challenges they wrote down and capture responses on a flip chart or white board. Look for commonality. Lead a discussion on steps participants have taken or could take to address the challenges. Focus on practical actions and suggest participants add these to their worksheet as well.
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	· We will use the Common Funding Challenges worksheet for this activity. Please take five minutes to write down some of the challenges your library faces or you anticipate your library will face when trying to secure funding. Then we will share and discuss responses as a group. The challenges can be as specific or as general as you would like. 

· Let’s discuss the challenges you identified.

· Now, let’s discuss possible ways to mitigate or solve the top challenges you identified.

· Please take a minute to write down actions we discussed that you think will help your library approach funding requests differently.
 


	PPT
Advocacy and Library Funding 
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	how does advocacy Influence Library Funding and policy Decisions? 

· Encourage participants to recall how library advocacy can impact library funding and policy and set up the next segment of the session.
· The local economy and community priorities are important factors that can impact library funding and policy decisions. In your community, what other services are competing with the library for funds? [If not mentioned by the group, suggest the following:] 
· You may find yourself competing for funding from schools, hospitals, law enforcement and job support programs, to name a few. Local or municipal budgets are rarely big enough to meet all of the budget requests that they receive. Those in charge often have to make difficult decisions. 

· While we do not always know why other projects and institutions receive funding while the library may not, keep in mind that decision-makers often allocate funding or change policy based on community needs and priorities. In the past, do you think your library has been viewed as an institution that helps meet community needs? How do you think that might have affected a decision-maker’s funding decisions? 

· How can advocacy influence library decision-makers? [Ask for suggestions, then review the following points:]
· Advocacy raises decision-makers’ awareness of the library’s programs and services.
· Advocacy helps demonstrate how the library is meeting community needs and priorities.
· Advocacy reinforces the value of the library to the community by demonstrating its contributions and impact. 
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	Value of the Public LIbrary
· Ask participants to recall the ways that their public library contributes to the community. Reference handouts and discussions from previous sessions, such as the Examples of Library Outcomes handout from Value of the Public Library or impact stories shared in Creating a Library Story.  
· As we discussed earlier in the training, and as you all know from your experience, the library plays an important role in providing services to the community and improving the lives of the people who live there. 
· How would you describe the value the library brings to the community? [If not discussed by the group, offer the following:] 
· Libraries are centers for education, culture and leisure, communication, and civic engagement. They support economic development and health, while providing opportunity and digital access to everyone. The public library is also well-positioned to adapt with the times. 

· Remember, you will want to communicate the library’s value to decision-makers using the facts, examples, and stories that will appeal to their priorities and interests. Would someone like to share an example of an individual who has benefited from your library? [Ask for one or two responses.] 

· Could someone share any examples of programs or services you have developed to meet specific community needs? [Ask for one or two responses. If not discussed by the group, offer the following:] For example, you may have helped a small business owner set up and manage an online banking and sales account, introduced a computer training to help people search for and apply for jobs, or organized an online exchange for students to practice language skills with peers in foreign countries.

· We have discussed the local library funding structure, identified some common funding challenges and potential solutions, and reviewed why it is so important to use advocacy to secure the funding and policy change your library needs. Now let’s go through the process of making the request itself. 


Part 3: Library Funding Request Preparation (30 minutes)
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	Segment overview

Introduce the simple building blocks (who, what, why, where, when) for organizing the information needed to make a library funding or policy request. 

Learning Objective

Participants learn how the lessons of the advocacy training come together in an easy-to-remember approach to making a library funding or policy request.




	PPT
The Five W’s
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	LIBRARY fUNDING Building Blocks    

· Introduce the five questions that will help participants organize what they have learned in the advocacy training to prepare a library request—while the focus will be on library funding, the building blocks can be applied to a policy request as well.
· Whether you are responsible for making and managing a library funding request, or supporting the people who make the requests, it is important to take the necessary time to gather and organize the information you will need to make a successful funding request.  
· To help your library prepare a funding request—or to request a policy change that will give your library greater access to funding—here are five questions that can help you prepare your request. You will see that they align with what you have been learning during the advocacy training. As we review, please reference your Advocacy Action Plan Workbook as needed.
1. Who are the decision-makers you are targeting?

2. What is the funding amount your library needs?

3. Why is the library funding needed?

4. Where and how will you make your request?
5. When will you make the request?
· Keep in mind, our focus in this session is on preparing a request for sustainable funding for the library (e.g. an increase in the library’s annual budget). However, these questions can also be used to support a policy change for the library or for library fundraising. 
· Let’s review each in more detail. 
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	Making the request: WHO   

· Review what was learned in Identifying Target Audiences and Using Library Perception Information and Impact Data.
· Who: This is the primary target audience—the decision-makers—that will make the decision about funding for the library. 
· Look back in your workbook and the Character Cards you created to see who you identified as your primary target audience and any other groups you thought would influence their decisions. What do you know about your target audience, their interests, and their priorities? As we learned during the Using Library Perceptions and Impact Data session, it is important to understand your audience’s perceptions and relationship with the public library. This knowledge will help inform your approach to your library funding request—from the arguments you make to the library stories and examples you provide.
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	Making the request: WHAT  

· Review the advocacy goal participants created in Developing Your Advocacy Goal. You may need to tailor your recommendations for the budgeting process based on the audience. 
· What: This is the specific request you will make. What is the funding amount the library needs? Review your advocacy goal and remember, this request might address the entire goal or it might be an interim step towards it.

· When discussing library funding, it is important to be very clear and specific (e.g. provide a specific dollar amount or a percentage increase in the budget) when you make a funding request, in person or in writing. 
· In your library system, who is usually involved in developing your library budget? Remember, it is very important to discuss the library funding request with all of the appropriate internal library staff before making a formal request of a decision-maker. If you are the leader of your advocacy team, be sure to check with your teammates and partners. If you are a library staff member, ask your library director what information you can help gather that will aid in this discussion. 

· Every library conducts its budgeting differently. Does anyone have a process your library uses to determine the amount of a funding request? What information is used to help determine the amount of the funding request? 
· When thinking about the amount you need, be sure to think of any creative, cost-saving approaches you are already trying or are willing to try. By highlighting how you are saving money, you can make a stronger case for why your library should receive more.   
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	Making the Request: WHY 

· Review information gained in Value of the Public Library, Using Library Perception Information and Impact Data, and review the messages and stories they created in Creating Library Advocacy Messages and Creating a Library Story. Encourage participants to reference their Advocacy Action Plan Workbook.
· Why: What are the compelling reasons why the library funding is needed? 

· As we discussed, the economic environment and community priorities can make budget decisions difficult for decision-makers. It will be extremely important to clearly articulate the value of the library to the community and how it meets communities’ needs and priorities. [Remind participants about what they learned in the Value of the Public Library session.] 
· To demonstrate the “why,” look for opportunities to share impact data and anecdotal information to help you make a compelling, relevant case for support. Focus in particular on those data points and stories that match most closely with your decision-maker’s priorities. [Remind participants about what they learned in Identifying Target Audiences and Understanding Perception and Impact Data.]
· Do you remember the process for creating advocacy messages and what makes a library story memorable? [Ask for examples, and then provide these steps for clarity:]
· Identify your primary message and provide more detail to reinforce it using supporting points. 

· Be concise, memorable, and credible. 

· Write for your specific audience and what matters most to them.  

· Balance your use of facts and narrative so it is most likely to persuade your audience. 

· Be clear and direct. 
· One other thing to remember is to practice—not just to practice your presentation but practice your approach. Use different arguments for informal conversations and see which ones are most effective. 
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	Making the request: WHere and How
· Review specific information about local funding structures and approaches. 
· Remind participants to use secondary target audiences and influencers to help get the information they need to prepare. 
· Where/How: Where and how will you make your library funding request?

· Even if the funding request process is mandated by the state or national government, individuals in local communities (such as budget managers) may have their own special process. You should get familiar with and follow this process.
· If you do not know the process, ask the budget manager or other appropriate contact to provide directions and deadlines. 

· Remember when we defined those target audiences that can influence your primary targets? If you have a closer relationship with them than you do with the decision-maker you are trying to reach, ask for their advice and counsel on how best to make the request. 
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	Making the request: WHeN
· Review specific information about funding structures and timing, or focus on ways that participants can find this information for themselves. 
· Encourage library staff who are not in leadership positions to share their experience helping plan for a funding request. 

· When: When will you make your funding request? 

· As part of your library’s preparation, it is important to confirm deadlines so you can develop a planning timeline. For example, if the funding request is a presentation, what is the date of the presentation? If it is a written proposal, when is the proposal submission due?  
· Working backwards from the date, you can set specific check points for the preparation of the library funding request. 

· For example, for annual library funding requests, you will likely have up to 12 months to prepare your request.

· Identify what tasks need to be completed each month to prepare the library’s funding request and who will be responsible for ensuring the tasks are completed. 
· Would anyone like to share their experience with planning for funding requests for your library? 

· Did you develop a timeline? 
· Did you set milestones along the way for review?

· Who was part of the internal review team? 
· How was the timeline managed?


Part 4: Making a Library Funding Request (35 minutes)
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	Segment overview

Conduct an interactive activity where participants practice making a library funding request.

Learning Objective

Participants successfully apply what they have learned during the advocacy training and build confidence in their ability to make a library funding request.
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	Practice making a Library funding request
· Introduce the activity to the participants.

· Reinforce that this activity is an opportunity for them to use what they have learned during the advocacy training and get practice making a compelling case out loud for library funding.

· Now let’s put what you have learned into action. 

· You will use the Practice Making a Funding Request worksheet to help you get ready for a role play activity where you will make the case for library funding to a target audience member of your choice.
· The notes you have made in your Advocacy Action Plan Workbook about your target audience and library messages should help you complete this activity. 

· Remember that making a request—whether it is a funding request or a policy change—is about more than money. It is about preserving the important programs and services the library provides that improve people’s lives and address community priorities.
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25 minutes
	ACTIVITY 2:

PRACTICe Making a Library Funding Request
Reinforce what participants have learned throughout the training by putting it into practice making a request for library funds.



	PPT
Activity: Practice Making a Library Funding Request

materials

Practice Making a Library Funding Request 

Library Funding Requests Reminders & Tips
Character Cards
	For this activity, divide the group into pairs or triads. Ask everyone to spend 5-10 minutes working individually to fill out the Practice Making a Funding Request worksheet. Participants will then practice making their funding request with their assigned partner. The partner will play the role of the target audience member that has been identified and ask realistic questions during the exchange. If there is a Character Card for the target audience member, the partner should refer to it. 
After the exchange, the partners will switch roles. Once both have practiced making their funding request, they will provide each other with feedback. Time permitting, bring the group back together and probe how the activity went (e.g. Did they find it difficult to do, and if so, why? What, if anything, will they do differently next time?)
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	· Please take out your Practice Making a Funding Request worksheet and take five to ten minutes to fill it out individually.

· Once you have completed your worksheet, you will take turns practicing making a funding request with your partner.  

· Be sure to ask one another realistic questions, including difficult ones.  
· [After the activity:] What did you learn from the activity? Was it easier or harder than you expected? Why? Did anything surprise you? 




	PPT

How to Handle “No”
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	       What do you do if the response is “no”?
· Remind participants that seeking funding for a library is a process, and there is a chance their request will be declined.

· Ask their thoughts on the best course of action if they hear a “no.”
· How many of you have ever been told “no” when you have asked for something—whether it is small, like borrowing a car or getting help with a move, or more important, like getting a raise at work? [Ask for a show of hands.]
·  How many of you have ever told someone “no” yourself? [Ask for a show of hands.]
· As many of you know from experiences outside the library—“no”s happen to us all.

· This is an important thing to keep in mind. Even when you are able to make a strong case for library funding, you may not get the response you were hoping for. 
· It is always hard to hear a “no” when you make a request for support for the library. When this happens, it is important to keep these four things in mind:
1. The decision not to approve the library request is not about you. It is important that you do not take it personally.

2. A rejection, while difficult, also provides an opportunity to learn for the next request you make. Find out more about why the request was denied and use the information to your advantage next time. You can also learn more about the decision-maker’s current perception of the library and priorities. 
3. A “no” now does not always mean a “no” forever. Find out when the next appropriate time a request can be made and start planning.

4. Regardless of whether or not you were successful, the decision-maker now knows more about your library and its services and how the community benefits than he/she knew before. 



	MATERIALS

Library Funding Requests Reminders & Tips
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	    Library Funding Requests Reminders & Tips

· Briefly review the Reminders & Tips handout.
· Whether you are developing a written funding proposal or delivering an in-person presentation, there are some reminders and tips you should keep in mind to make your request as successful as possible.
· Let’s take a few minutes to review the Library Funding Requests Reminders & Tips handout.
· [After reviewing:] Are there any additional tips anyone would like to add?


Part 5: Closing Comments and Session Evaluation (5 Minutes)
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	Segment overview

Review what has been accomplished and set expectations for completion of the advocacy training.




	PPT

Closing
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	Closing 
· Review the session agenda, confirm what participants achieved, and address any final questions. 

· Thank you for being such engaged and thoughtful participants. 

· Let’s review what we set out to accomplish in this session: 

· Discuss local library budgets and funding 
· Discuss the common challenges associated with making requests of decision-makers 
· Organize and apply what you have learned during the advocacy training to make requests on behalf for your library
· Practice making a funding request 

· Do you think we have covered all of these topics well enough?

· Are there any final questions about anything that has been discussed?
· [Customize by country: give directions on next steps in the training program. For example, next session, break, etc.] 



	PPT

Evaluation

Materials

Session Feedback Form
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	Session feedback (optional)

· Ask participants to complete and hand back the Session Feedback Form, sharing their thoughts on the content and delivery of the session.
· Note: They do not need to include their names on the evaluation.
· Finally, I would like you to complete a short evaluation of this session. We will review this feedback to make sure that we do the best job possible of delivering this session in the future.

· Thank you again for your participation!
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