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• Do you produce an annual library performance or management report?  

• Do you have a documented library communications strategy? 

– To feed into your annual library performance report.  

• Is it important or useful to document your information outputs? If so why? 

• We’ve broken down the information outputs into the following categories: 

1. Information resource availability 

2. Information and research requests 

3. Training and Professional Development communications 

4. News alerts 

5. Usage and research charge reports 

6. Miscellaneous communications & outputs 

Introduction to the Topic 



Information Resource Availability 

Communication Output/Type 

OPAC 

Web subscriptions catalog 

RSS feed 

Pathfinders/Research Guides 

E-routing options 

Mobile App (e.g. ResearchHub) 

New resource announcement emails 

Communicate the hard copy and electronic information 

resources available to the firm.  



New Resource 
Communication 
- Example 



New Resource 
Communication 
- Example 



Mobile App 
Listing Resource 
Availability - 
Example 



Research Requests 

Communication Output/Type 

Research requests 

Competitive intelligence requests 

Admin research requests 

Conflicts research requests 

Management/executive committee requests 

Document delivery requests 

Interlibrary Loan 

Fulfil information requests submitted by members of the firm.   



Research Requests – 
Repurpose Responses By 
Creating “Knowledge Base” 
Entries 



Research 
Requests – Using 
Outlook Forms 

As an 

alternative 

method of 

populating the 

request 

management 

or ILS backend 

systems - in this 

case EOS. 



Training &Professional Development 
Highlight guidelines and opportunities for professional 

development.  

Communication Output/Type 

Database training requests – ad hoc 

General Library trainings (new lawyer, targeted practice group, 
summer associate, etc.) 

New lawyer communication (email) 

New functionality communication (email) 



New Lawyer 
Communication – 
Research Guide and 
Intro to the Library 



New Westlaw / 
Lexis Account 
Details 



Training Session 
Announcement 



News Alerts & Curated Newsletters 
Push relevant and topical news to interested parties in the firm.  

News Alert News Alert 

Client alerts Library subscriptions 

Court opinions Firm & general news 

Practice group newsletters Regulatory agencies 

Exchanges SEC alerts 

Industry alerts Custom topical alerts 

Law firm memos New case docket alerts 

Traditional News Alerts 



Traditional News Alert - Example 



News Alerts & Curated Newsletters 
Push relevant and topical news to interested parties in the firm.  

Curated Newsletter Curated Newsletter 

Business Restructuring and 

Workouts 

Mergers & Acquisitions 

 

Energy E-Lert Mining Matters 

Healthcare M&A Russia 

In-House Counsel and General 

Counsel 
Sovereign Wealth Funds 

Insurance Daily Taxes 

LatAM Daily Trusts & Estates 

LF Market Update White Collar News 

Curated Newsletters - Examples 



Curated Newsletters - 
Example 

Produced by 

library staff 

“embedded” 

in the firm’s 

practice 

groups. 



Usage and Research Charge Reports 
Generate and communicate information related to hard copy 

and electronic resource usage by members of the firm.  

Communication Output/Type 

Annual usage report to Management Committee 

Hard copy utilization reports 

Online research usage reports 

Billing partner charge summaries 

Billing query responses 

Daily charge summaries 

Excluded (out of plan) charge reports 



Usage & Research Charge Reports 
Generate and communicate information related to hard copy 

and electronic resource usage by members of the firm.  

Communication Output/Type 

Flat rate vs. actual (in support of AFAs) 

Monthly billing summary management reports 

Non payable charge reports 

Recharge reports (for finance) 

Research spending threshold exceeded 

Reallocation requests for non-chargeable research 



Usage and Research Charge Reports - Example 



Usage and Research Charge 
Reports - Example 



Miscellaneous Communications & Outputs 

Miscellaneous communications related to budgets, contracts 

and mobile research practices.  

Communication Output/Type 

Annual Performance Report 

Monthly operations budget reconciliation 

Contract renewal savings report 

Annual budget submission 

Contractual renewal figures 

Mobile research guidelines 

Embedded librarian communications 

Special Events, i.e. National Library Week 

Change in policy/procedure 



Special Event 
Communication 
– Example 



Quarterly 
Newsletter 
Example 



My Routing 
Example 



Annual Library Performance Report  

• Should you produce it? 

– In what format? Document vs. PowerPoint 

• What section should it contain? 

– “How does the library support the firm” – list the main functions. 

– “What are the libraries main library functions and outputs” (as discussed 
today) 

– Break these down and describe each at a high level. 

– “How does the library assist in business development” 

– “How has the library spent its budget” 

– “Notable projects and successes of the past year” 

– “What would life be like without the library” – bleak.  
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