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MARKETING & PUBLIC RELATIONS ESSENTIALS 
CHECKLIST FOR ALL PUBLIC LIBRARIES 

□ Communicate a posiƟve image of the library and its services while remaining recepƟve to 

input, diverse opinions, and suggesƟons.

□ Use community demographic data to idenƟfy targeted personas and/or diverse community 

groups for customized promoƟon of library offerings.

□ Leverage community connecƟons to idenƟfy and engage community members.

□ Promote library programs and services in inclusive ways, including in the library, in the 

community, and through online plaƞorms:

□ Use displays, flyers, and other media to market library
materials, programs, and other community services both in the library and in other 
venues in the community.

□ Reach community members anyƟme, anywhere, and beyond the library with an online
presence that includes an ADA compliant website (C.R.S. § 24-85-101 – 24-85-104),
and online media plaƞorm(s) (social media, email newsleƩer, etc.).

□ Translate promoƟonal material and other public communicaƟons in the language(s) used
by community residents.

□ Collaborate with local businesses and organizaƟons to cross-promote programs and
services.

□ Establish communicaƟons policies and procedures in collaboraƟon with the local office of
emergency management to plan for and respond to community crises or disasters. As locally
appropriate, posiƟon the library as a community hub for communicaƟons during and aŌer a
disaster. Provide public emergency alerts and instrucƟons in the languages used in the
community. See also the FaciliƟes & Infrastructure Standard.

□ Develop and implement procedures to receive and promptly respond to comments,
suggesƟons, and feedback from the community in order to increase customer saƟsfacƟon and
protect and improve the library’s image. Refine communicaƟon process based on comments.

□ Leverage statewide or naƟonal library promoƟonal campaigns that increase public awareness of
libraries.
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MARKETING & PUBLIC RELATIONS ESSENTIALS + 
CHECKLIST FOR LARGER LIBRARIES 

□ Establish and communicate the library’s brand in ways that clarify value to the community.

□ Develop, adopt, and implement a comprehensive
markeƟng and public relaƟons plan that addresses library prioriƟes and reflects community interests, 
opportuniƟes, and needs. Include social networking and other online strategies.

□ Allocate funds to support the markeƟng and public
relaƟons plan. This may include a dedicated budget for
adverƟsing (print and digital), promoƟonal materials, support, and staffing for community events, 
markeƟng supplies, and, when possible, a markeƟng staff member.

□ Report to library leadership and the public, at least annually, on markeƟng acƟviƟes, budget use, 
and impact.

□ Create a markeƟng calendar to establish a schedule for promoƟonal topics and systemaƟc 

promoƟon.

□ Distribute a newsleƩer (print and/or digital) with custom content to update the community on 

library news and
acƟviƟes.

□ Provide training and resources for library staff and volunteers to promote library services in 

consistent and strategic ways.

□ Have naƟve language speakers translate promoƟonal materials and other public communicaƟons 

into the language(s) used in the community.

□ ParƟcipate in local events, such as farmer’s markets, parades, and other acƟviƟes to showcase the 
library and reach broader community audiences.
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