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INTRODUCTION 

The SISIIEC Center's programs have proved time and again that well-designed communication materials 
playa critical role in the success of public health programs. It has also been proven that the value of these 
products can last well beyond the end of the project for which they were designed. In some cases, 
pretesting has shown that materials from one project can acrually be used in another with very few or no 
alterations. Also, learning from previous project's experiences and seeing the acrual products can save time 
and expense in project planning and can help materials development specialists learn from each other's 
experience. 

The SISIIEC Center has been producing effective health communication materials for two decades. Much 
work and expense (e.g. focus groups, design, pretesting, revision, etc.) go into the development of these 
materials. Yet samples of these materials have not been consistently and systematieal\y coUeeted or 
organised for reference, as a resource for future work, or even to be re-used for other campaigns. This is a 
loss, both educationally and fmancially, to the SISIIEC Center and to the health care community at large. 
Health professionals throughout Egypt and the Arab-speaking world could benefit from seeing and learning 
about the SISIIEC Center's health communication work. Knowledge about, and subsequent interest in the 
SISIIEC Center's accomplishments can foster greater communication between SISlIEC Center's 
counterparts and thus enable more routine sharing of information and experiences. 

It is therefore proposed that the SISlIEC Center set up efficient mechanisms for coUeeting, archiving and 
exhibiting the health communication materials which it produces, for sharing images of them and 
information about them, and for making copies of them available on a case by case basis. The Director of 
the SISlIEC Center will dedicate sufficient space in the new SISlIEC Center offices to establish a 
MedialMaterials Clearinghouse (MlMC), which wiU be run by a professional librarian with computer skills, 
assisted by an experienced computer specialist and a library clerk. 

In its seeond year the SISIIEC Center's MlMC is expected to be fully operational and known by the 
Egyptian public health community. At this time it is proposed that the MlMC expand its selection criteria 
to include health communication materials produced by all the other organisations workiog to promote 
reproductive health and population issues in Egypt. 
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... SISIIEC CENTER MlMC SERVICES 

A. SISIIEC CENTER MA TERlALS ARClUVE 

I. COLLECTION: MlMC staff will collect at least one copy of all IEC materials produced by the 
SISIIEC Center, including pamphlets, posters, videos, audiotapes, films, f1ipcharts, novelty items, slide 
presentations, training materials, and any other communication materials produced to promote good 
health behavior. They will contact all SISIIEC Center staff on a regular basis to make sure they get 
everything. They will also seek out materials from the past - with assistance from the Johns Hopkins 
MedialMateriaIs Clearinghouse. In the second year of operation they will expand the scope of 
collection to include health communication materials produced by all other organisations working to 
promote reproductive health and population issues in Egypt. 

2. CODING AND CATALOGING: Each item will be assigned a unique code number and recorded in 
a computer database by title, date, producer, language, intended audience and subjects; this record "ill 
also contain a full physical description of the item (size, color, number of pages, etc.), an abstract of 
the contents and a digital image of the item. The primary language for this database will be Arabic. 
Research may show that Access database software, widely used in Egypt, might be appropriate. 

3. STORAGE: At least one copy of each material (labeled with number) will be stored in the MlMC by 
format in appropriate furniture (e.g. posters in flat file, videos on video rack, pamphlets in lateral file, 
Tshirts in closet, etc.) in such a way that they are both easy to access and well protected. 

B. SISIIEC CENTER MA TERIALS DISPLAY 

I. EXHIBITION: The MlMC area at the SISIIEC Center will be designed to function as an exlubition 
hal~ and MlMC staff wiII mount exhibits on special themes or projects and invite interested parties 
and the press to see them. In addition, MlMC staffwiII display materials (such as framed posters) 
throughout the SISIIEC Center. 

2. WEBSITE GALLERY: MlMC staff will exhibit materials on the world wide web (linking to 
partners such as the Johns Hopkins MedialMaterials Clearinghouse) with the long term view of 
putting the whole database on the web in the future. The language implications of this need [0 be 
considered in the meantime. 

C. MEETING REQUESTS FOR SISIIEC CENTER MATERIALS 

1. CD-ROM: When the database with images is sufficient, MlMC staff can put it on CD-ROM as a 
relatively inexpensive way of sharing the collection of SISIIEC Center materials. These could be 
given away in response to request from visitors, VIPs, and health professionals working to promote 
reproductive health - on a case by case basis. MlMC staff can also work with other SIS staff to 
develop press kits on CD-ROM to be handed out to the press on special days or at special events. 

2. PHOTOCOPYING: It wiII be cost-effective to maintain a photocopier for the use of staff and 
visitors, and to meet requests for infonnation. 

3. VIDEO AND AUDIO: Requesters may be asked to send in a tape with their request for a copy of 
any SISIIEC Center materials in these media. 

4. PRINT MATERIALS: If excess print materials are available at the end of a project, MlMC staff 
will keep a limited supply in order to respond to requests. 

5. RECORDING REQUESTS: MlMC staff will record all requests and the names of all visitors; this 
data wiII be useful for planning, reporting, and developing a mailing list. 
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... IMPLEMENTATION PLAN 

PHASE I (Julv 1. 2000 thru October 31. 2000) 
I. Hire consultant to fill the MedialMaterials Librarian position for the first two years of operation. 

This person will set up the systems and identify and train the MedialMaterials Computer Specialist 
and MedialMaterials Assistant. (See Job Descriptions on page 3.) Success will depend more on 
getting the right people than any other factor. 

2. Establish physical plant. rooms and exhibit areas. (See Floorplan on page 7.) 
3. Procure equipment. (See Equipment on page 6.) 
4. Acquire materials with assistance from all SISIIEC Center staff and Johns Hopkins MlMC. 
5. Select database software. 
6. Establish all selection criteria. 
7. Contract private sector to assist new staff begin scanning IEC materials for database and website. 
8. Mount first exhibition. 
9. Create website gallery to advertise the new resource in celebration of the SISIIEC Center's 21~ 

birthday. 

PHASE II <November 1, 2000 thru June 30. 2001) 
I. Catalog all SISIIEC Center materials produced up to June 2001. 
2. Start providing all services (as listed above) with continued private sector support. 

PHASE III (July 1, 2001 thru June 30, 2002) 
I. First full year of operation. 
2. Expand scope to include health communication materials produced by all other organisations 

working to promote reproductive health and population issues in EgypL 
3. Consultant MedialMaterials Librarian to frod and train staff MedialMaterials Librarian to take over 

for Phase N. 
4. Both to visit all the major organisations that produce reproductive health communication materials 

in Egypt - to advertise MlMC and solicit materials. 
5. Study tour for staff MedialMaterials Librarian at Johns Hopkins MedialMaterials Clearinghouse, 

U.SA. 
6. Review and evaluation at the end oflhis Phase ill. 
7. Plan for Phase N on the basis of evaluation results 
8. Staff Media! Materials Librarian takes over from ConsultanL 

PHASE IV (Julv 1. 2002 thru June 30. 2003) 
1. First full year of operation under staff MedialMaterials Librarian. 

PHASE V (Julv 1. 2003 thru June 30, 2004) 
I. Expand website to include searchable database. 

PHASE VI (July 1,2004 thru October 31. 2005) 
.1. 25th Armiversary ofSISlIEC Center. 
2. Special anniversay products. 
3. Special anniversary events. 
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JOB DESCRIPTIONS 

MEDIAIMATERIALS LffiRARlAN 

(This job may be performed by a consultant for about two years, during which time he/she will identify and 
train a permanent staff member.) 

Qualifications: 
Proven experience as a professional librarian. 
Computer literacy. 
Fluent in Arabic and English. 

Duties: 
Manage daily operations of SISIIEC Center MIMe. 
Make recommendations to Director of SISlIEC Center on workplan and budget. 
Identify, train and supervise MedialMaterials Specialist and MedialMaterials Clerk. 
Establish selection criteria (with guidance from Director). 
Acquisition. 
Cataloging. 
Design databases. 
Reference. 
Greet visitors. 
Network with other resource centers, libraries and the press. 
Identify resources that may support MlMC. 
Promote MlMC services. 
Supervise exhibitions. 
Report to Director on: 

Number of materials collected 
Number of requests 
Number of materials distnbuted 
Number of visitors 
Anecdotal evidence ofMlMC impact 

MEDIA1MA TERIALS COMPUTER SPECIALIST 

Qualifications: 
Computer expertise. 
Proven experience working with databases that include images. 
Experience designing and developing websites. 
Fluent in Arabic and English. 
Knowledge of a/v equipment. 

Duties: 
Assist Librarian in developing databases that include images. 
Scan materials. 
Some cataloging. 
Identify computer resources that may support MIMe. 
Work with consultants to design and develop web pages and web-based databases. 
Maintain three computers. 
Make recommendations to Librarian regarding computer needs. 
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MEDlAIMATERIALS ASSISTANT 

Oualifications: 
Computer literacy. 
Fluent in Arabic and English. 
Ability to learn to operate a/v equipment 

Duties: 
Labeling. 
Filing. 
Daily maintenance of the collection. 
Greet visitors. 
Photocopying. 
Arranging duplication of video/audiotapes. 
Mailing/distribution. 
Typing. 
Operate a/v equipment. 
Support services as assigned by Librarian. 

FURNITURE 

SHELVING, GLASS FRONTED (6) - 3 to shelve audio and videotapes in the a/v materials area, 3 to 
shelve training materials, binders and books on IEC subjects, and three-dimensional items in the print 
materials area. 
DISPLAY CABINETS, GLASS FRONTED (6) - 3 on each side of the exhibition area to display all kinds 
of media/materials. 
DISPLAY BOARDS (6) -3 at each end of the print materials area, hung above the fLIes to display print 
media. 
LATERAL FILES (5) - three-drawer lateral units to store pamphlets, stickers, Tshirts, bags, press cunings, 
etc. in print materials area. 
FLAT FILES (4) - IO-drawer units to store posters, calendars, artwork, key rings, contraceptive packaging, 
household items, etc. in print materials area. 
CHAIRS (33) 
COMPUTER CHAIRS (3) 
DESK (I) 
COMPUTER DESKS (3) 
LIBRARY TABLES (3) -large tables to spread out large materials on. 
COMPUTER EQUIPMENT TABLE (1) - for scanner and printer in office. 
NY EQUIPMENT UNIT (I) - for a/v equipment, sound systems, board and controls. 
ENTRANCE SIGNBOARD - to welcome visitors to exhibitions. 
EXHIBIT PANELS (3) - moveable, for special exlubitions. 
SHELVING, REGULAR (6) - 4 for the office to shelve materials that are in process of being cataloged, 2 
to shelve supplies in the supply room. 
SLIDE CABINET (I) - table-top version can be placed on flat files countertop. 
COUNTER TOP LITERATURE RACKS (2) - for displaying selected publications on the lateral files in the 
print materials area. 
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EQUIPMENT 

Computers with monitor, CD-ROM reader, keyboard, and mouse (3) 
External CD-ROM writer 
Lasetjet printer (1) 
Scanner (I) 
Library database software 
Fax card and modem 
Photocopier 
Paper-cutter, stapler, hole-punch, etc. 
VHS multi-staodard video recorder/players (2) 
Television (I) 
Cart for TV and VCR (I) 
Video/data projector - ceiling mounted (I) 
Screen 
Audio system 
Audiotape recorder/player with dual deck 
Slide projector on cart 
Overhead projector on cart 
Laser pointer 
Air conditioning units 
Telephones 
Light dinuners (may be unnecessary, but worth considering) 
Digital camera 
Countertop light box 
Table top display board and carrying case 
Literature staod 

SUPPLIES 

Stationery 
Library supplies 
Computer supplies 
Alv supplies 
Camera supplies 
Mailing supplies 
Photocopy supplies 
ExIu"bit supplies 
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BUDGET 

PHASE I (Julv 1, 2000 thTU October 31,2000) 

SALARIES covered by Government of Egvpt 
MedialMaterials Librarian ............................................................................ . 
MedialMaterials Computer Specialist .............................................................. . 
MedialMaterials Assistant ............................................................................ . 
SALARIES covered under SISIIEC Center line item H.4. (O'lV"'- fro t: l'e.~so·~K...(, 
Consultants ......................................... : ................. I'!;'J' ~"",:s:~.! t:'O~~) ..... . 

EQUIPMENT & FURNlTIJRE covered under SISlIEC Center line items F.2.! and F.2.3 
Shelving, glass fronted (6) ............................................................................ . 
Display cabinets, glass fronted (6) .................................................................. . 
Display boards (6) ..................................................................................... . 
Lateral files, three-drawer (5) ........................................................................ . 
Chairs (33) .............................................................................................. . 
Computer chairs (3) .................................................................................... . 
Desk (1) .................................................................................................. . 
Computer desks (3) ....... : ............................................................................ . 
Library tables (3) .................... : .................................................................. . 
Computer equipment table (I) ........................................................................ . 
Alv equipment unit.. .................................................................................. . 
Signboard (1) ........................................................................... : ............... . 
Exlnbit panels (3) ...................................................................................... . 
Shelving, regular (6) ................................................................................... . 
Countertop slide cabinet (1) .......................................................................... . 
Paper-cutter, stapler, hole-punch, etc ................................................................ . 
Cart forTY and VCR (1) ............................................................................. . 
Slide projector on cart (1 ) ............................................................................. . 
Overhead projector on cart( 1 ) ......................................................................... . 
Laser pointer ............................................................................................ . 
Countertop light table (1) .............................................................................. . 
Flat files, ten-drawer (6 five-drawer units + 3 bases) ............................................. . 
On Pathfmder list - already procured overseas 
Flat files, ten-drawer (2 five-drawer units + I base) ............................................... . 
Photocopier .............................................................................................. . 
Table top display board and carrying case .......................................................... . 
Literature stand ......................................................................................... . 
Audiotape recorder/player with dual deck (I) ...................................................... . 
27" television (1) ....................................................................................... . 
VHS video recorder/players (2) ...................................................................... . 
Video/data projector- ceiling mounted (1) ........................................................ . 
Screen (wall mounted) ................................................................................. . 
Digital camera .......................................................................................... . 

AIR CONDmONERS covered under SISIIEC Center line item F.2.2 
Air conditioning units (3) ............................................................................. . 

COMPUTER SOFTWARE & EOUIPMENT covered under SISlIEC Center line item F.2.4 
External CD-ROM writer(l) .......................................................................... . 
Scanner (1) ............................................................................................... . 
Library database software ............................................................................. . 
Fax card and modem ................................................................................... . 

8 



· . On Pathfmder list - already procured overseas 
Computers with monitor, CD-ROM reader, keyboard, and mouse (3) ........................... . 
LaseIjet printer (1) ....................................................................................... . 

TELECOMMUNICA nON covered under SISlIEC Center line item F.2.S 
Telephones (3) .......................................................................................... . 
Internet connections (3) ................................................................................ . 

AUDIO SYSTEM covered under SISIIEC Center line item F.2.6 
Audio system for alv area ............................................................................. . 

OFFICE SUPPLIES covered under SISIIEC Center line item F.l.l 
Stationery ............................................................................................... . 
Library supplies ........................................................................................ . 
Mailing supplies ........................................................................................ . 
Photocopy supplies .................................................................................... . 
Exhibit supplies ......................................................................................... . 

REMODELING covered under SISIIEC Center line item F.I.2 
Repair .................................................................................................... . 
Painting .................................................................................................. . 

COMPUTER SUPPLIES covered under SISIIEC Center line item F.1.3 
Computer supplies ..................................................................................... . 

AN SUPPLIES covered under SISIIEC Center line item F.1.4 
Alv supplies ............................................................................................ . 
Camera supplies ........................................................................................ . 

PHASE I TOTAL ..................................................................................... . 

PHASE II (October 31. 2000 thru June 30. 2001) 

SALARIES covered by Government of Egypt 
MedialMaterials Librarian ............................................................................ . 
MedialMaterials Computer Specialist .............................................................. . 
MedialMaterials Assistant ............................................................................ . 
SALARIES covered under SISlIEC Center line item H.4. 
Consultants ............................................................................................. . 

OFFICE SUPPLIES covered under SISIIEC Center line item F.1.I 
Stationery ............................................................................................... . 
Library supplies ........................................................................................ . 
Mailing supplies ........................................................................................ . 
Photocopy supplies .................................................................................... . 
Exhibit supplies ......................................................................................... . 

COMPUTER SUPPLIES covered under SISIIEC Center line item F.1.3 
Computer supplies ..................................................................................... . 

AN SUPPLIES covered under SISIIEC Center line item F.l.4 
Alv supplies ............................................................................................ . 
Camera supplies ........................................................................................ . 
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TELECOMMUNICA nON 
Telephone service ...................................................................................... . 
Internet service .......................................................................................... . 

PHASE IT TOTAL ..................................................................................... . 

PHASE III (Julv 1. 2001 thru June 30. 2002) 

SALARIES covered by Government of Egypt 
MedialMaterials Librarian ............................................................................ . 
MedialMaterials Computer Specialist .............................................................. . 
MedialMaterials Assistant ............................................................................ . 
SALARIES covered under SISIIEC Center line item HA. 
Consultants ............................................................................................. . 

OFFICE SUPPLIES covered under SISIIEC Center line item F.l.l 
Stationery ............................................................................................... . 
Library supplies ........................................................................................ . 
Mailing supplies ........................................................................................ . 
Photocopy supplies .................................................................................... . 
Exhibit supplies ......................................................................................... . 

COMPUTER SUPPLIES covered under SISIlEC Center line item F.l.3 
Computer supplies ..................................................................................... . 

AJV SUPPLIES covered under SISIIEC Center line item F.IA 
Nv supplies ............................................................................................ . 
Camera supplies ........................................................................................ . 

TELECOMMUNICA nON 
Telephone service ...................................................................................... . 
Internet seIVice ..................... 0 •••••••••••••• 0 •••••••••••••••• 0 ••••• 0" ••••• 0 ••••••••••••••••••••••• 

SAME AS PHASE II + 10% 

TRAVEL 
Visits to major materials producers in Egypt. ...................................................... . 
Study tour in U.S.A .................................................................................... . 

PHASE III TOTAL .................................................................................... . 

PHASE IV (July 1. 2002 thru June 30. 2003) 

SAME ANNUAL BUDGET AS PHASE III minus travel costs + 10% 

PHASE IV TOTAL .................................................................................... . 

PHASE V (Julv 1. 2003 thru June 30.2004) 

SAME ANNUAL BUDGET AS PHASE N + 10% 

PHASE VTOTAL ..................................................................................... . 
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PHASE VI (Julv 1. 2004 thru October 31. 2005) 

SALARIES covered by Government of Egypt 
MedialMateriais Librarian ............................................................................ . 
MedialMaterials Computer Specialist .............................................................. . 
MedialMaterials Assistant ............................................................................ . 
SALARIES by SISIIEC Center 
Consultants ............................................................................................. . 

OFFICE SUPPLIES 
Stationery ............................................................................................... . 
Library supplies ........................................................................................ . 
Mailing supplies ........................................................................................ . 
Photocopy supplies .................................................................................... . 
Exlubit supplies ......................................................................................... . 

COMPUTER SUPPLIES 
Computer supplies ..................................................................................... . 

AN SUPPLIES 
Alv supplies ............................................................................................ . 
Camera supplies ........................................................................................ . 

TELECOMMUNICA nON 
Telephone service ..................................................................... _ ............... . 
Internet service .......................................................................................... . 

Special Projects 
25 th anniversary events ............................................................................... . 
25 th anniversary products ............................................................................. . 

PHASE VI TOTAL ................................................................................... . 
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RESOURCE CENTER CHECKLIST 

~, ... _'": •• _. ~ '": ••• ' ............ •• , ....... ~ .. ~ .......... ~ ......................................... ' ............. I .......................................•• _ ................................... .. 

. . 

illterltational. resource center providing sample family planning, 
I:~lJtodu(>t'i\,e' and related conmlUnication materials, the MediaIMaterials 
Cli:aijngllO!lSe.I[MJ'M(·::j· attheJohns Center for Communication Programs often 
as!;ists.clev(~loping(;ountry ()rg:anizationis in setting up resource centers. In order to 
eij~lt¢·'®i;pt'oc<~s; theM/MChasdeveloped this chel:ldist, which has been tried and 
~st~jw~;~e~pru~Um.y~: 

1'hiscfi;ec~:liSit h,!S bCen used bYnlanagers of reproductive health programs in several 
coilhltrie:s\~h()have perceived the need for a new resource center or for improvement 

. each resowre eenterhas different needs, different 
aqdie'!loes, @xf(lifj'ei(~rit fillan.Cial resources, managers of local agencies, government 
bureau:s;ruid irlterrla.ti()llal orE:ani;zati'Jushavefound this checldist helpful both in fonning 
thi~ii1plallsan<iin diliCU!Sslllg their proposals with funding agencies. 

'fhlsthec)disthasfourIllain sections-' Analysis, Planning, Implementation, and 
Maintenance. 

ANALY~I~.......... '. 

First.dis~s~~~~$ei""ueswith~lI· key decisiC)n-makers: 

ri 1.is.iliefe~IleedJ(}rint(}rJllati(}nand!Dateria1s that cannot currently be met? 

El2.~ow~eUcollllI oth¢r libraries, resource centers, etc. meet this need? 

n 3.lsth~rho!lg-tennsUpport forth~ time, funding and personnel needed to maintain a 
\~cf~@~9u~center? . . . 

PLANNINd· ••• ···.·············\ ..... :~':,.-' '-.' ~'. - . 

1] ·~~~~i~~~··.:~l~·.~C)~~·.(:~"ter? 
.,a1.~lj~,ljlal<~ri ..... 

. . ····Ohl:llitJ!c~r~f~si&rlaIs 

.'. O,¥!u6ltOfs 

.' 0 C{)~l!fticationpfOfessiona1s 
. []mass mediapmfessionals 

o iOllmalists 
DNGOstaff 
Uinfonnationspe¢ialists 

Utralners 
D·others '. 

'-d on recycled paper 
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• 

• 

• 
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~ What subjectmalter will the resource center cover? 

Dalln"productiveheaJth issues (family planning, HIV/AIIlS. maternal/child health, 
women's health) 

o family planning 

OHIV/AIDS· 
. 0 maternallchildhealth 

01 women's health . 
Dd~mography 
o others 

~atwinbe';he~~~rap~ic sC9pe oHhe I'esol,ll'Cecenter? 
.... ··Hloca! 

[]na.ti()haI 
DregionaJ 

.0 international···' 
'-" --. -: -'. '. 

--. .' - -:~:--":--, ;':.:>::-:-'.:>- :'-'-" , . - - -

IdentifythetYPesOff11at~ri~t1s>that will be needed: . 

. DstatisclcS 

• 0 online·claU!!lases . 
bp(>baSectdatab~~eS .. 

·U.0DcROMdaia.bases 
. ". '. Eft~ferenCto books· 

······S.'OPa.rnPb.1et.s • 
·~tpost~rs··· ..•....... 

··:·;;;§~~~1~. .: ........ . 
O;;';rii;;;il~ . 

',-'-' '-'-:-
/ .. £Jfilms. :,)-.. " -,.'--." ,::~- --'-":--- .-, --~O_ :~--:,-,:-;::.----:.-;-:---.--

:· .. ·g#!i*~~e~lli, ..•.. /.! ..• ' .... 

·: .• ·(;.G!j.~<il~P?ri~Cals· •. 
;);i¥Z!~eJ>Qrts .. 
i}}l4!i~9yeJtY.ite1Ils •....•. 

. :O.slide presentations·... . 

!··;·c';lr~i~~7g$ .. 
•·.· .• Dp~Dtati~.~~ateriaJs 

.. nn,tining materia.1s . 

nofuetS 

".-,-... .. ,_.'.<---.;.-.... '. '.' 



-
-
-
-
-
-
-
-
-
-
-
-
.. 
• 

• 

MlMC RESOURCE CENTER CHECKUST 

®\IIhat$~rviceslfaCilities will be ne~d~? 

.Clreference [find information] 

Clphotocopying 

O<ll1plication (jfvideo~/slideslaudiotapes 
Oda:tabas~searches 

····Qfiling 

Clcllfrentawareness searches [periodic searches on specific topics to.keep users up-to-date] 

Clexhihits [design, set"upand storage of exhibits] 

'ClPtesentatiolls[design, techllical.production, technical assistance with actual presentation] 

. . •. ' OYi~e'Op~9duttionlediting [usingexistingJootage to put together a finished presentation, 
, ..... "ll\S~l!iling~ext:and sound] . '. . ". , 

O'4fsmbution [storage, packaging, mailing] 

>. O\!i&WtapiIlg{ using ~video camera to lape events] 
.,> 8 c6ihputer~lrics 

.. . .qi~i~~alsto~ther resources/organizations .' 
. C:lll1ter1!p,aryloan . 

'Dl~an;fI~source ~riter's materials to users 

......• Oll~~<>frilaterials in-house only . 

"O;ltyciqil!pmentpurchase, rental, repair. 

>Opr,esJntHliorifacilities ..•. 
.. '. ClWliS!h-ooin.facilities 

®~~i~~~~I~il~~~,tistingreSOu~estluttcari$upport/provicle the' above. 
(S~_""~~~ __ ._:: . 

. 'OYideo'dili5lic;ationcompany 

GJPh~!9gr~i5hyc<>DlPanY 
··.·ISl~tesl¥~~"!#m~itc()ffiPaDy 
:q;qk1llPl!I¥.~hics~lIll'any 

"',-,-.. -

"OPtlter)lbffiries .withonline searching capability 
,'.,. i. 'Ooiliei-Jibranescovering related subjects 

· .•• ·•• ••• ··.Dgoveflirilelltsetvii::es 
.. ···fu~d~·p:()di1Jti<>I1sWdios 

[Jirit~rfi~ti(jnalbrokers, clearinghouses, document services 

Omaintenance 'company 
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MJMC R£SOURCE CENTER CHECKUST 

. ..- . . -

7J~i!l1y~ ... eSlili.atethe number of requests for rnateri.als {assistance that will 
'be;rAAeived?' .' 

.... , 

®w"'~size~SO\lrcecenterwill be needed? 

O~nlallle.gJocated inan existitlgoffice, consisting of several bookshelves of materials, 
·.miJjimalalvequipment,requiring 1 professional librarian and a library clerk] 

··· ..• .qIme4iumfe.g.occupyingexisting rooms with alv facilities, requiring 1-2 professional 
',librarians, 1 alv specialist, a library clerk and a secretary] 

·tJI¥gele.g.~ustom-builtfacility;requiritlg 2professionallibrarians, a library assistant, a 
". . ......,gI1lPhicdesigner, a computer specialist, an exhipit specialist, a secretary and a 

; " 'recepti()rtistj' . 

®~~.ig~~~{10b~"? . 
··OcOhsider.~~~ibllityf~rusers --,':,:,." 

<tJcim~id~rpl"oxirnity to, Othel'Jesource centers . 
'. ,"UcQmirn!{IOcalseivices . 

; ~-', ,; 

:'::-':-<'·":".''':C'' .-

:<-.".",--. 

::-:':',';:::~::'>-':>i_-::~- -, 
:,.c".,:,,:,:-_::::_,, __ , 
.. :~;-::':' -

~:?:.:;::.::;:.:~;~:,/::T~;:·",i-
.,~-- -;-" . 
. -' -,~', .. 

',' .'-,--, 

'" '-: ---: .. , ~ 



. MJMC'RESOURC£ CEHTEII CHECKUST 

• ~. ~ 

1] ®"Vh~t~~r~Qn"~lyjm~~need~? . 
• 

.. 

.. 

.. 

.. 

• 

.. 

.. 

.. 

.. 

.. 

.. 

• 

• 

• 

• 

• 

Di\1anager ". .... .... . 
.' {9y",taUman<ig",mellt - canbe done bytibrarian in a small 
' .. 6rtn.,diurhi'atlJityj . . .. 

BPfuftisSHnll~llibrarian" 
····.IiIIchaigeof acquisition, cataloging, policy decjsipns, reporting 
. )netwoIkirigwithotheriibraries, introducing visiiors to the center, 

.... · ... f:fer"'n~,designing in~house.databases, prOctucingbibliographies] 

IIl~$SistantlibrJlrian .... .... . 
c[assisiSUbrilrianinalldutiesl 

~L~b~·~lerl.> ". . . . ' ..•. 
"{[ding,daily' maintenanceof.the collection, photocopying, mailing 
·.':fuddistribUtioll] . 

'8~lIcllo~113I~Pecialist .' .• '.' '. . . '. . '.' .' 
. "[alldio"ndVideoe(jitingand duplica:tion, a/v techirical services, 

'techtiiCianforpresentations] 

. GeQIttputerspecilllist . ' ... 
t9~!ab~sesearchirtg ~d/prc6mputer graplIics] 

.[;J;S~UlrY. .... . . ..' .. ' . . 
./ . i[typiIlglW6rdprcicessillg;ordering, all office respollSibilitieS] 

>b~e¢ell~~~t . ". .• .... ..' . . '. 
··········.·····.·{aris\reri'lgphtlJ1#,gTeetingyisitorS] 

[ .. ·l$l·~Ziuhii.;ji~liHi~rla~~ ..•• 
"..r ...• .fdeSigIl;~ganQprganiz:ing .a11exhibits and presentations] 

,-,<,:,-~",:\,:,;---,:,>:" ,", ',':-'-.-:- '- . ,--,- . 

+: ·Sl~tt\"'aii<#j{cl~ng.StiIf[· 

''',:', ,c • 
0- _.,_ Co' __ .. ' • :~: • 

,,,,,,,_., 
~:Z'~~{" :::? ';::,~,'.;, ',: 
:~:.: ...•• ,; .•... } ....• : .•...•............... :--.•• ::.: .....•. ,.' .•......•. :: ..• :: .....•. :: - .,. - ..' 

,;-.::,-:=-.... "_ .. - :"".:.,." 
'.-.;\-:., 

-:' .... --

... ,. ;.tJt;ilSalarles 

I~ 
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MJMC-RE~-OURCE-CENTER CHECKLIST 

1]1]. H~wmllc::hflC!C!l'l!pace ~ndJNh.attypesof furniture, equipment and supplies 
. will.b~ needed to provide the services required? 

.'. ¥1~I'§p!lt:e 
bdekii#ing, pianning andbtlildinga new structure 

OrenoyatingSpaceinan~stingstructure 
.•.• PJr'1~ti~spaceiri.an.exisl:ing·structure 

.. ···EJpurchasinganexistingbuilding 
'Q.6tlJ.er 

··'~~nt· 
. ····dbtid~h~i\le~ 
, ·.·:Bnli~g';kt\inet .... 

G()j:l'iCbfurnitute 

[]tabJ~.Illl<l.chairS . 
•• ; .• · .•. )'[]srndyi::ai:re!s •.. / 
·····bdis~l~yfufI}iture •• 

tJe~u-alieatin:gfoiviewing area 

..•....•..•.. · •• [Jsl~~ti~Ol:f~rlal"geviewingarea 
·:·tTI~~~~islld.yeS . 

"'Ootller" 
:::~ ,-:-:::---->t::,;::-,\,'-::,,::' ,:',- -,,-:' 

. 'F1lIiil!n;~ilt .... . 
.. it;::l·~¥l¢pp?~e ...... , ............ . 
, ... m'faxmaCllitle 

······{JP~9~~t~fsi;ii 
.• BCD"R():tvfreader 
···.[j.~¥;!h~I¥i~1Illi2ationeqllipment 
[J'lid.:O~S~~%~r(S) ... ... .. . 

"'·<::t';'riln"stiU!dai:d·jfYouWilIbereceivingtapesfrmn other regiOns of 
tb.ewqr!dj.!ieciden you need U-matic, VHSandlor Beta] 

: ::",.~ ".-'- .... - , : --- -- ---- -- ----', - . 
. . 'Oilloniti)rrrv: 
. ·'lIllllldiotape.pl;~er 

[] yideoeditin~equipment 
. Ol!!l4iQ.teeor(J1riglediting equipment 
tJ~iuri~ 

.. tFvid~bamera . 
.... Dpho~(,c{)pier (b/w, color) 

. ·····U slide~fu3kingequipment 
. ··U vldeo'dtlPlication.equipment 

Cost 

{1 



'. 

• 

• 

• 

• 

• 

.' 

• 

MlMC'RESOURCE CENTER CHECKLIST 

..... ..tl ;"i~eo~roj~tor 
... "0 slii!eprojecior 

"'·0 microphone 

". []Iaser pointer 

Owmputerprinter(blacklwhite; color) 

.Osli&eviewerStlight tables 

I] overhead projector 

····U()nuriflllD projector' 

"',Omai1ropmequipment 
b{)th~~. 

'Supplies 
O~tatio~tY 

iO videotape . 
. ' [J audiotaPe 

'0 cruli.erafiltn 
• Qstdt,'sUpphe,S .' 

...•... ··.OCOillputersupplies 
'.. . GrnailingsllpplieS . 

. OJ'brarystipplies 
CJOther .' 

,;:- {- '- ",,:' '---'.-

.- :-.<: ":-,,':':-:"--- - -:-:-.' -: -:~ -< 
•• Facilities 

'rI!lli1'coIldi~Oning. ...... ....... . .'. .'. '. . ' 
. ''In§ fOrlargeviewmgareas; for proper st~rage ohudio, video 

;·iIlQ.fiImF 
;Dli~!;ting[dinnIling cap~ilityfor viewingareasj· 

't!1lhWIllditYCbntrol ....•. 
.• ..... 'lfor'stprageof audio, video,andfihnJ 

,.' b6fu,er 
_' '.," _,"', c.--' _ -,' - . 

''r()fuI~fS~c~,Eqmpmeitt,artdSupplies: . 
':.:":-\':::-:_,:---, 
':. ' 

1] ~ \Yhat.,wiUbetbetotatcost? 

·.AddtJJtaIs .. 6Lallwsts·in #10 and #11 
"--- - - -.'- :-_.,.- - -- - _.. . -- -. 

:-' '--. 

TOTAL 

1] ~lstherefundingaVaiiableforthis? If so,for how many years? 
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MlMe RESOURCE CENTER CHECKUST 

><'i-'-<"':,-: - ::.. ;-, : 
<l]lCientHy$ace 

o (J~ecurrently.ayailable space? 

. 0 13pilqanewSpace? 

t:J (}efenough~paceforTeasoriableexpansion of size and range of services offered. 

~C()litrtlctarchile~t/designer as need~ 
- .,-',:. ': :'.- . 

~ '. Prf!~~4".~Y~'calsile 

~tfi~~~olil'lel 
Itislmp8rtantui~t.Jheprofessionalstaff (librarians,alv specialists, computer specialists) 
havedemonstratedqpeitise andseveralyears'experience in working in this type of setting . 

. Conside,-subjectlcnowledge, language expertise, and management experience for the 
··.libi-arianpositio'!s. 

@ . Est~~lishmaterialsselection critel'ia 

o Subject . matter 
Cl r0mlat . . 

OlCos! 
. '" -, '" 

,-. -.. '- '::':-- ~":" 

®Obt~i~·~~~itu~,~.JiPment;;"''''SIlPPlieS . 
.·q(~#!s!~ilarres?urcecenters to.re~~Ch how/where they obtained the items needed 

··.'·:GJfflte.~~~tr~¢t~andlorl~~men 
"[]'~i:4~~lIjpmentfr()mvendd~' ,...-'"- -,-,,----- -- .. - ------'"----,,-.. - , 

-'-::',:,/:(:-'" 

11 
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. MJMc RESOURCE CENTER CKECKUST 

MAINTENANCE 

Once staff .iShi~' thef~ll~wingcanbe done: 

1] Obtai~'nt~t~~ialsthatconformtoyour selection criteria 

UWrltet6.riajoro'rganizations such as International Planned Parenthood Federation. World 
·.HealthOrgartizaiion.UNICEF andlor loCal clearinghouses for donations of free materials 

OContlict loc<t\litltaries for donations of duplicate or unneeded materials 

OContacrlocalorganizations for samples of their materials 

~Establisb.a'CClUiSitiOnsproCedures 
. "t::J;~~~~j!lireqllciis for materials 

·nR~rdillg.r~~iprof materials 

~()~a;i*~tnilt"riaIS 
. ';.OSep¥atemateriaisby rnectiumand organize by: 

region/country' . . 
subject 

. both 

~ -, ' 

tB.~~~~j~.;~ite~!'s . 
. ··¥J'lJS~S!aIl~~11~IfITcatal~~ngsystern 

. , ';qpev,el~i'aspe4i~izedsystem to meet the needs of your clients and staff 

@ '~~~i~i~;'~j~;$!~~~..... . ... · ....• /p .. l!e.~.·.'?·reqU~t~~ri~s andlorservices 
.,. :.A·:">:O:fI~V;_:-~n~·,·::W~re-:tO_ ~si-:~terials 
t'}f2l·H()~toli()ir~Wmatetiills·· 

'·.\~'F,)prtfg~tii~~eS(i:e.whlchIDaterialscan legally be copied and re~usedwithout 
.;.';<,<]~>ri!!iss~onfiomthe original producer?) .. 

®~~~~Ii~"i~~~~s~tems . 
", : .. '. '[J~greetsVisitorS? . . 

t3I:Iovlare\ii!;itors'routectthIoughtilecenter? 
[]~.fOll?WS up. with visitors to maintain contact with them? 

n H()warevi~itors recorded? 



M/MCRESOURCE CEtn'ER CHECKUST 

(] .E~t~))liSh·req~~stsSystems 
i:J~~~~r~;equests filled? '. 

Who determines what materials to provide? 
. Lim,itson quantity of materials (e;g., one per customer)? 

E,eferra1s to other agencieswhennecessary? 
Who prepares the materials (photocopying, other duplication)? 
¥~lillg procedures? 

'. Billing procedures (when applicable)? 

·• •. OHo""o/e req~ests recorded? 

DwM:fo,!lowslJP With the requestor to make sure he/she received the necessary materials 
. ··.angJo,findotithowthey were used? 

:-' '<-:;:~\,-:.,-:::::'::': :-::--:';;":'- ~:"::, -. -.,' - , : -::::::-~- '-' ' , .,' 

®E~abl;~'~itc~latio.i :~st~in 
·t:]k.,dJJJhtat~rials· .. circulatJd 

UDeiIsesystem to remind usertoretwn materials 

o Establish system of finesforlatelll~t~ri;Us? . 

®E~blish~th~rSYstems .' . 

. . D~tlIff. cO!llIlluniCation .:..- regular meetings, reports oil progress 

... BHouse!teeping frnalutenance 
"'tJPerS6hiici . . 

d~llaIlce~billing,pa)'ments to vendors, reportil1g~fexpenditures to donor agency 

1] @~~mW'~~~i. ..... /i. . . . ...: .. '. .' '. .... .' 
.••.• J:Ji:iI~i::¢!loticesconcerningtheTesource center in professiclnal publications and ()n the ;: .·,j:tiilith~i· . '. '.' .' . . .'. '.' ........ . . 

"'C1~~~~%~SPlltce .center:4l1<>c#, national, regional and intefuaJoii:iJ~b.raiy listings 
;ql,Ni;li~lIareglllarn~wsl~er ~cribing center activities andvisitc!rs,'i!n~ well as new 
~@itls. . . 'r' 

O.A.i(¢iid.COnfereiicesandp'ostslgnsor set up an exhibit topUblicuk:~e.i:eiiier 
.';' ", 

1]ll·~s~~tB/ 
8t.ite~lhrf:lCSt YellfhOl\1e.yourclien~fill·out a survey to determine Whether the .center is 
>~g~'*(orig~alj>UfpPse,and wlleilierit should expand in sizelscOpe!SlfMces. Have a 

-professionalresearcher design andta{,wate the survey and analyze the'data. 
,- .< -- --- .,. -" -, .• ,. - -<"'\, -' . 

ll~R~POrt ...... .........•...•........ . .... . ......... ' . 
o YourfuIlding source(s) may require regular reports on the size of the collection, number 

of clients served, amount of materials distributed, and expenses. 

I 
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MlMC RESOURCE CENTER CtlECOWST 

. . <','" 
wewantt9hearfromYOII!' . 

Wft~¢:~~~$'if)'()ll~{Juldlike~dditi~nalmfonmition or advice about setting up a resource 
ce,m~r<t!~e<\l~ogendyoursuggesiions and comrneutsregarillng the usefulness of this 

"'9beck:!ist,andshareyourexperiences in setting up and running a resource center. 

,~' , ,- -, -, ,--: ,- - '-'-. ,--

-;-;<;".. ~'- , 

v_:;:"~:,::: ; 

" ":':.'·"-,i:-; 

: ,""',,);--' 

.,C,'_'_ "',' _______ ._.,_ .. _, __ ' ' _____ .. '_" .......................... -.... _ .......... _.-................. -.............. -..... .... ..... ,. ................................................................................... . 
-t.;v""i.::.,?::)~.x v ~.:'::_? 
/'rl ~C---' _"_'v,"-·- . _' _ , __ ,,_ '_ -:, _ .-' - .. 

THE~Bi~1'~t\~;¢~A~GHOUSE(MIMC) at.the J.obnsHopkins Center for 
Comm~!l!~ti?~££~~jS."'llinteJ:1lationalresource for bealthprofessionals wbo seek samples of 
medialfI;~!eB\lls~~~pr?IIl.();em~io<lu"ti:'ebealth, Health professionals are welcome to write or visit the 
MlMO~~.t?-~!l"ql!~st.~()r.~~\IiclllateJ:iall;:· . 
The ~H;i~\~~i~1.~.~~P1:'~!i{)P'IpfO~lltiO~Progmrn; which also produces Population Reports, a 
quarte~Y~~y}~~B1li'ji<\l!:>r-~rtopicsjrlfainilyplanningarid related health issues, and POPLINE, 
the m~t;f9:!p~re~y~},.ryP:Y(i.dely.,.Yllilable, oIlline and via CD-ROM, bibliographic database on 
populati?Ii,faml]y,pi~;~d re.laied issues .. '. . 

• ............. oo .............. : .~;-~~~.;i~._ ... ~ .... ~'-;-~~i-~'~:~ .. ,~:.,,.::; .. -,-. '~.-~ ... ~ .... .- .......... _ ..................................................................................................... . 
,",', -."",,:; ,,- '., ",< '" ,,-, .. ,- : '.',' ,'-'-;~;' ~ '., - ',:. - - ,- -, -_.' '-,-,. "." ;-, -.-,"., - - _ .. , - , - ,- • 

• 

• 

• 

• 

• 

• 

• 

'."-;~'> - ,-, {,;· ... :.:.:i.:- .-.' "-.,-:--,;"'.' 
. ", ':;.i: .}.,:.: ... -- ,-. ". ~ __ ,-. 

l?<:'/:::-."; ;i·,,;(·'- '-"._'- .,c __ ." c." .-

. ...• ':@\ :~~'$y~{;g#n...,~gand HUgbRighy,Meilia/Materlais Clearinghouse 

"', ·'l'lili1iis!ftlSOiil'l()!rt)w;Pb.j)c;l)ireclOi, JOhns Hopkins Center for CoInmunication ProgIams 
•. , .. ,;,' , . . .. ' .. ' .WaraRinehait,Project Director; Population Information Program 

.! lQSeG.-Rimon R' Project Director, Population Communication Services 

This p#i~;~~~~if>j~thrOUgh s~pportprovided by theGIPHNIPOPICMT, Global, U.S. Agency for International 
Develo~un~"'ll)ete!n>S?fCooperntive AgreementDPE-3052-A·OO-600I-OO. The opinions expressed herein ore those of 

,the,atilb<>Is·aiiddonot.n~y reflect the views of the U.S. Agency for International DevelopmenL 

·.J~~~9PldnsCenterforCo~nication Programs • 111 Market Place. Suite 310 
. BaJtimore;Mkyland 21202-4012, USA' (410) 659-6300; FAX (410) 659-6266 

E·inail:mmc@jhu.edu • Website: bnp:llwww.charm.ne.rccplmmc.html 


