Focus on answering the customer's questions about the library.  Write some questions on a piece of paper and have staff select a slip of paper and answer the question. 
Sample questions about the library are listed below:
Facilities: 
· May I use a meeting room? 
·  Where are the restrooms and the water fountain?
·  How does your library meet the needs of handicapped customers?
Materials:
 

· May I check out videos? How many may I check out at a time?
· Do you let customers check out magazines? What magazines are for library use only?
Services:
· Do you have tax assistance? What is the cost?
· Do you have tax forms? 
· What if I can't come into the library?  Is there a way to deliver books to my home?
Procedures:
· How do I print to the new printer? Do I have to pay for each print job while I am using the computer?
· Where do I get a library card?
· How do I suggest a title for the library to purchase?
Monthly Events and Activities:
 

· What programs do you have for my family?
· How can I find out more information at home about the library events?
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