PROCEDURES FOR INVENTORY

START DATE:  MAY 14, 2001

END DATE:  JUNE 1, 2005

LOCATION AND SUBJECT AREAS

	LOCATION
	CALL#/SUBJECT
	PRIORITY

	Main Stax
	All Library of Congress Call Number Areas (A – Z).

Print-outs can be done in phases.
	 H- Social Sciences

P- Language/Literature

R- Medicine

L- Education

Q- Science

A-Z (all remaining LC #’s not above)

	Reference
	All Library of Congress Call Number Areas (A – Z).

Print-outs can be done in phases.
	H- Social Sciences

P- Language/Literature

R- Medicine

L- Education

Q- Science

A-Z (all remaining LC #’s not above)

	Curriculum
	All Library of Congress Call Number Areas (A – Z).

Print-outs can be done in phases.
	H- Social Sciences

P- Language/Literature

R- Medicine

L- Education

Q- Science

A-Z (all remaining LC #’s not above)

	SPCO
	All Library of Congress Call Number Areas (A – Z).

Print-outs can be done in phases.
	Begin with Library of Congress Call Number A and work through Call Number Z. 



	3rd Floor
	Microforms/Serials
	Microforms/Serials

	4th Floor 
	R & Health REF

REF R on 1st Floor
	R, Health REF, & 

REF R on 1st Floor

	5th Floor
	All Multimedia
	All Multimedia


INVENTORY COORDINATORS/TEAM LEADERS

Main Stax (A-K & M-Z)- (Books & Multimedia)– Mohr/Calloway

Main Stax & REF-  (L-Education) – Mustafa/Hightower

Reference (A-K & M-Z) – Johnson/Hughes

Curriculum (Books & Multimedia) – Gillis

SPCO  (A-Z) – (Books & Multimedia) - Harvey

3rd Floor (Print & Microform Serials) – Foxhall/Broughton

4th Floor (R/Health REF/REF 1st Floor) – Moten/Daniel

5th Floor (Multimedia) – Harvey/Archivist/F. Brown/W. Davis

Collection Development (assessment & re-selection)– Foulger/Siler

Cataloging (Voyager Cataloging Maintenance) – Zhang/Pan/Flowers

Acquisitions (Voyager Purchase Order) - Rankins & (FRS Requisition) - Walker

Systems Coordinator – (Generate the Shelf List Print-outs)  – C. Davis 

SUPPLIES NEEDED

Book Trucks

Pencils & Pens

Color Coded Stickers (new books) 

Gloves

Masks

Memo Pads

Staplers

Paper Clips

Other

INVENTORY SHELF READING CONTACT HOURS

Interim 
- minimum of 8 hours per week

Regular Session – minimum of 6 hours per week
The Systems Coordinator generates the Shelf List print-outs for each Library of Congress call number area(s) as requested by the Inventory Coordinator/Team Leader(s).

Upon receipt of the Shelf-List print-out from the Systems Coordinator, the Inventory Coordinator/Team Leader(s) distributes the Shelf List print-out(s) directly to staff and students who are inventorying the collection in their respective area(s).

The Inventory Coordinator/Team Leader(s) should pick up the necessary inventory forms from the Technical Services Department as needed.  

 
INVENTORY SHELF READING   FORM 1

To be used to identify items for Database Clean-up (i.e., call #’s re-labeled, barcodes corrected or added; BIB records suppressed, deleted, or added, etc.) 

Status 1 
The Inventory Coordinator/Team Leader(s) should place a STATUS 1 (Book Not On Shelf) code (NOS) on the Shelf List Print-out(s) for any book that is listed on the print-out, but is not found on the shelf.  The Coordinator(s) should submit the Shelf List Print-out(s) to the Cataloging staff.  A box is located in the Cataloging area for submitting the Shelf List Prints-outs, or the print-outs can be placed on the appropriate Inventory Project shelf along with the book(s) identified on Inventory Shelf Reading Form 1 with a Status of 4-10. THE BOX IS LABELED – INVENTORY SHELF READING PRINT-OUTS CATALOGING BOX.  Before submitting the Shelf List Print-outs to Cataloging, check the OPAC to determine if a book with status NOS is checked-out, lost, missing, etc., and indicate that on the print-out. (Do not complete Form 1).
Status 2 
The Inventory Coordinator/Team Leader(s) should use write-out to correct the call number on any book that has an “N” above the call number.  Example: N E445 .N8H35.  (Do not complete Form 1 or submit the book to the Technical Services Department.)
Status 3
The Inventory Coordinator/Team Leader(s) should shelve all mis-shelved book(s) in the correct location or as close to the proper call number as possible.  This can be done at the end of each inventory work session. If you have already inventoried that particular Library of Congress call number area and have submitted the shelf list print-out to the Cataloging Department with a Status of  “NOS” (Book Not on  Shelf), then  please notify the Cataloging Department in order that they can make the change on the print-out.   (Do not complete Form 1 or submit the book to the Technical Services Dept.)
Status 4-10
The Inventory Coordinator/Team Leader(s) should submit a copy of Form 1 along with the appropriate book(s) to the Cataloging staff on a daily basis.  A shelf area has been designated in the Cataloging area to place the book(s) and Form 1 for those items with Status 4-10.  THE SHELF AREA IS LABELED – INVENTORY PROJECT and shelf areas have been set-up for the Circulation Dept., Reference Dept., the Curriculum Dept., Special Collections, Health Sciences, 5th Floor Media, and L-Education.


INVENTORY SHELF READING   FORM 2

To be used to identify items for Collection Evaluation, Weeding, Index & Bibliography Checklists, etc.

Status - A B C D E


The Inventory Coordinator/Team Leader(s) should submit a copy of Form 2 to


Collection Development on a daily basis.  A box is located in the Technical Services Department to submit Form 2.  THE BOX IS LABELED – INVENTORY SHELF READING FORM 2   COLLECTION DEVELOPMENT BOX.  Don’t pull books from shelf unless extreme conditions.

If space problems are encountered in Technical Services due to an influx of books identified on Form 1, the above procedures will be revised to accommodate space needs and workflow.

The Inventory Coordinator/Team Leader(s) should complete an Inventory Progress Report Form and submit it to your area supervisor on a weekly basis as requested. 

The Inventory Coordinator/Team Leader(s) should provide an Oral Progress Report at the regularly scheduled Planning and/or Inventory Project Committee meetings on a monthly basis.

The Inventory Coordinators/Team Leader(s) are responsible for training, identifying specific call number/shelf list print-out assignments, scheduling, and supervising of student assistants/staff involved with the Inventory Project in their respective area or department. 

MISSING BOOKS

Missing Books should be searched and verified as follows:

1. Ready Reference Shelves (1st, 4th, and SPCO)

2. Closet/Offices

3. Staff Member Desk

4. Faculty Member Desk

5. Repair Shelf

6. Home/Automobile

7. Non-library faculty and staff offices in the library

Make sure that the area you are shelf reading is put in call number order before starting the inventory process.
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