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| Intended mainly for internal use,'ihjs manual

prévides an outline of procediures for library acquisitions at the
University of North Carolina. There is information on fiscal matters;

routing; regque

Et foras; expediting factors; use and usefulness of

various kinds of catalogs; photocopying; standing orders; ordering

procedures for second copies, undergraduate library materials, and

the reserve, reading collection; rtotifications of availability and

cancellation; ephemeral materials; and procedures for initiating a

periodical subscription. Some illustrations of forms and cards are

‘included. (LS)
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d . DIRECTORY

Acquigitions Department
~ Room 120 Wilson Library

4 Bibliographic Nervices
Room 35K
" Asian Bibliog, 'oher ‘
Room 351

Latin American Bihlxcf.x .phet
Roogm §.0

STavaeie WLl i erapher

Room 133

CLibrary Acoountling bepartment
Room 1.7 H

- I -
N.0. Unfon Sutaterae
Reosm 0%

A
Pertodicald and Sertals Diviston
Room 203}{-.’0\"
" . 3 .
M S Rese}{c Redadtny Koom
Rabert B, House Undergraduate Libeary

SUPPLIES

=

ST COSY AVMILABLE

4

- B

~
931-1120 x . i
* . f/i
LK
933~1095 ¢
933-1278 ) :
933-3948
933-3740

433-1.1055
433~ 2494 .

${3~10067

233-1054 .

Cards for submitting tvped reqiaests for book orders and orders

for sets are available in the Acquisitions Department.

Cards

for standing veders, serials and periodicals ardering are

available In the Perlodicals and Serjals Division.

[



T N DESTECPVAVAILABIE
% . U DIRECTIONS AND SHORTCUTS :
TO BOOK ORDERING g

INTRODUCT ION

P Ordering books in a large university library is not so easy
» as one might expect, but red tape is one of the penalties that all

R, ]
large, complex organizations must pay, However, means Jdo extist for

;

Lutting through the secemingly never-ending maze of red * but these

%rc’!rvqucn{ly unkn;wn to {ndfviduals whe are new to b rderieg.
T%e Eurpose of this guiQe {s to answer gquestfons and to acguatnt such

\ /persons with (1) library pqlicies and procedures that have a Jdirect
bearing on academic d?partmental boék orders, (2) the méi?auics of
filling o;t an urder card and submgtting 1t for purchase.“and (3) labor-
.saving shortcuts that will reduce work and improve service. 1his guide
is especiaily intended for deb;rtmen:al secretaries and students who

frequently share the responsibilities for chocking dealers' catalogues,

- typing order cards, and maintaining book records,

"BOOK YEAR"” AND FISCAL MATTERS

State appropriated funds are allecated at :he'beginning of each
academic year by the Adminfstrative Board of the Library, which
designates the amounts to be made available :o'ea;h §db3éc: field. i
These flelds correspond te the academic disciplines and prograns

represented on this campus., The Administrative Board of the Library

-

f_[zlz:i(:‘ o | ' w
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normally alleocates tunds for six months in order to distribute the

-

ié_ v : ordering process evenly throughout the vear. Early ordering within

%:; _the‘alleca&icn periad is advantageous to the dcpartmuni to assure thac
5' no fund? are allowed t@ lapse. Pre-publication requests should bé

?» avoided unless the offer is from a reputable publisher and the savings

; ' on the pre-publication order are significant. Delaved publications

%‘ . often result in leoss ot funds.

§ © " The "Book Year” ends ;; March thirty-tirst and any réquus:

2 submitted atter that date is charged against the allocation for the

? followtng fiscal vear. lhe Accounting Department of the Library sends

% Jmonthlv financial reports to ecach Departmental Book Chatrman tor the

¥

% months ! \Uptgmhcr threugh February and will provide fnformitfon as

é to the staws of funds at any time, {f requested. Normally, a ten

]

} percent rencumbrance is sermitted to cover possible cancellations and
1 non-rece{pt of orders betore the end~of =vear deadline on March thirty=tirst,
fm_ sQutstanding encunmbrances grom the previpus yvear are carried forward

énj*. . at the beginning of thc}new fiscal vear on July tirst.

MECHANICS

N
Requests tvr the purchase of books arc torwarded to the Acquisitions

\ Department through the Departmentasl Buok Chairman or the Departwental

Librarian.

Rowt i
. Reserve book requests should go b2 the Reserve Reading Room,
Undeggraduate Library. ¥

Lther funded requests (except keserve Reading Roum) should Le

\

T
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]
i
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RESY CADY PHANARIE

-

A

sent to Acquisitions Dupartmcnt.‘l2u Wilson Library,

“Recommended Purebases” (not funded) should be depesited in

. the box otovided for sach requedts €0 the Cérculstion
- Departmens., Wilson Library, s

Request cards for sertal subscriptions should be addressed

. to the i‘urmdh als and Serisls Dlvhhm. Wilson Librarv,

Papmg 0 e om
N ’ The Acgquisitions Dfpartment reveives three torms of reduests
tmalgy orders. [he three are ligted here with the mininum tyeatment
requited bv the Déparsmensal Book Chadrman,

L. Hegular request card. (For sample see inside front
Juver. ) dbie reguest card, fnorder to be photographed

N e an wrder, must be sharp and clear. Worn tvpewrfter
: ribboas, clogged keys, or blue ink result {o faint
; SOPY or o copy at all.  Any notations net typewritten

wheuld be made in black fnk, Unsatisfactory or unusable
cards must bhe returned to the originater. HBook Chaisman
. . should supply tuand, locatton (For Librarvi), approval
—_= tnttials, and number ot copies, if more than one,

Ja Request sards on whieh are panted jtems cllm&ed trom
trade o :Uonal mhn%mghu These items ‘-Al'(!
sent to the Departmental Svok Uhairman by the |
Bibliographic Services Section (see {{gure one.b

\ 5. tibrary of Uohgress Prood ¢lips are Jdistributed rcgu)4x1>
to the Dcpar&men:ui Book (Bairman by the Bibliographic
cervices Cection,  (For sample sce {nside back cover, )

N Fund, locatiom, approval, and quantity are, of coursc,
necessary to the processging of the request. f
£
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.BEST_ cocyeny mYADLY o

. EXPEDITING FACTORS .
Thhnf'_r:ﬁ_:-‘;4*3~“ written just below the Libyary address
on the request card indivate spuedlxn,hgndking, but there {s a difference
f-‘~ tn tnterpretation of the two_:o%mQr- “RUSK" 4s & signal term for the
Acqutsitions Depart%vnc and indfcages that the order should go out

tmned fately to obtefn a wanged ftem befode {t {s sold or te procure a
s .

pre~publication advantage. TQUICK” Hifers to expaditiocus catalogaing
s ' . .
" Mpon recetipt af 2 item needed for reserve or some other emergency.

PRUSH AND OUICKR) will expedite the request tfrom begimning to end.

1f an antiquartan dealer's catalegue acoompantes the reguest, it will
. ‘/1
not be necessary to fadicate TRUSH” on the request card since all
ot )

"=,

auc h or bers are dutomatically given rush treatment,

A oert ot the  atn catalogee betore regue - cards are typed

o Wwill Preguently save tvping many cards. fhe library g Tikely to own
- i
many of the titles destred.  There have been instanfes when as high

. an meventyv=f bvg percent of the cards sulmitted have turned out to be
duplt.gt“rs. Author wabds tor pew books are filed immediatelv into
the public catalopue. The order file in Acquisitions provides a tltle

approd. it books ang order or received unnil such time as all cards arve filed.

Dree ot T, cards mav be brouwsht directly
, T the Aoquisibfens Department.  “Rush”™ and “Reaular” containers

i forrequests are provided there.
.,

.

sl e el pud Do et s e et should be lent to

Acquisttions until the order 18 placed. (A request for return ot such

fvems 14 svropulously bonored’ )

“k l{lC -

Aruitoxt provided by Eic:




'-]}[{I(j

Aruitoxt provided by Eic:
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Fibliograpris »ltat!w on the reverse of the request card
is helpful in speeding the ordering process. This should be the

reference to the source of information, f.e., P.W.,(Feb, 12,71973),

203, p. 39, . L

CATALOGUES SUPPLYING INCONCLUSIVE BIBLIOGRAPHIC DATA
e

1f possible, these should be aveided when ordering new books,
since it is not always possible to determine whether the items are
already in our co2£e¢t£on.{ Rég:in:ing is so preovalent that early
reprinted titles may a?peaé to be new ed;:ians. Also some British dealers
promote American zi:leé without designating place of publication.(From our
viewpoint American :itiea can he obtained more economically here at home.)
\
ORDERS FROM ANTQUARTAN DEALER CATALOGUES

[

Such orders are siven top priority bpcause this library (s
compet ing, in menv {nstances, 'with libraries throughout the country
for 4 single copy of a title on a fiZst-come-firs:-servc basis,
Catalogues that have been on campus for more than one week are prac-
tically obsolete. All that will remiin are thoss items that no other
library or private ccllecter is interesfad in purchaélng. Generally
speaking, the Librarv is successful in acquiring only ome in four
titles trom these catalogues. An important fact to remember is that.
each order returned with "SOLD™ means that all the time And'&ffuéi
spent ordering the title was wasted and will have to be repeated
eventuallv in ordering a second title. A telephone call or cable by

i

the Acquisitions Department can be dfspratched to reserve particularly

desirsble titles.
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PHOTOCOPYING |

Photocopying of a book in hand for the library collection is
kS -

“treated 4 4 book reguest. The book and request card are presented

to the Acquisitions Departmeat offfce. All pho:ographzc orders should
s

specify the type of vopying to le (onc. Mark as fdition whether

ICROF Lt et fve,* "MICROFILM, positive,” PXERON” or "DUPLEX" form

" is ﬁesired. The p:ice ranges fJom approximately one cent per page for

mtgfo:ilm negative to about fifteen cents per page for duplex. /-

STANQ}NG/URDERS FOR SETS

If volume one df a title in 4 set is ordered, the beparcmental
Rook Chairman may be assured that the complete work will be received
as volumes are published by typing "STANDING ORDER" under the library

address at the top of the request card. ‘

HOW TO ORDER A SECOND COPY OF A TITLE |

. 13
\

~un the back of the order card, write ithructions :a‘the effect
that an added éopﬁkis being requesta§, This will pregen: the card 8
RN

being returned to the departmentufof verification and the subsequent delay.

? - .l e q
HOW TO ORDER FOR THE UNDERGRADUATE. LIBRARY

\ ‘ i

¢

Books which are purchased primarily for unde:graduate use nny -

be. ordered for the Lndergtaduate Library by filling out the owdir, chrﬁ.
Ru
adding the locaticn "UL" in the "For Library:” space. This.as other \h
5 "
requests, must have the notation ‘of fund and approval of the Depar:wea:al

Pl
A

800k Chairman. : -

T

A copy of a title ordered for the rain library may be ordered
§ . :



‘received and catalogued are returned to the Departmental Book Chaépﬁkn

- -

for U.L. on the same crdegﬁzg?a“hs~lpdxcu:ing 2" f{n "No. Coples”

\~ ~
space and placing "Main & U.LA" in the “Kapr Library:" space.

\ ,
HOW TO ORDER FOR RESERVE READING COLLECTION

\

The initial copy of a book needed for the Reserve Readinyg Collection

amd not presentiy §n one of the csmpus'libraries {8 purchased on
departmental funds.  Additional copies, when needed, are purchased
from the Reserve Book Fund.

Generally, the initial order card s originated by the Reserve
statt and sent to the professor reguesting;the reserve book for his
bDepartmental Book Chafrman's signgturc; For stistaﬁce with rese;ve
book orders, call the Réseréo Librarian, Robert B, House Undergraduate

Iidrary. f . .

NOTIFICATION OF AVAILABILITY

Once each week the request cards for these books which have aggd
f

s

with the hope that the person who injtiated the request wili,é;/;otxfied
o wild,

p,
that the book has been catalogued and is available. The yéquest card
) rd

bears the assigned call number, ¢r in case of mlcre;rfﬁ:,'the microprint

-
-~

fnumbes . ///

It is pessible to revetive nu:lf&chion of the arrival of any
book, If such information is rqujﬁgdﬂ the request card should simgly

say, "Notify CA," which is underétood by the Acquisitions Department

. to mean Notify on Arrival, Furthermore, if a first chance to take

P

/

ERIC-

PR A v voxt Provided by ERIC

the book from the library after cataloguing is needed, the card shduld

indfcate, “"Hold for...." The Circulation Department will give notice
A '

o

" BEST COPY Mt ARLE
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v 3

:

" when the book is available at the Circulation Desk. To make notification
pogeible {n either case, the namd, telephone, carrel number, or address
must appear at the righ: on the, tront of the card. This information

may be supplied the “seriqs space. .
.4‘ ] -

. NOTIFICATION OF CANCELLATIONS .

hY

s 2

The Acquisitions Department nottfies the Departmental Book

- .3
. R -~ @

H Chairman when it becomes necessary or seems advisable to cancel any

order. Some of the factors in determining cancellations are:

SN 1. Conservation:of funds where unreasonable delay of
' delivery and payment is evident, ’
2. Book is out of print and unavaikgble through regular
3 channels.
ES 3. Dealer cancels for reasons of his determination. : )

" A cancellation by Acquisitions shou;d'never be construed as
final. 1f a4 search of the cut~of-print market is desired, a new
order shiould be submitted with the appropriate square "Unavailable”

“ checkg& on the back of the card and with the old Qéguest card clipped

/
-

{ on. Sometimes iafprmation supplied by the dealer is {ncorrect. If the
2 Chairman can provide evidence that the book is available, the Acquisitions
Department, given £he*information. will be in a position to press

with conviction for delivery of the order. ' d

& ‘ : - EPHEMERAL MATERIAL

- . - B . 7
. ’

Requests fg# ephemeral material should be avoided. The cost .

Cof acquiring and cataloguing such material {s frequently more than

1t actual value.) ) . ) ‘

. - N
\‘1‘ ‘ .
ERICt N |
- A N _ . v i?
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HOW TO INITIATE A NEW PERIODICAL SUBSCRIPTION

A request for a new periodical subscription should be placed
on a Sertal Order. Card (tigure two}, and if th sabsﬁripziou is. to be
churged.to the Serials Fund, a Justificatiom g;rﬁ must accompany the card.
These forms are avdilable from the Library Perigdiuals and Serials
™ Division. . lnstructions on the form should be followed carefully, and the
Order Card should carrv no approval signatgre}
. Te order a new perlodical subsuripti;n on departmental funds,
use a sgriai Order Card, indicate the fund to be charged. and include
tpé authorized wignature for that fund. Serial Order Cards should be

directed to the Serials Division in Wilson Library for processing.

Back i{ssues of a perilodical may be requested by indicating om

ez . the Justification Form that the Library should Q:cgmpc to acquire

the back fitle.

— Secsaty Drvmeon
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