REPLACEMENTS FROM CIRCULATION

Replacements are received by the Head Cataloger from the Circulation Dept. when circulating books have been lost and replaced with a new copy by the patron.

A. If the book is a true replacement (i.e., same author, title, publisher and edition): 

1. Send the book to Acquisitions for processing. They will barcode, stamp and count the book as received.

B.  Process the books:
  

1. Write the call number on the verso.

2. Write the OCLC number beneath the barcode.

3. Follow the procedure for replacing barcodes.  

4. Add a staff note:  Replaced mm/yy
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