

SERIAL transfers to  STX
1. Search the Item record call number or scan the barcode
2.  Is the piece in good physical condition?
     …..If  NO, send to CMT with streamer and printout

3.  Are there already copies of this edition in STX?
     …..If YES, send to CMT with streamer and printout  
4.  Compare piece in hand with Bib record  
THESE FIELDS MUST MATCH EXACTLY:
	Call number
	Author (if applicable)
	Title (must be in upper AND lower case)
	Imprint
	BIB LVL must be “S”
	CAT DATE can not be “blank”
	BCODE3 should be “ - “
	001 MARC field must be present (OCLC#)
	6XX MARC field(s) must be present 
	910 MARC field can not contain “ANYL”

IF any of the above information is incorrect, missing or incomplete, send piece to CMT with a streamer and printout.

4.   Edit ITEM record  
	Verify copy number on piece matches Item record
Verify volume on piece matches Item record 
Verify Year on piece matches Item record
Verify  ITYPE= 0, 1, 11, or 23
Verify PATRON# = 0
Verify BARCODE on piece matches Item record
UPDATE LOCATION to STX1
UPDATE STATUS to   K
Insert STAFF NOTE “Transferred to STX per ---- 	(today’s date/your initials) “

Example: Transferred to STX from SEL 11/15/10 nef

IF any of the above information is incorrect or missing, send piece with streamer and printout describing problem to CMT.

5.  Send printout of bib record to Deb Cameron for LIB HAS 	field updates for all serials and continuations







SERIAL transfers to  STX
1. Search the Item record call number or scan the barcode
2.  Is the piece in good physical condition?
     …..If  NO, send to CMT with streamer and printout

3.  Are there already copies of this edition in STX?
     …..If YES, send to CMT with streamer and printout  
4.  Compare piece in hand with Bib record 
THESE FIELDS MUST MATCH EXACTLY:
	Call number
	Author (if applicable)
	Title (must be in upper AND lower case)
	Imprint
	BIB LVL must be “S”
	CAT DATE can not be “blank”
	BCODE3 should be “ - “
	001 MARC field must be present (OCLC#)
	6XX MARC field(s) must be present 
	910 MARC field can not contain “ANYL”

IF any of the above information is incorrect, missing or incomplete, send piece to CMT with a streamer and printout.

4.   Edit ITEM record  
	Verify copy number on piece matches Item record
Verify volume on piece matches Item record 
Verify Year on piece matches Item record
Verify  ITYPE= 0, 1, 11, or 23
Verify PATRON# = 0
Verify BARCODE on piece matches Item record
UPDATE LOCATION to STX1
UPDATE STATUS to   K
Insert STAFF NOTE “Transferred to STX per ---- 	(today’s date/your initials) “

Example: Transferred to STX from SEL 11/15/10 nef

IF any of the above information is incorrect or missing, send piece with streamer and printout describing problem to CMT.

5.  Send printout of bib record to Deb Cameron for LIB HAS 	field updates for all serials and continuations

