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Re: Adding New Collections to Your Library 

 
There has been some confusion in recent weeks over what sort of information needs to be 
given to SLC staff if you add a new collection to your library.   
 
The mapping that many of you have displays how things came over from Dynix.  It is useful 
for you to continue to use that because then all of the staff in your library use the same item 
types, locations, item cat1s, and item cat2s.  This consistency will also help ensure that your 
monthly statistics are accurate. 
 
Of those four, the only thing that SLC needs to know about is the item type.  The item type is 
one of the pieces of information in the circulation map, and if your library begins using an 
item type that is not on the circ map then your patrons will not be able to check them out.  
You can change locations, item cat1s, and item cat2s as you like, and you do not 
need to alert SLC staff. 
 
If you need to add an item type, here is the information that we need from you: 
 *Item type 
 *Number of days the item will circulate 
 *Daily overdue fine 
 *Maximum overdue fine 
 *Number of times the item can be renewed 
 *Whether or not the item can be placed on hold 
 
How do you know if you need to add a new item type?   
 
*If you have a brand new collection (for example, your library has never had music CDs 
before, but you’ve decided to acquire some) 
 
*If you have something which circulates differently from an existing part of your collection (for 
example, all of your other DVDs are feature films which circulate for seven days, but you’ve 
just gotten a non-fiction DVD which you want to circulate for 21 days) 
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*If you have something which you want to have different hold rules (for example, you do not 
want your feature videos which have rental fees to be placed on hold by other libraries) 
 
Any further questions about this can be directed to slcstaff@libcoop.netand we will be happy 
to help you. 
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