NC Lawsuit CDs

Multiple copy procedures

1. If it is a 2nd or 3rd copy, first check the item record to make sure that the already-cataloged copy is not missing (item status = m, for missing) or incomplete (there will be an note in the “item note” area).  If the cataloged copy is missing or incomplete, give the new CD to Jeff.  Put a sticky note with the CD number on the CD case.

2. If the Music Library already owns one copy, put the 2nd copy on the shelf saying “2nd copy, first copy already fully cataloged in Horizon”
3. If you have 2 copies in your hand, and the Music Library does not have the CD at all, catalog one copy.  Put the 2nd copy on the shelf saying “2nd copy, first copy just cataloged.”

4. All third copies go on the shelf marked “3rd copy”

5. Do not open any CD unless you catalog it.

6. If it is a bizarre situation, describe it on a sticky note and give it to Nara.
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