DVD/VHS Moving to Music Library from Joyner Project
July/August 2007

These DVDs/VHS videos are coming to the Music Library from Joyner.  We need to re-label them and change in Horizon to reflect their new home.
These items are musicals and dance productions (ballets, etc.)  If you see anything that doesn’t match these criteria, ask Nara - we may not want it at the ML.

I. Change in Horizon:

A. Assign new videocassette or DVD number.  Write it on a sticky note and put it on the item.

B. In the MARC record, add an 099 VC-### or DVD-###

C. Edit the item record

VHS:
Item type: mmesvi

Location: JMusic

Collection: mme

Call no: VC-###

Item status: t

DVD:

Item type: mmesdv

Location: JMusic

Collection: mme

Call no: DVD-###

Item status: t

II. Re-label & re-mark physical item

VHS

A. Make new labels for case and videocassettes (they should already have security strips.)  Follow videocassette processing procedures, except:

1. Make a new label for the videocassette and cover the old one.  
2. Write, using a silver pen, “Music Library” on the “Joyner Library - ECU” sticker that is on the videocassette.  (i.e. add this info.)

3. DO write VC-### and ECU on the actual videocassette also as per normal.

B. Check item in and shelve

DVD - (TBA)
NLN 7/23/2007
