Specific procedures:

1) Preparation of materials-Items will be tattle taped, marked with BGSU property information, labeled with call numbers and barcoded before being searched in OCLC for both the MLSRA staff and cataloging department. (processing should take anywhere from 4-5 minutes per item in general)

2) Copy Cataloging: In MLSRA-graduate students will search OCLC records and give record to Bill for cataloging, after adding 949 lines for exporting and scanning barcode into 949 line. [does the student lock the record at this stage?] Dups will be pulled and given to Bill separately. (Searching of records and adding 949 lines and barcodes should take roughly an 1 to 1 ½ hours to search 60 CDs)

For cataloging dept.: Processed CDs will be searched by cataloging department for copy cataloging.  If an appropriate record is found for the item, the record will be locked and record will be edited according to local and national cataloging standards.  Record will be put into the save file with 949 lines added with barcode.  Items will be returned to the MLSRA where name authorities will be verified by MLSRA staff.  Exporting will be done by MLSRA staff.

3) Original Cataloging: In MLSRA-Records searched by graduate students that are determined to be original records will be placed in a box for students to type in OCLC as they are able.  After being typed into OCLC, students will return forms to Patty for barcoding, then sent to Bill for content verification, and exported. (MLSRA students can type in roughly 10 records in an hour, possibly more)

For cataloging department: If no record is found for a CD, originals will be sent back for MLSRA staff to catalog. 
4) Transporting of materials will be handled by Patty as the liaison to cataloging.  There will be two small book trucks appropriated for this project to take to and from cataloging.  CDs will be locked up in a room in cataloging when not being cataloged.  Patty will pick up truck when ready and bring down next truck if processing has been completed.

