Cataloging Processing Procedures for Special Collections and Archival Materials
These books are indeed special.  They get handled as little as possible and Cataloging should not do anything to these books that cannot be undone.

When we get these books, walk them through and always give them to a staff member.  This keeps any chance of a mistake down to a minimum. If possible, try to keep the Archival copies and Special Collection materials together.
1. Security Strips. Do NOT put in a red dot indicating they have been security stripped (we cannot take off the red dot, so don’t add it).  Do add the security strip, but very carefully so as to not be noticeable or damage the book.

2. Stamps.  Do not stamp the book with any property stamps.  

3. Labels. Do NOT put the labels on the books.  For each Special Collections copy, produce two labels and put them with the book.

4. Pockets.  We don’t do anything with these. Don’t type them, don’t add them. 

5. Barcodes.  Don’t do anything with the barcodes.  Special Collections has their own sheet of barcodes and they will handle it.

6. Blurbs. Do not blurb Special Collections or Archival materials. Keep the book covers with the books.
7. Give them to Special Collections.  Always give the Special Collections and Archival materials to a person in Special Collections.  Don’t leave the material in a person’s box, because there is nothing on the book indicating it is the Library’s property.  If there is an additional copy for the General Collection, process it normally and give it to the Reference/Instructional Services Librarian.
8. Statistics. Notify the University Library Technician (Preparations) for Cataloging Services that materials have been given directly to Special Collections.

