revised 7/09                                                                                                                   L.3. Exhibit

Request for Materials in Processing Form

If an item is on order, then the patron may place a hold on it. However, if the item is in the Library (“in processing”), then Cataloging Services will provide this material in an hour from 8-5 Monday through Friday. At night and on the weekends, the material will be made available by noon on the next standard business day.

Name: 






Phone: 
E-mail address:

Title of material requested (or attach printout): 
Author of material requested: 
Location and call number of material (If available):

Needed by:




Is this for a Distance Ed. student?
Created Date (if item has been created) or Last Updated Date (if item has 33511 barcode) (Please note if the 33511 barcode is there and the last updated date is more than three days old, the new books shelves, items-waiting-to-be-checked area, and hold shelf should be checked for the material prior to the form being given to cataloging.):
Invoice date (INV DATE) and paid date (P DATE) (only if no item has been created):

_________________________________________________________________________

Person who received the request



Time


Date

_________________________________________________________________________

Person in cataloging who accepted the request

Time


Date

This form goes to Jean Sexton or, in her absence, to June Mills, Saprina Oxendine, or to Brenda Bullock if the request is for a book. Other material requests are given to Jean Sexton, Rachel Holderied, then Saprina Oxendine. If they are not available, give it to any other person in cataloging.
_________________________________________________________________________

Date and Time provided to Circulation

Date and Time Patron contacted

_________________________________________________________________________

Date and Time Patron picked up the material

Please return this form to Jean Sexton after the material is picked up by the patron.


