MATERIALS LOST OR DAMAGED IN TRANSIT BY SCLS
The Suffolk Cooperative Library System recognizes its responsibility to insure safe movement of materials among member libraries.  If an item has been in transit for a year and not found, or damaged while being transported, SCLS will reimburse the lending library for the item at the publisher’s list price.  The library whose material was lost or damaged must submit items twice a year as follows:
1. Each library should run Lost in Transit reports regularly and make efforts to locate the items.

2. The owning library and the library the item was in transit to or from must search for the missing items prior to submission.

3. After searching, the item should be checked out to the patron record called “Lost in Transit”; with the barcode “lost”.

4. If there is an item-level hold on the item, it should be cancelled and replaced as a title level hold.

5. If there is a title-level hold on the item, it should be overridden and the item checked out to “Lost in Transit”.

6. If the item is non-circulating, it should be overridden and the item checked out to “Lost in Transit”

7. All items checked out to “Lost in Transit” should be marked as “Lost”.


8. After marking items “Lost”, select all items and double check the amounts of the items.  If the amounts are not correct, Adjust the amount of the bill in the item individually, then Add the bill.  If the amount is correct, you need only Add the bill, but don’t make it paid.

At the end of the reporting period, SCLS will “collect fines” on the lost items so they clear the patron record.  The Fines Paid report will be printed and sent with the check the following month.  The report lists the date reported, invoice number, owning library, title, and amount of the item with a total.  Retain all paperwork in the event there are any discrepancies between the Fines Paid report and what you believe you claimed.  Once payment is received, those items should be deleted from the system.
These items should be reported twice a year, between May 1 and May 12 for payment in June, and between November 1 and November 12 for payment in December.  Items reported after that date should be included in the following reporting period.  A message on the patron record will show the reporting period and brief instructions.
MATERIALS LOST OR DAMAGED FROM OUTSIDE SCLS
If an overdue notice is received from the New York State Library or from some other out-of-county library for material that your records indicate has been returned, contact the SCLS Interlibrary Loan Department with information as to the date of return.  SCLS will contact the appropriate library.

If you receive material that has been damaged in transit, contact the SCLS Interlibrary Loan Department immediately upon receipt and do not allowed your patron to use it.  SCLS will notify the appropriate library.

Notify the SCLS Interlibrary Loan Department about materials lost or damaged by your patrons.  SCLS will assist you with contacting the appropriate library to determine charges.  The New York State Library and many others charge a replacement fee over and above the price of the book.  Replacement copies are usually not acceptable.
