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Wednesday January 18, 2012
TO:

PALS Circulation Coordinators (Reports Attached)

FROM:
PALS Staff
RE:

DA / ILL Overdue Report for April 1–June 30, 2011
Attached are the DA/ILL Overdue Reports for materials due between April 1st and June 30th, 2011.


Reimbursement / Invoicing Schedule:

1.  Both reports should be searched in your building and returned to SCLS by Friday, February 3rd.   

2.  Items should be marked as lost for your patrons by Friday February 3rd.

3.  After February 6th, the owning library may delete item records.

4.  Checks will be issued at the March SCLS Board meeting.
The materials included in the report are now 6-9 months overdue.  Please remember that at the time you drop this report in the bins to be returned to SCLS, the option for the patron to return the item to the owning library has ended.  At that moment, the patron (or your library) owns the book.
To help identify items from the DA/ILL list that may be returned before the item is deleted from the database, we have coded each item record with an IMessage of DA / ILL LIST.  This will display in Check-in if the item is returned.  Do not check-in the item.  If your library has already returned the DA/ILL search report to SCLS, you may not check-in and return this item to the owning library.  Depending on your library’s policy, the item now belongs to either the patron or your library.

If you elect to call your patron and encourage them, one last time, to return the item, please give them a final return date of January 30th.  Do not return your report to SCLS until after this date.

PATRON REPORT (White Report)
The attached report lists materials YOUR PATRONS borrowed from ANOTHER LIBRARY. 

These items were due between April 1st and June 30th, 2011.  They have not been returned.

Step 1: 

Search for materials


January 18th – February 3rd, 2012 

Please search your shelves.  If you find any items, check them in and cross them off the list.

(Libraries with branches – please search for all books and not just the ones for your building.)

If you elect to call your patron and encourage them, one last time, to return the item, please give the patron a final return date of January 30th.  Do not return your report to SCLS until after this date.

You may wish to code the patron record with a message indicating that the patron is on the DA / ILL Report.  Putting a ‘q’ in the PMessage field will display the message DA / ILL LIST.

Remember, at the moment you place this report in the bins back to SCLS, the patron (or your library) owns the book.  It can no longer be returned to the owning library.

If the item shows up at your Circulation Desk after the report has been placed in the bins, you cannot check in the item and return it to the owning library.  Depending on your library’s policy, the item now belongs to either the patron or your library.

Step 2:

Mark as Lost / Manual Charge
When the report is submitted to System, you should Mark as lost each of the items that are checked out to your patrons, and waive the charges so bills are not generated.  (Note, if you find an item is no longer checked out, you will know that the owning library found it on their shelves.)

After marking the item as lost, create a Manual Charge for your patron if you wish to charge your patron for the book.

Please sign and date the report in the space provided.  

Return it to Dave Douglas @ SCLS, by Friday, February 3rd.  ddouglas@suffolk.lib.ny.us 
ITEM REPORT (Yellow report)

The attached report lists YOUR ITEMS borrowed by ANOTHER LIBRARY’S PATRON.  

These items were due between April 1st and June 30th, 2011.  They have not been returned.

Step 1:

Search for materials

January 18th – February 3rd, 2012
Please search your shelves.  If you find any items, check them in and cross them off the list.

(Libraries with branches – please search for all books and not just the ones for your building.)

Remember, at the moment you place this report in the bins back to SCLS, the patron (or the patron’s home library) owns the book.  Your library will be reimbursed for the book.

The item records have been coded with a “DA / ILL List” IMessage.  If an item shows up at your Circulation Desk, the IMessage will appear.  

If you have not returned your report to SCLS, you may return the item and cross it off the report.  

If you have returned your report to SCLS, do not check-in the item.  Do not take the item back.  Your library will be reimbursed for the item.  The patron’s home library now owns the book.  Any financial resolution is between the patron and the patron’s home library.

Please check all prices in your item records.  Any items returned to SCLS with a price of $0.00 will be dropped from the report.

Please sign and date the report in the space provided. 

Return it to Dave Douglas @ SCLS, by Friday, February 3rd.  ddouglas@suffolk.lib.ny.us 
Step 2:

Delete item

Beginning  February 6th
At the time of the submission of the report, the Patron’s Home Library should mark the item as lost, waive any charges to avoid generating a bill, and create a manual charge for their patron.  Beginning February 6th, you may delete the item.

