            FROM: Cataloging Management Group 

            TO: Catalogers
            RE: Upgrading of In Process (IP) records
            DATE: May 30, 2013
In the next few months, Materials Management Unit will begin pulling 25 In Process (IP) Western European language books from the MAIN stacks to add to the Original Cataloging workflow cycle.  Each IP book will contain an IP flag (see attached) to distinguish them from other materials. The goal is to  upgrade these records with call numbers, subject heading(s), and at least a basic bibliographic description. The following is an outline of the process: 
· Search by title in Millennium for the IP record; make sure there is only one matching title
· If there is more than one matching title and it is an EXACT match, please refer material to your supervisor.
· Take note of the OCLC record number in field 001 
· Search the title in OCLC

· Use the best OCLC record available
· If using the same OCLC record number as found in the Millennium 001 

· Upgrade OCLC record if needed

· Overlay the Millennium record with the OCLC record (do not create a new item record)

· Add the new LC call# in a new 090 in the item record, and delete the 099 field with IP call#

· Erase the IP call number inside the book and write in the new LC call#

· Add date and initials to the book
OR

· If NOT using the same OCLC record number as found in the Millennium 001: 

· You must first cancel OCLC holdings on the OCLC record that will NOT be used
· Second, overlay the Millennium record with the chosen OCLC record after setting holdings as usual (do not create a new item record)
· Add the new LC call# in a new 090 in the item record, and delete the 099 field with IP call#
· Erase the IP call number inside the book and write in the new LC call#
· Add date and initials to the book

· Cross off the IP call number on the spine label
· In Millennium choose View and Public Display to make sure the record and its item are correct

· Remove the IP flag 
· Place the material on the Incoming Main Marking truck
            If you have questions about this procedure, please let Armanda know.

