
ILS Records Management - Records Deletion Plan 
In order to best facilitate searching and finding of bibliographic and item records for customers, we will 
delete inactive items and empty bibliographic records on a regular basis. 

Item Deletions 
The process begins with deleting inactive items. Inactive items are items that have had the following 
statuses for at least 2 years: 

• Damaged 
• Lost and Missing 
• Lost and Paid 
• Lost to Patron 
• Missing 
• Withdrawn 

 
In the case of items that are Lost to Patron (still on the customer’s account), the item will be 
automatically replaced with a Manual Fine for the replacement cost. In the case of items that have 
unpaid fines still on customer accounts, the fines will also be replaced with a Manual Fine for the same 
amount of the fine. 
 
The first round of item deletions will have an inactive date of 8/1/2017 or prior, which is 2 years prior to 
8/1/19. After that, inactive items will be deleted on a monthly basis during the first week of the month, 
using a date of the first day of the month 2 years prior. 

BID Deletions 
After inactive items have been deleted, the next step is deleting empty bibliographic records. 
Bibliographic records will be deleted after being empty for 2 years. Records excluded from deletion are 
as follows: 

• BID numbers higher than [250,000], to be increased by 25,000 each month until the BID reaches 
450,000, at which time we will reevaluate what is being deleted 

• Eresource records (which must remain but have no items attached) 
• ILL records 
• Microform records 

 
The first round of BID deletions will have an inactive date of 7/1/2016 (3 years) to minimize the number 
of records initially processed. Thereafter, inactive BIDs will be deleted on a monthly basis during the first 
week of the month, using a date of the first day of the month 2 years prior. 
 
Cataloging can also delete BID records on a case by case basis to support the work of Collection 
Development. 

Obsolete Location Codes and Media Codes 
Occasionally location codes and media codes may outlive their usefulness in our system. In this case, we 
will take a more aggressive approach to deleting items that fall in those categories. Once a code has 



been deemed obsolete by Access Services, Collection Services and Development, and IT, all items with 
an inactive status and an action date 30 days prior will be deleted on a monthly basis until the code has 
no items remaining. At that point the code will be deleted from the database so that no items can 
accidentally receive that code. However, the location and media codes called Miscellaneous must 
always be retained for the system to work properly and due to how materials are purchased and 
processed. 
 
 

  



Example 1 of Manual Fines replacing Lost Items: 

 

Customer record before delete: 

 

After: 

 

When in Fines, the manual fine displays the item number in the Notes field: 

 



Example 2 of Manual Fines replacing Lost Items: 

 

Customer record before delete: 

 

After: 

 

When selecting Fines, the Notes field shows the item number associated with the fine. 
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