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:

e Damaged

e Lost and Missing
e lostand Paid

e Lost to Patron

o  Missing

e Withdrawn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:

e 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

e Eresource records (which must remain but have no items attached)

e |LL records

e  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 ltems:

Search
Key: Iltem Number v] Term(s): |ELEAEELTE [ Q Searcher l [ <= Back l
. . . - . Circ History Counts Title Level Holds
Title:  The Audubon Society field guide to North American reptiles and amphibians. |

Cire- 0 Current #: 0

Holds: 0 (= Holds
Call # 597.9097 B419a —
Caim G822 & Quick Maint
128985

Author:  Behler, John.

BID: ISBN: 0394508246 Pub Date: 1995 In House: 0
Branch |Loc:ation |Cal| Mumber |Item Mumkber |Status |Date |Media |Circ: Count |HD|dS Count |Cum Circl In House Cil
I3 AL ANF 5497.9097 B419a 58703458 Lost 10/15/2013  BK 0 1] ez 0
Customer record before delete:
Type: [Primary Adult v]
Status: [Over Threshold v]
Registration| § Summary | @ Motes I Historyl Fees|
Charges (0) Fines (0) Requests (0) ¢ Deposit Balance $0.05
@ AT Overdues (0) @ Lost (6) ) Claimed (1)
Title |CaH Number ‘Item Murmber Status |Charge Date |Due Date |Fee Total |Eranch Location | Media
| |Bridget Jones's diary 7891.43 665718k VIDEC TP148370 Lost 9102013 92402013 $14.95 50 ANF ROWD
| |Erin Brockavich 791.43 ERBSe VIDED 84017063 Lost 107442013 10/18/2013 $12.95 AL ANF ROWD
| | The Audubon Society field guide to Nc 5373097 B419a B8703458 Lost 10/15/2013 10/29/2013 $15.45 AL AMNF BK
| |Frog song J597.89 GA44f TWEEI 82812424 Lost 10/15/2013 10/29/2013 $17.95 AL THF BK
Frogs and other amphibians JhH7.8 R3126f 78826927 Lost 10/15/2013 10/29/2013 $9.36 AL =18

Type: [Primary Adult v]

Status: [Over Threshold v]

Registration| § Summary | % Natesl Historyl Fees|

Charges (0) " Fines (1) Requests (0) ¢ Deposit Balance §0.05
@ All (T) Owverdues (0) (1 Lost (5) () Claimed (1)

Title |Cal| MNumber |Item MNumber Status |Due,’NNNPDsted |Fmes |Fees |Eram:h Location | Media
| |Bridget Jones's diary 791.43 B85190 VIDEC 77148370 Lost G/eg/2014 $14495 30 ANF RDVD
| |Erin Brockowich 7491.43 ERBSe VIDEO 64017063 Lost Gf2a/2014 $12485 AL ANF RDVD

Frog sang. JB497.59 GR44f TWEEI G2812424 Lost afease014 $17.95 AL TNF =18
: Frogs and other amphibians J597.8 Rat2af 78825927 Lost 8/29/2014 %935 JNF BK.
| |Bahy day by day: in-depth, daily advic 643.122 B115hd 63082159 Lost G/eg/2014 $40.00 ANF BK

Complete dog care 636.70857 C7376c 63323728 Lost G/28/2014 $18.95 ANF PEE.

club 0 L i -

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

Registration | § Summary | i Nolesl Historyl Fees‘

Charges (0)
AT Overdues (0)

Fines (1§ Requests (0)

¢ Deposit Balance $0 05
Lost (5) () Claimed (1)

Call Mumber Item Mumber Assessed Date Fines Tot




Example 2 of Manual Fines replacing Lost ltems:

Search
Key: lltem Number v] Term(s): |dENELTLE [ @Searcher I l <k Back l
- Twi i the heartland Circ History Counts Title Level Holds
Title:  Twisters in the heartland. e Current# 0

Author:  Mosier, Tim D, 1952- e 1— =] Holds
Call # 551.553 M911t -
fum Ciec=/ 53 & Quick Maint

BID: 139946 ISBN: 1581410026 Pub Date: 1998 In House: 2
|E|ranch |LDcatiun |Cal| MNumber |Item Mumber | Status |Date |Media Circ Count | Holds Count |Cum Circ| In House Cii
I AL ANF 551553 MA11t 59036676 Lost 74/2014  BK a a 17 a

Customer record before delete:

Type: [Primary Adult vI

Status: [Over Threshold vl

Registration| § Summary | ¢ Notes | H\storyl Fees‘

Charges (0) Fines (0) Requests (0} ¢ Deposit Balance $0.00
© All (4) Cwverdues (0) @ Lost (4) Claimed (0)

Title |Ca|| MNumber |Item Mumber Status ‘Charge Date |Due Date |Fee Total ‘Branch Location hedia
| | Twisters inthe heartiand. 551.553 ME11t 59036676 Lost 714/2014 2f28/2014 $16.95 AL ANF Bk
| |Intothe fire: a firsthand account of the r 958.1047 ME123i BIOC 81964283 Lost 14/2014 2f28/2014 $27.00 AL ANF Bl

Inthe shacow of the tornaco: staries ar 551.553 B399 62800609 Lost 7/14/2014 7f26/2014 $11.95 AL ANF FBK

T ; 4 i

After:

Type: [Primary Adult - l

Status: [Over Threshold - I
Registration | § Summary ‘ % Notes | History | Fees|
Charges (0) ) Fines (3) Requests (0) ¢ Deposit Balance $0.00
@ All (4) Owerdues (0) Lost (1) Claimed (0}

Title \Ca\l Mumbar \Item MNumber Status \Due!NNNPosted |Fines |Fees \Elranch Location | Media
| |Inthe shadow ofthe tornado: stories ar 551,553 B394 82800803 Lost 927204 $11.95 AL AMNF FEE
| | Twisters in the heartland #1200000044721  Manual Fine 9/27/2014 $16.95 AL

Into the fire: afirst-hand account of th #1200000044724  Manual Fine 8/27/2014 $27.00 AL

h rrn toma |  [#1200000044771 |Manual Fin 4 A ]

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

Registration | § Summary | i Nolesl Hisloryl Fees|

Charges (0) @ Fines (3) Requests (0) ¢ Deposit Balance $0.00
Al (4) Overdues (0) @ Lost (1) Claimed (0)
Title |Cal| MHumber |\tem MNumber Status |Assessed Date |Fines Total |Fines Faid |N0tes |\D \Elranch
| | Twisters in the heartland. #1200000044727  Manual Fine 741472074 $18.95 $0.00 59036676 rsr AL
Inta the fire: a first-hand account of th 1200000044724 kanual Fine 771442014 $27.00 $0.00 81964283 rsr AL
h storm: toma 044771 |Manual Fin ! 3 $0.00 o
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