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TO:
Library/Media Staff

FR:
INSERT DA-SITE PERSONNEL NAME HERE
RE:
Phase 2 Cleanup for Library/Media Staff

DT:
INSERT CURRENT DATE
During Phase 2 of the Database Cleanup, INFOhio DASite Staff are asking that library media personnel review reports to identify local cataloging practices and address problems that are inconsistent with the MARC guidelines.  (Your DASite may be able to assist you with making some corrections programmatically.)  During the review look for and identify the location of such things as:
· Local Information

· MARC tags with data unique to a specific bank/branch 

· Data entered for searching purposes in MultiLIS fields rather than the standard MARC tags (i.e.: target audience information (521), reading program information (526), award information (586), and funding information (590 or item note)

· Item information belonging on the bib record instead of the item record 
Several reports have been generated for your bank as part of the Phase 2 cleanup.  Review the following reports and take action as indicated on the Phase 2 Cleanup for Library Staff Documentation.  Please note that in each report that begins with BANK_N, N represents your bank number (e.g.: 2 for Bank 2).  Reports need to be addressed at the District level, except as noted.
Branch (Building) Level Reports

1. BANK_N_ITEM_STATUS_NOTES.TXT
2. BANK_N_ITEM_NOTES.TXT 

Bank (District) Level Reports

1. BANK_N_440_UNDUP.TXT/BANK_N_490_UNDUP.TXT

2. BANK_N_526_UNDUP.TXT   

3. BANK_N_586_UNDUP.TXT   

4. BANK_N_590_UNDUP.TXT
5. BANK_N_658_UNDUP.TXT   

6. BANK_N_690_UNDUP.TXT   

7. BANK_N_8xx_UNDUP.TXT   

8. BANK_N_INVALID LEADER_UNDUP.TXT   

9. BANK_N_KEYWORD_UNDUP.TXT

10. BANK_N_LOCAL_CHARACTER_UNDUP.TXT (this report is usually empty - requiring no action)

11. BANK_N_SUBJ_UNDUP.TXT

12. BANK_N_VOLUME.TXT/BANK_N_VOLUME_UNDUP.TXT

As always, please do not hesitate to contact INSERT YOUR DASITE with questions regarding the Phase 1 and 2 Cleanup.
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