
Phase 2 Reporting Form
INSTRUCTIONS:  Please fill out the following form after reviewing all of the Phase II Reports generated for your district/building.  Feel free to “cut and paste” information from the various reports into this document or into a separate word processing document for review.  When possible, we have provided examples for you to follow in the Phase 2 Cleanup for Library Staff documentation.  We request examples of your local practices in order to ensure the best possible conversion of your data.

BANK NUMBER: _____________

                        
DATE:____________________
DISTRICT/SCHOOL: ___________________________________​​​​​​​​​​​​​​​​​​​​​​__________________________
NAME OF PERSON(S) COMPLETING THIS FORM: ____________________________________
BRANCH LEVEL REPORTS

1.  BANK_N_ITEM_STATUS_NOTES.TXT  
CHECK ONE:
 FORMCHECKBOX 
  Information has been reviewed and moved to appropriate field(s) or deleted by library staff.


 FORMCHECKBOX 
  Migrate this information as a private item note for library staff.

 FORMCHECKBOX 
  Information was reviewed and determined to have no significance, can be deleted during migration.
2.  BANK_N_ITEM_NOTES.TXT

Item notes serve two purposes for migration.  
1) They are searched programmatically to identify funding source information for items which is then mapped to a Sirsi funding source code. 

2) Existing notes information may be migrated as either a public note which will display in the OPAC, as a private note that only displays to staff, or not migrated at all  You need to indicate your preference.
CHECK ONE:
 FORMCHECKBOX 

I have information other than item note or funding information ( ex: reading program) that needs to be treated differently. (Please cut and paste information into the space below or attach on separate sheet and indicate how you want this information to be treated.) 

 FORMCHECKBOX 

I prefer that item notes data be migrated as a “public” note for display in the OPAC.  To assist with funding source mapping, I have indicated on the form below possible funding terms which might be found in my item notes data.
 FORMCHECKBOX 

I prefer that item notes data be migrated as a “private” note for display to Staff Only. To assist with funding source mapping I have indicated on the form below possible funding terms which might be found in my item notes data.

 FORMCHECKBOX 

I prefer that item notes data be deleted and not migrated to either type of Sirsi note. To assist with funding source mapping, I have indicated on the form below possible funding terms which might be found in my item notes data.

Item notes are programmatically searched for standard terms relating to funding information.  
Due to local variances in data, you must identify each variation and abbreviation used by your 
district for funding source information to convert correctly.  Use the following table – be specific.
	Sirsi Funding Sources
	Variations from MultiLIS data

	Examples:

Birthday

General

Gift / Donation


	Bday, Birthday, Birthday book, Birthday club
General fund, Library fund, Board money
Gift, Donated, Don., GFT, Gratis, N/C, Free



	Auxiliary
	

	Birthday
	

	Book Fair
	

	Books Are Fun
	

	Chapter I
	

	Chapter II
	

	Chapter V
	

	English Festival
	

	Elementary/Secondary Education Act
	

	General
	

	Gift / Donation
	

	Grant
	

	Local
	

	Memorial
	

	Ohio Reads
	

	Other
	

	Permanent  Improvement
	

	PTO / PTA
	

	Reading Circle
	

	Right to Read


	

	School Net
	

	State
	

	Technology
	

	Title I
	

	Title II
	

	Title IV
	

	Title VI
	

	Unknown 


	


BANK LEVEL REPORTS

1.   BANK_N_440_UNDUP.TXT   and    BANK_N_490_UNDUP.TXT  Series Information
CHECK ONE:
 FORMCHECKBOX 

I have no information to relocate.  Migrate as is.
 FORMCHECKBOX 
  Information has been reviewed and moved to appropriate field(s) or deleted by library staff. Migrate remaining data as is.
 FORMCHECKBOX 
  Significant amounts of non-series information exists, I am requesting help from the DASite (custom conversion).  I have cut/pasted this information below or on a separate sheet for DASite staff review. (For each example, indicate action you wish to be taken… ex: delete, move to a specified tag, etc.)
2.   BANK_N_526_UNDUP.TXT   Reading Program Information
CHECK ONE:

 FORMCHECKBOX 

Information is not significant to my data, please delete.

 FORMCHECKBOX 
  Information has been reviewed and corrected or deleted by library staff; migrate any remaining information in 526 tag as is.


 FORMCHECKBOX 
  Significant amounts of incorrect information exists, I am requesting help from the DASite (custom conversion).  I have cut/pasted this information below or attached a separate sheet for DASite staff review. (For each example, indicate action you wish to be taken… ex: delete, move to specified tag, etc.)

3.   BANK_N_586_UNDUP.TXT   Awards Information
CHECK ONE:

 FORMCHECKBOX 
  Information has been reviewed and corrected or deleted by library staff; migrate any remaining information in 586 tag as is.


 FORMCHECKBOX 
  Significant amounts of incorrect information exists, I am requesting help from the DASite (custom conversion).  I have cut/pasted this information below or attached a separate sheet for DASite staff review. (For each example, indicate action you wish to be taken… ex: delete, move to specified tag, etc.)

4.  BANK_N_590_UNDUP.TXT  Local Notes
CHECK ONE:

 FORMCHECKBOX 
  This information has no significance, can be deleted in migration process.

 FORMCHECKBOX 
  Information has been reviewed and moved to appropriate field(s) or deleted by library staff; migrate any remaining information in 590 tag as is.

 FORMCHECKBOX 
  Significant amounts of valuable information exists, I am requesting help from the DASite (custom conversion).  I have cut/pasted this information below or attached a separate sheet for DASite staff review:  (For each example, indicate action you wish to be taken… ex: move to specified tag, etc.)

5.   BANK_N_658_UNDUP.TXT   Curriculum Information 


CHECK ONE:

 FORMCHECKBOX 

Information is not important, please delete all but current alignment codes.
 FORMCHECKBOX 
  Information has been reviewed and corrected or deleted by library staff; migrate “as is”.

 FORMCHECKBOX 
  Significant amounts of incorrect information exists, I am requesting help from the DASite (custom conversion).  I have cut/pasted this information below or attached a separate sheet for DASite staff review:  (For each example, indicate action you wish to be taken… ex: delete, move to specified tag, etc.)
6.   BANK_N_690_UNDUP.TXT   Local Subject Headings


CHECK ONE:

 FORMCHECKBOX 

Information is not important, please delete.

 FORMCHECKBOX 
  Information has been reviewed and corrected or deleted by library staff; migrate any remaining information in 690 tag as is.


 FORMCHECKBOX 
  Significant amounts of incorrect information exists, I am requesting help from the DASite (custom conversion).  I have cut/pasted this information below or attached a separate sheet for DASite staff review:  (For each example, indicate action you wish to be taken… ex: delete, move to specified tag, etc.)
7.   BANK_N_8xx_UNDUP.TXT   Series Added Entries


CHECK ONE:

 FORMCHECKBOX 

Information can be migrated “as is”.

 FORMCHECKBOX 
  Information has been reviewed and corrected or deleted by library staff; migrate any remaining information in 8xx tag as is.


 FORMCHECKBOX 
  Significant amounts of incorrect information exists, I am requesting help from the DASite (custom conversion).  I have cut/pasted this information below or attached a separate sheet for DASite staff review:  (For each example, indicate action you wish to be taken… ex: delete, move to specified tag, etc.)
8.   BANK_N_INVALID LEADER_UNDUP.TXT   


CHECK ONE:
 FORMCHECKBOX 

Information can be migrated “as is”.
 FORMCHECKBOX 
  Information has been reviewed and corrected by library staff; migrate records as corrected.
 FORMCHECKBOX 
  Significant amounts of incorrect information exists, I am requesting help from the DASite (custom conversion).  I have cut/pasted this information below or attached a separate sheet for DASite staff review:  (For each example, indicate designator to be set in the MARC leader.)
9.  BANK_N_KEYWORD_UNDUP.TXT

CHECK ONE:

 FORMCHECKBOX 
  Information is not important, please delete.

 FORMCHECKBOX 
  Information has been reviewed and pertinent information has been moved to appropriate field(s); remaining data can be deleted in migration.
 FORMCHECKBOX 
  Significant amounts of valuable information exists, I am requesting help from the DASite (custom conversion).  I have cut/pasted this information below or attached a separate sheet for DASite staff review:  (For each example, indicate action you wish to be taken… ex: delete, move to specified tag, etc.  Default will be to load it into a 659 tag.)

10.  BANK_N_LOCAL_CHARACTER_UNDUP.TXT

CHECK ONE:

 FORMCHECKBOX 

I have no information in the local characteristics field to migrate.

 FORMCHECKBOX 
  This information has no significance, can be deleted in migration process.

 FORMCHECKBOX 

I have significant information in the local characteristics field. I am requesting help from the DASite (custom conversion).  I have cut/pasted this information below or attached a separate sheet for DASite staff review:  For each code used, I have provided a definition of what the code means and would like this data converted as indicated.  Default will be to load it into a 901 tag):

11.  BANK_N_SUBJ_UNDUP.TXT

CHECK ONE:

 FORMCHECKBOX 

Information can be migrated “as is”.

 FORMCHECKBOX 
  Information has been reviewed and corrected or deleted by library staff; migrate any remaining information in subject heading tags as is.


 FORMCHECKBOX 
 Significant amounts of non-subject information exists, I am requesting help from the DASite (custom conversion).  I have cut/pasted this information below or attached a separate sheet for DASite staff review:  (For each example, indicate action you wish to be taken… ex: delete, move to specified tag, etc.)
12. BANK_N_VOLUME.TXT   and   BANK_N_VOLUME_UNDUP.TXT

 FORMCHECKBOX 

Information has been reviewed and corrected or deleted by library staff.  There is no copy information      listed in the volume field of item records.  Proceed with migration.
13.  BANK_N_DOCTYPE.TXT and BANK_N_DOCTYPE_UNDUP.TXT

CHECK ONE:

 FORMCHECKBOX 
  Information is not important, please delete.

 FORMCHECKBOX 
  Information has been reviewed and pertinent information has been moved to appropriate field(s); remaining data can be deleted in migration.
 FORMCHECKBOX 
  Significant amounts of valuable information exists, I am requesting help from the DASite (custom conversion).  I have cut/pasted this information below or attached a separate sheet for DASite staff review:  (For each example, indicate action you wish to be taken… ex: delete, move to specified tag, etc.)

14.  UNIQUE CATALOGING PRACTICES

Please describe any other unique cataloging practices used in your school district.

 FORMCHECKBOX 

I have no unique cataloging practices that need to be treated differently during conversion.

 FORMCHECKBOX 

I have indicated the following unique cataloging practices that need to be treated differently (please cut and paste information into the space below or attach on separate sheet). 
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