Book order-requests.
Short Instructions for filling our order cards.
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The 3x5 white cards are for ordering books. All the following information is necessary for us to identify and order what you are requesting, so please, fill in all the information you do have.  We will look up and verify whatever information you don’t have, however Author and Title are essential.

· LEAVE EVERYTHING ON THE LEFT SIDE OF THE CARD BLANK.
· AUTHOR - Essential 

· TITLE -  Essential 

· ISBN - Almost essential.  (International Standard Book Number) ISBN is a system of numerical identification for all published titles. Each unique ten-digit number provides a title with its own "identity." Publishers, booksellers, libraries and other participants in the book industry use ISBN to identify publications and expedite their retrieval and handling. Often found on the verso (back) of the title page.  The ISBN will identify your title even if you have nothing else. 

· DATE REQUESTED – The date you fill out the card.
· PUBLISHER AND PLACE - We mainly just need the name of the publisher, not the location. 
· YEAR - Publication year of requested edition.  Helpful, but not essential, unless you’re requesting a specific edition.
· LIST PRICE - (if known) Put the list price, not the discount price from Amazon, etc.
· EDITION OR SERIES - Only fill this in if you need a specific edition: 1st ed., 3rd ed., etc. We will always purchase most recent edition unless otherwise indicated.  / “Series” refers to the title of a series of books rather than an individual book: for example “Studies in Art History”. Only include if known.
· VOLUMES – Only if you need a specific volume(s) from a series or set.  Example: “v.1” or “v.1-3” or “v.2 and v.4”.

· NO. OF COPIES - LEAVE BLANK unless you need more than one copy.  Library always assumes one copy.
· REQUESTED BY - The faculty member requesting the title.

· DEPT. RECOMMENDED - (Art, Music, etc...)

· REVIEWED IN - (We just use this as a place to write general notes.  No review information necessary.)

· NOTIFY – If faculty needs to be notified when item is available, write their name here.  We will email.
· APPROVED BY – LEAVE BLANK. (The liaison can use for dept. approval is desired)  The library does not need this filled in.)
· FUND CHARGED – LEAVE BLANK.  This for internal library fund codes.

IMPORTANT NOTE: Amazon.com www.amazon.com is a good source for verifying author, title, ISBN, and price when filling out cards. Please use list price, not sale price.  You’ll notice there are different ISBNs for paperback and hardback editions.  When available, the library usually chooses paperback editions and laminates the covers. In some cases we will order hardback over paperback if price, quality, or necessity warrant. 

