
 

 

Include this information from the item in hand: Title, 

Subtitle, ISBN, barcode and date(s) of publication. 

Explain the discrepancy or provide 

information missing from the record. 

For Emery-Pratt books with labels, 

send a correction request email to 

Diane to report problems. 

The subject line of this correction 

request is prefaced with CR: followed 

by the title of the book. 

For Emery-Pratt orders W/O labels 

Submit a Cataloging Request to Diane 

via spreadsheet.  

Use Emery-Pratt without labels in the 

subject line of the email. 

Include the TITLE, ISBN, BARCODE 

and PUBLICATION DATES from book 

received.  

Use the Notes column to indicate Home 

Location & Type if different than regular 

circ. This column may be used to 

indicate edition or publisher. Diane will 

contact library for additional info as 

needed. 

Please limit the number of titles per 

spreadsheet to no more than 50. 

Standing Orders, Direct Orders, 

Gifts and Media, see page 2 



 

 

 

 

Direct Orders, Standing Orders, Gifts or Media 

Submit a Cataloging Request to Diane via spreadsheet. 

Give the piece a BARCODE. List the TITLE, ISBN, DATES and BARCODE. 

List Home Location & Type if other than BKB. 

 

OPTIONAL: 

Indicate Series, Edition, or any other relevant information. 


