WITHDRAWAL RECORD

The withdrawal book is the necessary complement to the accession
book which is n record of all books added to the library, and contains,
in its remarkl solumn & note of each book withdrawn. The peeession
book does not, however, give the total number of books withdrawn at
any time.

Tach volume withdrawn from a library for any reason must have an
entry on a soparate line in the withdrawal book, which will thus fornish
a record of all books lost, infected, worn out, sold or injured so that they
are past library use. Note of withdrawal should be made in the remarks
column of the nccession book opposite the entry for tho withdrawn
volume, on the shell list and on the catalog, The cards for such volumes
should be removed from the eattlog, if there arc no duplicate copies in
the library, or if the book is not part ol a set cataloged on one enrd. I a
copy of the book gtill romnins on the shelves, write the word “with-
drawn” opposite the accession number on the back of the author ecard in
the catalog.

The accession register shows how many hooks the library hns owned;
the withdrawal record, how many have been taken awny; both ol these
books are necessary in finding how many books are actunlly owned by
the library at any time.

The withdrawal book is second only to the aocession book in the
business records of the library. The items obtained from it for the
monthly or annual report arve: total number of books withdrawn to date,
number of books withdrawn sinco lnst report, tho number worn out, lost,
sold and condemned for other reasons, amount paid for lost or injured
books and for boaks eold, the number of hooks replaced and o list of the

same.
Enter one volume to a line, filling all spaces provided. The second
space for necession number is for the number of the replaced copy- The

withdrawal number ghould be entered in the remarks column of the

accession book, on the shell list and in the book where it i8 gtamped or

written “withdrawn” with the date of withdrawal.
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be ontered in this record until its loss is cor-
hould be earefully looked

g time his

A volume should not
tnin. Books missing at the time of inventory &
up, and a record made in the withdrawal book only afler som

i issi lume.
passed without finding any clue to the missing vo.
The book cards, or, when these are missing with tho book. the eatn-

Jog cards may be kept as an alphabetical index to the withdrawal book.

A book found after entry in the withdrawal book should be acces-
sioned as o new book, receiving a now accession number and having ox-
planatory note made.

The replace copy of the book withdrawn should be accessioned as a
new book, with n note of the accession number of the copy which it
replaces. Record of the replace copy should be made in the remarks
column, opposite the sccession entry of the withdrawn book. Thus the
new copy will bear the note “'replacing 516,"” and at number 516 we will
find “replaced by 689.” The shell and catalog cards for the former copy
may be used if the two editions are alike.

Following are the steps in the process of withdrawing a book from
the library, or making record of a lost book:
- 1 Eabry in the withdrawal book.

|

- 8 VWithdrawal note and number written on shelf list.
mﬂﬂu}llistisused, and there is but one copy or volume of tl‘:hl';:ltu
@Mwhmm the list and kept in a separnle file, :
Mmedfmm the ulalog. or note made on the boack of
it mtmormoreconlu or volumes, If the book is

vhhduml should be made on the library copy




