Kent State University Libraries Technical Services: EBook CheckList

Description of Purpose: This document is used to track decision-making for the treatment of batch-loaded bibliographic records once a decision has already been made to load individual title records into KentLINK for ebooks. The catalog records and intranet documentation are populated based on the decisions recorded here. Individual bibliographic records for ebooks are generally loaded in the Serials Department. When a deal is under consideration, Serials staff will negotiate with the vendor regarding the availability. If records are available, Serials staff will share them with Cataloging when they notify them that a deal is under consideration. Cataloging reviews the records. Once Cataloging is notified that the deal is finalized they will contact the vendor regarding their willingness to make batch modifications.
TITLE: _____________________________________________________________________________________________________________
1. Estimated number of record(s): _________________________________________________________________________________
2. Updates?	____ Yes	____ No	If yes, estimated Frequency/Size: ________________________________________________
3. Who is the staff member preparing records for batch load? _______________________________________________________________
4. How will we load the records?					______	Loaders	    _____ Connexion
5. Are loader changes needed?					______ Yes     _____     No     
6. Loader to be used: ________________________________________________________________________________________________	
7. Who is responsible for vetting record quality? __________________________________________________________________________
8. Vendor contact for bibliographic records: _____________________________________________________________________________
9. Availability / source and cost of MARC records: 

10. Will the vendor supply modifications? 				______ Yes	______ No
11. If yes, list requested record modification details:


12. Are OCLC Records available with OCLC #s in the 001?		______ Yes	_______ No
13. Will we set OCLC Holdings? 						______ Yes	_______ No
14. For non-OCLC 001s, what enumeration do we use? 	_______________________________________________________________________
15. Non-OCLC Prefix that will be used: (Register with OhioLINK!)	________________________________________________________________
16. Will we display locally? 						_______ Yes	______ No
17. Will we contribute to the OhioLINK Central Catalog?			_______ Yes	______ No		
18. Will we send these records out for authority control?		_______Yes	______ No	(If no, skip to 23) 
19. If the answer to question 18 is yes, will the records be sent out as a separate project or with regular authorities processing?
______ Separate	______ Regular
20. If records are sent separately, what date will the records be sent out? _________________________________________________________
21. What are the costs associated with authority control (if any)?	__________________________________________________________
22. If authority control is not outsourced, will we provide in-house authority control?		_____Yes	_____ No
a. If Yes, notify Database maintenance librarian to clear heading reports, and immediately before loading turn on the heading report “Headings used for the first time.”
b. Regardless of whether or not we provide in-house authority control, remember to load the records without a CATDATE to indicate some cataloging (in this case, authority control) is lacking. 
23. Does the Mat Type code need to be changed to “3”? 		______ Yes	______ No
24. Does a location code need to be set?                                                         ______ Yes	______ No          If yes, specify     __________________
25. Does the 006 field at least have a “m” in position 00 (computer file), an “o” in position 06 (online) and “d” in position 09 (document)?
									______Yes          _______No	 Add field: _______________________
26. Does the 007 field at least have a “c” in the first position (electronic resource) and an “r” in the second position (remote)?
_______ Yes	_______ No	 Add Field: _______________________
27. Is a classification number present?					_______ Yes	 ______  No	Add Field: _______________________
28. If yes, please provide classification scheme: ______________________________________________________________________________
29. If no, can the vendor provide?					_______ Yes	 ______  No
30. Is the GMD “$h [electronic resource]”present in the 245?		_______ Yes	_______ No	 Add Field: _______________________

31. Does the physical description field at least contain:
300 $a 1 online resource 					 _______ Yes	 ______ No
	Add field:  	300 $a ____________________________________________________________________________________________
32. Are local restrictions needed in 506?			 	   ______ Yes	 ______ No
	Add field: 	506 $a ____________________________________________________________________________________________
33. Are these resources only available to Kent State (not OhioLINK)?	   ______ Yes	 ______ No
Add URL-Specific Information: 
Tag to use:  
Indicator values: 
Contents of public note ($z): 
34. Which MARC tag should be used locally for collocation?  ____________________________________________________________________	 
	Collocation Field Contents: _________________________________________________________________________________________
35. Do order records need to be generated using 98X fields to link records back to a collection level record? ______ Yes	______ No
              Field: _____________________
              Subfield(s) & Value(s)	__________	__________	__________	__________	__________	___________
36. Who has responsibility for developing and maintaining update schedules for this project (adds/deletes/changes)? ______________________
Date of batch load: ____________________________
Bibliographic Record #s:		Start: ________________		End: _________________
Date of updates: ____________________________
Bibliographic Record #s:		Start: ________________		End: _________________

37. Are any special fields required for public services?


38. Comments/suggestions for next batch load:
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