WORK FLOW FOR WORN AND DAMAGED MONOGRAPHS FROM THE GENERAL RESEARCH COLLECTIONS
JAMES BRANCH CABELL LIBRARY &; TOMPKINS-McCAW LIBRARY
VIRGINIA COMMONWEALTH UNIVERSITY

Circulation /Stacks Maintenance Personnel: All materials that have been borrowed, or used in-house, are examined.

Worn and damaged materials
I

Materials that are brittle or are so badly Materials that are suitable for library Materials that must be pamphlet bound, or
mutilated that they can/should not be binding, and do not need repair. fitted with a custom-made housing.
repaired, that are perhaps candidates for Materials that must be repaired and
one of the Libraries' special collections. returned to the stacks.
Preservation completes CM form. Bindery Prep to Commercial Bindery to |

| Preservation Marking Section: All work is Repair Staff: All treatments are performed.
Collection Management Librarians: the carefully inspected for quality of |
intellectual and artifactual value of each workmanship and accuracy of spine Repaired materials
item is evaluated in relation to the stamping. Other markings are checked
Libraries' holdings. and/or added.

| STACKS

Newly bound materials

Materials that have artifactual Materials that have insufficient Materials that have
value only value to justify resources Information value

¢ | ————P® NO Replacement found
Special Collections: Materials Collection Management searches:
Identify are available for in-house | WITLIND AV | Identify replacement copies Preservation Repair Staff:
use only Photocopnv materials

NOT REPLACE Bindery Prep Staff : Bind
Replace .
photocopies

To Special Collections:
Materials available for

in-house use only
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