TO RENEW A MICROFILM


Use a new Microfilm/Microfiche Order Card to renew a microfilm, either a 1st renewal or a 2nd renewal.  A microfilm may be renewed twice for 8 weeks each time. At the time of a 2nd renewal, ask the patron if they would like to extend the film on a 1-year loan. If they say NO THANK YOU, 8 weeks is enough, then circle the box checked for 2nd renewal.  If they want to hold the film for the full year, then indicate that request by marking HOLD at the top of the order card and highlight it in yellow.  MAKE SURE TO PUT A DUE DATE IN THE PLACE FOR ‘DUE DATE’.  Make it one year later for a hold film.  See the Hold Procedure on page A - 34 - 35.  When the patron notifies us that he is through with a HOLD film, then it will be returned to Salt Lake.  The only exception with this policy is that films that the Director considers would be used by many patrons may be moved into our indefinite collection.  When the patron says they are finished with a HOLD film, you pull the original card(s) out of the HOLD file drawer, put it into the film box and put both in the wire basket labeled “Films to return to SLC:”
1.  Check the renewal order card filled out by the patron for completeness.  Be sure the box is checked for "1st Renewal" or "extended loan” (second renewal)."

2. Get the due date from the film box and pull the original order card from the "Due Date File" (filed by due date).  If the original order is not pulled, the film will be returned to Salt Lake on the day following the original due date.

3.  Calculate the new due date and enter it on the renewal order card (old due date plus 8 weeks).  If the due date falls during our Summer, Thanksgiving or Christmas vacations, add only the number of days that would be missed because of the vacation.  If this is a second renewal (to extended loan), ask the patron if he would like it on “hold.”  If so, make the due date one year from today.  We will attempt to contact the patron at that time to see if he needs it longer before it is returned to Salt Lake.  It may be extended another year at no additional charge if the film is still needed. (See page A - 35 & 36)

4.  Receive the fee for the renewal (posted on the counter). $5.90

5.  Put the fee in the cash drawer and give the pink copy to the patron for a receipt and record of the renewal.  Give the patron the proper change.  Remind the patron to keep the order card with the film number, because the film will be filed by film number.

6.  Enter the transaction on the Daily Finance Sheet.  Include the surname of the patron in parentheses.

7. On the film box label, write in red ink 1R or 2R for the respective renewal, line through the old due date and write the new due date. Try to avoid writing on the box. (Otherwise the film may be sent back to Salt Lake in error.)  If film is a 2nd renewal being put on hold, write “HOLD” on the label and highlight it in yellow.  

8.   Staple the renewal card on top of the original order card(s) IN THE MIDDLE, this way we can see both sides of the underneath card (s).
9.  If renewing only part of a series of film that came in on the same date (same due date), make a pink order form for the part of the series that was not renewed so that the film due on the original due date will be pulled and returned.  Put the pink form back in the Due Date File under the original due date to use to ship the remaining film.

If renewing a film that is the part of a series that was received on a later date (has a later due date), pull the pink order slip from the "Due Date File," and staple the renewal card on top of it.
If a series of film have different due dates they must be renewed on separate forms.

10.  Put the order cards, with the renewal order card stapled on top, in the cash drawer to aid in balancing the cash at the end of the shift.  After balancing the cash drawer at end of shift, put the renewal order cards in the “Orders to enter” drawer with the other orders, for the renewal to be marked in the computer.

11.  File the microfilm by film number in the patron film loan drawers.

TO RENEW A FILM THAT HASN'T ARRIVED
1.  Follow instructions 1, and 4-6 to renew a film (on page A - 33).

2.  Pull the original order card from the "On Order File" and staple the renewal order card to the front of the old card IN THE MIDDLE.

3.  Write "Renewed before arrival" on the top of the top card.   But do NOT put a due date on it.

4 Put the stapled order cards back in the “On Order” file. The film will be renewed when it arrives.

TO RENEW A FILM THAT WAS ORDERED BY A DIFFERENT PATRON

1. Follow instructions 1-7 (on page A - 33).
2. Add the new patron's name on the film box. 

3. Follow the instructions 8-10 (on page A - 33).
4. Remind the patron to keep the order card with the film number so he can find the film in the patron film loans cabinets.

5. Refile the film in the patron loan cabinets by Salt Lake film number with new patron's name.
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