HOLD PROCEDURE FOR MICROFILM PRIVATE 


Ask the patron at the time of second renewal, if they would like to keep the film on an extended loan for 1 year.  If they are fine with only 8 weeks more of keeping it, please circle the box where you have checked the 2nd renewal.  If they want to keep it for the full year, it can be put on HOLD for as long as the patron needs it, at no additional cost.  Be sure to mare a DUE DATE – regardless!

If film is being put on hold at the same time it is renewed for the second time:

1.  Write HOLD on the top of the card and write a 1-year date from the time of renewal in the due date 

     space on the renewal order card.  (see example)

2.  Add a due date of one year from today.  Explain to the patron that before the year due date he needs to inform the center if he still needs the film longer, and we will give him another year due date at no additional charge.  Tell the patron to let us know when he is done with the film so we can return it to Salt Lake.

3.  On the film box, cross out the due date and write a due date of one year from today.  Write HOLD on the box and highlight the word in yellow.  

5.  Put the order card in the cash drawer.  At end of shift it will go in the drawer labeled “To Enter” for the renewal to be marked in the computer.

  
6.  Re-file the film in the Patron Loan Cabinets under the film number.

PROCEDURE FOR PUTTING A FILM ON HOLD:
 If film has already been renewed twice and patron wants to put it on HOLD:
1. Pull the order card from the "Due Date File" and write "HOLD" in big letters on the top of the card, highlight in yellow.

2. Add a due date of one year from today.  Explain to the patron that before the year due date he needs to inform the center if he still needs the film longer, and we will give him another year due date at no additional charge.  Tell the patron to let us know when he is done with the film so we can return it to Salt Lake. 

3.  
On the film box, cross out the due date and write a due date of one year from today.  Write HOLD on the box and highlight the word in yellow.  Try not to write on the box.

4.  Re-file the film in the Patron Loan Cabinets under the film number.

WHEN THE PATRON SAYS HE IS DONE WITH THE FILM:

1. Pull order card from the Hold Section of the "Due Date File."

2. Slip order card into film box and put in the wire basket above the back counter labeled "Film to send 

     back to Salt Lake."
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