RESTRICTED FILMS


Sometimes a patron will order a microfilm and it cannot be sent, usually because it is restricted from circulation to family history centers.  Restricted use can usually be seen on the Family History Library Catalog, if the patron or you look closely.  The reasons for this are many, but often the reason is because permission has not been given from the author or record holder for it to be distributed outside of Salt Lake City.  


If a patron orders a microfilm and it cannot be sent we owe him a refund of the loan fee for that film. A credit slip is made and put in the 'Credit ' section of the 'On Order' drawer.


When the notification that the film is restricted appears on the packing list report then we do the following:

1. Pull our copy of the order card from the On Order File.

2. Write "Restricted-credit due" on the top of the order card.

3. Fill in only the top part of a green 'credit slip' and write "credit slip made" on the top of the order card.

4. Record "R" (restricted) in the Microform Order Log in the status column, and write "credit slip made " in the comments column, initial it.

5. Send a postcard or call the patron, indicating that his order #______ could not be filled because the film is restricted.   (This is usually because the original record repository would allow the record to be filmed only on condition that it not be circulated out of the main library in Salt Lake City.)  Indicate that we owe him a credit, which may be applied to his next order or refunded, as he chooses.

6. Put the credit slip in the On Order drawer in the section labeled "Credit." (filed alphabetically by surname)

7. Put the order card in the dead file for film orders.

WHEN THE PATRON ARRIVES AT THE LIBRARY AND INDICATES THAT HE HAS A

CREDIT DUE, FOLLOW 'CREDIT DUE' PROCEDURES (A - 17)
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