MICROFICHE


Microfiche look like a flat 4 x 5 pieces of microfilm.  They are very sturdy and can hold many pages of information. Often, they will carry a whole book on one piece of microfiche.  Ordering microfiche is just like ordering film, except that the cost is different. See the cost guide located on the counter.  Microfiche will always start with a 6 million number.  You will never see a film starting with a 6 million number; it will always be a fiche.                  PRIVATE 

WHEN MICROFICHE IS RECEIVED AT THE LIBRARY:

When microfiche is received, it is put in the "Fiche to Accession"   bin in the metal stacking trays on the workroom counter.


The staff member who accessions microfiche pulls the order card    from the "On Order File" and enters the fiche into our collection, following the instructions in the Standard Operating Procedures    Manual (SOP).  This procedure is called "accessioning."


A postcard is sent to the patron indicating that the fiche has arrived and if there is an additional fee owed.  


Fiche that has been paid for is filed in the microfiche cabinets by Salt Lake fiche number.

Fiche for which a fee is still owed is put in the "Microfiche Arrival Box" on the back wall behind the main counter until the fee is paid. Then it is filed in the microfiche cabinets.

WHEN THE PATRON ASKS FOR THE MICROFICHE AFTER IT HAS ARRIVED:
· Microfiche are paid for when they are ordered.  They are filed in the microfiche cabinets by Salt Lake fiche number.  Help the patron to locate the fiche he ordered in the microfiche cabinets


where they will be kept. 

· Remind the patron that fiche are not to be taken out of the library. Fiche remain here on indefinite loan. Remind him to keep the fiche number for future reference.

· Microfiche for which a fee is still owed are in the "Microfiche Arrival Box" on the back wall behind the main desk.  This is usually can happen because an incorrect fee was charged when it was ordered. They are filed by the first letter of the patron's surname. Collect the fee listed on the fee slip.  On the bottom of the fee slip write "paid," date and sign it.  Put the fee slip in the cash drawer. At the end of the day, the fee slips should be put in the envelope with the money. Record the fee received on the Daily Finance Sheet.

· Take the patron back to the microfiche cabinet and show him where the microfiche will be filed by Salt Lake number.  Remind the patron that fiche are not to be taken out of the library. They    remain in the library on indefinite loan. Remind him to keep the fiche number for future reference.

· If the fiche cannot be located in the above locations, check the microfiche accession tray on the workroom counter.  It may have just arrived and hasn't been accessioned yet and the envelopes   typed.  The patron may use it, but it must be returned to the accession tray.
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