Anchorage School District

Instructions: Book original cataloging, English – all below information needs to be complete as possible. Minimal information only allows for tracking material to borrower. Complete information allows the item to be searchable on the PAC. 

	School:
	Collection: FIC, NF, SC, Poetry

	Barcode:               
	Librarian preference Call Number:

	Title as it appears on the Title Page: 

	

	Author(s) as they appear on the Title Page: written by, illustrated by, etc.

	

	Publication date as it appears on the Verso: 

	· Copyright or Print date?

	Publisher as it appears on the Verso:  Name, city, state (country)

	

	CIP Subject headings if available (on the Verso):

	1:

	2:

	3:

	ISBN: As it appears on the Verso: 

	· 10 digit:

	· 13 digit:

	Number of pages:

	Spine length in cm: 

	· Go to the next higher number if falls in between two centimeters

	Is the book illustrated?: 

	· All color, any black and white?

	

	Book is: Choose 1 – Hardback, Paperback, Board Book, Big Book, Picture Book, other: 

	

	Topic – what is the book about?:

	

	Series title:

	

	Volume #:

	Synopsis if available: 

	

	Table of Contents (if it will provide good search terms) Scan and attach to email as well. 

	Are there other materials included with the book (maps, CD, DVD, etc)? If so, list materials here:

	

	

	Additional Information:

	

	

	If there is a Library Of Congress MARC record please download and attach to email as well. www.loc.gov
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