Checking newly created bibliographic records and copies added
To run the weekly report to pull off a list of new records, go to AFO143 and select New bibliographic records added in previous week

Bibliographic records – things to check
1. Click on the save button to see if there are any marc errors. If yes, fix them
2. 020 – is there a $q under the ISBN for ebooks and has it been entered in brackets e.g. (ebook)
3. 084 – has a classmark been added
4. 100 & 700 records – have the authors/editors been added in the right sections. Are there any spare 700 fields with no $a? If so, these must be deleted
5. 245 – has the title been entered correctly in $a and $b and is $c statement of responsibility written correctly e.g. edited by, not using et al etc. Is the punctuation correct?
6. 264 – mostly checking that the publisher details have the correct punctuation. 
7. 300 – is the punctuation correct in this field? Make sure the data is entered into the correct subfield. There must be a $3 with the type of material entered, and ebooks must be entered as Electronic book.
8. Are there any extra fields that shouldn’t be there? If so, make a note of the code and the template and let me know. Delete the extraneous fields.

Copy record – things to check in Shelfmarks section
1. Has at least 1 copy record been added?
2. Has a suitable material type been added (e.g. not saying STANBK if it’s an ebook copy)
3. Has the shelfmark classification (e.g. classmark) been added?
4. [bookmark: _GoBack]Has the shelfmark suffix been added (i.e. the same code as material type – not essential for ebooks)
5. If required, has a shelfmark prefix been added (e.g. Clinical Key, fiction, archive etc)
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