Local Holdings Record Update Form
Cataloging & Web Services

Fill out this form completely to update your holdings statements in ALEPH and WorldCat.  Provide data for your campus only.  Data supplied should be detailed and reflect exactly your current holdings and/or retention of magazines, journals, and newspaper titles.  Send completed forms to CWS.

  Update        New       Delete (check one)      	OCLC#_____________________________             

Title: ________________________________________________ 	ISSN: ______________________________

	Receipt Status (circle one)

0 - Unknown
1 - Other receipt or acquisition status
2 - Received and complete or ceased
3 - On order
4 - Currently received
5 - Not currently received




Whether newly published parts of a multipart or serial item are being received. 
	General retention policy (circle one)

0 - Unknown
1 - Other general retention policy
2 - Retained except as replaced by updates
3 - Sample issue retained
4 - Retained until replaced by microform
5 - Retained until replaced by replacement volume, or revision
6 - Retained for a limited period
7 - Not retained
8 - Permanently retained

Reporting organization's general retention policy for the bibliographic item.
	Completeness (circle one)

0 - Other
1 – Complete (95-100%)
2 – Incomplete (50-94%)
3 – Scattered (0-50%)
4 - Not applicable (single item)





Estimation of the general extent of the holdings for a multipart or serial item



Holdings: You may have a combination of formats for a single title.  Fill in for each format of the title.

Print (includes bound) ______________________________________________________________________
(ex. v.4-9  1988-1993) or (Summer-  2009-  ) or  (v.8 no.4-v.9 no.10 1997-2000)

Microfiche= _______________________________________________________________________________
(ex. no.156-  2001-  ) or (Fall- 2010-  )

Microfilm= _______________________________________________________________________________
(ex. v.4-15  1988-2007) or (Summer-  2009-  )

Free text to clarify retention policy, use restrictions, or physical condition: 

__________________________________________________________________________________________ 
(ex. Retains current year.) or (Retains latest issue.) or (v.2 slightly damaged)

Which campus?
 Chesapeake      Norfolk       Portsmouth      Virginia Beach      Visual Art Center  
          TWJC                                       TWJH                               TWJM                                      TWJU	

Name: ____________________________________________________________________________________

Special instruction: __________________________________________________________________________
For Use by CWS:    ALEPH        OCLC     Date: ___________________
Form 2011.06.29
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