Library Facilities
Opening

e Light Switches

e Computers & Printers

0 Passwords

e Copy Machine
Closing

e Locking Up
Emergency

e Water Main

e Breaker Box

e Meeting Room

Circulation

e Passwords

e Issuing Borrower Cards

e Checking Out

0 Material Type

Books
Magazines
DVDs
Reference

e Checking In

e Renewals

e Holds

e Interlibrary Loan

e Overdue Notification

e Collecting Fines

e Lost or Damaged Material

Acquisition
e Orders
0 What Company?
0 Online
O By Phone
O Catalogs
e Payment
0 How?
Purchase Orders
Credit Card

Account Numbers

e Passwords
e Receiving

Procedures Manual

Cataloging & Processin

Downloading Records
Passwords
Adding Copies
Preparing items for shelf
O Barcodes
0 Pockets?
0 Date Due Slips
O Spine Labels



