
You have a serial volume that needs to be removed 
 from your local collection and sent to the Depository. 

 

Since the five consortia libraries have agreed that there will be no 
duplicate serial volumes in the NE Depository…… 

and since you may be the person responsible for gathering and sending materials to the Depository, 
some pre-checking will be needed before you box a volume to send to Depository. 
 
The first thing you’ll need to do is to check the online List of Completed Titles located on the 
Depository Journals web page . 
 
You’ll be looking for the answers to these questions: 

1. Is the title in the list of de-duped serials in the Depository? 
2. Is there an item record for this volume on the Depository Library of Record? 
3. If the title has not been de-duped, is the title represented in the Depository from your library or 

from other consortia libraries? 
4. If the title is not in the Depository, do other libraries have holdings in their local libraries? 

The answers to these questions will result in your providing the staff at the Depository with essential 
information. 

This information will be provided to Depository staff on the 
DEPOSITORY NOTIFICATION SLIP 

 

http://www.neooucom.edu/library/depojrnls/index.htm


 
There are four possible results when you check Depository status of a journal volume. 

 

First possibility: 
 

IF 
the title has been de-duped and a Library of Record has been established and 

the volume you have is listed in the Depository holdings on that record: 
 

THEN 
a. Update your local checkin record to reflect updated holdings information. 
b. Delete the local item record(s) from your INNOPAC. 
c. Discard the volume(s) in hand. 
d. There should be a Depository checkin record that links you to the holdings of Library of Record 

in OhioLINK.  Please do not alter this message or the record.  This checkin record was added 
by the Depository staff.  If there is no Depository check-in record attached to your bib, notify 
Depository Staff. 

 
***The Depository staff does not need to be notified about this local activity unless you need to 
have a Depository checkin record for your INNOPAC. 
 

The first section of the Depository Notification Slip 

 



Second possibility: 
 

IF 
      the title has been de-duped and a Library of Record has been established, but 

the volume you have is not listed  in the Depository holdings on the Library of Record, 
 

THEN 
a. Update your local item record following the traditional procedures for sending materials to the 

Depository (e.g., local Depository location code, status, etc.). 
 
b. Update your local checkin record to reflect updated local holdings information. 

 
c. Complete a Depository Notification Slip to enclose with the volume: 

 
1.  Identify the Library of Record. 
2.  Provide the OCLC no. from the Library of Record 

 
d. Send the volume to the Depository with the Notification Slip enclosed. 
 

The second section of the Depository Notification Slip 

 
 



Third possibility: 
 

IF 
the title has not been de-duped. 

 

THEN 
     you will need to determine if there are other volumes in the Depository. 
     You’ll determine this by: 

a. Searching the WebPACs of all the consortia libraries by OCLC no. looking for items at the NE 
Regional Depository. 

b. If you do not find other volumes at the Depository proceed to the Fourth Possibility. 
c. If you find other volumes in the Depository, complete this section 3 of the Slip. 
e. Update your local item record following the traditional procedures for sending materials to the 

Depository (e.g., local Depository location code, status, etc.). 
d. Update your local checkin record to reflect updated local holdings information. 
f. Complete a Depository Notification Slip to enclose with the volume: 

1.  Identify the Library of Record. 
2.  Provide the OCLC no. from the Library of Record 

g.   Send the volume to the Depository --- even if it’s a duplicate. 
 

The third section of the Depository Notification Slip 

 



Fourth possibility: 
 

IF 
the title has not been sent to the Depository by any consortium library, and/or the title is not owned by 
any local library   

THEN 

a. Update your local item record following the traditional procedures for sending materials to the 
Depository (e.g., local Depository location code, status, etc.). 

 
b. Update your local checkin record to reflect changed in-house holdings. 
 
c. Complete the Depository Notification Slip to enclose in the volume:   

1. Identify your library and write the OCLC no. from the bibliographic record. 
2. Provide the OCLC no. from your library’s bibliographic record. 
3. Indicate if the title is locally owned by any other consortium library. 

 
     *** In this case your library will automatically become the “Library of Record.” 
 

The fourth section of the Depository Notification Slip 

 
 



 

One more look at the actual Depository Notification Slip 
 

 
 
 

When you have completed the Depository Notification Slip and are ready to put the volume in a box, 
it will be helpful if all serial volumes can be packed separately from monographic volumes.  Please 
mark the boxes of serial volumes as SERIALS on the outside of the carton so that the Depository 
staff can quickly identify and perhaps more quickly de-dup serial titles. 
 
 
 

 


