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Benefits of Collection Inventory

 Shelf Reading

 Locate misplaced items

 Collection Maintenance opportunity

 Accurate holdings records

 Clean up dummy barcodes

 Save patron and staff time
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Full Inventory

 Hands on every item

 Check for condition of item (TPL & MTCPLM)

 Check spine label and catalog call number agreement (TPL & MTCPLM)

 Check circ modifier correct for item in hand (MTCPLM)

 Check title correct in catalog (TPL & MTCPLM)

 Check and recorded number of circulations (MTCPLM)

F2 primary scan screen



The F2 Scan Screen (TPL)

 Call #, Title, Location, Barcode, Checkin Date

 Will add Circulation Modifier in the future

 All workstations were configured this way for the duration of 

inventory



The F2 Scan Screen (MTCPLM)

 Barcode, Title, Call #, Circ Mod, Loan Duration, Location

 Used Actions for Selected Items to obtain total circ information

 All workstations were configured this way for the duration of 

inventory



What did TPL do?

 Full inventory (in March 2010) of entire collection

 Inventory was completed during open hours

 Staff members were assigned sections (YA FIC, DVD FIC, 

etc.)

 Sections were further subdivided to keep track of progress



What TPL looked for

 Incorrect call #s

 Incorrect titles

 Incorrect location

 Soiled, damaged, worn

 Relabeling

 Items were sorted (loosely) into like piles

 After about a week of inventory, 2-3 staff were pulled from 

scanning assignments to deal with piles of problems



TPL says don’t forget…

 Display items

 Storage

 Staff offices & professional collection materials

 Any equipment that is barcoded and cataloged

 The painting in adult stacks



What did MTCPLM do?

 1 session using Full inventory method

 Inventory was conducted during closed hours

 Staff members rotated through different assignments

 Checked total circs for each item and recorded on item

 Sections were marked with scrap paper to keep track of progress

 Elected to use Targeted method for rest of inventory process



Targeted Inventory

 Limited condition-of-item checks

 Check spine label and catalog call number agreement

 Check circ modifier correct for item

 Generate targeted weeding list

 Reduced # of items to inventory 

F5 primary screen



Staff Assignments

Full Inventory Targeted Inventory

 Shelver

 Scanner

 Cataloger

 Controller

 Floater

 Shelver

 Scanner

 Cataloger 

 Controller

Shelf Checker



Set up activities

Full Inventory Targeted Inventory

 Set up F2 screens with 

appropriate columns

 Empty all book carts (12) 

and label

 Staff assignment sheets

 Run item count report  

 Gather clipboards and 

pencils

 F5 screens (Cat 1 login)

 Run and print report

 Staff instruction sheets

 Set up 2-3 book carts



Method Comparison (MTCPLM)

Full Inventory Targeted Inventory

 1.5 minutes per each item
(excludes follow up processes)

Example

60,000 items in collection would 

take 1,500 hours of staff time.

 0.35 minutes per item
(excludes follow up processes)

Example

24% of 60,000 items targeted 

would take 86 hours of staff time.



Single day activity comparison

Full Inventory Targeted Inventory

 3.2 % of the collection 

requiring inventory was 

completed (just over 2,000 

items).

 32% of the total collection 

requiring inventory was 

completed (just over 8,500 

items). 



Targeted Inventory sample worksheet



Repeating the Inventory Process



TPL Plans

Inventory took 5 weeks with a staff of 16 working during open 

hours

40,000+ items were scanned, excluding magazines

Now we have a rotation set for future partial inventories

 All partial (section) inventories will be full, looking at call 

numbers, labels, titles, etc.

 We never want to do a full library inventory ever again!



TPL Inventory Rotation, Adult Dept.

Inventory each year: Inventory every 3 years:

 DVD and Music – Sept.

 VHS (all) – Oct.

 YA Room – Nov.

These are the sections that 

seem to ―shed‖ materials 

frequently

 Nonfiction – Feb. (2013)

 FIC, MYS FIC, Westerns, 

REF – March (2012)

 Audiobooks, CH FIC, SCI 

FIC, Indiana Collection, 

Genealogy – March (2014)



TPL DVD Inventory

 We did a ―quickie‖ DVD (fiction & nonfiction) inventory this 

week

 Shelf count = 1876 items

 We have 4 unaccounted-for items; all others are marked 

―lost‖ or otherwise!  

 THIS time we added circulation modifier to the check-in 

screen—LOTS of items had incorrect circ mods, and were 

fixed on the fly



MTCPLM Plans

 Youth Services inventory scheduled for May 11 & May 23

 Substantial weeding to occur in the next 12 months based on 

the targeted weeding list generated by the inventory process

 Repeat the targeted inventory method in 2012. 

 Anticipate future endeavors to be significantly less involved 

than the first



Questions?



Resources

Handouts and presentation available next week

http://blog.evergreen.lib.in.us/

http://blog.evergreen.lib.in.us/

