CALIFORNIA STATE UNIVERSITY

SYSTEM-WIDE LIBRARY STATISTICS REPORT
INSTRUCTIONS FOR COMPLETING SPREADSHEET FORM
Note to Respondents:  At various points in the document where the Taskforce would like feedback on new information added or would like to have more examples added, this will be noted in green.  Please send any comments or examples to Stephanie Brasley (sbrasley@calstate.edu).
Years:  XXXX/XXXX or “current reporting year” refer to the appropriate year in which your library is recording statistics.
General Guidelines

· Please respond to each item on this form in the space provided.  
· PLEASE DO NOT LEAVE ANY LINES BLANK.  Use the following designations:

· “0”: If the appropriate answer for an item is zero or none, use “0.”  
· “EST”: If you do not collect data for an item, provide your best estimate and so indicate with a note, with the designation “EST.”
· “UNK”: There are some data elements that are not available for the 2008/09 spreadsheet.  Use “UNK” for to indicate that data wasn’t collected.

· “NA”:  If an estimate is not possible, enter “NA”, (Not Available). 
· Do not enter negative numbers; enter “0” for Added even if there was a net reduction in holdings.  
· Enter whole numbers – do not use decimal places (Exception:  reporting of FTE).
· Note that in some places on the spreadsheet, there is a Scope Note Comment (red triangle) that provides additional brief information about what data is being requested.

· Include data for the main or central library and all branch and independent libraries that were open all or part of fiscal year XXXX/XXXX.  Comparison with prior year’s data is recommended for error checking.

· If you have questions about completing the spreadsheet form, please contact Stephanie Brasley at sbrasley@calstate.edu

Note:  Non-bolded Line numbers with alpha suffixes denote subsets of bolded Line numbers.

Glossary – Throughout each section of this document, definitions for terms used throughout are made available in the Glossary of Terms located at the end of these General Instructions

PERIOD OF REPORT
Report information for the following time periods as specified in each section:

· Fiscal Year (current reporting year) - July 1, XXXX - June 30, XXXX  (For Parts A, C, D and E)

· Typical week– Report as follows:  Gather statistics from Week 6 of the fall semester/quarter AND week 6 of the spring semester/quarter.  Then, take the average of the two semesters/quarters. (For Part F)
· Library Staff – Fiscal Year  - Spring (of each year) (For Part B)
Part A - NUMBER OF PUBLIC SERVICE OUTLETS, FISCAL YEAR XXXX/XXXX
Line 1: Branch and independent libraries 
Report the number of branch and independent libraries at your institution that were open all or part of FY XXXX/XXXX(current reporting year).  EXCLUDE THE MAIN OR CENTRAL LIBRARY.  Include data for all branch and independent libraries on the campus.  Include libraries on branch campuses (i.e., located in another community) if those campuses are registered under the same NCES UNITID number as the main campus. 
Lines 1a – d:  Report the following counts for the main or central library:
Line 1a: Number of tenants in the library (New)
Line 1b: Number of study rooms in the library (New)
Line 1c: Number of meeting rooms in the library (New)
Line 1d: Number of classrooms and/or computer labs in the library (New)
Part B - LIBRARY STAFF, FISCAL YEAR XXXX/XXXX [SPRING of reporting year]
Lines 2, 3, 4, & 5: Full-time equivalent (FTE) employees 
Report the number of filled full-time equivalent (FTE) positions during spring (reporting year) paid from funds under library control.  Do not count portion of time a position is vacant, e.g., if a full-time position is vacant for ¼ of the year, count that position as .75 FTE.  (See Glossary for computing FTE employees)
Line 2: Librarians and other professional staff (sum of Lines 2a & 2b) 
Line 2a: Librarians (FTE)
Report the total FTE of librarians (Unit 3; class codes 2919, 2920, 2926 or 2927).  

Line 2b: MPPs (FTE)  (New)
Report the total FTE of MPPs (M-80; class codes 3318/19, 3312/13, 3306/07, 3300/01).  
Line 2c:  MPPs (FTE) – non librarians

Report the total FTE of non-librarian MPPs (  )

Line 3: All other paid staff (except student assistants)
Report the total FTE of all other library staff who are paid annual salaries or hourly wages except students, who are reported on Line 5.  Include library assistants [from Line 3a], clerical staff [from Line 3b], and technical staff [from Line 3c], but EXCLUDE maintenance and custodial staff.  Note:  Include staff paid through grant funding.
Line 3a: Library Assistant Series (FTE) 
Report the total FTE of library staff classified in the Library Assistant Series (Unit 7, class codes 2904 through 2908 or Unit 4, class codes 2891, 2895, or 2896).

Line 3b: Other Clerical or Support Services Classifications (FTE) (New)
Report the total FTE of library staff classified in other clerical or support services classifications (Unit 7 or 9) not reported in Line 3a or 3c 
Line 3c: Information Technology Classifications (FTE)  (New)
Report the total FTE of Information Technology classifications (Unit 9 staff working in, e.g., Information Technology Series, Equipment Systems Specialists, etc.)
Line 4: Contributed services staff (FTE)

Report the total FTE for contributed services staff.  These are staff who render services to the library but are paid for by other campus entities rather than the library.  Typically, this arrangement is driven by the organizational structure of the campus.  So, that while the staff member (s) are primarily doing library work, they are paid from other campus funding sources.  Examples include IT series positions, special consultants, staff working on grants, etc.  Do not include volunteers/unpaid staff here.  
Line 4a: Volunteers (FTE) (New)
Report the total FTE for volunteers (NOTE: this Line will not be counted in Line 4)

Line 5: Student assistants from all funding sources
Report the total FTE of student assistants, employed on an hourly basis whose wages are paid from funds under library control and from budgets other than the library budget, including College Work Study Program.  EXCLUDE maintenance and custodial staff.  

5a:  Student assistants, Work Study (% of FTE listed in 5) (New)
Report the percentage of FTE for student assistants paid from Work Study funds (NOTE:  Include here the percentage.  However, include the FTE number in Line 5)

Line 6: Total FTE staff
Report the sum of Lines 2, 3, 4, 5.

Part C - LIBRARY OPERATING EXPENDITURES, FISCAL YEAR XXXX/XX
Lines 7-23: Expenditures
Report funds expended by the library in fiscal year XXXX/XXXX (regardless of when received) from its regular budget and from all other sources, e.g., state funds, lottery, trusts, foundation/auxiliary, research grants, special projects, gifts and endowments, and fees for services.   Expenditures should be reported for July 1, XXXX through June 30, XXXX.  All expenditures should be reported in whole dollars in the most appropriate category to provide an unduplicated count of expenditures.  EXCLUDE expenditures for new buildings and building renovation.  DO NOT REPORT ANY EXPENDITURE MORE THAN ONCE.  
· Lines 7-9: Salaries and wages
Report expenditures for full-time and part-time salaries and wages paid before deductions.  If a position was vacant for some period, do not include money planned to be expended for that period.  EXCLUDE employee fringe benefits provided by your institution for all regular library staff; report those on Line 21a.  Include salaries and wages from all sources paid to students serving on an hourly basis.  Federal funds paid to students in the College Work Study Program should be reported here.  EXCLUDE contributed services and maintenance and custodial staff.

Line 7a: Librarians
Line 7b: MPPs (those reported in 2b, 2c)   (New)
Line 7c:  Other professional staff (those reported in 2d)
Line 8: All other paid staff (except student assistants)

Line 8a: Library Assistants (those reported in 3a)
Line 8b: Other paid clerical and support service staff (those reported in 3b)  (New)
Line 8c: Information Technology staff (those reported in 3c) (New)
Line 9: Student assistants from all funding sources

Line 10:  Total Salaries and Wages (sum of Lines 7,8,9)

· Lines 11-14: Information Resources (Formerly Lines 10-16)
Line 11: One-time purchases of books, serial backfiles, and other materials
Report expenditures for all one-time purchases of published materials in all formats (e.g. books, serial backfiles) except current subscriptions to serials.
Line 11a: Books - print only
Report expenditures for all one time purchases of books (print only).
Line 11b: E-books  

Report expenditures for all one time purchases of e-books. Examples include encyclopedias, Safari textbooks, etc.  You may pay a PURCHASE fee as well as an ACCESS fee.

Line 11c: Serial backfiles, and other materials 
Report expenditures that are not current subscriptions to serials (i.e. are non-subscription, one-time, or monographic in nature) for software and machine-readable materials considered part of the collections. Examples include serial backfiles, literature collections, and one-time costs for electronic backfiles, etc.  “Book-like” Standing Orders should be counted here. (Need examples) 

Line 12: Ongoing commitments to serial subscriptions (e.g. subscriptions, annual license fees) (formerly line 11)
Report expenditures for ongoing subscriptions to serials in all formats. 

Line 12a: Serials - Print
Report expenditures for current print subscriptions to serials.  These are publications issued in successive parts, usually at regular intervals, and, as a rule, intended to be continued indefinitely.  Serials include periodicals, newspapers, annuals (reports, yearbooks, etc.), memoirs, proceedings, and transactions of societies.  Exclude expenditures for microforms, audiovisual materials, and machine-readable materials.  Exclude online full-text subscriptions (report in 11b and 11b(1)).

Line 12b:  Current Serials – Databases, e-Serials, and Search Services

Report expenditures for materials considered part of the collection, whether purchased or leased, such as electronic or online databases, CD-ROMs, magnetic tapes, and magnetic disks that are designed to be processed by a computer or similar machine.  Examples are U.S. Census data tapes, locally mounted databases, electronic journals, and reference tools on CD-ROM, tape, or disk.  Include current serials.  Subscription database examples include:  Classical Music Library by Alexander Street Press (although this product includes sound, it is a database, so the expenditure should be reported here), ArtStor, Blackwell Publishing Online, IEEE journal package, Science Direct (in ECC, but a portion is paid by the campuses), Web of Science Citation database, etc.    Include expenditures for online searches of remote databases.  Include expenditures for equipment when the cost is inseparably bundled into the price of the information service product.  EXCLUDE expenses for library system software and microcomputer software used only by the library staff; report those on Line 19.

Line 12b(1): Serials - Electronic 
(Formerly Line 14a) – Report expenditures for serials and periodicals published in electronic format and/or made available online (see definition for e-serials, Line 25 A (2)).  This expenditure category is a subset of expenditures reported on Line 11b.

Line 12c: Serials – Microforms
(Formerly Line 12) Report expenditures for all photographic reproductions of textual, tabular, or graphic materials reduced in size so that they can be used only with magnification.  Examples of microforms are roll microfilm, microcard, microfiche, and ultrafiche.  

Line 12d: Access fees for Serials, Databases, e-books (New)
Report expenditures for access (i.e. maintenance) fees paid out, not the actual cost for the item.  Examples of resources with access fees:  NY Times Backfile, LA Times Backfile, Alexander Street Press products, JStor (if campus elects to have a purchase option).
Line 12e: Access fees to multimedia services (New)
Report expenditures for streaming video, audio, etc.
Line 13: Audiovisual materials
(Formerly Line 13) - Report expenditures for all library materials that are displayed by visual projection or magnification or through sound reproduction, or both, including graphic materials, audio materials, motion pictures, video materials, and special visual materials such as three-dimensional materials.

Line 13a: Sound materials 

Report expenditures for sound materials.  Do not list databases that include sound here.  Rather, report those in line 12b.  
Line 13b: Films, Videos, & DVDs 

Report expenditures for films, videos & DVDs.
Line 14: Other expenditures for information resources  
(formerly Line 16) Report expenditures for other information resources not listed in Lines 10-13such as expenditures for cartographic materials, manuscripts and non-serial microforms. 

Line 14a:  Cartographic materials (New)
Line 14b:  Graphic Materials

Report expenditures for graphic materials.

Line 14c: Manuscripts (New)
Line 14d: Non-serial microforms (New)
Line 14e: Other library materials 
Count access fees for content purchased outright.  (Subscription costs for leased material are counted in 11b or 11b (1)).  
Line 15:  Total Information Resources (sum of Lines 11, 12, 13, 14)
Line 16: Document Delivery/Interlibrary Loan

(Formerly Line 15) – Report expenditures for document delivery and interlibrary loan services (both borrowing and lending).  Include fees paid for photocopies, costs of telefacsimile transmission, royalties and access fees paid to provide document delivery or interlibrary loan.  Include fees paid to bibliographic utilities if the portion paid for interlibrary loan can be separately counted. Include all resource sharing where possible, including Link+ costs and Tricor - NOTE:  TRICOR IS paid for at the CO for transfer between CSU campuses.  Individual campuses pay for TRICOR deliveries outside of the CSU.  So, any costs for Link+ or Tricor schools would be included here.  DO NOT count expenditures related to transactions between the main or central library and any libraries reported in Part A, transactions between libraries reported in Part A, or expenditures for on campus delivery. EXCLUDE staff costs for this operation.

Line 16a Consortial Resource Sharing Agreements (including Link+, Circuit, Amigos, etc…)

Line 16b:  Shipping & Labels (including Link+ labels, Tricor for non-CSU deliveries, USPS Mail, UPS, etc.)  -  Report here shipping and label costs, photocopies, facsimiles, etc.

Line 16c:  Charges incurred – Borrowing (invoices received from lenders)

Line 16d:  Charges accrued – Lending (Invoices sent to borrowing libraries)

Line 16e:  Copyright Fees
Line 17:  Digital Collections – Construction and Management

Report annual direct costs (personnel, equipment, software, contracted services and similar items) spent to create digital materials (texts, images, and multimedia) or to convert existing materials into digital form for the purpose of making them electronically available to users. Include expenditures related to digitization, OCR, editorial, creation of markup texts, and preparation of metadata for access to digitized materials, data storage, and copyright clearance. EXCLUDE expenditures for information resources purchased or acquired from outside the institution through individual or consortia licensing agreements.

Line 18: Preservation/Binding 
(Formerly Line 17) - Report expenditures for the activities associated with maintaining library and archival materials for use either in their original physical form or in some other usable way.  This includes but is not limited to binding and rebinding, materials conservation, de-acidification, lamination, and restoration.  EXCLUDE equipment and software costs – equipment and software are reported in Line 18.  Line 16 is the sum of the subsections below.
Line 18a: Archival Materials (New)
Report expenditures directly related to supplies and materials for preserving collections.  Examples:  Acid free storage boxes, acid free book jacket covers, acid free photo/print protective sheets, negative and print envelops, safe care storage albums, minigrip bags, cotton gloves.

Line 18b: Bindery (New)
Report costs for commercial or in-house binding of library materials.  Include supplies such as book tape, glue, pamphlet binders, book repair wings, Poly-coated cloth tape, vinyl hinge tape, adhesive-backed binder tape, etc.
Line 18c: Digital Preservation (New)
Include costs associated with digital preservation programs.  EXCLUDE hardware and software, which are reported in Line 19.

Line 19: Furniture and equipment
Report expenditures for all library furniture and equipment purchased, EXCLUDING computer equipment, during the XXXX/XXXX fiscal year.  Include microform equipment, audiovisual equipment, and related maintenance costs.  Furniture purchased for remodeling is included, but furniture to supply a new building or addition is EXCLUDED.  Equipment is defined as the resources that are inventoried and receive asset tags or other identifying indicators by the library or the campus.
Line 20: Computer hardware and software
Report expenditures from the library budget for computer hardware and software used to support library operations, whether purchased or leased, mainframe or microcomputer.  Include expenditures for maintenance.  Include the expenditure for equipment used to run information service products when that expenditure can be separated from the price of the product.  EXCLUDE expenditures reported on Lines 11b, 11d, & 11e.

Line 21: Bibliographic utilities, networks, and consortia
Report expenditures for services provided by national, regional, and local bibliographic utilities, networks, and consortia.  EXCLUDE expenditures already reported on Lines 11b, 11d, 11e and 13.
Line 22: All other operating expenditures
Report all other expenditures not already reported on Line 7-18 except employee fringe benefits reported on Line 22a.  EXCLUDE expenditures for new buildings and building renovations.  Include a note that indicates what is included in this category.
Line 23: Total Operating Expenditures
Report the sum of Lines 7-20. Note:  Insert a comment that lists the funding sources included in the total.  For Example, “total includes state funds, lottery and grants.”
Line 24a: Employee fringe benefits
If benefits are paid from the library budget, report the amount here.

Line 24: Total Expenditures
Report the sum of Lines 21 and 22a.
Part D - LIBRARY COLLECTIONS, FISCAL YEAR XXXX/XXXX
========================================================================

Terms:

Added Column - Total number added during fiscal year

Report the gross number of each category added.  Do not subtract the number withdrawn.  

Withdrawn Column - Total number withdrawn or discarded during the fiscal year.  
Report the gross number of each category withdrawn.

Held Column - Total number held at end of fiscal year
Report the total number of each category held at end of fiscal year.  To get this figure, take the total number held at the end of the previous fiscal year, add the number added during the fiscal year just ended and subtract the number withdrawn during that period.

Counting Serials – See Appendix: A “Counting Serials” taken from the ACRL Survey 2008 Instructions.  This general guideline provides good information on how to count serial volumes and titles.

========================================================================
Books, serial backfiles and government documents accessible through the library’s catalog – include bound periodicals and newspapers and EXCLUDE microforms 

Line 25: Volumes - PRINT
Report the number of volumes of any printed, mimeographed, or processed work contained in one binding or portfolio, hardbound or paperbound, which has been cataloged and/or classified and are accessible to library users.  Include any government documents that are accessible through the library’s catalog.  This includes documents for which records are provided by the library or downloaded from other sources into the library catalog.  Include music scores if bound, classified and cataloged.  Books, music scores, theses, and atlases are all included in this section.  Gifts that have not been cataloged are EXCLUDED.

Line 25a: Books – print, excluding juvenile & texts (vols.)
Line 25a (1): Books added by purchase (vols.)
Line 25a (2): Books added as a gift (vols.)

Theses:  Include print theses in this line.  Theses are reported as books for this volume count.  Also count theses in line 24a (titles).
Line 25b: Periodicals - bound (vols.)
Loose issues:  In order to correctly reflect library periodical holdings, report both bound volumes and bound volume equivalents (i.e. loose issues).  If a volume count has not been kept, it may be estimated through sampling a representative group of title records and determining the corresponding number of volumes, then extrapolating to the rest of the collection. Or, as an alternative, count the number of journal subscriptions and the number of years binding hasn’t been done and then estimate the number of bound volumes.  
Line 25c: Juvenile Works -print (vols.)
Line 25d: Textbooks, K-12 – print (vols.)
Line 25e: Government Documents –(vols.) (New)
Note:  for 2007-2008 data: In previous years, this information was reported as “other.”  So, for Held list this as UNK (Unknown).  Just record added and withdrawn.  
Note:  For 2009-10 it was decided that it is easier for libraries to record one number for print books and bound periodical volumes instead of separating them out as was requested on the 2008-09 form.  
Note:  for libraries that don’t have a mechanism for counting volumes (e.g. items aren’t bar-coded), use either the following sampling method or the formula (per ACRL 2009 instructions):


Sampling:   If a volume count has not been kept, it may be estimated through sampling a representative group of title records and determining the corresponding number of volumes, then extrapolating to the rest of the collection. 

Formula:  As an alternative, an estimate may be made using the following formulae: 

52 documents pieces per foot 10 “traditional” volumes per foot 

5.2 documents pieces per volume
Titles (Lines 26, 27)
Report the number of titles of publications that form a separate bibliographic whole.  To determine the number of titles, count each unique bibliographic record in the library’s catalog.  Libraries should be careful to distinguish between the BIBLIOGRAPHIC record which describes the title and the ITEM record which describe the individual volumes, parts, reels, disks, etc. associated with the title.  
Examples:  Six copies of the same edition of a title count as one title or bibliographic record; two editions of the same title that have been cataloged or recorded separately count as two bibliographic records; a set of six monographs for which there are six bibliographic records counts as six titles; and two multi-volume sets of the same edition for which one bibliographic record has been made count as one title.  
Line 26:  Titles – Total Print and Electronic (note: 26a & 26b are not subsets of 26)
Line 26a: Titles - Electronic-books
Report the number of electronic monograph titles accessible through your library catalog.  Include titles purchased by your library and those purchased consortially.  (Note:  Consortially purchased titles MAY be reported by the Chancellor’s Office.  The decision is pending).  Note: This figure will never be completely accurate as a “yearly” count, as it changes constantly.  Essentially, it is a snapshot in time for the date the statistic is gathered.  Add the date gathered in the comments field.  Note:  Total unique print titles should not be greater than total volumes.
Line 26b: Titles - Government Documents-electronic books (New)
Report titles for government documents, such as U.S. Senate and House Committee 
hearings, in electronic format.
Line 27:  Total number of serial titles currently received, including periodicals, newspapers, & government documents (Formerly line 27) - Report the total number of current serials received including those that are paid for and those received without payment.  Include government documents issued serially.  EXCLUDE microforms, audiovisual materials, and machine-readable materials.  Note:  Line 25 and its sub-categories deal with current titles.  A question came up about whether campuses should include titles held in aggregator databases that aren’t the current year.  Solution:  If a vendor embargoes a particular year of a title in the database, go ahead and count it for this year.  In other words, disregard the embargoed titles.  The taskforce will work to resolve this for the following years.
Line 27a: Number of serial titles currently purchased (sum of 27a(1) and 27a(2)
Line 27a (1): Print (and other non-electronic format) periodical/serial subscriptions (Formerly lines 27a and 27b) 
Report paid print serials and periodicals subscriptions.  INCLUDE:

· government documents periodicals that are paid for;

· newspaper subscriptions within this category; 

· abstracting and indexing services of periodicals; and 

·  loose-leaf services 
EXCLUDE monograph series wherein each title is normally classified separately; these should be counted as books.   

Lines 27a (2) and 27b (1) – (Formerly line 29) 
Count all titles in electronic format accessible to users.  Count titles irrespective of how they are cataloged or whether or not a print counterpart is held.  Count both paid and unpaid titles.  Count electronic subscriptions if they are received as part of the subscription to a print serial, if they are managed as independent, individual subscriptions, and if they are received as part of a publisher’s package (e.g. Project MUSE, Academic IDEAL).  COUNT titles included in full-text article/aggregator databases such as Lexis-Nexis and ABI/INFORM.  Note: In the past, instructions said to exclude these aggregator databases from this count.  However, this count is intended to establish total of unique active e-journal titles “held” (i.e. accessible) at the end of the fiscal year.  DEDUP THESE TITLES.  Utilities such as Serials Solutions or SFX targets should help to de-dupe online databases to arrive at unique titles.  Also, this aligns with ACRL instructions.  See Appendix B for ARL guidelines for deduping serial titles.
Line 27a (2): Electronic periodical/serial subscriptions (de-duplicated) (Formerly line 29) – Report electronic periodical/serial subscription titles.  Note:  27 a(2) vs. 27 b(2):  In 27 a(2) record those titles that are paid for.  In 27 (b2), record only the freely accessible (open access).
Line 27b: Number of serial titles currently received but not purchased 

Note:  9/23/09:  Line 25 b (2) – CSU Electronic Core Collection (deduplicated), has been deleted for now.  The taskforce and SEIR are working out a plan to do this count for all campuses.  So, this section has been re-numbered.  There were quite a few questions regarding Line 25 and sub-lines, including “Freely accessible (Open Access) electronic periodicals/serials (de-duplicated).  In previous drafts, this was line 25 b(3), but now is 25 b(2).  Note 8/5/10:  Line 25 was re-numbered Line 27 for 2009-10 stats.
Line 27b (1): Print (and other non-electronic format) – Exchanges, gifts, etc.  (Formerly line 29) – Report print and other non-electronic serials titles.  EXCLUDE government documents; both print and electronic government documents are counted in 27b (3).  For additional information, see above.
Line 27b (2): Freely accessible (Open Access) electronic periodicals/serials (de-duplicated) (New)
With this new statistic, there is an effort to tie open access resources to expenditures.  With this data, campuses will be able to gather data about the number of items paid for versus the number of items a campus makes accessible to their campus community.  Please report e-resources made accessible from the library website, via SFX or other source.  EXCLUDE electronic government document titles – they should be recorded in 25 b(3).
On the Excel spreadsheet, we are asking campuses to report added and withdrawn free periodicals.  The reason:  This might be a useful local statistic to report for comparison purposes between paid and free items in the collection.  Also, this could be sued as a promotion item to show the fullness of what the library provides.  Finally, some surveys ask for this information.  
Line 27b (3): Government documents (electronic and print)
Report both print and electronic titles for government documents.  
Line 28: Audiovisual Materials – UNITS (sum of 28a – 28b)
Line 28a: Sound Materials (Formerly line 34)

Report the number of units and titles of materials on which sounds (only) are stored (recorded) and that can be reproduced (played back) mechanically, electronically, or both.  These materials include audiocassettes, audio cartridges, audio discs, audio reels, talking books, and other sound recordings.  Include government documents.
Line 28b: Films/Videos/DVDs (Formerly line 35)

Report the number of units of materials on film or video media.  Films are produced in a variety of sizes (8, super 8, 16, 35, 55, and 70 mm) and a variety of formats (cartridge, cassette, lop, reel).  Video materials include videotapes and laser disks on which pictures and sound are recorded.  Example:  The History Channel does a series spanning one hour per week and makes the series available on DVD as a series of 10 discs.  This series should not be counted as one title but as ten units.  Include government documents.
Line 29: Other Information Resources (29a-29k counted each as separate lines)
Line 29a: Cartographic Materials (Formerly line 32)

Report the number of units of materials representing in whole or in part the earth or any celestial body at any scale.  These materials include two- and three-dimensional maps and globes.  This figure should also include satellite and aerial photographs.  Include government documents.

Line 29b: Graphic Materials (Formerly Line 33)

Report the number of units of materials for viewing without sound.  The materials may or may not be projected or magnified.  They include art originals, art prints, art reproductions, slides, transparencies, filmstrips, photographs, pictures, postcards, posters, study prints, and the like.  Filmstrips that also include sound should be included on this line.  This figure may include un- cataloged items (e.g. paintings, prints on the walls) and artifacts on display throughout the public areas of the library.   Include government documents.

29c:  Manuscripts and print archives (in linear feet) (Formerly Line 31).  Report the linear feet of shelf space occupied by these materials.  Note:  Be careful not to report this figure in cubic feet.  Graphic materials that are part of Special Collections (but are not cataloged), should be counted on line 26b.
29d:  Non-Serial & Serial microforms – (Units) (sum of 29d (1) and 29d (2))

27b (1):  Non-serial microforms – Units (Formerly Line 30).  Report the number of units of physical microforms that have been photographically reduced in size for storage, protection, and inexpensive publication purposes, and which must be read with the help of enlarging instruments.  Examples of microforms are:  rolls or reels of microfilm, microcard, microprint, microfiche, and ultrafiche.  Include government documents. Count units, not titles.  Example:  If one film is on two rolls, it is counted as two, not one.  This correlates to 14C in expenditures.  
27b (2):  Serial microforms – Units (Formerly XXX) – This correlates to 11c.
29e:  Government documents not reported elsewhere – Units - Report the number of units of materials in all formats not accessible through the library catalog and not reported elsewhere.  Cataloged government documents are included in Lines 23-24 above.


Digital Collections (electronic)
Note:  Added/Withdrawn/Held:  Since this data wasn’t reported in the past, only report what was added for FY 2008-2009. In subsequent years, complete other columns as appropriate.
29f:  Digital Collections – Number of Individual Collections (New) – Report the number of digital collections developed and maintained by the Library.  Library digital collections can include born digital materials or those created in or converted from different formats (e.g., paper, microfilm, tapes, etc.) by the library and made available to users electronically. This includes locally held digital materials that are not purchased or acquired through other arrangements (e.g., vendor, individual or consortial licensing agreements). Born digital collections can include materials self-archived in an institutional repository. Created or converted digital collections can include electronic theses and dissertations (ETDs); special collections materials; maps; sound recordings; and films.
29g:  Digital Collections – Number of Items (New) – Report the total number of items (e.g. digital objects or unique files), IF POSSIBLE, included in each collection. EXCLUDE back-up copies or mirror sites since items should be counted only once.  EXCLUDE e-reserves.  In the comment, provide a paragraph describing the general nature of library digital collections, and, if possible, provide the URL where the collections are listed.  
29h:  Digital Collections – size (in Gigabytes) (New)– Report the size in gigabytes.  
29i:  Digital Collections – Use (New)– Report the number of times library digital collection items (unique files) were accessed and the number of searches (queries) conducted (if there is such a capability) during the reporting period. 

29j:  Computer Files – Units:  Report the number of units of materials such as CD-ROMs, magnetic tapes and magnetic disks designed to be processed by computer or similar machine.  Examples are U.S. Census data tapes, locally mounted databases, electronic journals, and reference tools on CD-ROM, tape, or floppy disk.  EXCLUDE bibliographic records used to manage the collection, library system software, and microcomputer software used only by the library staff.  Include current serials.  Include government documents.  If a CD-ROM subscription for a title is contained on one disc that is updated (i.e., replaced) once a month, count as one unit, not twelve.

29k:  Other library materials – Units:  Report here the number of units of any materials not already included on previous lines.
Part E - LIBRARY SERVICES, FISCAL YEAR XXXX/XXXX (End–of-the-year)
Line 30: Number of Virtual Visits (New)- Report the number of hits/virtual visits to the Library’s Homepage (29a) and Catalog (29b).  Virtual visits include a user’s request of the library web site or catalog from outside the library building excluding the number of pages or gratuitous elements (images, style sheets) viewed. EXCLUDE, if possible, virtual visits from within the library, from robot or spider crawls and from page reloads.


30a:  Number of hits/visits to the Library’s Homepage


30b:  Number of hits/visits to the Library’s catalog (Innovative stat)

Line 31: Number of visits to databases or services (New)
Note:  31a:  To the extent possible, with any internal counting mechanisms available, report the number of session logins to databases or services.  31b:  Often, tracking usage data is difficulty due to lack of consistency or availability by vendors.  If your campus is unable to provide this information, put “NA” and provide a comment.  The COUNTER project is tackling the issue of usage.
31a:  Number of sessions (logins) to databases or services - A session or login is one cycle of user activities that typically starts when a user connects to an electronic resource and ends with explicit termination of activities (by leaving through logout or exit) or implicit termination (time out due to user inactivity). Report here those figures that you derive from Database Report 1, “Total searches and sessions by month and database”and Database Report 3, “Searches and sessions by month and service “in the COUNTER Code of Practice. (See Glossary for COUNTER) – Note:  This is a statistic requested by the ACRL Survey. 
31b:  Number of searches (queries) in databases or services - A search is intended to represent a unique intellectual inquiry. Typically, a search is recorded each time a search request is sent/submitted to the server. Report here those figures that you derive from Database Report 1, “Total searches and sessions by month and database”and Database Report 3, “Searches and sessions by month and service “in the COUNTER Code of Practice. (See Glossary for COUNTER) – Note:  This is a statistic requested by the ACRL Survey. 

CIRCULATION, DOCUMENT DELIVERY AND INTERLIBRARY LOAN TRANSACTIONS (32 - 43)
Line 32: Recorded Circulation of Collection (sum of 32a, 32b, & 35)
Report the total number of items lent from the general collection as well as items checked out from the circulation function that the library checks and circulates either manually or electronically.  Items include laptops or other equipment. Circulation activities include initial charges, either manual or electronic, and also renewals, each of which is reported as a circulation transaction. Also include the total number of reserves circulations (line 34). EXCLUDE E-books as this category of materials don’t circulate.
Line 32a: Circulation – initial charges

Include the initial charged items.

Line 32b: Circulation – renewals (New)
Include the renewals.
Line 33: Total In House Use – Reshelving - Count items that were not checked out, but used within the library, and then reshelved.  Count items only.  An item can be periodical issues, bound volumes, microfiche sheets, microfilm rolls, etc. 
Line 34: Mutual Use Transactions 
Report in person lending to reciprocal borrowers, i.e. other CSU students, community college students, etc.  These are borrowers who are external to your campus and are not holders of courtesy cards.  
Line 34a: CSU borrowers
Line 34b: All community borrowers (New)
Line 34c: Renewals from both CSU and community borrowers (New)
Line 35: Reserve collection
Those materials that have been removed or from faculty member’s personal copy and set aside in a library so they will be on hand for a certain course of study or activity in process.  This number should count the use of collections measured by circulation and /or downloads/accessed for any electronic manuals.  This figure should not include renewals.  Usually, the circulation and length of loan of items in a reserve collection are restricted so that these items will be available to many users who have need of them within a limited time period. 


Line 35a:  Print Materials


Line 35b:  E-reserve materials (New)

Line 35c:  Renewals of print reserve materials (New)
Document Delivery/Interlibrary Loans provided/lent to other libraries

Lines 36: Returnable
Report materials that the supplier/lending library expects to have returned.  Examples of returnable items include books, dissertations and theses, microfilm reels, sound recordings, and audiovisual materials.
Line 37: Non-returnable
Report materials that the supplier/lending library does not expect to have returned.  Examples of non-returnable items include photocopies or facsimiles, fiche-to-fiche copies, print copies from microfilm, electronic full-text documents, and gratis print copies of unpublished reports and/or departmental working papers.
Line 38: ILL provided/lent to other libraries
Report the number of filled requests for material provided to other libraries (lending) via your interlibrary loan department.  EXCLUDE transactions between the main or central library and any libraries reported in Part A or transactions between libraries reported in Part A.  EXCLUDE transactions processed via Link+, Circuit, etc.
Line 38a: Provided to CSU libraries

Line 38b: Provided to UC libraries

Line 38c: Provided to “other” (New)
Line 39: Unmediated Lending (Formerly line 45: Intercampus Circulation) (Sum of 39a-39c)
Report transactions (returnable and non-returnable) processed via automated systems (e.g. Link+, Circuit, etc). 

Line 39a: CSU

Line 39b: UC

Line 39c: Other (New)
Document Delivery/Interlibrary Loans received/borrowed from other libraries

Line 40: Returnable
Report materials that the supplier/lending library expects to have returned.  Examples of returnable items include books, dissertations and theses, microfilm reels, sound recordings, and audiovisual materials.

Line 41: Non-returnable

Report materials that the supplier/lending library does not expect to have returned.  Examples of non-returnable items include photocopies or facsimiles, fiche-to-fiche copies, print copies from microfilm, electronic full-text documents, and gratis print copies of unpublished reports and/or departmental working papers.

Line 42: ILL received/borrowed from other libraries
Report the number of filled requests for material received from other libraries (borrowing) or document delivery services via your interlibrary loan department.  EXCLUDE transactions between the main or central library and any libraries reported in Part A or transactions between libraries reported in Part A.  EXCLUDE transactions processed via Link+, Circuit, etc.
Line 42a: Received from CSU libraries

Line 42b: Received from UC libraries

Line 42c:  Received from “other” (New)
Line 43: Unmediated borrowing (Formerly line 49: Intercampus Circulation)
Report transactions (returnable and non-returnable) processed via automated systems (e.g. Link+, Circuit, etc). 

Line 43a: CSU

Line 43b: UC

Line 43c: Other

Lines 44-50:  Information services to Groups
Information services to groups are presentations at which a staff member or person invited by a staff member provides information intended for a number of persons and planned in advance.  These services may be either bibliographic instruction or library use presentations, or cultural, recreational, or educational presentations.  Note:  The spreadsheet is designed so that campuses can capture both face-to-face and online interactions, as well as synchronous and asynchronous activities.
Line 44: Number of presentations – 
Line 44a: Info Lit instruction – Students
Report the number of library instruction or information literacy instruction (course-related or course-integrated) sessions made to students, faculty or staff members.  Library/information literacy instruction sessions are those in which the learner is taught how to determine an information need and locate, evaluate, and use information.   Include instructional workshops targeting students, faculty, or staff to teach the use of library sources (e.g. Locating Books, Using Ref Works).  EXCLUDE orientations about library services (they are reported in line 48).
Line 44b: Info Lit instruction – Non-students

Report the number of library instruction or information literacy instruction (course-related or course-integrated) sessions made to off-campus users (e.g.  Community college or high school students, emeriti or alumni groups).  Library/information literacy instruction sessions are those in which the learner is taught how to determine an information need and to locate, evaluate, and use information.   EXCLUDE orientations about library services (they are reported in line 48).
Line 44c: Library Programming – Cultural, Recreational (New)
Report the number of cultural or recreational presentations to on-campus or off-campus persons (e.g. author series, artist exhibit presentations).  These are presentations at which a staff member or person invited by a staff member provides information intended for a number of persons and planned in advance.  Presentations, both on and off the library premises, should be included, as long as they are sponsored by the library.  EXCLUDE meetings sponsored by other groups using library meeting rooms.

Line 45: Number of persons served in presentations

Line 45a: Info Lit instruction – Students

Report the number of students attending library/information literacy instruction sessions.  
Line 45b: Info Lit instruction – Non-students

Report the number of non-campus students attending library/information literacy instruction sessions.
Line 45c: Library Programming – Cultural, Recreational (New)
Report the number of people attending cultural or recreational presentations to on-campus or off-campus persons (e.g. author series, artist exhibit presentations).  
Line 46:  Contact hours of librarian-taught library courses for credit
Report lecture/seminar classes offered for credit by the library staff should be reported here by summing the number of contact hours over all sections (e.g., 4 sections times 45 hours per section equals 180 hours.).

Line 47: Number of persons in librarian-taught library courses for credit
Report head count enrollment in for-credit lecture/seminar classes total for entire fiscal year.

Line 48:  Number of orientations/tours

Report the number orientations to or tours of the library.
Line 49:  Number of persons served in library orientations/tours

Report number of people attending library orientations or tours.  EXCLUDE instruction sessions.
Line 50:  Outreach – On and off campus (New)
Report activities by library staff to proactively promote library services and information literacy instruction. Examples include:

· New or revised promotional materials (fliers, brochures, newsletters)

· New contacts made to discipline faculty for IL collaborations

· Events attended to promote library services (e.g. Fall orientation, presentation at Department faculty meetings or events)

Insert types of activities in the Comments section.

Note:  At this time, the purpose of gathering this outreach statistic is to document primarily products or outputs.  This does not reflect the hours put into development of outreach (e.g. development and maintenance of websites, social networking sites, liaison responsibilities, etc.) The taskforce would welcome ideas about how to capture the totality of these activities.
Line 51: Library Equipment Inventory & Use (51a-51k) (New)
In Lines 51a-h, report the number of units made available for checkout or use. In Lines 51a, b, c…report the total number of units of library equipment made available for use, regardless of whether the units were purchased by the library. For each subcategory [e.g., 51 a (1) Public Service Workstations NOT purchased by the library], report the number of units within the main category that were NOT purchased by the library [e.g., Of the 100 Public Service Workstations reported in 51a, 50 of them 51a (1) were NOT purchased by the library]. Examples of equipment NOT purchased by the library could include gifts, equipment made available for checkout or use by tenants of the library… Lines 51a-51h are only a count of the number of units available for use, NOT the number of times the equipment has been used. In the first column, enter the number of units added in XXXX/XXXX. In the second column, enter the number of units withdrawn in XXXX/XXXX. In the third column, enter the number of units held at the end of the XXXX/XXXX fiscal year. [Note: Since this is a new category introduced in 2009, enter “0” for Added and Withdrawn – and only enter data in the Held column]. In subsequent years, use all columns that are appropriate to demonstrating the changes that have occurred in your holdings. 

Line 51a: Public Service Workstations

Public Service Workstations include computer terminals that access all or one of the 
following: internet, databases, Microsoft office, the library catalog…

Line 51a (1): Public Service Workstations NOT purchased by the library

Line 51b: Laptops

Line 51b (1): Laptops NOT purchased by the library

Line 51c: Self-check out machines

Line 51c (1): Self-check out machines NOT purchased by the library

Line 51d: Headphones

Line 51d (1): Headphones NOT purchased by the library

Line 51e: Printers & Photocopiers

Line 51e (1) Printers & Photocopiers NOT purchased by the library

Line 51f: Digital Cameras

Line 51f (1): Digital Cameras NOT purchased by the library

Line 51g: Flash/Thumb drives

Line 51g (1): Flash/Thumb drives NOT purchased by the library

Line 51h: Other (Scanners, eBook readers, iPods)

Line 51h (1): Other (Scanners, eBook readers, iPods) NOT purchased by the library

Lines 51 i-k: Use

Report the number of times a room has been used in the XXXX/XXXX fiscal year. NOTE: The number of rooms made available for use should be reported in Lines 1b-d.
Line 51i: Study Rooms (number of times used)
Report the number of times the University library’s Study Rooms have been booked in 
the XXXX/XXXX fiscal year. 

Line 51i (1): Study Rooms (NOT run by the library)


Report the number of times the Study Rooms NOT run by the University library have 
been booked in the XXXX/XXXX fiscal year. This would include Study Rooms run by 
tenants, or other non-University entities residing within the library building. If there are 
no Study Rooms in this category, enter “0.” If the data is not available, enter “N/A.”

Line 51j: Meeting Rooms (number of times used)

Report the number of times the University library’s Meeting Rooms have been booked in the XXXX/XXXX fiscal year. 

Line 51j (1): Meeting Rooms (NOT run by the library)


Report the number of times the Meeting Rooms NOT run by the University library have 
been booked in the XXXX/XXXX fiscal year. This would include Meeting Rooms run by 
tenants, or other non-University entities residing within the library building.. If there are 
no Meeting Rooms in this category, enter “0.” If the data is not available, enter “N/A.”

Line 51k: Classrooms and/or Computer Labs (number of times used)

Report the number of times the University library’s Classrooms and/or Computer Labs have been booked in the XXXX/XXXX fiscal year. 

Line 51k (1): Classrooms and/or Computer Labs (NOT run by the library)

Report the number of times the library’s Classrooms and/or Computer Labs (NOT run by the University library) have been booked in the XXXX/XXXX fiscal year. This would include Classrooms and/or Computer Labs run by tenants, or other non-University entities residing within the library building. If there are no Classrooms and/or Computer Labs in this category, enter “0.” If the data is not available, enter “N/A.
Part F - LIBRARY SERVICES, TYPICAL WEEK
Collect date during Week 6 of the fall semester/quarter AND week 6 of the spring semester/quarter.  Then, take the average of the two semesters/quarters.  Note:  Due to campus furlough schedules, if week 6 falls within a furlough week, take statistics during week 7, unless your campus observes Columbus Day – in which case, report for week 8.  If you use a week other than 6, please note in a comment.
Line 52:  Open Hours in a typical week

Report an unduplicated count of public service hours in a typical week for both main library and branches reported in Part A using the following method.  If a library is open from 9:00 a.m. to 5:00 p.m. Monday through Friday, it should report 40 hours per week.  If several of its branches are also open during those hours, the figure remains 40 hours per week.  Should Branch A also be open one evening from 7:00 to 9:00, the total hours during which users can find service becomes 42.  If Branch B is open the same hours on the same hours on the same evening, the total remains 42, but if it is open 2 hours on another evening, or from 5:00 to 7:00 on the evening when Branch A is open later, the total becomes 44 hours during which users can find service.

Line 53:  Gate count in a typical week
Report the number of persons who physically enter library facilities in a typical week.  It is understood that a single person may be counted more than once. Note:  In the past, some campuses have taken the total and divided in half so that people aren’t counted more than once.  Taskforce members discussed this count in light of multiple entrances and multiple building tenants who aren’t using library services.  The taskforce would welcome your comments/ideas on whether to divide this number or other ways to make this statistic meaningful.
Line 54:  Person hours per typical week of professional reference service.  In the past, only the reference desk schedule was used for this count. However, librarians now conduct reference from a variety of locations using many different technologies – therefore, any “scheduled” reference conducted by librarians should be counted in Line 52, whether it is email, virtual reference, telephone, or in person reference. If two librarians are staffing one reference desk for four hours, the # of hours equals eight hours, or if one librarian is scheduled for 2 hours of chat, the # of hours equal two hours. All these various “scheduled” reference hours should be tallied to determine a typical week of reference service. The only hours that should not be counted by librarians in this section are individual librarian’s consultations booked with individual patrons, as these vary and are not part of the typical reference schedule.

Line 55: Reference & Staff Transactions in a typical week (New)
Report the total number of reference and staff transactions in a typical week (not hours) done by CSU librarians and staff. This will include all transactions occurring at all service points in one week, as well as all transactions occurring in offices or remotely in the same week. Figures from all librarians who provide reference, and all staff who work service points should be included in Line 55. Lines 55a-e includes all transactions (Levels 1-4) conducted by Librarians, regardless of the level of the transaction (Levels 1-4), or the location of the transaction (office, service point, roaming…). Note:  Recording of reference transactions is not new, but rather the methodology for gathering this statistic.  For FY 2008-2009, for those levels that are new, report “UNK.” Note:  8/4/10:  For those libraries that do not elect to record statistics using the different levels, record the total in line 55, Total (1-4) column.
 Levels:  
· Level 1 is a non-resource based question (Directional)
· Level 2 is a Skill-based question (usually Technical Skills: how to use the catalog)
· Level 3 is a Simple Strategy based question (finding an answer to a specific reference question including subject searches)
· Level 4 is Complex (generally, a Consultation involving evaluation and/or “how to” requiring multiple answers or multiple resources)
Line 55a: In-Person reference transactions.  
Report the total number of transactions (Levels 1-4) conducted by Librarians 
assisting a user in-person regardless of the level of the transaction (Levels 1-4), or 
the location of the transaction (office, service point, roaming…). 

Line 55b: On-call reference transactions (New).  
On-Call refers to a librarian being scheduled as a “back-up” to a reference service point.   
This will not apply to all campuses; campuses that do not have an “on call” system 
in place should enter “0.” However, at least 1 CSU library schedules librarians to 
be on-call in the event the desk gets too busy.  Any service provided by librarians 
when on-call should be recorded on Line 53b, regardless of the 
level of the transaction, 
location, or method for completing the transaction (phone, email, chat, in-
person...).

Line 55c: Email reference transactions (New)
Report the total number of transactions (Levels 1-4) conducted by Librarians 
assisting a user via email regardless of the level of the transaction (Levels 1-4), 
or the 
location of the transaction (office, service point,…). 

Line 55d: Phone reference transactions (New)
Report the total number of transactions (Levels 1-4) conducted by Librarians 
assisting a user via telephone regardless of the level of the transaction (Levels 1-4), 
or the location of the transaction (office, service point,…). 

Line 55e: Virtual reference transactions
Report the total number of transactions (Levels 1-4) conducted by Librarians 
assisting a user via virtual reference technology (chat, texting, Question 
Point,…)regardless of the level of the transaction (Levels 1-4), or the location of the 
transaction (office, service point,…). 

Line 55f: Staff-led transactions - Directional (Level 1) & technically skill based (Level 2) questions (New)
Report staff-led transactions for level 1 and level 2 questions answered from all information service points including reference, circulation, information desk, IT desks, roaming, etc. regardless of whether it is in-person or remote. 
Line 55f includes all transactions conducted by Staff (generally Levels 1-2 only), regardless of the level or location of the transaction (office, service point, roaming…).  If a transaction includes both reference (e.g. Level 3 strategy-based) and directional services (Level 1), it should be reported as one reference transaction (at Level 3).  When a staff member utilizes information gained from a previous use of information sources to answer a question, report as a reference transaction, even if the source is not consulted again during this transaction   Duration should not be an element in determining whether a transaction is a reference transaction.

APPENDIX A:
GLOSSARY OF TERMS FOR CSU LIBRARY STATISTICS
Updated July, 2009

Sources:  

NISO Data Dictionary (http://www.niso.org/dictionary/toc)
Online Dictionary for Library & Information Science- ODLIS (http://lu.com/odlis/index.cfm )

Access Rights - Rights for reaching or using the library collection. For the electronic collection, this implies that the library has secured permanent or temporary access for its users by law, license or other contractual and/or co-operative agreement.
Archives - non-current records of an organization or institution preserved because of their continuing value. 

Audio-Visual Materials - Materials that are displayed by visual projection or magnification, or through sound reproduction, or both, including sound recordings, motion pictures and video recordings, and graphic materials. Also included in this category are special visual materials such as three-dimensional artifacts and realia, and web-based audio-visual resources. Includes documents in which sound and/or pictures are prominent, and which requires the use of special equipment to be seen and/or heard.
Backfile - All the issues of a periodical that precede the current issue, usually bound in annual volumes or converted to microfilm or microfiche to conserve space. In the catalog record, the extent of the back file is indicated in the holdings statement.  (ODLIS)
Book - A non-serial printed publication of any length bound in hard or soft covers or in loose-leaf format. Also called monograph. Includes sheet music and Braille.

Branch and independent libraries – are defined as:

· auxiliary library service outlets with quarters separate from the central library of an institution, and that have a basic collection of books and other materials, a regular staffing level, and an established schedule. 

AND:

· are administered either by the central library or, as in the case of some libraries (such as law, medical, etc.), through the administrative structure of other units within the university.  Departmental study/reading rooms are not included.  
Cartographic Materials - Materials representing in whole or in part the earth or any celestial body at any scale (e.g., maps and charts).

Collection: - A group of graphic items , including associated materials, either acquired by the repository as an existing collection or assembled by the repository into a unit for cataloging purposes. The items, whether individually published or not, do not as a collection constitute a multipart publication. However they were formed, a collection is cataloged as a unit in order to reflect one or more of the following characteristics:

(1) The items are the product or collection of one or more persons or family group;

(2) The items are the product or collection of a corporate body ;

(3) The items represent the creative effort of one person, group, or corporate body;

(4) The items were brought together by a collector, and it is necessary or desirable to maintain them as a unit even if there are disparate subjects or different formats;

(5) The items were designated a "collection" at the time of accessioning, with the requirement that the items not be disseminated;

(6) The items have inherent unity by virtue of a single topic or several thematically related topics;

(7) The items have inherent unity by virtue of their medium or format.

Subunits within collections may be formed according to the same characteristic.

Contributed Services Staff (FTE) – Staff whose work for the library is paid for by other campus entities.
COUNTER (Counting Online Usage of Networked Electronic Resources) Project - www.projectCounter.org
Cubic Feet - A unit of measure for library buildings.
Databases - Collection of electronically stored data or unit records (facts, bibliographic data, and exts) with a common user interface and software for the retrieval and manipulation of the data.

· Note 1: The data or records are usually collected with a particular intent and are related to a defined topic.

· Note 2: A database may be issued on CD-ROM, diskette, or other direct access method, or as a computer file accessed via dial-up methods or via the Internet.

· Note 3: When access to more than one licensed database is effected through the same interface, each database should be counted separately.

Abstract and Indexing Databases - Collection of bibliographic references analyzing and presenting on a continuous basis periodical and/or other titles that usually relate to a common discipline or geographic area. This includes electronic reference and indexing tools which, if existed in print form, would be counted as periodicals. The content of abstract and indexing databases consists predominately of bibliographic references without associated full text articles, although both may be represented in the database.

Aggregated Full Text Databases – A collection of both bibliographic references and full text articles from periodical and/or other titles presented on a continuous basis that may relate to a common discipline or may provide multi-disciplinary coverage. This includes electronic reference and indexing tools which, if existed in print form, would be counted as periodicals. The content of aggregated full text databases consists predominately of full text articles rather than bibliographic references without associated full text, although both may be represented in the database.
Digital Collection - A collection of library or archival materials converted to machine-readable format for preservation or to provide electronic access (example: Thomas Jefferson Digital Archive, a project of the Electronic Text Center, University of Virginia Library). Also, library materials produced in electronic formats, including e-zines, e-journals, e-books, reference works published online and on CD-ROM, bibliographic databases, and other Web-based resources  (ODLIS).
Directional Transaction - An information contact that does not involve knowledge, use, recommendation, interpretation, or instruction in the use of any information sources other than those that describe the library, such as schedules, floor plans, handbooks, and policy statements. Examples of directional transactions include giving instruction for locating, within the library, staff, library users, or physical features, and giving assistance of a non-bibliographical nature with machines.
E-Books - Digital documents, licensed or not, where searchable text is prevalent, and which can be seen in analogy to a print book (monograph). The use of eBooks is in many cases dependent on a dedicated device and/or a special reader or viewing software. Note 1: eBooks can be lent to users either on portable devices (eBook readers) or by transmitting the contents to the user's PC for a limited time period. Note 2: Doctoral dissertations in electronic format are included.

Equipment - The resources that are inventoried and receive asset tags or other identifying indicators by the library or the campus.
E-Serials - Serials published in electronic form only or in both electronic and other format. Note 1: Comprises serials held locally and remote resources for which access rights have been acquired, at least for a certain period of time and for which the institution has access rights. Note 2: Current Serials Received.(4.5) works in conjunction with this definition.

Full-time equivalent (FTE) employees - To compute full-time equivalents or part-time employees and student assistants, take the TOTAL number of hours worked per week by part-time employees IN EACH CATEGORY and divide it by the number of hours CONSIDERED BY THE REPORTING LIBRARY TO BE A FULL-TIME WORK WEEK (e.g., 60 hours per week of part-time work divided by 40 hours per full-time week equals 1.5 FTE).  Similarly, for positions filled during only part of a year, multiply the time base by the fraction of the year worked (e.g., full-time for ½ year equals 0.5 FTE, ½ time for ½ year equals 0.25 FTE, etc.)  Data should be reported to two decimal places.
Gate Count - The total number of persons who physically enter the library. The total number includes persons who visit in groups and persons who visit for library-sponsored programs. A person may be counted more than once. Counting may be done either upon entrance or upon exit.
Government Documents - Publications in book, serial, or other form of library material that are published by a government agency, e.g., the publications of federal, state, local, and foreign governments and of intergovernmental organizations to which governments belong and appoint representatives, such as the United Nations, Organization of American States, and the Erie Basin Commission graphic materials.
Graphic Materials - Opaque (e.g., two-dimensional) art originals and reproductions, charts, photographs or materials intended to be projected or viewed without sound, e.g., filmstrips, transparencies, photographs, posters, pictures, radiographs, slides, and collections of such materials.

In-House Use - The number of times an item is used within the walls of a library during a given period of time (usually a month or year), as opposed to the number of times it is checked out. In-house use is tracked by counting the number of times an item is left lying on a table, carrel, or reshelving cart in a public area of the library, before it is reshelved by a member of the library staff. Although this method is never completely accurate (some patrons return materials to the shelf after using them), statistics on in-house use can be helpful in developing periodical and reference collections. (ODLIS)

Library - An entity that provides the following:

· An organized collection of printed or other materials, or a combination thereof;

· A staff trained to provide and interpret such materials as required to meet the informational, cultural, recreational, or educational needs of clientele;

· An established schedule in which services of the staff are available to clientele;

· The physical facilities necessary to support such a collection, staff, and schedule.
Linear feet or meters: - A measurement of shelf or file space occupied by a collection . Express this measurement with the abbreviations "ft." or "m."
Manuscripts - Works written by hand or typed, including books, dissertations, letters, speeches, music, legal papers, and printed forms completed by hand.

MARCIVE - A commercial service providing catalog records for U.S. government publications (retrospective and current) that can be loaded into a library's local online catalog, and a Shipping List Service that provides SuDocs labels, brief MARC records, smart barcode labels, and shelflist cards. The company also provides access by subscription to the enhanced GPO database Marcive WebDOCS, a general index to federal government documents published from 1976 to the present, updated monthly. Entries in the database include links to publications available online in full-text. (note: click links to go to ODLIS)

Microforms - Photographic reproductions of textual, tabular, or graphic material reduced in size so that they can be used only with magnification. The two main types of microforms are micro reproductions on transparent material, including roll microfilm, aperture cards, microfiche, and ultrafiche, and reproductions on opaque material.
Periodicals – Are Serial publications that that appear, or are intended to appear, at regular or stated intervals, more frequently than yearly. Cf. the current edition of Ulrich’s International Periodicals Directory (minus the section on Abstracting and Indexing Services) for an extensive, representative listing of titles that conform to this type.  
Preservation- Prolonging the existence of library and archival materials by maintaining them in a condition suitable for use, either in their original format or in a form more durable, through retention under proper environmental conditions or actions taken after a book or collection has been damaged to prevent further deterioration. (ODLIS)
Print Materials - Materials consisting primarily of words and usually produced by making an impression with ink on paper. Included in this definition are materials that do not require magnification (books, journals, pamphlets, and printed sheets including music and two-dimensional cartographic materials), as well as printed materials that require magnification (microforms). This also includes Braille materials.

Reference Transaction - An information contact, electronic or in-person, involving the knowledge, use, recommendation, interpretation, or instruction in the use of one or more information source by a member of the library staff regardless of location.  Information sources include printed and non-printed materials, machine-readable databases (including assistance with computer searching) catalogs and other holdings records, and, through, communication or referral, other libraries and institutions, persons both inside and outside the library.
Serial - A bibliographic resource issued in a succession of discrete parts, usually bearing numbering, that has no predetermined conclusion. Examples of serials include journals, magazines, electronic journals, continuing directories, annuals (e.g. reports, yearbooks, etc.), memoirs, proceedings, transactions, etc. of societies, newspapers, and numbered monographic series.  (adapted from AACR2 & NISO).

Shared library - A facility housing an organized collection of printed, microform, and audiovisual materials, and:

· is jointly administered by more than one education institution, or 

· whose funds or operating expenditures have been received from more than one educational institution.  The location of the facility is not a determining factor.

Sound Recording:  A generic term for sound vibrations that have been mechanically, electromagnetically, or digitally recorded onto a medium designed for playback with the aid of audio equipment. The category includes wax cylinders, phonograph records, audiotapes, compact discs, and the sound track on motion pictures, videorecordings, DVDs, etc. Libraries collect sound recordings of music and human speech (poetry, drama, speeches, interviews, broadcasts, audiobooks, etc.). (ODLIS)
Title - The designation of a separate bibliographic whole, whether issued in one or several volumes, reels, discs, slides, or other parts. Titles are defined according to the Anglo-American Cataloging Rules. A book or serial title may be distinguished from other such titles by its unique International Standard Book Number (ISBN) or International Standard Serial Number (ISSN). This definition applies equally to print, audiovisual, and other library materials. For unpublished works, the term is used to designate a manuscript collection or an archival record series. Two subscriptions to Science magazine, for example, are counted as one title. When vertical file materials are counted, a file folder is considered a title.

Units - An individual physical item of library material.  Examples of units are: a volume (books and serials); a reel, sheet, card (microforms); a sheet or bound atlas (cartographic materials); a filmstrip, slide, photograph, or print (graphic materials); a disk, cassette, cartridge, or reel (sound recordings, film, and video materials); a disk, tape, or cartridge (computer files).

Unit/Physical Unit - An individual item of library materials. A physically coherent document unit, inclusive of any protective devices, freely movable against other document units.

· Note 1: Coherence may be achieved, for example, by binding or encasement.

· Note 2: For printed documents, the term "volume" is used for the physical unit (see also volume). 

· Examples of physical units are: 

· a volume (books or serials); 

· a linear foot (manuscripts and archives);

·  a reel, sheet, or card (microforms);

· a sheet or bound atlas (cartographic materials); 

· a film, slide, photograph, or picture (graphic materials); 

· a disk, cassette, cartridge, or reel (sound recordings, motion pictures, and video recordings); 

· and disks, tapes, or cartridges (computer files).

Virtual Reference - Reference services requested and provided over the Internet, usually via e-mail, instant messaging ("chat"), or Web-based submission forms, usually answered by librarians in the reference department of a library, sometimes by the participants in a collaborative reference system serving more than one institution. For an example, see Ask a librarian... from the Library of Congress. For more information, see Bernie Sloan's Digital Reference Pages. Synonymous with chat reference, e-reference, online reference, real-time reference, and virtual reference.  (note: click links to go to ODLIS)

Volume - A single physical unit of any printed, typewritten, handwritten, mimeographed, or processed work, distinguished from other units by a separate binding, encasement, portfolio, or other clear distinction, which has been cataloged, classified, and made ready for use, and which is typically the unit used to charge circulation transactions.  Either a serial volume is bound, or it comprises the serial issues that would be bound together if the library bound all serials.

Volunteers - Report the number of non-paid full-time equivalent positions (FTE) that contribute to the functions of the library.  Report data for all volunteer positions, including any unpaid interns and community service workers.  
Withdrawal - Document or item withdrawn from a collection during the reporting period. Withdrawals may be effected, for example, by discarding, transferring, or in the case of electronic resources by deletion from files or canceling licenses.

Appendix A:  “Serials”
From ACRL 2008 Survey Instructions

Use the following definition adapted from AACR2 for a serial: 

A bibliographic resource issued in a succession of discrete parts, usually bearing numbering, that has no predetermined conclusion. Examples of serials include journals, magazines, electronic journals, continuing directories, annual reports, newspapers, and monographic series. 

Report the total number of unique serial titles, NOT SUBSCRIPTIONS that you currently acquire and to which you provide access. Do not include duplicate counts of serial titles. Report each title once, regardless of how many subscriptions or means of access you provide for that title. Exclude unnumbered monographic and publishers’ series. 

Electronic serials acquired as part of a bundle or an aggregated package should be counted at the title level, even if they are not cataloged, as long as the title is made accessible directly by the library (e.g., through a finding aid). If access is provided only through the overall platform or aggregator, do not report the individual titles but count the package as a single title. 

If it is not possible to de-duplicate across libraries due to system limitations, a random sample of 1,000 serial titles can be generated from the branch library and an analysis of the overlap conducted. The resulting percentage overlap can be extrapolated to all the number of titles available for that branch to get an estimated figure of the title overlap for all serials held by a specific branch. Subtract the estimated title overlap from the main serial file and provide a footnote explaining the process. 

All titles are counted equally whether you have an extensive run or only current issues. 

Counting electronic serial titles. There are a variety of ways electronic serials can be provided: single paid subscription; free with paid print subscriptions; extra cost with paid print subscriptions; part of aggregated packages purchased by the library; and part of a package purchased by the library in collaboration with other parties. In all cases the serial titles are currently being purchased in some way and are being currently received. 
Each unique full-text title is counted only once and if available in both print and electronic, it should be reported as an electronic serial title. 
Ceased titles can be counted if they are being purchased with current funds. A title previously held but subsequently unsubscribed can be counted as long as it is being purchased with current funds. 

If the title is available in print and embargoed electronically, it would still be counted as one electronic title. 

JSTOR titles can be counted. The serial title count should include unique serial titles currently purchased. If there is an ongoing expenditure for JSTOR, the titles can be counted (it is expected that many of these titles will duplicate held print titles.).   

Titles included in full-text indexing and abstracting services can be counted if payments are currently made to acquire the full-text titles included in these services.

Open access titles can be counted if they are included in the library's catalog or through some other title level finding aid. The titles would be counted as received, not purchased. 

Databases acquired through standing orders (e.g. Gale, ABC Clio) that do not include full-text titles would be counted as one (1) serial title. Include the number of full-text titles for those databases that include a mixture of full-text serial titles can other types if the full-text titles can be easily identified and title level access to them is provided. 

Question 4a. Serial titles currently purchased. In the case of consortial agreements, count under ‘serial titles currently purchased’ those titles for which the library pays any amount from its budgeted expenditures. Include all titles that are part of bundles or aggregated packages, even if your library makes a partial payment for access to those titles. If a purchased title includes electronic access to the title, count that title ONLY ONCE (DEDUPED) as electronic only. If a database includes full-text and abstracted titles, the number of full-text titles can be counted. 

Question 4b. Serial titles: Not Purchased. Report other titles that your library receives and does not pay for directly under ‘serial titles received but not purchased.’ These titles may include exchanges, gifts, etc. 

If serial titles have been purchased through a consortium whose budget is centrally funded and independent from the library's budget, these serials should be reported under ‘serial titles currently received but not purchased.’ If within a purchased or aggregated package it cannot be determined that some titles are not purchased, report all titles as purchased. 

Freely accessible titles are those your library provides direct access to via cataloging records or through online serial lists of other finding aids. 

To the extent possible, report all government document serials separately in 4b.iv. 

If separate counts of non-purchased and purchased serial titles are not available, report only the total number of serial titles currently purchased and received on line 4, and report “-1” (U/A) for lines 4a and 4b. Make a comment explaining your situation. 
APPENDIX B:
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ARL Statistics Best Practices for Deduplicating Serial Titles

December 4, 2008

Deduplicating through Sampling (see also Q5 in Statistics FAQ for the following language):

If it is not possible to deduplicate across libraries due to system limitations, a random sample of 1,000 serial titles can be generated from the branch library and an analysis of the overlap conducted.  The resulting percentage overlap can be extrapolated to all the number of titles available for that branch to get an estimated figure of the title overlap for all serials held by a specific branch. Subtract the estimated title overlap from the main serial file.

Strategies for Deduplication 


Attached are 4 documents that can be used as examples for deduplicating serial title counts.

· Using the SFX Knowledgebase to obtain ARL E-Journal Count

· Best Practices: Using SerialsSolutions (SS) Knowledgebase for De-Duping/Counting Electronic Serials
· Library catalog as the main source of records 

· Programming capability (Columbia University)

· University of Chicago

Using the SFX Knowledgebase to obtain ARL E-Journal Count
As with the SerialsSolutions best practices, use of SFX makes the basic assumption that “All of your institution’s electronic serials, both purchased and not purchased, are being tracked within the… knowledgebase,” and Government Documents numbers are counted separately. Print serials numbers need to be separately de-duplicated so that only unique titles in print are counted. Serial ‘databases’ are not included in this count. Libraries with holdings greater than 65K titles before de-duplication will want to use Excel 2007, which allows over 1 million rows.

Total Unique Title Count for E-Journals
1. Use SFX tools to export a text file containing all active ‘object portfolios’. 

[Export instructions: From SFX Admin Center, choose KnowledgeBase Tools -> Export Tool -> Advanced Export Queries. 

Select following options for export: Output Format = TXT, Export Object Type = Serials, Export active portfolios with the following services = getFullTxt, Export from ALL targets.]

2. Open resulting text file in Excel and remove all columns except for Title and ISSN. 

Split list into two separate worksheets, one worksheet for titles with an ISSN and one worksheet for titles without an ISSN. 

3. Remove Title column from list of titles with ISSN. Sort file by ISSN column and then filter by unique records only. Copy resulting list and paste into new worksheet. This will give total number of unique titles with an ISSN. [29,257 unique titles]

4. Remove all but Title column from list of titles without ISSN. Sort file by title and then filter by unique records only. Copy resulting list and paste into new worksheet. This will give total number of unique titles without an ISSN. [13,407 unique titles]

5. The Total Unique E-Journal Title Count is the sum of unique (de-duplicated) e-journal titles with ISSN and without ISSN. [42,664 unique titles]

[Note: This number could be used as a base for Question 4, but may not be needed if the Library intends to answer Q4a and 4b instead. Law/medical titles would need to be de-duplicated from this number, and numbers added for print-only unique titles and serial database subscriptions.]

Unique ‘Currently Purchased’ Title Count for E-journals 
1. Use ‘Export Tool’ from SFX Admin Center in order to export text file containing all active object portfolios from ‘subscribed’ targets.  

[Export instructions: From SFX Admin Center, choose KnowledgeBase Tools -> Export Tool -> Advanced Export Queries. 

 Select following options for export

Output Format = TXT

Export Object Type = Serials

Export active portfolios with the following services = getFullTxt, 

Select only subscribed serial targets for export. 

Inclusion/Exclusion for Notre Dame is as follows:

Include all paid fulltext aggregator targets and all paid publisher targets. 

Exclude all targets for resources received through state-funded Inspire databases (Ebsco full text databases, Informe). Exclude ‘targets’ which comprise proceedings, whether using issn or isbn (IEEE, ACM)

2. Open exported text file in Excel. The Total Unique Subscribed Title Count will be the sum of unique titles with ISSN and unique titles without ISSN. 

· In Excel, remove all columns except for Title and ISSN. 

· Split list into two separate worksheets, one worksheet for titles with an ISSN and one worksheet for titles without an ISSN. 

· Remove Title column from list of titles with ISSN. Sort file by ISSN column and then filter by unique records only. Copy resulting list and paste into new worksheet. This will give total number of subscribed (purchased) titles with an ISSN.

· Keep only Title column from list of titles without ISSN. Sort file by title and then filter by unique records only. Copy resulting list and paste into new worksheet. This will give total number of purchased titles without an ISSN.

3. Law De-duplication:  Obtain ISSN and non-ISSN lists for Law titles. Instructions are the same as for the Currently Purchased Title Count except for the 'Export from SPECIFIC targets' options in the Advanced Export Queries. In this export we include only resources purchased by the Kresge Law Library (Hein Online and LexisNexis). Note: Law Library says this represents most of their subscribed journal titles, and they are unable to give us a more complete list.

ISSN and non-ISSN Title lists from these targets are de-duplicated from the Currently Purchased E-Journal lists. It is not sufficient to simply exclude Law title ‘targets’ from the Currently Purchased list, because some Law titles are provided independently from other providers.

Save the two lists of currently purchased e-journal titles, with and without ISSN. They will be needed for addition of print-only titles, and for later de-duplication against the list of free titles.

Total Unique Free Title Count

1. Use ‘Export Tool’ from the SFX Admin Center to export a text file containing all active object portfolios from Free targets. 
Follow export instructions for Unique Subscribed Title Count but:
· Include ONLY free/open access targets in the 'Export from SPECIFIC targets' option in the Advanced Export Queries.  
· Inclusion/Exclusion for Notre Dame is as follows. Include all active free/open access targets (DOAJ, BioOne) and all targets for full text databases acquired through Indiana state funded INSPIRE Project (EBSCOHost full text databases, Gale Informe).

2. Exported text file will be opened in Excel and two unique title lists (with and without ISSN) will be created. 
3. De-duplicate lists against ‘Subscribed’ titles lists, excluding titles that are duplicated in the ‘Subscribed Title Count.’
[Method: Use Excel VLOOKUP feature to identify all titles in the list of free titles with ISSN that are also on the list of subscribed titles with ISSN. The same VLOOKUP process should be used for the list of free titles without ISSN against the list of subscribed titles without ISSN. Remove all titles from the list of free titles that were found within the list of subscribed titles.]
SFXWorking Definitions

· Object Portfolio – a single instance of a journal title. A journal title which is included in several provider packages, such as J of Acad Librarianship, can have more than one object portfolios, including Elsevier, Ebsco, Gale, etc.

· Target – a logical group of titles identified by either a publisher (Elsevier), provider (Project Muse),  platform (ScienceDirect, SpringerLink, EBSCO, Metapress, DOAJ) or type (IEEE Proceedings, ACM Proceedings). The power of SFX targets is that they can be customized to reflect institutional needs—they are not frozen and limited by global definition. A group of titles can have a locally created ‘target’ which is not included in the global knowledgebase distributed by ExLibris (eg. BNA law titles). It is possible to split a database such as EBSCO Academic Search Premier into segments, so that one level reflects ‘free’ titles and an add-on segment might reflect ‘purchased’ titles. IEEE can include separate targets for journals and proceedings. Judicious use of targets can assist the process of putting particular groups of titles into different categories (targets) based on local criteria. Object portfolios for different instances of the same journal title can exist in more than one target (eg J of Acad Librarianship can be found, with varying coverage, in several targets).

ARL Report Requirements:
Q4a Serial Titles purchased:

Include unique, de-duplicated print/mic/electronic journal holdings. Exclude non-purchased titles provided in full-text databases by state funds, as well as titles that are considered Open Access or free to any user. Exclude titles paid for by Law Library. 
Q4b Serial titles not purchased: 


Include INSPIRE titles and free titles; in case of duplication, title is counted under Q4a, paid titles.

Include government document serials if possible (or note in Q5)
Print Titles:

Unique print serial and standing order title lists are exported from our ILS system. Fields include Order type; Order number; Material type; Order Group; Order status; Method of Acquisition; Title; Imprint; ISSN,ISBN. Relevant codes used include electronic in order type and print+electronic in method of acquisition. Excel is used to de-duplicate any remaining title or issn overlap.

Serial ‘databases’ are obtained by coding maintained in the ILS and exported as part of a special datamart process which allows databases coded as ‘Material Type’ (Reference or E-Text) and ‘Order Type’ (Serial) to be exported and analyzed for appropriate inclusion.

Best Practices: Using SerialsSolutions (SS) Knowledgebase
for De-Duping/Counting Electronic Serials

There are some basic assumptions that should be tested before going forward with this best practice:  All of your institution’s electronic serials, both purchased and not purchased, are being tracked within the SS knowledgebase; all of these titles are being served up to your users either from an A-Z list or from bibliographic records in your ILS; and “all” does not include Government Publications which are now being counted separately 
· Step 1.  If you are tracking the Government Documents that SS includes in their Knowledgebase, be sure to deselect this so those titles are not included in your Data on Demand File.  This will temporarily exclude these titles from your A-Z list if you are using this SS functionality.  Another option is to leave this as selected, but once you get the Data on Demand File, remove the titles from the spreadsheet and paste them to their own file.  You may be able to use that file later when working to compile serial Government Documents counts and this method will not disrupt user access to the titles via your A-Z list.

· Step 2.  Request a special Data on Demand Report from SerialsSolutions – request that SSJ ID and SSJIB numbers be included in the report.  [SSJ ID = SerialsSolutions Journal Identification numbers; SSJIB = SerialsSolutions brief record control numbers]

All SerialsSolutions clients can request this report even if you do NOT subscribe to the SerialsSolutions MARC record service--this was confirmed with SS in September 2008.  It takes a few weeks for SS to create and provide the report so think ahead and give yourself plenty of time to get the report. 

· Step 3.  Make sure your Data on Demand Report is exported/saved in an Excel file, preferably 2007.  Excel 2007 accepts bigger files and the de-duping function is easier than using the advanced filter function in Excel 2003.

· Step 4.  Sort the spreadsheet by “Provider” column as designated by SS.  Sorting by Provider should facilitate the identification of titles as purchased or not purchased.

· Step 5.  Insert a new column into the spreadsheet.  This new column can be labeled whatever you choose, something like Purchased/Not Purchased.  Have the appropriate person from your Library annotate the cell next to the title as purchased or not purchased.  Do this in such a way that purchased will sort ahead of non-purchased (e.g. 1 = purchased, 2 = not purchased).   An alternate mode of identifying Purchased/ Not Purchased titles is to look to see if your URLs contain a proxy code.  Assume that those records containing URLs that route access through the proxy client are paid and those items providing direct URLs without proxy mediation are free.  An acquisitions or serials librarian knowledgeable about payments should scan the results to test this assumption. 
· Step 6.  Re-sort the spreadsheet by the Purchased/Not Purchased column so Purchased titles rise to the top of the spreadsheet and Not Purchased fall to the bottom.  Do a secondary sort on ISSN so those with ISSNs are preserved over those not containing ISSNs.  In the de-duping process, Excel will retain the first instance of a match over subsequent instances.

· Step 7.  De-Dupe the file using the SSJ ID & SSJIB numbers; using Excel 2007’s “Remove Duplicates” function on the data ribbon, or Excel 2003’s advanced filter function under the “Data” function.  

· Step 8.  Resort this data by ISSN. Cut all records from this spreadsheet containing ISSNs and paste them on a second spreadsheet. Sort these records by Purchased/Not Purchased. De-Dupe the file using the ISSNs using Excel 2007’s “Remove Duplicates” function on the data ribbon, or Excel 2003’s advanced filter function under the “Data” function.  Copy the records left after this operation back into the original spreadsheet. 

· Step 9.  Resort the data now in the original spreadsheet by eISSN. Cut all records from this spreadsheet containing eISSNs and paste them on a second spreadsheet. Sort these records by Purchased/Not Purchased. De-Dupe the file using the eISSNs using Excel 2007’s “Remove Duplicates” function on the data ribbon, or Excel 2003’s advanced filter function under the “Data” function.  Copy the records left after this operation back into the original spreadsheet. 

The resulting file will contain a list of unique electronic titles, with purchased being privileged over not purchased.

· Step 10.  Re-sort the original spreadsheet by Purchased/Not Purchased column.

· Step 11.  If the library has electronic serial titles not tracked in the SerialsSolutions Knowledgebase but access is made available to users, (for example, serial databases without full-text), the library will have to determine how to add them to the resulting count derived from the Excel spreadsheet- remember to annotate as Purchased/ Not Purchased.  

The resulting file can be used to respond to Questions 4ai (Electronic purchased) and 4bi (Electronic not purchased) on the ARL Annual Survey form.   Individual libraries will have to determine how to compile and de-dupe their Government Documents (electronic and print) and their print unique title counts from their ILS, SerialsSolutions files or other mechanisms. 

One important caveat – DO NOT employ the SerialsSolutions Overlap Analysis function to derive a unique electronic title count.  The overlap analysis count that is provided per this function is truly a count of “unique titles” tracked within your library’s knowledgebase.  If a title is included in more than one “provider” package it is eliminated from the count entirely and then not counted at all.  
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Columbia University Libraries

Serials Counts for 2006/2007

Columbia began by running an analysis of the information on serials we hold in CLIO (Voyager ILS).   One of our Systems Analysts very kindly wrote up the process he used to de-duplicate the records in CLIO.  (See below.)

Since there is minimal overlap in our collections, we simply added in the serial titles from the Law Library.  After reviewing the information, from Teachers College, we reviewed their databases and only added the titles that we didn’t receive in the Morningside operation reflected in Voyager.

De-duplication Process

Systems Analyst builds a title match key for each record.  Each component of the key is sent to a normalization routine which: 
-- converts special characters to their normal equivalents (e.g., Polish L to 'L') 
-- removes non-filing characters 
-- removes extra spaces 
-- uppercases the string 

The match key is built as follows: 
1) subfields a, n and p of the 245 are normalized; 
2) if there is a 100, 110 or 111, the normalized version is prepended to 1; 
3) if there is a 130 " (Online)" is removed and it is normalized; if it differs from 1, the normalized version is prepended to 1. 

The match keys are then used to group titles together. 

The analyst ran two analyses, one based on title match, the other on ISSN match.  The end results are nearly identical.  

To refresh your memory about method: 

Six characteristics were tested for each title group:
ordrs    =    active order 
paymt    =    payment posted since 7/1/06 
chkin    =    checkin made since 7/1/06 
er ss    =    electronic resource, serialssolution record 
er ot    =    electronic resource, other record source 
items    =    item record created since 7/1/06 

A title group was rejected if it represented a dead serial (based on 008 date type = 'd') without an electronic version.  For the remainder, the title group was considered active if any of the six categories above was characteristic of the group.

University of Chicago

Working assumptions:

1. Include all “currently received” serials, regardless of format or

whether or not they were purchased.

2. Include each title only once, regardless of multiple subscriptions or

versions. (A title available in print, via publisher-based online access

and also via JSTOR counts as ONE title).

3. Be comprehensive, and count any title for which we’re provided

access, either in our catalog or through another finding aid, such as

SFX.

Our procedure:

Chicago is a highly-centralized library, and all branches share a single online catalog. Except for a statistically insignificant number of exceptions, all our holdings for a given title are on a single bibliographic record. The catalog contains a comprehensive record of all titles currently received in print as well as all electronic titles to which we individually subscribe. Our practice is to put the print and electronic version on a single bibliographic record eliminating duplication there. There are a very small number of titles that we actively receive in both print and microform editions and these are on separate records, but there are very few of these remaining.

Our practice is to code the bibliographic records for “active” serials in such a way that we can easily get an accurate count of our currently received serials. We don’t need to rely on indicators such as an open date in the fixed field, or through some other convoluted combination of search criteria. We have a single distinct local code we can use to identify those titles that are currently being received.

Although many aggregated titles are represented in the catalog, they donot contain the activity code and are therefore excluded from the catalog count. These are counted in the next step, when we include SFX figures.

The current scan of the catalog reveals the unique titles that are currently being received - print and/or electronic. We are very confident in this number.

The second source we use is our SFX database.  Many, but not all [of the entries] … are also in the catalog.

We take the list of unique titles from SFX and dedup that against our catalog records, using ISSN as the match point.

Currently, this yields titles that are accessed via SFX but that not in our catalog as “active”.  (Many of these actually DO have aggregator records in the catalog but aren’t in the set we pulled from the catalog since they aren’t coded as “active”.)

We then add the two numbers (titles from the catalog plus titles from SFX) to arrive at a total current serial count.

In summary, our process is:

1. Count active titles (unique) in our catalog

2. Count active titles (unique) in our SFX database

3. Dedup the two sets by ISSN.
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