

DATE:

TO:
Selector Name


Information Services Department


Library Name

FROM:
Your Name


Collection Management


Access Services Department


Your Library Name

RE:
Attached Bibliographic Record


Please be advised that the attached title has been found in the library with only the cover remaining, a victim of apparent theft.  At this point the item has been charged to the libraries’ missing user to prevent any patrons trying to access the item.


After a period of two weeks the record will be forwarded to database management to have the item withdrawn from the collection.  At this time the title should be considered eligible for re-order since the possibility of it turning up is minimal.


Please feel free to contact me with any questions you may have regarding this matter.
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YOUR LIBRARY NAME


Collection Management


Access Services


Interdepartmental Memo








