Directions for filling out the inventory form
1. After completing inventory, fill out the form using information from the Collapsed Brief Landscape Super Summary.

2. Average age of your collection is found in your super summary in the bottom right hand corner
3. The book classification breakdown asks for the numbers of items in each of the categories from the Super Summary. The total for each breakdown is in the copies column. You must subtract the number of items in discarded and lost in order to come up with an accurate count. Libraries have different classifications. Some libraries may have no items in Big Book format (BB) or Spanish (SPA) or SC (Story Collection). If you have class sets of books under CS or CLS, each set is counted as one item and it would be listed under the other breakdown in the book field. Figure out which breakdowns need to be counted with books and which need to be counted with Non-Book items.
4. Notice that there is no space to put Equipment if you catalog that. You can just ignore that breakdown. 

5. Under Non-Book items there are 4 breakdowns. Videocassettes and DVD’s are listed separately but the totals for each would need to be added to fill in the count under that heading. The same way with Audio CD’s and Cassettes. Kits generally consist of a collection of related items. For example, a book and a CD can be cataloged as a kit. Below is a list of the commonly used Call number prefixes:

	Material Type
	Prefix

	Fiction
	FIC

	Easy Books
	E

	Story Collection
	SC

	Reference
	REF

	Professional
	PRO

	E-Books
	EBK

	Video
	VID

	DVD
	DVD

	Laserdisc or videodisc
	LD

	Multimedia Computer file
	CDR

	Cassettes (audio)
	CAS

	Class Sets
	CLS or CS

	Curriculum materials
	CUR

	Equipment
	EQ

	Records
	REC

	Transparencies
	TRA

	Slides
	SL

	Study Prints
	PRN

	Films 
	MP

	Filmstrips
	FS

	Kits
	KIT

	Games
	GAM

	Compact disc (audio)
	CD

	Big Books
	BB

	Classroom manipulatives
	CM

	Paperbacks    *
	PB

	Spanish Books
	SPA

	Japanese Books
	JPN

	French Books
	FRE

	German Books
	GER

	Vietnamese Books
	VIE

	Italian Books
	ITA

	Chinese Books
	CHI

	Hebrew Books
	HEB

	Arabic Books
	ARA

	Latin Books
	LAT


Fill in the prescribed breakdowns first. Look to see which breakdowns have not been used and add them up in the “Other” field under either books or Non-Book items.
Sloppy cataloging – if you have cataloging errors you need to fix them (someday). Meanwhile you need to make your best guess as to what that prefix might mean. Some are easy -- SP is the same as SPA and you can add those two totals for an accurate count. 
Try to be consistent and make notes so you know what you did and can follow that for next year. 
