
Acquiring material for the library. 
Guidelines for departmental library representatives. 

 

 
How should I select what to order? 

Recommendations: 
Each department has its own method of selecting material for stock. 
The Faculty Support  Librarian for your subject 
(http://www.dur.ac.uk/library/resources/subject/ ) will be happy to 
provide advice on any aspect of stock selection. Normally 
recommendations for purchase should be passed to the departmental 
library rep. who will then forward them (if appropriate) to the Faculty 
Support Librarian.  
 

 What types of material does the library buy? 
The library regularly purchases: 

• printed books and pamphlets, 

•  journals,   

• e-books ,  

• DVDs 

• CDs 

• e-journals, and other e-resources,  

• maps,  

• CD-ROMs 

• Second hand and out of print material subject to certain 
limitations (see below). 

 
As long as we can find it, store it and provide access to it for users 
then we can put it into library stock. We are also very glad to know 
about free e-resources which we can add to our catalogue for 
library users. 

 
Reading lists: 
Please see http:www.dur.ac.uk/library/academic/readling_list for details 
of how to order material for taught course reading lists. 

 
 

What information does the library need? 
Please check the Library catalogue to make sure that the item you’re 
ordering is not already owned by or on order for the library (unless you 
are ordering an additional copy of course). 
It would be helpful if you could provide us with the following information 
for each item. The starred items are essential: 

• ISBN(s) if available * 

• Author(s) * 

• Title (please be as accurate as possible)* 

• Editors(s) 

• Edition (if not a first edition) 



• Publication details (place of publication, publisher’s name, date 
of publication) 

• Format (if it’s not a print item you require – for example 
electronic, DVD, CD etc.) 

• Is the item required urgently? 

• Is the item to go into 3 day loan or short loan collection? 

• Is the item an additional copy of something we already hold in 
stock? 

 
The more accurate information we have the more likely we are to 
be able to find the item you require.  Additional information that may 
help us is always welcome!  
 

How do I submit orders? 
 Please submit orders in one of the following ways: 

Order method: 
 

Details: 
 

Online form. 
 
 

If you want to use an online order form for 
your department, please consult your Faculty 
Support Librarian. 
 

Email. 
 
 

Please leave space between each 
recommendation. 
 

Printed lists. 
 
 

Please leave plenty of space for annotations 
on any paper lists submitted. Two lines of 
space between each request and wide 
margins will help us. 
 

Library recommendation 
slips. 

The library can supply you with printed slips 
to fill in with details of required items. Please 
fill in one slip per item required. Contact your 
Faculty Support Librarian or the Acquisitions 
department for further information.  
 

Marked up 
publishers’/booksellers’ 
catalogues. 

Please indicate clearly which items you 
require. On the cover, please note the page 
numbers which contain recommendations for 
purchase. Please let us know if you want us 
to return the catalogue to you. 
 

 
What happens next? 

The library will order your material as soon as possible, subject to 
availability of funds. Urgently required (“expedite”) material is given 
precedence over regular orders. Once the item has been ordered, a 
record will be created on the library catalogue and you can track the 
progress of the order by searching for the item on the library catalogue. 
In the centre of the item’s bibliographic record will appear a box 
containing details of the item’s progress: 



 

 
Message on library 
catalogue: 
 

Where is the item? 
 

1 copy ordered for 
[name of site] on [date] 
 
 
 
 
 
 
 

The item has been ordered from one of 
our suppliers/the publisher. For in print 
British/North American items this can 
take about 4-6 weeks, for foreign or 
difficult to obtain materials much longer. 
Please contact the Acquisitions 
department with any queries at this 
stage. 
(library.acquisitions@durham.ac.uk) 

1 copy being 
processed for [library 
site] (with no further 
item details provided) 

The item has arrived in the library and is 
waiting to be catalogued. This should 
take no more than 25 days (and usually 
takes much less than this). Please 
contact the cataloguing department with 
any queries at this stage. 
(library.cataloguing@durham.ac.uk) 
 

1 copy being 
processed for [library 
site] + BEING 
LABELLED in the item 
status details. 
 

The item has been catalogued and is 
waiting to be labelled. This should take 
no more than 5 days. Please contact 
the cataloguing department with any 
queries at this stage. 
 
 

NEW BOOK in the 
item status details 
 

The item is now on the shelves (or 
awaiting shelving). 

 
 

Handling departmental funds: 
 The annual budget is usually announced in September, when library 
representatives will be told how much they have to spend for the year. 
The library aims to have all funds for the year committed by the end of April so 
that invoices can be paid by the end of the University’s financial year in July. 
Items which have been ordered but aren’t paid for yet are listed as 
“commitment” but not removed from the funds for the department. 
As the new spending year starts effectively in May and the announcement of 
the budget takes place in the Autumn, a proportion of the year’s allocation is 
advanced to departments in May “on account” so that the department can 
continue to purchase material over the summer. 
Departmental reps. will be kept updated monthly as to the amount left in 
departmental funds. 
If your funds go below zero, you will be informed as soon as we are aware of 
this (but please be aware we have no automatic mechanism which alerts us to 
an overspend until the day AFTER it occurs). 



Contact details for relevant library departments 
Faculty Support librarians: 

 http://www.dur.ac.uk/library/resources/subject/ will give you contact 
details of the Faculty Support Librarian for your subject. 

Acquisitions department:  
Telephone: (0191) 33 42948 

 Email: library.acquisitions@durham.ac.uk 
Cataloguing/processing: 
 Telephone: (0191) 33 42936 
 Email: library.cataloguing@durham.ac.uk 
 
 
 
FAQs 
Can you deal with orders in Arabic/Chinese/Japanese (or other non-
Roman) scripts? 
Yes, but please transliterate the order into Roman script. Please consult our 
Area Studies Llibrarian, Mamtimyn Sunuodola for further advice. 
 
I’ve found a book from a specialist/second hand dealer which I want the 
library to buy. How do I do this? 
Please don’t buy the item yourself (unless you want to donate the item to the 
library, of course!).  Contact the bookseller in question and reserve the book 
for Durham University Library. Then contact the Bibliographic Services 
Librarian ( library.bibservlibrarian@durham.ac.uk , tel. (0191 33)42936)) with 
all the details of the item in question and the bookseller. The Acquisitions 
department will send a confirmation order to the bookseller within 24 hours. 
 
An item I have ordered is shown on your catalogue, but the information 
has mistakes in it. 
Until the item arrives in the library we can’t check the bibliographic details 
properly, so you may find misspellings or inaccuracies (particularly with 
material that has not yet been published). If these remain when the item has 
been catalogued please let us know. 
 
The item I have requested is taking a very long time to come 
Please contact the Acquisitions team who will be able to look into it for you, 
and will be able to tell you what the problem is. 
 
I can get this item from Amazon. Why can’t you? 
We have designated library suppliers who can get us a regular discount on 
material. We use them in preference to Amazon (and other major on-line 
booksellers) because they offer us better terms. We also quite often find that 
material listed as “available” on Amazon is often not as readily available as it 
appears. 
 
This item is out of print. Can you still get it? 
We have designated second hand suppliers who can often find out of print 
material for us. If you know of a good supplier for a hard to find out of print 
item, please let the Acquisitions team know.  



 
I’ve bought an item for the library. Can you reimburse me for it? 
Please do not purchase material without speaking to the library first. The 
University’s policy on purchase ordering does not permit individuals to 
purchase library materials. Exceptions would include where an individual is 
able to negotiate a discount (for example as an author or editor of a work) not 
normally available to the library, or if you have contacts which allow you to 
purchase obscure foreign materials not available through the regular book 
trade. Please contact the library to make arrangements for such purchases.  
 
I want to get a new journal for the library. How do I do this? 
Departmental policy varies. Normally Boards of Studies approve the 
acquisition of new journal titles. The library accepts recommendations in the 
same way as books. Please contact the journals team ((0191 33) 42944 or 
email main.library@durham.ac.uk) for more information about journal 
purchasing (and cancelling) procedures and policies. 
 
Are there any funds outside my departmental one from which to 
purchase stock for the library? 
Yes. 

• General funds allow purchase of material which may be of interest to 
more than one department – General Arts, General Science, General 
Social Sciences and Health. Staff may recommend purchases from 
these funds. 

• A replacement copies fund is used to replace missing/damaged items. 

• Other funds:  
o There are specific funds for subject areas such as art, the local 

are, palaeography, general and reference material 
o There are specially endowed funds for specific subject areas 

such as early Christianity and military history. 
Please contact your Faculty Support Librarian for details of any of these 
funds.  
  
 


