Cancellation/Substitution Policies and Procedures

Policies
· All library faculty must be consulted about the effect a cancellation may have on their faculty/students.

· All prices must be verified by the Acquisitions Dept.

· Final approval to make the cancellation substitution rests with the Collection Development Coordinator in consultation with the Collection Development Committee

· Subscriptions for the new title/s may not be placed until the money has been freed by the cancelled title.  Because serial subscriptions are prepaid, the timing of cancellations is important to maximize the effect of the routine.

e.g.  A proposed cancellation title has been paid in fiscal 2001/02 for calendar year 2002.  A proposed substitution title may not be ordered for calendar year 2002 because the money will not be freed until 2002/03.  It must wait for calendar year 2003.

· Most journal subscriptions are paid annually between September and December; however, institutional commitment for purchase or renewal is made between April and June for the next calendar year.  Cancellation/substitution proposals submitted to the Collection Development Coordinator during March and April will permit use of the funds in the next fiscal year.  Proposals submitted outside this period may be subject to a full year delay in accessing available funds.

· Standing order cancellation/substitution proposals are excluded from this time-line.  Because they are usually paid as the volumes are published, they are considered on a case-by-case basis.  If they are paid irregularly, an average price is calculated and used.

· Credit is given for the current price of the cancelled title.

Five publishers consistently raise their prices higher than inflation:  Gordon & Breach; Elsevier; Kluwer; Pergamon; Plenum.  Thus, while cancellation of these publishers is encouraged; substitution is discouraged.

Foreign publications are affected by the value of the dollar as well as by inflation.  

· The number of cancelled and substituted titles does not have to be equal provided the prices of the substituted titles do not exceed the amount being cancelled.

· Binding:  The binding budget is part of the materials budget.  Therefore, when more than one title is being substituted for one cancelled title, the liaison librarian may be asked to cancel an amount to cover the extra costs of binding.

Procedures

· Planning for the cancellation must be done with the involvement of the pertinent faculty, as well as the liaison librarians and the faculty in other discipline areas that may be affected by the cut.  Use e-mail to announce the proposed title and request input.

· Consult with the Collection Development Coordinator.

· Cancellation requests:  Use e-mail to send the bibliographic information to the Chair of Acquisitions to confirm the amount available it the title is cancelled.  Include the title, the ISSN, and the B # at a minimum.

· Substitution requests:  Send the bibliographic information to the Chair of Acquisitions to confirm the price.  Include the title and the ISSN at a minimum.

· Complete the Cancellation/Substitution Transmittal Form.  The form is available on the Acquisitions home page.

· Submit the form to the Collection Development Coordinator for review by the Collection Development Committee and the Executive Committee

Submission Deadline for journal titles:  third Monday in April.

Submission Deadline for standing order titles:  none specifically designated because the process can be done throughout the year.

· If the proposal is denied, the Collection Development Coordinator returns the forms to the liaison librarian and explains the reasons for the decision.

· If the proposal is successful, Acquisitions contacts the vendor/publisher of the cancelled title and instructs the agency to cancel the subscription at the end of the paid period.

· Acquisitions places the order for the substitute titles, the subscription to begin with the new calendar year or the beginning of the new volume
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