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LIBRARY ORGANIZATION 
Units: 

Decisions and responsibility for those decisions will be made at the locatable and accountable level, i.e. 
at the unit level. The units presently existing in the Library, the budget numbers, unit responsibilities, 
and the persons now responsible for building and managing those budgets are: 

2601 Library Administration Lee Lyttle 

The Administration unit of the Library has overall responsibility for library resources and 
services for The Evergreen State College and for integratirrg these services and 
resources with other leamirrg activities on campus. The Dean of Library Services 
formulates basic library policy and philosophy and coordinates budgeting, selection, 
supervision and development of personnel, inventory, and other control functions. Staff to 
carry out the budget and general administration functions for the library are part of this 
area. 

2633 Interlibrary Loan Miko Francis Public Services 

The Interlibrary Loan unit borrows materials from libraries for The Evergreen State 
College Library users and lends materials from The Evergreen State College Library to 
other libraries. 

2635 Documents Carlos Diaz Public Services 

The Documents unit maintains and provides access to federal government documents. 

2636 Periodicals Brian Gerheim Public Services 
I 

Purchases materials for the library collection ordered on a subscription or standing order 
basis (serials, monographic series, continuations); maintains proper accounting records of 
purchases in cooperation with Fiscal Specialist; keeps inventory of serial holdings; 
maintains and provides access to periodicals collection. 

261 2 Processing Loni Trimble Technical Services 

The Processing area receives materials from Acquisitions, catalogs materials covered by 
OCLOC and physically prepares materials for shelving and circulation. The Processing 
area receives materials for shelving and circulation. The Processing area also repairs 
and restores damaged materials. When Cataloging is not available via OCLOC, 
processing routes materials to the Cataloging unit for original cataloging. 



261 1 Cataloging Tim Markus Technical Services 

The Cataloging unit prepares original cataloging of records to be added to the (OCLOC). 
The unit also upgrades existing records in the OCLOC database. Complex problems 
arising in the Processing area are referred to the Cataloging area for resolution and the 
unit is responsible for the overall quality and accuracy of cataloging records. 

261 3 Acquisitions Shelley Swelland Technical Services 

The Acquisitions unit purchases items for the library collection and receives, in addition to 
the purchased items, gifts and other free materials for the collection. It also maintains, in 
cooperation with the Fiscal Specialist, proper accounting records of purchases. 

2631 Circulation Mindy Muzatko Public Services 

The Circulation unit checks library materials in and out to Library users, maintains the 
stack areas of the collection, maintains a small reserve collection, oversees operation of 
the book detection system, notifies and bills users for overdue or lost materials, maintains 
statistics and records for the operations of the unit. 

2632 Reference Convener Public Services 

The Reference unit helps library users find information and provides instruction in library 
use skills. The Reference unit also maintains and provides access to college archives 
and special collections. Ernestine Kimbro, Sarah Pedersen, Sara Huntington, Liza 
Rognas, Jules Unsel, Paul McMillan, and Randy Stilson constitute the Reference team. 
These people are responsible for staffing the Reference desk, selecting materials for the 
collection and providing library instruction and prograrrl liaison. Individual Reference 
librarians are also designated as consultants/evaluators for specific account managers in 
some Public Services areas. 

Media Services Administration Wyatt Cates Media Services 

The Media Services unit provides overall coordination of Photo Services, Electronic 
Media (Video, Audio and Projection Services) areas of the Library. The unit provides 
liaison with faculty, students, and administrative staff regarding the quality of library media 
services and determines services needed to support academic programs. The unit is 
responsible for coordinating the instructional activities of the area. Media Services 
students, staff, faculty, and off-campus users with various work stations for: playback, 
recording and editing of audio; viewing motion pictures, video tapes and slides; and for 
producing slide shows, soundtracks, photographs (original and copystand) and graphic 
materials and also provides instructional assistance in the use of the equipment and 
teaches various workshops and courses for the college. 










