Massachusetts Virtual Catalog (VC)
Billing Form for Overdue Items
Lending Library attaches this form to the bill.
Borrowing Library attaches this form to reimbursement or replacement.
FROM LENDING LIBRARY:



TO BORROWING LIBRARY: 

VC Contact:  ________________________________
VC contact: ________________________________
Email:  ____________________________________
Email:  ____________________________________
Telephone: ________________________________
Telephone:  _______________________________
Library Name: _____________________________
Library Name: _____________________________

Library branch: ____________________________
Library branch: ____________________________
Institution/municipality: _____________________
Institution/municipality: _____________________
The Lending Library has checked its:
□  VC records, on Date:_______________
□  Local Circulation System, on Date:_______________

□  Shelves, on Date:_______________
□  Holdshelf, on Date:______________

but has not found the following overdue item:

MA VC Request # ________________________            Call # ______________________________
Title: ____________________________________________________________________________
Format (Book, DVD, etc):__________________             Barcode: ____________________________
As the Borrowing Library, please check:
  

□  Request status in VC, on Date:______________  Status: _____________

  
□  Local circulation system, on Date:_______________
□  Shelves, on Date:_____________
 

□  Holdshelf, on Date:_____________
If the item is found, in the VC please SET RETURNED, and send the item back to Lending Library.

If the item is not found, the Lending Library will accept the choice(s) checked off below: 
□  REIMBURSEMENT -- See accompanying bill.  Make check or money order payable to:
_________________________________________ for amount: $__________  Send by mail (not Delivery) to this address: ________________________________________Attn: _________________
□  REPLACEMENT –  Contact Lending Library for acceptable options regarding edition.
Once the reimbursement or replacement has been sent to the Lending Library, the Borrowing Library should SET RETURNED in the VC.  When the reimbursement is received, the Lending Library should SET COMPLETE in the VC.  

