Memo of Understanding between American University Library and the GLBTA Resource Center (Campus Life)
General Principles
This agreement outlines a partnership and cooperative project between American University Library and the GLBTA Resource Center to catalog the Resource Center’s current collection and create a workflow for future purchases.  This project will support the GLBTA Resource Center by making its content more accessible and discoverable to the American University community.  It will also support the mission of American University Library by extending the Library’s presence on campus in new and positive ways.  This project represents a savings of overall university resources.  
American University Library Responsibilities:
· Provide, install, and maintain the Voyager self check-out client on the designated Resource Center computer.
· Provide the initial barcode scanner, cradle, security mechanism for the scanner, and receipt printer, to be considered on permanent loan to the Resource Center until a time if and when this cooperative project should discontinue.  (Should new equipment be necessary in the future, the Resource Center will be responsible for purchasing the new equipment.)
· Catalog the current collection, adding the records to the Library’s current holdings with location codes unique to the GLBTA Resource Center.

· Order, purchase, catalog, and process materials based on the funding and requests provided by the Resource Center, tracking the purchases through a unique fund code in the Voyager ledger.
· If the cost of a given material is $50 more than the cost estimated by the Resource Center at the time of the request, communicate with the Director of the Resource Center to determine if the item should be ordered.

· If uncommitted Resource Center funds are remaining by March 1 of the current fiscal year, transfer the remaining unspent funds back to the Resource Center.

· Add a Resource Center personnel member to the ALADIN-ALERT mailing list so that the Resource Center will be aware of Voyager downtime and problems.
GLBTA Resource Center Responsibilities:

· Provide workspace for the initial cataloging of the current collection at or near the Resource Center.
· Provide a computer for the circulation software and desk space for a scanner.

· In the future, if a new barcode scanner, cradle, security mechanism for the scanner, or receipt printer is needed, the Resource Center will be responsible for purchasing this new equipment.

· Transfer funds to the American University Library materials budget account 10-485001-54107-00000 no later than January1st of the current fiscal year.  Communicate with the Senior Account Specialist at the Library when the transfer(s) is taking place.  Two transfers may be made without the approval of the Library to the Library materials budget in a given fiscal year.  Additional transfers during the same fiscal year must be approved by the Budget and Financial Manager, Information Delivery Services.  (The amount of funding to be transferred for new collections materials can be determined by the Resource Center on an annual basis.)
· Submit orders for materials via email to the Acquisitions Coordinator at the Library, including a cost estimate for each item.
· For all problems with patrons’ accounts and for books returned with holds or other complications, Resource Center personnel are to contact the Library Circulation Desk.

· When materials have been deselected for discard, provide these materials to the Collection Development Librarian so that the Library can choose to discard or absorb the materials into the Library’s main collection.
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