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UMFPL Fee Schedule:

UMFPL FEE SCHEDULE

FEE TYPE APPLICABLE MATERIALS FEE AMOUNT

: Membership passes &
Borrowing Fee Electronice $5 / day not returned
Missing/Damaged Al materials Va.rles based on retail
Item price

All lost/damaged

Processing Fee materials and componets S2

Proctoring N/A $15 / exam

Rental fee HETEN DR (7 k) $1 / item
loan)

Rental fee Rental Books (21 day $1 / item
loan)

Account Threshold: Patron accounts exceeding $29.99 are restricted
from checking out materials.

Draft: 9/29/2021



	Opening & Closing the Library: 
	Opening: 
	Closing: 

	Check in workflow:​​​​​​​ 
	●​1st check in: 
	●​2nd check in: 

	Check in scenarios:  
	●​Item returned missing components:  
	●​Item needs repair 
	●​Resolving billed item - upon item return 
	Pony (MC-District Interlibrary Loan) Delivery check-in 

	Check Out: The Basics 
	●​Patron may use for check out: 

	 
	Renewing and Modifying Checked Out Items 
	Leap Help: 
	Autorenewal 

	Library card registration  
	Online Library Card Registration (PICs) 
	Double Checking Library Card Registrations (as assigned) 

	 
	Patron Accounts 
	 Blocks: 
	Resolving Patron Account Charges by Fee Reason: 
	 

	Charging Patron accounts (Rentals, Local Use, etc…) 
	 
	Timeline for Overdue notices & Billed items  
	 
	UMFPL Fee Schedule: 
	Processing fees: 
	UMFPL - $3 processing fee charged for each billed item 
	All MCLINC member-libraries: 

	Refund Policies: 
	UMFPL - Refund may be requested up to 30 days from payment date 
	All MCLINC member-libraries 

	Billed, Damaged, Lost, Missing Items (payments & returns) 
	A.​Declare item Lost (item NOT billed yet) 

	Renew Patron Account - expired or expiring soon 
	Borrowing limits / maximum 

	Placing and Managing Hold Requests​Leap help: https://documentation.iii.com/leap/7.6/Default.htm#LEAP1_0/PlaceManageHoldReq.htm?TocPath=Placing%2520and%2520Managing%2520Hold%2520Requests%257C_____0  
	Organizing AV cart for shelving: 
	  
	Item Record Blocks 
	●​‘On the fly’ records  
	●​Already checked out 
	●​Check out to another patron 
	●​Unexpected item status: 
	●​Free text blocks 

	Curbside Service Procedure  
	 
	 
	Renewing Materials 
	●​Auto Renewal 
	●​Special Renew  

	Computer Use & Library Technology: 
	 
	Internet Infractions Procedure  
	Internet Filter Override (MCLINC) 
	Passwords for MCLINC Accounts: 

	Other Procedures:  
	Collection management: 
	“New” Call Number Change Procedure (PIC) 
	Deselection:  
	Deselection (Weeding) Procedure (as assigned) 
	Deselection (Weeding) List generation  (as assigned) 


	Records Management: 
	Weekly bulletin - drafting instructions  
	Updating Juvenile Accounts for 18+ Year-old Patrons Procedure (as assigned) 

	Picklist Management (PIC): 
	Request Manager Maintenance (PIC)  
	 




