EAST Tips for Reviewing Your Retention Allocations

Prior to receiving your retention allocation EAST staff will have removed material found in the
EAST ephemera category on the EAST website. However, our filters don't catch everything and
some out of scope material will likely make it on libraries’ retention proposals. Before agreeing
to retention commitments we encourage you to carefully review your retention proposals and
remove titles that are clearly out of scope for EAST retention, such as: theses, textbooks, test
prep, guides, federal government documents, and sometimes juvenile literature, which while not
always out of scope is often material that libraries are unwilling to commit to retain. Note that
libraries may opt to retain some of these types of materials, but are not required to do so by
EAST.

We recognize that reviewing large list of titles can be daunting, so here are some tips for
identifying out of scope material:

e Sort the retention proposal spreadsheet(s) alphabetically by title:

e Search for terms that are typically included in the title of textbooks, guides, and
manuals. Please note that the following list is not exhaustive. And by searching
the above terms you may find other out of scope material with similar titles listed
in the vicinity e.g. information technology next to information security. Also, just
because a title may include these terms doesn’t mean it's automatically out of
scope for EAST retention.

activities grammar standards
advanced handbook start

arcgis health starting
athletic healthcare stock market
basic helping strategic
beginner(s) how strategies
best Iphoto strategy
career I0S student
childhood improve study guide
classroom improving successful
coaching instructor system
companion instruction(s) tax

complete integrating teacher
computer intermediate teaching
conference interview textbook
convention instructions tips

cookbook introduction tools

cooking introduction to training
developing investment troubleshooting
dictionary laboratory understanding
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directory
dreamweaver
early childhood
elementary
encyclopedia
examination
field guide
first book of
fitness
grammar
guide to
guidebook
guidelines
handbook
health
healthcare
helping

how

law

leadership
leading

learn

learning

legal

let’s

manual

Medicare

national geographic
outdoor

principles
procedures
python

recipe

resource book
resumes

solving

source book
special edition
sport (also search
for individual sports
by name e.g.
soccer)

users guide
using
vocabulary
what

who’s who
winning
workbook
workplace
working with
writing the
you can
you’re

your

e Use the Find tool in “Edit in Google Sheets or in “Home” in Excel to eliminate

computer manuals/guides by searching for terms such as:

adobe

arcgis

digital
dreamweaver
html
information
iphoto
macintosh

microsoft
Python
software

windows
wordperfect

world wide web

word processing

e Sorting the titles alphabetically can also be useful for eliminating out of scope
titles that start with numbers e.g. 345 solved seismic design problems /or 2010

tax legislation.
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e For older titles (typically on the pre-1901 sheet) try searching for Reprint or for non-print
formats and loose leaf material. Things that were miscoded could have ended up looking
as older material when they really are not.

e Sort the spreadsheet by LC Call Number to focus on titles in subject areas you are
more likely to find out of scope material. Including, but not limited to:

o HF1-6182 - Commerce

HG179 - Personal finance

HG201-1496 - Money

HJ2240-5908 - Revenue. Taxation. Internal revenue

KF - Law

LB - Theory and practice of education

LT - Textbooks

PE - English Language

PN - Literature General

QA75.5-76.95 - Electronic computers. Computer science

QA76.75-76.765 - Computer software

R5-920 - Medicine (General)

T58.5-58.64 - Information technology

TK5101-6720 - Telecommunication

TK7885-7895 - Computer engineering. Computer hardware

Z49-51.5 - Typewriters. Typewriting. Keyboards. Keyboarding

Z52-52.5 - Word processing
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e Sort the spreadsheet by publisher and review those that publish a range of material
some of which may be out of scope for EAST. Including, but not limited to:

o Dover

o Holt

o |EEE

o Longman
o Pearson

e Finally, load the list into your ILS (you should be able to match on either a system
number in the 001 field or on the OCLC number) to make sure no out of scope locations
are included, and to check for any material that may have been lost, missing or
withdrawn since the time the extract was created.

You may also wish to look for form subject headings such as “Textbooks”.
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