Resource Sharing Alliance Patron Names Standard

The standards for entering patron name information are:

1. Cap locks must always be on.  Example: McNair should be MCNAIR

2. Last names are entered first.  Example JOHNSON, RICHARD

3. A comma separates last and first names.

4. No punctuation should be used, including the apostrophe (’).  Example: OBRIEN not O’BRIEN.  (but DO use commas between last and first names and hyphens (-) in hyphenated names)(No comma between city and state)
5. For names with suffixes, the suffix is entered immediately after the last name and before the comma.  Example:  SMITH JR, JOHN  or SMITH II, JOHN

6. It is strongly recommended that the date of birth be requested of all users and the birth date field completed on the demographics screen during user registration or user card renewal.  Academics and schools are exempt from this policy.
These standards were approved on January 10, 2008 by the RSA Planning Committee and RSA Users Group.
