Overdue Notices and Billing Policy for Intransit Items
1. The library where the item is checked out will receive the overdue notices and bills and will notify  the patron.  Refer to this as “Check Out Library”.

2. When a bill is issued by the computer, a report will be sent to the library owning the item as well as to the Check Out Library.  If the patron contacts the check out library after receiving a bill, it is important for the check out library to tell the patron that the item belongs to another library (owning library) and that further action may be taken by that owning library. Also inform the patron that he/she will be blocked until the matter is resolved.
3. If the item is never returned and the patron is not located or refuses to pay for the item, the library owning the item, (Item Owning Library) will absorb the cost of the item’s replacement.

4. If the item is never  returned and the patron pays for the item, (Checks  or money order  only, no cash, debit or credit cards accepted) send the check  or money order made out to the Item Owning Library with the Item number and the patron’s Library Card ID number  to the item owning library through the mail, not through delivery. Do not discharge the item. Put a note on the patron’s card that the item has been paid for. When the Item Owning library gets the check and it clears, it will discharge the item and remove the note from the patron’s card.

             COMMUNICATION WITH OTHER LIBRARIES IS OF THE UTMOST IMPORTANCE.
