	Claims Returned or Never Checked-Out

UMW Libraries


________________________________________________________________________________

Please print your name.  ____________________________________________________________

EagleOne Card Number  ___________________________________Last 4 digits of SSN_________

E-mail Address  _____________________________________ Phone: (  ___)__________________   


Call Number  _____________________________________________________________________
                           
Title  ____________________________________________________________________________

___ 

      
Author  __________________________________________________________________________

If there is more than one item in question, please list the author, title, and call number for any additional items below. 

Complete this section if you feel that you have returned the item in question. 
1.  Day and date of return  _____________________________  Time of day  _________________
2. How many other books did you return at the same time?

3.  Where did you put the item when you returned it?  Example:  Outside book return slot, top of                                                                                 
     check-out desk, in the book return slot at the desk, left it on a table, etc.
4.  What do you remember about the item?  size, color, condition, hard back, paper back, etc. 

5.  Can you identify any of the staff members who were on duty at the time? Name(s) or description?
6.  Did you return this item yourself?     Yes___   No____

     If your answer was no, then you need to get in touch with the person who was supposed to   

     return the item.  You may want to suggest that this person come in to fill out this form as well.
Continued on back …
Have you checked everywhere you can think of for this item?  Under the sofa, under the bed, under the seat of your car, in the trunk of your car, in the rooms of friends, in classrooms, study rooms, computer labs?   Yes  _____  No  _____

Did you take it with you the last time you went home?   Yes  _____  No  _____

Have you checked with the police for “Lost & Found” items?  Yes  _____  No  _____

If you or your roommate borrow books from other libraries, could this item have inadvertently been returned to the wrong library?   Yes  _____  No  _____

Did you loan the book to someone, friend, relative, professor?  Yes  _____  No  _____

Complete this section if you do not think you checked out the item in question
If you feel that you never checked this item out, please answer these questions.

       Have you checked anything out for a friend or acquaintance?  
  Yes  _____  No  _____
       Have you loaned your EagleOne Card to anyone?                       Yes  _____  No  _____            
       Has your EagleOne Card been missing, then reappeared?          Yes  _____  No  _____   
       Have you lost your  EagleOne Card?   Yes  _____  No  _____                                                     
Comments:
The Library staff will make every effort to locate the item in question.  We ask that you do the same.
Signature  ___________________________________________________  Date  ______________
