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CIRCULAR No. 09 of 2010
	TO:
	THE VICE-CHANCELLOR, DEPUTY VICE-CHANCELLORS, EXECUTIVE DIRECTORS, REGISTRAR, EXECUTIVE DEANS, EXECUTIVE DIRECTORS, CHIEF FINANCIAL OFFICER, SENIOR DIRECTORS, DIRECTORS, CAMPUS DIRECTORS AND HEADS OF ALL DIVISIONS AND DEPARTMENTS


	                            URGENT NOTICE:  LEGAL DEPOSIT


1. PURPOSE
The purpose of this notice is to inform all Faculties/Departments/Directorates/ Divisions/Campuses to deposit their publications regardless of format or medium to the Archives/Institutional Repositories Section of the Library and Information Services (LIS) in order for TUT to comply with the Legal Deposit Act, (Act 54 of 1997) and its Regulations. The publications referred to herein include but are not limited to the following:

●
Books


●
Microfilms


●
Maps


●
Musical texts


●
Posters


●
Serial documents


●
Cinematographic films


●
Electronic documents (static)


●
Multimedia


●
Sound recordings



●
Videos


●
Newsletters


●
Journals

2. LEGAL DEPOSIT NOTIFICATION
An approved form for legal deposit with the following details must be submitted by each author:
· Name(s) of the author(s)
· Staff/Student number(s)
· Designation(s)
· Faculty/Department/Division
· Office number(s)
· Contact details
· ISSN/ISBN number(s) allocated
· Title of the publication.
3.
PROCEDURE FOR SUBMISSION OF PUBLICATIONS TO THE ARCHIVES/ INSTITUTIONAL REPOSITORIES SECTION 

The procedure below should be followed at all times in order to comply with the Legal Deposit Act, 1997 Act 54 of 1997 and its Regulations.

3.1
The author(s) 
3.1.1
Complete(s) the request form for ISSN/ISBN number(s);
3.1.2
Send(s) the form to the Archives/Institutional Repositories Librarian for allocation of ISSN/ISBN number(s) to be used;
3.1.3
 Submit(s) the publication(s) within 14 days of its/their receipt from the publisher;

3.1.4
Submit(s) ten (10) copies of each publication to the Archives/Institutional 


Repositories Section to be distributed as follows:
3.1.4.1
5 copies for Legal Deposit namely:
3.1.4.1.1
National Library of South Africa, Pretoria
3.1.4.1.2
National Library of South Africa, Cape Town
3.1.4.1.3
Mangaung Library Services, Bloemfontein
3.1.4.1.4
Msunduzi Municipal Library, Pietermaritzburg
3.1.4.1.5
Library of Parliament, Cape Town
3.1.4.1.6
National Film, Video and Sound Archives, Pretoria (for certain types of records)

3.1.4.2
2 copies for the Archives/ Institutional Repositories of TUT
3.1.4.3
3 copies for the relevant Libraries of TUT.

------------------------------------------------------------
Ms Vivian Agyei
Director: Library and Information Services
Contacts

Mr Lawrence Maake






Archives/Institutional Repositories Librarian

Building 20-G09

012 382 5244
maakelm@tut.ac.za

