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E-Mail Reference Procedure 
 
1. E-mail requests are routed from the MCPL webpage online “Ask a Librarian” form on 

the MCPL webpage to the Reference E-Mail Account. 
 
2. The e-mail account will be checked by the staff assigned to work the Reference Desk, 

as often as possible, but at least at each shift change, during normal business hours. 
 

3. For simple questions, replies with answers will be sent immediately, citing the sources 
used to answer questions.  
 

4. The Reference staff working on the question may e-mail the customer to request 
clarification or additional information, if needed. 
 

5. Once the answer to the question has been found, the librarian can reply by using the 
reference e-mail account; may scan or fax material; may phone the customer with the 
answer, or may mail the reference materials if the answer is extensive. 
 

6. If there is a need to mail the answer, an e-mail message will be sent to the customer 
advising them of any photocopying charges. 
 


