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Processing Procedures for:
Baker & Taylor, Inc.






Momence IL
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COMMERCE, GA
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APPROVED BY:

_________________________________     |____/____/______

Name





Date

Richard Edwards- Tech Services Program Manager
Washington State Library-Eastern & Western State Hospitals

REVISIONS:

SAP# 4909
Revision History

	Revision Date
	Section
	Page #
	Comments

	08.23.05
	All
	All
	Preliminary exclusive to hospitals for library acceptance

	12.18.05
	All
	All
	Barcode specific to branch, flag originals, c-view on all bks

	03.03.05
	All
	All
	Removed hospitals to separate sap

	12.20.05
	Stamping
	10
	Added one line stamp

	01.02.08
	All
	All
	Converted to a simple sap

	01.23.08
	FA
	5,6
	Revised barcode for Spoken word on CD, Removed Spoken word on cassette processing.

	
	
	
	

	
	
	
	


ACCOUNTS:

	Account #
	Group #
	Account Name


	Account #
	Group #
	Account Name

	
	
	

	Regular - 
	Ongoing
	

	L575432
	0
	Airway Heights Corrections Center

	L575440
	0
	Clallam Bay Corrections Center

	L575465
	0
	McNeil Island Corrections Center

	L575473
	0
	Stafford Creek Corrections Center

	L575481
	0
	Twin Rivers Corrections Center

	L575499
	0
	Washington Corrections Center

	L575507
	0
	Washington Corrections for Women

	L575515
	0
	Washington St. Penitentiary-Main

	L575523
	0
	Washington St. Penitentiary-Medium

	L575531
	0
	Washington State Reformatory

	
	
	

	
	
	

	Spoken Word - 
	Ongoing
	

	L575564
	0
	Airway Heights Corrections Center

	L575572
	0
	Clallam Bay Corrections Center

	L575598
	0
	McNeil Island Corrections Center

	L575606
	0
	Stafford Creek Corrections Center

	L575614
	0
	Twin Rivers Corrections Center

	L575622
	0
	Washington Corrections Center

	L575630
	0
	Washington Corrections for Women

	L575648
	0
	Washington St. Penitentiary-Main

	L575655
	0
	Washington St. Penitentiary-Medium

	L575663
	0
	Washington State Reformatory


MATERIAL HANDLER:

Print VAS sheets
FRONT AUDIT:

(Unacceptable bindings, Belly Bands/Half Jackets, Transparent Dust Covers, Books with CD’s/Disks/Maps, Barcodes)
If front/back flyleaf of book are perforated, leave flyleaf in-do not tape the perforations
Volume sets will receive individual processing
Boxed sets of books – discard box
NO partials accepted.
Route Slip Color:
Unacceptable Bindings:
· Big books (used for storytelling)

· Blank books (diaries, journals)

· Books with toys

· Calendars

· Cards or Stationary
· Coloring books

· Consumable books

· Crossword puzzles

· Games

· Lift the flap books

· Maps (without a book)

· Merchandising oddities

· Odd formats

· Pop up books

· Posters (without a book)

· Promotional items

· Soft or tubby books

· Stencils

· Stickers

· Toys w/o books
· Workbooks (complete “fill in the blanks”)

If there are questions about how to process an unusual item not listed here (an item that should be acceptable), please call coordinator.

[Front Audit Continued]

Belly Bands, Half Jackets:
discard 
Transparent Jackets:
leave on books
Books with CDs/Disks/Maps:
flag all books “book with CD/MAP”
Any Accompanying Material:
leave as is, do not remove.
Spoken word on CD:
leave in original packaging unless case is 


unusable. Then repack into appropriate size


black case.  Do not use ring binders.

Original cataloging:
available to English titles only.

Spanish language bks will receive ‘Cataloging not available’ and send partial processed.
Barcodes:
all barcodes are customer supplied and each branch has its own barcodes

Barcodes for print:
Location:
inside front flyleaf
Measurement:
¼” from top, centered.
Notes:
apply regardless of info or perforated pages.
	Inside Front Cover
	Front Flyleaf


Barcodes for Spoken Word on CD 

Location:
on front cover of case
Measurement:
upper right corner, ¼” from top and side.
Hub Labels for Spoken word CD & books with accompanying CDs:  preprinted with Washington State Library.  
Location:
to the front of each CD.

Notes: 
apply regardless of info.

( Route to Cataloging
( Route to Kit Matching

KIT MATCHING:

(Spine Labels, Special Labels, Book Pockets)
Spine Labels:
1 per book or CD set
Location:
on spine of dust cover/book or CD case
Measurement:
¼” from bottom, centered

Notes:
apply regardless of info.

Thin books:
if 2 lines of the label are not readable

turn vertical, top to bottom, ¼” from bottom
and centered on the spine.

                                         [image: image2.png]SPINE LABEL
GOES THIS WAY





Stapled, pamphlets, very thin books, thin cases:
apply to the front cover, lower left corner

¼” from bottom.

Genre labels:
no genres for this account.
Theft:







no theft for these accounts
Mylar Jackets:

Mylar Jackets:
Do not apply Mylars to books.
Half jackets/belly bands
discard 
Transparent/Opaque Jackets



leave all dust covers on the book.
C-Views:
apply appropriate size over exposed spine 

labels including books with dust covers.
Stamping:

Ownership stamp:                                              Washington state address stamp, black ink
Location:                                                               top edge(front of book facing forward), centered

Notes:                                                                    both lines must be readable.

Very thin books:                                                   stamp inside front flyleaf, centered below barcode.

                                                                              If the page is glossy or very thin, stamp a white 
                                                                              label and apply in same location.
( Route to Back Audit
BACK AUDIT:

See all previous pages for processing specifications.
Notify senior cataloger when ALL totes of an ATS are complete so they can FTP records to the customer
Orders can consolidate
( Route to Shipping
SORTATION/DELIVERY:
Ship as ready.

*BACK AUDIT*


RETURN VAS SHEETS TO SENIOR CATALOGER TO FTP BEFORE SHIPPING








Barcode
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