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Washington State Library
(Eastern & Western State Hospitals
Department of Corrections Branches)

(AV-CLS Ongoing)

6880 Capital Boulevard South

Tumwater, Washington 98501-5513

Created 08/23/05

Revised 01/23/08
See page 2 for accounts
SAP# 5092

AV Processing Procedures for:

Baker & Taylor

Momence, IL
Account Coordinator:


Amy Bassett          basseta@BTOL.com 

1-800-775-3800 Ext-2744
1-877-427-7490 (Fax)

APPROVED BY:

_________________________________     |____/____/______

Name





Date

Richard Edwards – Technical Services Program Manager

Washington State Library – Eastern and Western State Hospitals
REVISIONS:

SAP# 5092

Revision History

	 Revision Date
	Section
	Page #
	Comments

	August 23, 2005
	Entire SAP
	Entire 
	Preliminary Processing Instructions for  Review

	October 13, 2005
	Entire SAP
	Entire 
	Final Processing Instructions

	March 31, 2006
	Spine Labels
	4-9
	Add C-Views and revise spine label processing, drop “R” rating labels.

	Dec.05, 2006
	Act numbers
	Cover
	Revised Act numbers

	12.03.07
	Cover, front audit, cd theft, cd hubs
	
	Added new branch accounts and revisions for branch theft and hubs.

	01.02.08
	All
	All
	Converted to simple sap

	01.23.08
	Music CD
	8
	Typo in the theft section (changed DVD to CD)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


ACCOUNTS
Eastern State Hospital - DVD
40002382

Eastern State Hospital – Music CD
40005422
Western State Hospital - DVD
40002402

Western State Hospital – Music CD
40005442
Clallam Bay CC – Music CD
40009092
Airway Heights CC – Music CD
40009072
WCC-Shelton – Music CD
40008972
Stafford Creek CC – Music CD
40009052
Twin Rivers CC – Music CD
40009152
McNeil Island CC – Music CD
40009012
WA State Reformatory – Music CD
40009132
WA Penitentary-Main – Music CD
40009112
WA Penitentary-Med – Music CD
40009032
WA CC Women – Music CD
40008992
MATERIAL HANDLER:

Print vas sheet
Staple colored route flag to VAS sheet

Route slip color:

No VHS materials

DVD PROCESSING INSTRUCTIONS




DVD Cases:

Repackaging:
leave in original case regardless of number of discs in set.

Notes:
if orig. case impossible to save, use


standard black case, cut graphics to fit.  Do not use a ring binder.

Notes:
Toss any advertising materials

Case Components:
Barcodes:




customer supplied, branch specific

Placement:




front of DVD case, upper right corner

Measurement:



¼” from top and right edge

Notes:




apply regardless.
Spine Labels:


1 per title

Placement:



on spine of case, centered, ¼” from bottom.

Thin cases:



apply to front cover, lower left corner, ¼” 






from edges.

Examples of Spine Labels: 

DVD – Fiction: The title will have seven (7) letters excluding A, An, or The and the publication date

	DVD

Godzill

1953


DVD – Non-Fiction: The label includes the Dewey number, the title will have seven (7) letters excluding A, An, or The and the publication date

	DVD

123.000

Its a B

2001


C-Views:




over all exposed spine labels.

DVD Components

Hub label:



preprinted with branch name
Placement:



to front of each dvd.

Theft:




remove any manufactured theft devices

Single Sided DVDs:

apply a 3M DCD-2 to each DVD

Double Sided DVDs:

apply a regular 3M sens/desensitized on the 







inside front cover of the case, lower left





corner.
MUSIC CD PROCESSING INSTRUCTIONS






CD Cases

Repackaging:


Leave in original case, regardless of number 






of discs in set.

Notes:
if orig. case impossible to save, use


standard black case, cut graphics to fit.  Do not use a ring binder.

Notes:
Toss any advertising materials

Case Components

Eastern & Western State hospital:
1 per case
Location:



front of CD case

Placement:


        upper right corner, ¼” from top and right side

Notes:



apply regardless of information
D.O.C. branches:


1 per title
Location:



on CD
Placement:



top half, do not overlap hub

Notes:



apply regardless of info
Date Due Slips—Do not apply DATE DUE SLIPS to CD cases.

Spine Label:


1 per title

Location:


on spine of case, vertically

Measurement:


¼” from bottom, center the artist name.

Notes:


CDs shelved flat.
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Notes:



if label overlaps break in case, which will not allow the case to open easily; open case, stick the top taped edge under the front cover, place label on spine, stick down the top edge under the cover and over the internal edge if necessary, then the bottom edge of the label.
C-Views:



apply over all exposed spine labels.

Example of spine label:

the title will include seven letters of either the performer or group’s name excluding a, an, or the, and the pub. date.
	CD

LA Guns

2004


CD Components:

HUB LABELS FOR EASTERN & WESTERN STATE HOSPITALS:
Use appropriate branch hub for the branch that is ordered.

HUB LABELS FOR DEPT. OF CORRECTIONS BRANCHES:

Use the “Washington State Library” hub label for all branches.

Hub Labels on Single and Double-sided CDs
Location:





to the front of each CD.

Notes:





Apply regardless.



Theft for Eastern & Western State Only:
Theft:




remove any manufactured theft devices

Single Sided CDs:

apply a 3M DCD-2 to each CD

Double Sided CDs:

apply a regular 3M sens/desensitized on the 







inside front cover of the case, lower left 







corner.
Theft for D.O.C. branches:  Do not apply theft to Dept of Corrections 

Branches.







Spine Label 





Spine label








Barcode 
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Outside Front Cover





Outside Back Cover














Spine of CD case
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123





Sp Lab 


Very Thin 


CD Cases
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AAA
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CCC
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Very Thin


DVD case
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METALLI


1999
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