CD Processing for DSHS Branches

Check CD Case:
Repackaging:
Remove all plastice covering and manufacturer’s theft devices. Toss any advertising materials

Notes:  
Leave in original case, regardless of number of discs in set.
If original case impossible to save, replace with case from supply room, cut graphics to fit. 

Apply:
	Hub labels
	Security device
	Barcode
	Spine label
	

HUB LABELS:
Use the hub label specific to the branch: “Eastern State Hospital Libary” or “Western State Hospital Library” for the DSHS branches.

Apply Hub Labels to Single and Double-sided CDs

Location:
Apply centered to the top/front of each CD.

Notes:
Apply regardless.




	








SECURITY DEVICES
3M DCD-2 Security Strip (single-sided CD)
Location: 
On CD top/front, place OVER hub label

Note:
Apply to single-sided CDs only, this will ruin double-sided CDs

B1 Security Strip (on case of double-sided CD)
Location: 
Apply a regular B1 Security Strip to the inside front cover of the case, lower left 
corner.

Note: 
Apply to double-sided CDs only


BARCODES
Location:
Front of CD case

Placement: 
Upper right corner, ¼” from top and right side

Note:
Apply regardless of information

Note:
Apply regardless of information covered by it


SPINE LABELS
Location:			
On spine of case, vertically. For very thin cased CDs, the label is applied to the lower left corner on front of case, 1/4” from bottom edge.

Measurement:			
¼” from bottom, center so that the artist’s name is readable.

Notes:			
CDs shelved flat.
Cover label with tape.
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Note:
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.

LABEL FORMAT for music CDs
CD title will be cuttered off the performer or groups name up to 7 letters and spaces and excluding initial a, an or the, and followed by the production date. Example: 

                                 CD	
                                 LA GUNS	
                                 2004
		

