NRLF/OCA High-Volume Digitization Project 
Workflow Outline
Create Paging List from Master List
Stack Retrieval

Preservation Inspection

Creating Patron Records
Charging

Packing for transfer to scanning location

Creating and Sending Packing List

Annotating copy of Master List (Master Copy)

Receiving/Discharging

Reshelving

Overdue Handling

Troubleshooting & Follow-up

Detailed Description of Workflow

Create Paging List
Make copy of master list and modify according to local stack retrieval needs, deleting and/or adding columns as necessary

Print entire paging list and place into binder

Use paging list for stack retrieval and annotation of all pertinent information later to be transferred to copy of master list 
Stack Retrieval

Retrieve material from stacks using Paging List

Set questionable material that may need to be rejected aside

Annotate NOSs on paging list

Bring full book truck down to processing area

Check GLADIS for NOS:

If checked out - no further action needed

If not checked out - print GLADIS record, annotate sheet and give to Tim for internal follow-up

Place books sequentially on designated staging shelves

Preservation Inspection 

No need to check for copyright on item (IA will do)

Multiple titles in one volume can be submitted

Okay to send items with loose covers, brittle pages, minor disintegration

Reject:

larger than 11" x 16.6" 

uncut pages

missing pages

fold-outs

completely disintegrated text block

books in clam shells/phase boxes

Place flags showing code for rejection into books that have been rejected - for easy identification on staging shelves

Eventually, rejected books go to Repair shelf or Reshelving 

Annotate reason for rejection Paging List

Books okay for scanning back to staging shelves

Charging in GLADIS

Pull books from staging shelves sequentially onto book trucks

Find appropriate patron record

Charge items to patron record CH DUE=M1 ID NRLF-XXX

Pack books on truck tightly

Count items on book truck/s

Confirm total # of items on trucks with # of items in patron inventory

Clearly mark paging list with date and first NRLF item and last NRLF item sent on this day

Annotate total # of items shipped per day on calendar

Packing for transfer to scanning location

Include print-out of packing list with each shipment

Cover with protective material to protect from rain, dust, etc.

Wheel book truck to loading dock for pick-up

Packing List

Prepare packing list according to following guidelines:

· From the Master List (Excel) copy the items that are shipped today into a new Excel workbook

· Save As on O: drive in OCA Project/Packing List "Filename_mmddyy", ie. OCAProject_PackingList_040106.doc

· Re-adjust column width, row height as necessary 

· Note: Once the first packing list has been created use it to create all  following lists: Save As, change date in filename, delete the contents in cells, copy items of today’s shipments into today’s spreadsheet.
· Delete rows for items that are not being sent (NOS, Rejected, etc.)

· Add header with name of list, total # of volumes shipped, ship date, due date

· Re-adjust the "# Items" column

Send a paper copy of the packing list with the shipment

Send electronic copy of packing list to IA 

Annotation of Master Copy
Transfer codes of items not found on shelf and rejected to electronic Master Copy in Excel using the following abbreviations:

· DAM = damaged

· DAT = out of copyright

· DIS = disintegrated text block (includes items in clam shells/phase boxes)

· FO = foldouts

· LG    = too large

· MAR = margins too tight

· MIS = missing pages

· MUL = multiple titles (Gladis numbers)

· NoGL = no Gladis number provided

· NOS = item not on shelf

· PAP = brittle paper, tissue paper

· SKW = skewed pages

· SM   = too small 

· UNC = uncut pages

Note: Codes preceded by “IA-“ are items rejected by IA. Items showing only the code are items rejected by NRLF.

Enter codes for rejections in column "Rejected or NOS" 

Enter date sent in column "Date Items Sent to IA"

Receiving/Discharging

Bring book truck/s from loading dock to OCA project work area

Inspect items for immediate problems and set them aside

Sort material in NRLF # order

Discharge

Scan into discharge file for OCA project

Annotate total # of items returned per day on calendar
Wheel to reshelving area

Follow-up with damaged items 

Annotate in Master Copy

Reshelving
Prep reshelving truck per established guidelines

Reshelve

Overdue Handling

Receive overdue notice

Shelf check


OS = discharge


NOS = annotate on card/s, copy card, forward to OCA

Annotate paperwork what actions have been taken

Troubleshooting and Follow-up
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