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Selection 

· Generate a list of volumes for retrieval from shelves per specifications 

· NRLF list will include NRLF barcode for identification, Gladis record number, call number, vol/copy info, 100 field (if present), and 245 field. List must be sorted in NRLF barcode number order.  

· staff will pull volumes from shelves; preference is to always have a week’s worth of scanning pulled ahead of time

· 250 volumes will be pulled and transferred per week for scanning; this number will ramp up to 1000 per week

· Multiple volumes can be submitted for scanning; character limits for file naming have been raised to 30 to accommodate multiple volumes.  

· Loose covers and disintegrating text blocks tied with cloth ribbon can be submitted

Inspection

· NRLF student library employee or temp clerical employee will review books per preservation criteria and will reject books

· Book size: limit 11” X 16.6”

· NRLF staff will record in excel spreadsheet why book is rejected (using codes to be determined)

· IA inspection by staff at the scanning scribe

· IA staff have permission to cut “uncut pages”

· IA will inspect for

· foldouts may be scanned dependent upon size  and scribe set-up

· tight bindings that will lay comfortably in the scanning station  

· loose covers / disintegrating text blocks can be accommodated

· IA will record why book is rejected on the electronic inventory of books provided at time of transfer and return this to NRLF staff to update excel tracking spreadsheet  (using codes to be determined)

· IA will contact UC Preservation Office / Barclay Ogden if specific questions arise bogden@library.berkeley.edu  642-4946
Check-out @ NRLF book processing area

· wand barcodes to indicate book checked-out for two-week period

Material Handling

· Books will be packed onto booktrucks and transported to IA scanning space @ NRLF (IA will provide umbrellas to protect books if weather is damp/ raining

· When books are transferred from UC Berkeley campus, they will be packed into special plastic containers provided by NRLF  

· Books will be packed consistently in bin, i.e. books will either be packed vertically or horizontally, but never mixed within a single container

· Container will not exceed 30 lbs. For purposes of lifting contents

· If needed, books in bins will be packed with appropriate padding such as bubble wrap or corrugated wrap to provide cushioning and to prevent them from shifting positions within the bin

Generate Packing Slip Inventory

· Each shipment will include an inventory that will correspond to the number and titles of items transferred to the scanning center; a printed inventory will accompany each shipment and an electronic version will be sent to scanning center  

· NRLF staff will copy / paste the circulation system information including the GLADIS number into a word document and print / email this to IA staff 

· GLADIS number chosen because the NRLF Barcode is related to a physical volume and not a single OPAC record.  There is always a 1-to-1 correspondence between the GLADIS number and the OPAC record; the same cannot be said of the NRLF barcode number
Scanning Center Receipt of Deliverables: Pick-up and Check-In of material

· Pick-up book shipments from partner library

· Unpack the trucks / containers of books; establish inventory count confirming number and match titles to books shipped

· send email receipt confirmation to partner library

· photograph outer master container to document evidence of problems encountered during shipping  process

· inspect books for preservation concerns as to potential damage book during scanning or issues that would produce impediments to scanning 

· reject books as needed

· create an online directory file for each book to store the digital content files created during scanning

Image Capture Tasks

· queue book into scanner workflow

· open the existing online directory

· scan book creating master digital file

· save digital files into online directory

Batch and Write to Media, Update Management Data

· pipeline the digital files to the directory where the PDFs and déjà vu (jpegs 2000) are generated

· publishing book on the web within 72 hours of publishing

· generate  and send a list of URLs matched to unique identifying catalog  and OCLC / RLG numbers if available number for updating catalog records at originating library ( the recipient of this list will need to be identified)

Quality Control

· scanning coordinator reviews book online to QA dejavus and PDFs and performs the metafetch to capture bibliographic metadata from Z39.50 catalog (Melvyl)

· confirm uploaded to site; confirm proper access check

· confirm metadata is correctly matched to the book

· performs metafetch to populate the metadata for online

Scanning-Center Check-Out Process: Return Deliverables

· scanning coordinator packs book into booktrucks or containers per guidelines indicated above  (For NRLF materials, packs onto booktrucks.)

· Based on IA scribe station inspection, a report is created communicating books rejected for scanning and identify failure based on agreed upon protocol described in inspection section of this document 

· books transferred to partner library

Library Check-In Procedures

· Books received on booktrucks or in containers  

· wand bar code labels to discharge status in local catalog indicating checked-in

· visual QA process of books status and condition; if necessary status recorded in excel spreadsheet

· Books transferred to book carts

· Books reshelved 
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