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First step - softcovers


Basic sort -  Do Not Bind, Sort out Recap books hinged/economy/paper standards 


Create and attach call number labels


Second series of steps


Add bookplates


Add date due slips 


Stamp top edge of book
Add security strips if needed


Third series of steps


Charge material to in-house patron


Quick check to confirm that it is done (look at title and cover of book)


Unpack from the boxes and put on trucks





Fourth series of steps
















First step - softcovers


Sort out "Paper Standards" - material without spine titles, too thin, or otherwise needs  "Paper standard" binding - add to shelf  by trucks.  


Second series of steps


Charge 


Third series of steps


Unpack from the boxes and put on trucks


Add bookplates


Sort out Recap books


Box the Material 


Quick check to confirm that it is done (look at title and cover of book)


Fourth series of steps


Charge material to in-house patron


Add date due slips 


Stamp top edge of book





 "Recap" - put aside for Recap


 "Do not bind" - sort out all that will be DNB - most of material. 


  Sort Picture covers into hinged or economy 


Create and attach call number labels


















