King County Library System - Revised February 17, 2017


Appendix A- Physical Processing Specifications:
King County Library System


· All board books are processed in house.
· Do not process titles with bonus discs as if they are 2 disc sets; send bonus disc unprocessed 
· Do not process titles with more than 2 discs.
· Do not process DVD/Blu-Ray combo sets




KING COUNTY LIBRARY SYSTEM
SPECIFICATIONS FOR PRINT PROCESSING
Revised – February 2017

1. BARCODES:
Each book must have a KCLS barcode affixed in the upper left corner of the front cover.
Please do not cover barcode labels with label protectors.
[image: ]

The top edge of barcode must be no higher than 1/2" from top edge of the front cover. The lower edge of the barcode should be no lower than 3 1/2" from the top edge of the front cover. The left edge of the barcode can be no closer than 1 /2" from the left edge of the book cover.
Note: Placement of barcodes can be adjusted within a 2” by 3" window to avoid covering critical parts of the title or author name on the book cover as long as the barcode label is placed within the parameters described above. If it is not possible to avoid covering part of the title or author name, the barcode label should still be affixed in the upper left corner of the book.
Barcode labels should be affixed on the outside of mylar jackets on books with dust jacket covers.
Do not cover the barcode label with a label protector.
If the book is a paperback, the barcode must be affixed to the outside of the cover after "plastic covering". Do not cover the barcode label with a label protector.
If the book does not have a dust jacket or is not to be plastic covered, the barcode should be attached as is and should not be covered with a label protector.

[bookmark: _GoBack]Any books that reads right to left, shall have the barcode placed on the front cover. [image: ]Actual front cover
Back of book, notice UPC label
Correct Placement


The King County Library System (KCLS) will supply the barcodes. A system of notification—when barcode supplies need to be replenished---will need to be agreed upon.

2. BOOK JACKETS:
Books with dust covers must be received pre-jacketed with mylar jackets. The jackets must be clear and at least 1.5 mil thick. The jackets must be affixed to the book using tape equal in strength/durability to 3M's #720 Film Fibre Tape; the tape must be at least 1/4" wide.
Covers/jackets must not be affixed "upside-down". The edges of the plastic jacket should be flush with the edges of the dust cover flaps on both front and back. The corners of the plastic jacket should be anchored with tape to the book.
Directions for applying mylar jackets to hardcover books are attached.
3. PLASTIC COVERS:
Paperbacks must be reinforced with plastic covers EXCEPT when the purchase order says "DO NOT PLASTIC COVER". The covering film should be at least 4 mil. thick. The plastic covering must be completely and uniformly attached to the front, back, and spine of the book.
Note: Kapco and Lyfguard covers (or brands of similar quality with separate back and front covers with thinner plastic over the book spine) are preferred.
Barcode labels must be affixed on top of the plastic cover to the right of the plastic cover crease so that the label is perfectly flat.

4. PROPERTY STAMP:
The top edge of all books as well as the title page (centered at bottom of title page) must be stamped: KING COUNTY LIBRARY SYSTEM, WA in black ink. (KCLS will supply this stamp.)
The image made by the stamp used by the vendor must be equal in size and legibility to this image: KING COUNTY LIBRARY SYSTEM, WA
The ink used by the vendor must produce an image equal to the above in terms of definition and legibility. The image must be guaranteed not to fade for 5 years.
NOTE: If the top edge of the book is too narrow to stamp, then one property stamp at the bottom of the title page will be sufficient. If the title page is a glossy type paper that tends to smear, the property stamp can be stamped on a narrow white adhesive label and then applied.

5. DATE STAMP
The bottom edge of the front flyleaf must be stamped with the current month and year. For example: APR2013
This stamp should be centered at the bottom of the flyleaf and should be at least 18 points in size. Please use black ink. Abbreviations for the month are OK ("APR" for APRIL for example).
If the flyleaf page is a dark color paper, the date stamp can be stamped on a small white adhesive label and then applied.

6. Board Books 
Send these to KCLS with no processing, including no property or date stamp.
-------------------------------------------------------------------------------------------------------------------

Preferred Bar code label placement instructions for book pre-processing - 2017
Barcode label placement Guide "window": The barcode label should be applied in the upper left quadrant on the front of the book cover to avoid covering the book title and author whenever possible.
[image: ]


.  Directions for applying mylar plastic jackets on hardcover books:

[image: ]

Print barcode placement example:
[image: ]


Processing Specifications for Music CD orders in Allsop Strong Boxes
 (1) Cases:	
· Single CD titles should be removed from the original jewel box cases and placed in a single CD Allsop Strong Box case manufactured in durable plastic. Double CD titles should be re-cased in the Allsop Strong Box double CD case. Multiple disc titles and titles packaged in 'digi-paks' and any other types of cases (i.e. not in a jewel box) should be sent as is (not processed) unless other instructions have been provided.
	The cover art/booklet should be inserted inside the front cover of the case and 	the back cover art (with song list, etc.) should be inserted inside the back cover 	of the case under the tray.

(2) Barcode placement on CD titles should be as follows:
· The donut barcode should be placed on the disc. One disc barcode label sets should be used for single disc titles and two disc barcode label sets should be used for titles with two CD’s.  KCLS will supply both single and double disc barcode sets. 

[image: ]
· The second copy of the barcode (rectangular barcode with bars) should be placed on the upper left side of the front cover on the outside of the case 1/8" below the top edge of the cover and 1/8" in from the left edge of the cover. If the title or performer name would be covered in this position, placement of the barcode label should be adjusted to another part of the upper left quadrant of the cover. The most common situation would be to adjust placement directly below the title or performer name. It is OK to cover the performer's face or other graphics on the cover. DO NOT place barcode on bottom of the cover.  If unable to determine correct position, send in unprocessed.

[image: ]
(3) A label noting: "2 discs" should be placed in the lower right corner of the front cover insert for titles with 2 discs. 
[image: C:\Documents and Settings\jhiatt\Local Settings\Temporary Internet Files\Content.Outlook\8NW1SN08\2discs.bmp]

Important! Please do NOT cover "Parent Advisory" labeling with any stickers.


Music CD - barcode and spine label placement examples:
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Processing Specifications for "Digi-Pak" Music CD orders

(1) Cases:
Single and double Digi-Pak CD titles should be placed in a Blackbourn custom clear clamshell album (#98015) after labels have been applied. The entire digi-pak package is simple placed inside the clear album. If the disc is inside a sleeve of the digi-pak, it should be placed instead in the center of the digi-pak on a self adhesive CD hub. Note: If the disc is already mounted on a hub or in a tray with hub, please leave as is and do not add an additional hub. It is very important that the clear album close snugly. Multiple disc titles and other packaging that will not fit in the clear Blackbourn case or that cause the clear album to not close completely should be sent as is (not processed). Single and double music CD's in traditional "jewel case" packaging should be processed in Allsop Strong Box cases. (Please see separate specifications for processing in
Allsop Strong Box cases.)

(2) Barcode placement on CD titles should be as follows:
• The donut barcode should be placed on the disc. One disc barcode label sets should be used for single disc titles and two disc barcode label sets should be used for titles with two CO's. KCLS will supply both single and double disc barcode sets.
[image: ]




• The second copy of the barcode (rectangular barcode with bars) should be placed on the upper left side of the front cover on the outside of the case and on top of the clear sleeve -1/8" below the top edge of the cover and 1/8" in from the left edge of the cover. If the title or performer name would be covered in this position, placement of the barcode label should be adjusted to another part of the upper left quadrant of the cover. The most common situation would be to adjust placement directly below the title or performer name. It is OK to cover the performer's face or other graphics on the cover. Some examples of adjusted label placement are attached.
[image: ]
(3) A label noting: "2 discs" should be placed in the lower right corner of the front cover insert for titles with 2 discs.
[image: C:\Documents and Settings\jhiatt\Local Settings\Temporary Internet Files\Content.Outlook\8NW1SN08\2discs.bmp]

Important! Please do NOT cover "Parent Advisory" labeling with any stickers.

[image: ]
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Processing Specifications for DVD orders


(1) Cases: The DVD disc should be placed in a single DVD clamshell style case and the cover inserted in the clear outer sleeve. (Note: We prefer the Blackbourn case #48501 ). Double DVD titles should be placed in a Blackbourn double DVD case (#48555).

(2) Barcode placement on single DVD titles should be as follows:
· The rectangular barcode should be placed in the upper left corner on the outside of the front cover on top of the clear sleeve.
[image: ]
· The matching donut barcode(s) should be placed on the disc(s).
· The eye readable duplicate number strip can be tossed.
	Note: KCLS will supply the donut barcode label sets.
[image: ]


(3) A label noting: "2 DISCS" should be placed in the lower right corner of the front cover for titles with 2 discs included. KCLS can also supply this label.
[image: C:\Documents and Settings\jhiatt\Local Settings\Temporary Internet Files\Content.Outlook\8NW1SN08\2discs.bmp]
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Processing Specifications for Audio CD orders


 (1) Cases:
The CD's should be placed in a single CD clamshell style case that holds multiple discs. KCLS prefers a case with ring binder inside that holds CD sleeves. The CD sleeves should be a material that does not adhere to the disc even if the disc is exposed to high temperatures. The cover is inserted in the clear outer sleeve.

(2) A Collation Label noting the number of discs in the set should be affixed on the lower right corner of the cover.

(3) Barcode placement on CD titles should be as follows:
· The rectangular barcode should be placed in the upper left corner of the front cover on top of the outside sleeve. Do not add a label protector.
[image: ]

· Donut shaped barcode labels with eye readable numbers and "King County Library System" should be placed on each disc. KCLS can supply sets of pre-printed barcode labels for up to 10 discs. The vendor will need to replicate donut barcode labels for sets with over 10 discs.

[image: ]



Audio Processing sample:



[image: ]
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Appendix B - Full Author Last Name Spine Label for Easy Fiction
(Picture) Books:

Specifications:

· Complete author last name

· Correct version of author last name should be verified in cataloging utility.

· E at top of label- placed horizontally. KCLS can supply rolls of pre-printed E labels if needed.

· Author last name all in CAPS and printed vertically in 14 pt. Arial bold

· The label should measure 1" across and 1-3/4"- 2" in height.

· The label should be placed on the book spine so that the print on the label is centered and the blank parts of the label wrap around on the front and back cover (if spine is narrow enough)

· Bottom edge of spine label should be 1 inch above bottom edge of book spine to allow for application of genre label, if needed.  Sample is attached.

· If a disc accompanies the book, please send in unprocessed. 












Easy picture book spine label example:
[image: ]


GENRES;
     Reader genres are placed vertically, reading top to bottom flush above E label.
    All other genre labels are placed below the spine label.

Easy Fiction Genre Labels (Library supplied)
	Genre Label
	Description
	Material /Location
	Image

	Christmas
	Demco Christmas Tree
	EF place below spine label
	[image: ]

	Easter
	Demco Easter eggs
	EF place below spine label
	[image: ]

	Halloween
	Demco Black cat
	EF place below spine label
	[image: ]

	Holiday (other than specific)
	Custom design fireworks
	EF place below spine label
	[image: ]

	Jewish Holidays
	Demco Star of David
	EF place below spine label
	[image: ]

	Kwanzaa
	Demco candles
	EF place below spine label
	[image: ]

	Reader
	
	EF place vertically flush above spine label
	[image: ]

	Thanksgiving
	Demco Pilgrim and Turkey
	EF place below spine label
	[image: ]

	Valentine’s Day
	Demco heart
	EF place below spine label
	[image: ]




Children’s Genre Labels (Library supplied)
	Genre Label
	Description
	Material /Location
	    Image

	
	
	
	

	Early Chapter
	Custom design school house
	JF place below spine label
	[image: ]

	Fantasy
	Custom design black dragon
	JF place below spine label
	[image: ]

	Historical Fiction
	Demco clock and book
	JF place below spine label
	[image: ]

	Mystery
	Brodart Sherlock Holmes
	JF place below spine label
	[image: ]

	Science Fiction
	Demco Planet
	JF place below spine label
	[image: ]







Teen Genre Labels (Library supplied)
	Genre Label
	Description
	Material /Location
	Image

	Fantasy
	Demco red dragon
	YF place below spine label
	[image: ]

	Historical Fiction
	Demco clock and book
	YF place below spine label
	[image: ]

	Romance
	Demco red heart
	YF placed below spine label
	[image: ]



Children’s Labels: Indicated on (ORS Label # 13) Animals, Bedtime, Concepts, Dinosaurs, Famous Friends, Feelings, Life Issues, Our World, Rhymes & Songs, Science and Nature, Sparkly (silver color), Stories, Things That Go, Very Young, 
[image: Categories800]
Placement: flush below the call number on white of spine label, horizontally never turn. The words should wrap around to the front with the blank part of the label on the spine of the book. 
Exceptions: If the Children’s Label will cover part of the authors name, do not attach spine label, add the “Spine Label Needed Flag”.

Questions? Please contact:
Jolene Hiatt
Processing Supervisor
King County Library System
960 Newport Way NW
Issaquah, WA 98027
jhiatt@kcls.org
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