Processing Specifications

School or Library Name

School District Name

Street Address
City State Zip
Phone Email

CATALOGING PROFILE

Date

Processing Method
@ Attached (Shelf-Ready)

O Unattached (Loose)

Subject Headings
|:| Library of Congress

|:| Sears

|:| LC Children’s Headings

Fiction
FIC |:|3 letters of Author’s last name
W |:|Full Author’s last name

D Fic

D Other

Nonfiction
DAbridged Dewey (cut at 1%t prime)
|:| End Abridged Dewey places after decimal
|:| Other I:l 3 letter of Author's last name
D Full Author's last name
Easy Nonfiction
|:|Abridged Dewey (cut at 1% prime)
[]E [13 letters of Author’s last name
D E + Dewey [CJrFull Author’s last name

|:| Follow Nonfiction option

|:| Other

Individual Biography
|:| 92 |:|3 letters of Biographee’s last name
|:| 921 DFuII Biographee’s last name

(s
[Isio
|:|Other

Collective Biography
D920 I:l3 letters of Author’s last name
D92 |:|Full Author’s last name

[ls
[Jsio
I:lOther

Reference
I:lREF + Dewey |:| 3 letters of Author’s last name
DR + Dewey |:| Full Author’s last name

|:|Other

Author/Main Entry Capitalization

D All Letters Capitalized (ABC)
|:| First Letter Capitalized (Abc)

Easy Fiction
Cle
[]Follow Fiction Option

[]other

Fiction Graphic Novels
[J741.5
[leN
[Jric
[Jother

Nonfiction Graphic
|:| Follow Nonfiction option
|:| Follow Fiction Graphic Option

|:|Other

Story Collections

[sc
[ ]s0s.8

|:| Follow Fiction option

|:|Other

Spanish

[lsp
I:lSP + Dewey
|:|Follow Dewey Cataloging

DOther

|:| 3 letters of Author’s last name
|:| Full Author's last name

|:| 3 letters of Author’s last name
|:| Full Author’s last name

|:| 3 letters of Author’s last name
[ ]Full Author’s last name

[]3 letters of Author’s last name
|:|Full Author’s last name

D3 letters of Author’s last name
|:|Full Author’s last name

eBook Prefix
None

[ JeBook [ JeBk []EB
|:|Other

[ ]eBook



MARC RECORDS / AUTOMATION

SPECIFICATIONS Software
D Destiny version
I:lAtriuum version
DSymphony version
I:lOther version

BARCODE LABELS
Barcode Symbology
|:| Code 3 of 9 (Code 39) - universal
Code 3 of 9 — Mod 10 (13 plus check digit)
|:| Code 3 of 9 — Mod 43 (13 plus check digit)
|:| Codabar (13 plus check digit) Interleaved 2 of 5

MARC Protocol
[] US MARC 21- 852 Holdings [most common]
D US MARC 21- 949 Holdings

|:| Receive MARC files via email download

email address to send MARC records:

Library Name Inscription
[ ]ALL cAPs [ JUpper and Lower Case

School Name (30 spaces):

|:| Other

|:| at Top of barcode label (default)
[[] at bottom of barcode label

School Name Location:

Starting Barcode Range Ending Barcode Range

Location |Position

Number of Barcode Labels per book Label 1

Label 2

Position A Pasition B Pasition C
{reading {reading [reading
bottom to top) top ta bottom) harizantally)

et £ ¢
OO 11 0
Hamillmn, Joke.

FISINIDY EACRINTART 508

Tea Piesl Prasties /

SPINE LABELS & READING PROGRAM LABELS

Spine Label - Distance from spine Bottom

DUnattached |:|1/z" |:|1" |:|1 1/z"|:|2" |:|Other

AR Spine Label
I:lAbove Spine Label

|:|Other

AR Information Label

|:|Other

Lexile Label Position
I:lAbove Spine Label

DOther

F&P / Guided Reading Label
|:|Above Spine Label

|:|Other

SPECIAL INSTRUCTIONS

List any flyleaf placements here

Barcode Locations:

13
16
14
17
15
18
Back Front Front Back
QOutside Cover Inside Cover
QR Labels
Location or |:| unattached

|:| include 2d unattached label
|:| include QR Code Book Cover Sheet

Book Pocket

|:| Location

Date Due Slip

I:l Location
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