Appendix 2.

Inventory control forms used by libraries and binderies to track job lots




- INVENTORY CONTROL FORMS for BINDING -

FUNCTION

1. library identifies periodicals ready for
binding

2. library defines spine marking, cloth
color, binding style, special instructions
for each volume if needed

3. library specifies binding order,
including library's lot number, #
volumes, style/s of binding, special
instructions, owning/branch library,
date sent, date due, account number
to bill, space for bindery control # and
bindery estimated cost of order

4. library identifies containers of books to
be bound, including library's lot
number, # volumes, style of binding,
owning library

5. bindery records all incoming and
outgoing orders chronologically

6. bindery records information about each
job lot, including fibrary's lot number,
bindery control #, # volumes, #
corrections, owning Library, estimate
of cost, time spent at each cost center,
retains library flags/markers to return
to books

7. bindery communicates estimated cost
of lot, and any problems with lot to
library's bindery prep unit

11/6/96
cdata\pithformilist

FORMS

*call for bind", *pull sheet”, "prompt®, etc. -
kept by library '

*binding slip” for each volume - one copy
retained at library, one copy sent to bindery
with the volume

process improvement: LARS/I interface to
eliminate need for binding slips for
periodicals

*printing requisition" used by Northem
campuses: one copy kept by library, other
copies used in billing campus accounting
offices

*cover letter”, "shipment list", and various
other forms used by Southern campuses
process improvement: create a
standardized form with needed information
for campuses that don't used printing
requisition; store forms on PC

labels for lugs, boxes, booktrucks -
discarded after order is checked in at
bindery

'log in-log out book" - kept on file at
binderies

*docket” - kept at binderies

phone call, mailed copy of "printing
requisition"- returned to library, not
currently provided to all libraries

process improvement: binderies to notify all
libraries of estimated cost of order or
problems, including discrepancies in




8. bindery inspects for quality control:
correctness of spine information
binding style, cloth color, orientation,
etc.

9. bindery specifies lots being returned to

the library, including library's lot
number, bindery control #, # volumes,
owning Library, notes incomplete
orders (e.g., “call rush®)

10. bindery identifies individual containers
of bound books that have been,
including library's job lot number,
bindery control #, # volumes, style of
binding, owning library, date sent

11, library checks-in bound volumes,
including quality control and
discharging from online system

c:\data\piti\formlist
2/26/97

number of volumes, volumes requiring
excess work, efc. using most convenient
method, esp. emall and fax

copy of "binding slip” - retained by Northern
bindery for future verification of work,
returned to library by Southern bindery

*delivery sheet" - returned to library and
discardsd after order is checked in; not
used by all campuses

process improvement: all use elther
delivery sheet or standardized “packing
memo" If no paperwork currently In use

*labels"” for individual booktrucks, lugs,
boxes, discarded after job Is checked in by
library

retained copies of "binding slips®, other
internal library records (circ records, check-
in records...)




2. Binding Slips

At least four different binding slips are in use in the UC system: computer generated slips and
manual slips.
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3. Printing Requisitions and Shipment Lists

The printing requisition does double duty as an authorization to bill, and a record of
the shipment. The shipment list must be followed by a request to recharge form.




m UNIVERSITY OF CALIFORNIA PRINTING SERVICES
Printing Requisition Fem————

2120 Orlord Sireel Ploase use a separale requisition for sach item
Borkeley, CA 94720

510-642-4393  ATSS: 582-4383

FAX: 510-642-1764 Dept. Recording/
Sarvice Number
Use this form for all work or materials to be turnished by UC Printing Services
NOTE: No carbon is required with this form. Please type or write with pressure. D For Resaie
[ Not for Resale Requisition Date
CAMPUS, DEPARTMENT, ACCOUNT: Loc.| Account No. Fund § | Object

Billing Address if different than above

Customer No.

DELIVERY DATE
CONTACT: For information on job
DELIVER TO: Name Extension

. Plagse allow as much
Campus Attention time as possible
for printing
Other delivery instructions:
1 TYPESET NO. OF COE'IES NAME OR TITLE / Description of Publication or Form ProductNo. __
[ PRINT
{J BIND
0 SUPPLY
= Previous Printing Sves. job no. O Will reorder [ Will NOT reorder
SPECIFICATIONS: It is important to give as much information as possible
Finished size e X o STYLE: T Sample furnished 1 As per fumished layout {5 Printing Services to determine
ight
Paper (Body) (Cover}
Ink{s) {Body) — (Coven)
BINDING: O Fouding 0 Saddiewire 0O Perfect 0O Case [ Other
OPedorating_____ DS Punching [} Padding {Sets per pad)
PROOFS: [l Yes 0 No HowMany? _________ To whom? Extension
Other instructions:
All Plates and Negatives will be stored for 2 years, after which they will be recycled. ' Thank
n
Send all but the last copy of this form to UC Printing Services. you
For Printing Services Only
Estimated Cos! .
" : -
Department Approval for Recharge Printing Services Approval Salesperson Biling Price

EO500 Rev. 5/82 Printing Services copy 1 TUCPS Job Number




UCSD Bindery Shipment-TUL JOosv

05 FEBRUARY 1997
- Budget Number:
LIB 0023 07427a 63 8310
‘ ' Full Bound Monographs
6C648-51 Regular............co..o.. 41 Ms. B.C. Thompson
RUSN....creeeecnnenins 0 Preservation Dept. 0175N
Subtotal 41  Library, UCSD
Full Bound Journals
6C656 Limited prep.............. 39
68C855 Standard non-collated..... 122 Voice: (819) 534-1252
Rush (limited prep.)...... 0 Fax: (619) 534-1250
Rush Standard non-collated 0
Subtotal 161
Limited Circ. Bind
8C653 Monographs................ 4
Rush Monographs........... 0
Joumals.........cceeene 4]
Rush Joumnals............. 0
Subtotal 4
Quarter Binds
Monographs................ (1]
Rush Monographs........... 0
6C859 Journals........c.cece... 4
Rush Joumais............. 0
Subtotal 4
. Vinylbind Regular
6C646 Regular Monos............. 261
Rush Monographs........... 0
6C657 Regular Joumnals.......... 18
Rush Regular Joumnals..... 0
6C647 Retain Sigs. Monos........ 55
Rush Retain Sigs. Monos... 0
8Ces58 Retain Sigs. Journals..... 1
Rush Retain Sigs. Jounals 0
Subtotal 345
Music Binds
6C652 Full Bind................. 2
Rush Full Bind............ (1]
Subtotal 2
Other

Pamphlets, Monographs..... 0
Pamphlets, Joumals....... 0
Corrections............... 0
OTHER......cocveveneens 0

Subtotal 0

. [TOTAL VOLUMES SENT............. 557|
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UC BNDERY PACIGNG MEMO

sumvenToate: 0C7. 30, A4

UBRARYERANCH DM/
SHIPMENT CONTAINS: SERIALS, MONOGRAPHS

ZF1iVPE OF BINDING m—;—mﬁmmi_m—w
1 viwye Bridd T 1 A : :
/ | sewy THewsk THD D
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. BOOKS RETURNED UNBOUND TOUBRARY________
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Shipmeet date:  JOO/96 Soser;
Retorsed dats:  11/14/96
810 Bindery Shipment
(Padget sumber: LIB1624-19900A-636209)
ol aieing hd < i Cont SR |
$ 1,560.00
2528

80.00
14,68
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{Notes: 2 RUSH
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Duwve Fisher
. Peaer Brocggeman

NO-B6-1996 16352
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(T

Library Name: UCR BI0-AG, LIBRARY.  Shipping Date: Library Grand Total:
Acoount Number: 5-600010-19900-3
Binding (Non Rush) | ltems Total Count Number | Returned
FULL BIND
Mono-buck
Mono-Cl
Ser-buck

Correcuons Bindery Charge
Corrections, UCR Charge

NO-85-1996 B@9:12




UC BOOK BINDERY TEL:310-842-8458 Nov 14,96 9:32 No.004 P.0O3

SHIPMENT SHEET

. Uibrary/Branch DATE:
Aocount Nurmber SHIPMENT #
Contact person
hlkrary finding Meny Library Bindery
Serisls-Uitre-LP Quantity-2 week_ Awaeh___ CoEstvarel CostEstimete s
Serisis-Ahre-FpP Quantty-2 wask______ 4 weak CostEstimete:$___ CostEstimeing
Jos_ oo
Seriais-Unre-SNC Quanity-2 wask S week, CosiEsimele$______ CoptEstratay
Sorigle Oaew Quartity-2 weeh,_ Sweek, ContEstimates_ ContSstreieg
Job# Job &
Serigh-STF Quaniy-2wesk____ & wask Cost Estimate 3, ContEstrate§
Job #- Job
Serige-LC Bind-Prep Quanixy-2 weok & wonh,_ Cost Estimale8______ CostEstimetol_____
Job ¥ Job e -
Seriely-L.C BInd-SNC Quantty-2 week_ A wook___ ContEetimareS_______ CostEstimate}
Job ¥ Jooe___
Buck-Moricy Quantity-2 wask___ 4 wash, ContEatimmes__ Cost Estimatny
Job #- Job#___
C-1-Monm Quantity-2 wesk 4 WoRk, Cost Estimaie'§, CoslEstimateS
Job - __ Job#____
Ratain sewing-Moncs Quantiy-2 weak & waak_ Cont Estimete$_____ ContEstrmiey____
Job s L] S
Serighe-Vinyt 8ind Quantity-2 week 4 wank__ ComEstimmte§______ Cost Estima___
Morian -Vinyt Bind Quenttty-2 wash__ 4 wask, Cost Estimeln$________ CostEstmate_______
Job & Jabe_____
Parmphists Quantity-2 wask__ o waak____ CostEstmates___ CostEstmate$
kb s Jobrs
Sheic Quentity-2 wask_____ 4 wask ContBetmates___ CostEstmane$
Jb & Y ,
Comections Quority-Zwesh__ Cos! Estimate:$________ ContEstimades_______
M‘_-"'—-—---—-
Phato Coples Quenthy-8 wasks, CostEstrwmes__ Cost Estmenes_______
Job & ool ____ Totel Estmatecy Totel Estimese 3
[
Spacisties  GoldSasis  Phase boxis) Pocket Volumes  Closed Bowes Slip Cosss  Porfolios Mac.
Quariy
Cont Estimene:
Limited Prapergtionel P
Full Praperstiornl P
Stendard non-coliatenSNC
Limied Circulstionel G
BuohrameBuck
P.83
NOV-14-1996 ©9:46 310 B42 B458
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U.C. IRVINE BINDERY PACKING MEMO

TO: UC BINDERY

RE: SHIPMENT
FROM: .
Shipment consisting of
Return as a group and Jabel boxes: .
Box UL Bindery Remarks Box UCL Bindery Remarks
# Comt Coont 4 Commt Comt
1. — 11.
2. JEUR ¥ Spp—— -
3. .
4. - 14.
5. I -2
. 6. - — — 16.
7. 1
8. [ )
9, . — 19. —
10. 20.
Total U.C.!.' Count —m Total Bindery Comnt 0 —

Nomber Returned ———

Number Not Returned .

{ 2
M e © o ‘ B-}pac ‘
1 fuews VIS N N
re C(QC%(VL‘“ St
I ‘
' 22 merie &2:91 9661-10-NN




9. and 10. Examples of Delivery Sheet and Booktruck label

The northern bindery prepares a delivery sheet for each return delivery, detailing it any books
are returned apart from their orders, e.g., for a rush recall or a late delivery.




Quantity

WA T N T ST T T

Description of Job

Deliver to:
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