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I. INTRODUCTION

A. Background Information

The mission of the National Library of Medicine (NLM) is to collect, preserve and disseminate biomedical information.  In support of this mission the Library has assembled one of the largest collections of biomedical literature in the world and continues to collect in some forty biomedical areas and to a lesser degree in related areas.  In total the Library’s collections contain approximately 7.5 million print and non-print items.  The Library’s print and microform service copy collections are housed in the General Collection, the History of Medicine Division (HMD), and the Main and HMD Reading Rooms.
The Library's General Collection contains serials published from 1871 to the present and monographs published from 1914 to the present, number an estimated 2.5 million bound volumes, plus thousands of unbound items, mostly individual serial pieces.  For the most part, this collection is housed in closed stack areas on the B-1, B-2 and B-3 levels.  The B-1 and B-3 levels are reserved for core biomedical serials, classed as "W1" in the NLM classification scheme. The B-2 level contains a variety of bibliographic materials including monographs, congresses, audiovisuals (video cassettes, slide/tapes, audio cassettes, CD-ROM programs, etc.), microforms, and government documents.  The first floor contains the Main Reading Room and a History of Medicine Reading Room which are open to the public.  The Main Reading Room contains frequently requested bound and unbound serials, monographs and other reference materials.  The HMD Reading Room contains reference materials related to the history of medicine.  The History of Medicine Division (HMD) holds serials printed before 1871, monographs printed before 1914, and journal article reprints, pamphlets, dissertations and audiovisuals.  These collections are housed on the B-1 and B-3 stack floors but in an area separate from the General Collection.  See Appendix A for floor plans of the stacks, the B-1, B-2 and B-3 levels, indicating the locations of collection materials.

NLM has an integrated library system (ILS) known as Voyager and also a binding system that works in tandem with Voyager.  The Contractor shall create and maintain the records in both these systems to accurately reflect the binding of NLM collection items and the circulation status of items prior to be shelved. 
1.
Voyager  

There are several different modules in Voyager that perform basic library functions, such as the Cataloging and Circulation modules.  The Cataloging Module contains bibliographic, holdings and item records for all serial and monograph titles in the NLM collections.  The Contractor shall consult the bibliographic record for each serial unit to be bound for publication dates, frequency of publication, title changes, and the issuance of supplements for the title.  The Cataloging Module also contains item records which contain the call number, shelving location, MRI (barcode) and the specific volume numbering information for each serial item.  The Contractor is responsible for editing and deleting item records to ensure that one item record exists for one bound serial unit, and that the information in the above fields is accurate.  The Circulation Module will be used by the Contractor to charge items to Binding Preparation, the Bindery, and the Collection Management Unit (CMU), and to discharge items before they are shelved.  See Appendix B for an explanation of the Voyager Cataloging and Circulation Modules.

2.
NLM Binding System

The Binding System works in conjunction with the Voyager Cataloging Module and contains the binding information for NLM’s serial titles.  The binding record contains the title, call number, frequency, UNO, color of binding, and binding style for each serial title.  The binding item record contains the same information plus the spine information for the volume number and year for bound serial volumes.  Appendix C contains information about the Binding System.

B.
Purpose and Objectives of this Procurement
1.    
The purpose of this purchase order is to procure high quality assistance to support the following collection maintenance activities for the General and Reference Collections and the History of Medicine Division’s collection: prepare items for commercial binding and inspect newly bound volumes, and identify missing serial items. 
It is estimated that the Contractor may prepare up to 18,000 serial units and 1,000 monographs for commercial binding during a one year period.  The Contractor will be paid a unit cost for each bound serial and monograph upon return and acceptance from the Bindery, and a unit cost for each item boxed by the Bindery, each cover photocopied, and each binding error returned to the Bindery for correction, and each incomplete bindable unit referred to the CMU
1. All work shall be monitored by the Project Manager and coordinated with the Project Officer. The Project Manager will be required to review the quality and amount of work performed.  

2. It is necessary for this support to be provided onsite in space provided by the NLM on a daily basis, between the hours of 7:00 am to 5:00 pm, Monday – Friday.

3. The work performed must be at the highest possible standard of accuracy.

4. The base period of performance shall be 12 months from September 30, 2004 to September 29, 2005, with the following four performance period options:

September 30, 2005 – September 29, 2006

September 30, 2006 – September 29, 2007

September 30, 2007 – September 29, 2008

September 30, 2008 – September 29, 2009

5. The Statement of Work may be revised by the government to reflect changes in procedures, technologies, or requirements.  Modifications will be issued if necessary.

C. Vendor Requirements

1. The Contractor shall provide professional librarian personnel with excellent management and bibliographic skills, and technical processing personnel and services, not otherwise provided by the Government under the terms of this purchase, needed to perform the work assigned in accordance with established policies and procedures set forth in the Statement of Work.
2. The Project Manager shall perform quality control on all work performed by the contractor staff according to the following:

a. Preparing items for binding – during the first three (3) months of the  contract 100% of all items prepared for binding shall be reviewed and quality controlled by the Project Manager, including all corresponding work done in the Voyager and Binding System. All errors shall be corrected by the Contractor at no additional cost to the government.  After three (3) months of 100% review by the Project Manager, the Project Officer will determine the amount of quality control to be performed.  The percentage of items quality controlled by the Project Manager may vary depending on the number of errors found by the Project Officer or designee.

3. Contractor staff shall perform physical tasks such as opening and sorting boxes that will require the ability to lift up to 50 lbs.

4. Contractor staff shall maintain statistical records and reports as detailed in the Statement of Work.
5. Key Personnel and requirements are as follows:

Project Technicians:  Mandatory:  Must have at least one year of recent experience interpreting bibliographic data elements and searching and editing bibliographic records in an online environment.
Project Manager:  Mandatory:  Must have a Master’s degree in Library Science and at least three years of previous supervisory or project management experience in serials bibliographic projects in a library environment.  Previous experience with an integrated library system, such as Voyager, is highly desirable.
Contractor staff shall work hours/schedule as outlined below.  

Staff Time/Requirements:



Project Technicians:
Monday-Friday
7-8 hours per day

Project Manager:
Monday – Friday
8 hours per day

All hours must be scheduled between 7:00 am and 5:00pm.  Individual schedules for contractor staff and any subsequent schedule changes must be approved by the Project Officer.  
The Project Officer shall have the right to evaluate and approve all staff assigned to work on this contract.  The Project Officer must be notified of any and all changes in staffing after the award of the Purchase Order, and the Project Officer must approve all staffing changes.  Mandatory:  Resumes must be submitted and approved prior to placement of personnel.  
If there is a problem with contractor staff performance, the Project Officer will consult with the Project Manager to resolve the matter.  If performance does not improve, NLM reserves the right to request the contractor replace staff on the contract.

Contractor staff shall not work on weekend, federal government holidays or when the government is closed.

6. Training of replacement/back-up staff is the responsibility of the Project Manager with the Project Officer as a resource person.  The necessary hours for this training must be included in the daily total hours.

D.
Government Responsibilities
1. The Government shall provide:
a. The number of workstations onsite at NLM necessary for contractor staff to perform bibliographic data entry that will include computer equipment, printers, paper, access codes and software required for contractor tasks.  A fax machine will be provided by the Government.
b. Work area for sorting materials to be shelved and process items for binding and collection maintenance tasks.

c. Office supplies necessary for assigned tasks.
d. Training (maximum of 40 hours), including sessions in using Voyager and the NLM Binding System and overviews of the requirements and procedures.  Additional training for special tasks or significant changes in policies and/or procedures shall be provided by the Project Officer or other designated NLM personnel.

2. The NLM Project Officer is Mary Kate Dugan and the Alternate Project Officer is Jane Kogi.

3. The Project Officer will meet weekly with the Project Manager to discuss any problems, concerns, or needs concerning policies and procedures, quality assurance and performance.  

II.
SERVICES TO BE PERFORMEDtc \l1 “II.
Services to be Performed
A.
General Requirementstc \l2 “A.
General Requirements
1.
Independently, and not as an agent of the Government, the Contractor shall furnish all necessary labor, materials, supplies, equipment, and services (except as otherwise specified herein) and perform the work set forth in the tasks outlined below in this Statement of Work.

2.
The Statement of Work may be revised and/or changes by the Government to reflect changes in procedures, technologies, or new requirements.

3. The work to be performed under this statement of work is performed onsite at the National Library of Medicine and requires the Contractor to handle materials which the Library is mandated to collect and preserve.  These materials are often irreplaceable.  The Contractor shall follow the “Guidelines for the Care and Handling of Library Materials and for Reporting Problems in the Collection Areas” which is attached as Appendix D.Appendix XXX  All work under this contract shall be monitored by the Project Officer whose position is defined elsewhere in this contract.

B.
Specific Requirements 

Specifically, the Contractor shall perform the following task:

1.
Preparing Serials for Binding


a.
Locations of Bindable Serial Units 

1)
B-1 Level Serials

The contractor shall manually search the serials collection on the B-1 level, beginning at the W1 A’s and proceeding systematically through to the W 1 Z’s to ensure that all unbound serials are identified, bindable units are pulled, and incomplete bindable units identified.  The contractor shall search all serial titles on the B-1 level continuously throughout the contract year.  It would be efficient to have specific contractor staff be responsible for pulling bindable units in the same areas where they are responsible for shelving and shelfreading.  It is estimated that between 13,000 and 18,000 serial units will be bound each contract year.
Important Note:  Index Medicus (IM) titles

Over 4,800 currently received serials are indexed in Index Medicus and referred to as IM titles.  Duplicate issues are received at NLM for many of the IM titles.  The issues that are indexed have pencil markings around the title and author of each article in the issue. Whenever duplicate issues exist for IM bindable units, the Contractor shall select for binding those issues that do not have pencil markings.  The Contractor will be given an updated list of the Index Medicus titles each contract year.  The Contractor shall make sure that all currently Index Medicus titles are identified correctly in the binding record of the NLM Binding System, and update the binding record for all Index Medicus titles that were selected and deselected each year.  Each year approximately 125 new titles are indexed, about 75 titles change titles, and about 30 titles are no longer indexed.  
2) B-2 Level Serials

The B-2 level contains many serial titles that do not begin with a W1 call number.  At least once each year, the contractor will receive a list of serial titles shelved on the B2 level to pull for binding.   NLM’s open serial titles shelved on the B-2 level are located in the General Classed Collection, the W2 Collection (government documents), and the Z Collection (abstracts, bibliographies, and indexes).  


3)
B-3 Level Serials

Serials published earlier than 1990 with W1 call numbers are located on the B-3 level. The contractor is not required to manually search the shelves on the B-3 level to identify and pull units for binding, but will receive units for binding from the CMU.  

(a)
Serials in the Main Reading Room

On a regular basis, at least once a month, the Contractor shall pull “W1”, “W2”, and “Z” serials from the Reading Room.  Important: The contractor shall not pull for binding the most recent copy of an annual publication.   If the bindable unit is not complete, the Contractor shall follow the instructions given below under “Section 4:  Incomplete Bindable Serial Units.”

Important Note:  Two Copies to Bind for a Serial Title

When two copies of a title are to be bound, whether or not for a single location, the Contractor shall ensure that both copies are not pulled and/or sent to the Bindery within the same two month period.  When both a Reference and General Collection copy of the same title, volume and issue is to be bound, preference is given to binding a complete copy for the General Collection first.   

b. Searching  for Complete Bindable Serial Units 

The Contractor shall pull the bindable unit(s) from the shelf when it is a complete bibliographic unit and meets the requirements for thickness and weight listed under Section 11a below.   If there is already a bound volume on the shelf that contains the same issues as the bindable unit, the Contractor shall leave the unbound unit on the shelf.

c.
Analyzed Serial Units (Analytics)

Serial titles are sometimes analyzed which means that the individual issue has its own bibliographic record and must be bound separately.  The Contractor shall look at the title of each issue in a bindable unit to determine if the titles are the same, or if the title on the issue differs from the series title.  If the title of each issue is not the same, then the Contractor shall check further to determine if the title is analyzed.  Some titles are fully analyzed which means that every issue published for the title has its own bibliographic record.  Some serial titles are partially analyzed which means that only some of the published issues have their own bibliographic records.  Analyzed serial issues must always be bound as separate items.  Analytics can be identified in several ways:


1)
Item should have an orange circular sticker on the call number label


2)
The call number includes the volume, issue, and year, and this will appear in the 060 field of the bibliographic record. 




Example:  W1 CL668JK v.2, 1993
3) Bibliographic record exists for the individual issue – check in Voyager Cataloging module to locate the bibliographic record under the issue title.
4) In the 644 field of the authority record for the main series title, there is an “f” (fully analyzed), “p” (partially analyzed), or “n” (not analyzed).  Check in the Voyager Cataloging module to check the authority record.  The authority record is attached to the bibliographic record.  The Project Officer will train the Project Manager to locate authority records.

The Contractor shall enter a note in the Binding System for analyzed serials saying that the title has analyzed issues that must be bound separately. 

d.
Checking  for Previously Bound Units

The contractor shall always check the binding status in the item record before preparing the unit for binding to determine whether a bound volume already exists. Item records shall be checked within two (2) days of pulling units from the shelf.  If a record for a bound volume is found, the Contractor shall deliver the unbound unit (placed in shelf-list order and tied securely with cotton tape, or, if instructed, a loose-fitting rubber band) to the designated shelf to be reshelved that same day.  The Contractor shall note on the NLM-provided index card the date that the item record for the bound volume was found, and check the shelf again two to three (2-3) weeks later.  (The contractor is responsible for developing a “tickle” system for the index cards to ensure that the shelf is checked a second time when looking for bound volumes or missing issues of incomplete bindable units). If the bound volume is not found on the shelf at the second shelf check, the Contractor shall note on the index card that according to the item record the unit is bound, and date of the second shelf check, and refer the index card to the CMU within five (5) working days.

e. Incomplete Bindable Serial Units – Incomplete Bibliographic Units

Whenever a bindable unit is found to be incomplete, and there is no bound volume for that unit on the shelf, the Contractor shall thoroughly check the shelf for all unbound issues for that title and the titles shelved adjacent to it because the missing issue(s) may have been shelved out of order.  Incomplete bindable units should be left on the shelf in shelf-list order, and never left laying on an empty shelf space nearby.  If the missing issue is not the most recent issue published, the Contractor shall record the title, call number, volume and issue number, year of the missing issue(s) and the date the shelf was first checked on a special yellow card for incomplete bindable units that will be supplied by the Project Officer.  On that same day, the Contractor shall check Voyager Cataloging module for an item record for the bindable unit to see if a bound volume already exists, i.e. is there already an item record for the unit with the status “bound.”.  
If an item record for a bound volume is found, the Contractor shall check the shelf to make sure a bound volume exists for the unit, and reshelve the unbound issues of the incomplete unit making sure they are returned to the shelf in shelving order, not binding order.  
If no item record for a bound volume is found, the Contractor shall check Voyager Cataloging Module to determine if the missing issue was received, i.e. an item record with a barcode.  (It is very important to remember that item records listed in Voyager Hierarchy are not necessarily in order and the entire list must be checked thoroughly when looking for a certain item record). 
If there is an item record for the missing issue that contains “missing” in the item status, the contractor shall note that on the yellow card, insert the yellow card in the last issue of the bindable unit, and return the incomplete bindable unit to the shelf in shelving order.  These yellow cards do not need to be referred to the Project Officer.
If the missing issue(s) was not received, the contractor shall note this information on the NLM-provided yellow card and deliver the yellow card completely filled out to the CMU within two (2) working days.  
If the missing issue(s) was received, i.e. there is an item record with a barcode, the Contractor shall check the shelf again two to three (2-3) weeks after the first shelf check.  If the issue is still missing after the second shelf check , the Contractor shall note the date of the second shelf check on the yellow card and deliver the yellow card to the CMU within two (2) working days.  If the missing issue(s) is found on the shelf, the Contractor shall pull and prepare the unit for binding.  
Important Note:  While systematically searching the B-1 serial collection title by title for unbound issues, the Contractor shall look for issues that require binding for titles that are published more frequently than once a year and for which no issues have been received for more than one year.  When found, the Contractor shall search the Voyager bibliographic record to determine if the title has closed.  If the bibliographic record says the title is closed, and there are unbound issues published after the closed date, the Contractor shall pull the issues, fill out the index card, securely tie the issues together with cotton tape, or if instructed, a loose-fitting rubber band and deliver them to the CMU.  If the bibliographic record says the title is closed, and there is a bindable unit published before the closed date, the Contractor shall pull them and prepare them for binding.  If the title is open, the Contractor shall note this information on an index card, including the title, call number, and volume/issue/year of the latest issue found on the shelf, and refer it to the Project Officer within five (5) working days.
f. Checking for Issues to Complete Bound Serial Volumes


While at the shelf checking for bindable units, the Contractor shall always look for loose unbound issues that complete a volume previously bound incomplete.  Volumes previously bound incomplete have gaps in the numbering of issues or pages or have the word “INC” or “INCOMPLETE” on the spine.  If any missing issues are located, the Contractor shall pull them, along with the bound volume, and charge them to the CMU using the Voyager Circulation Module and deliver the items to the CMU the same day they are charged.  If there is no item record in Voyager for either the bound volume or the loose issue(s) missing from the bound volume, the Contractor shall create a new item record in the Voyager Cataloging Module, charge the items to the CMU, and deliver them that same day to the CMU.  See Appendix B for information about charging items using the Voyager Circulation Module.
If a title page, table of contents, or an index that is published separately is found at the shelf for volumes already bound, the Contractor shall enter a note in the binding record of the NLM Binding System saying that volumes shall not be bound until the index is received.  The Contractor shall also pull them along with the bound volume, charge the bound volume to the CMU, and deliver them to the CMU the same day they are charged.  


g.
Referral of Materials to CMU for Pamphlet Binding 



When volumes are pulled which do not meet the criteria for commercial binding, they should be referred and charged out to the CMU for disposition. Typically volumes under 75 pages in signatures or under 50 pages not in signatures that would usually be bound separately may be pamphlet bound by NLM staff.  The number of pages appropriate for pamphlet binding is approximate and may vary—with thicker paper, fewer pages could be bound.  The Contractor will be provided with examples. Examples of materials that may be referred for pamphlet binding are independent supplements.  The Contractor shall charge these items to the CMU using the Voyager Circulation Module and deliver them to the CMU the same day.  See Appendix B for information about charging items using the Voyager Circulation Module.  The Contractor shall consult with the Project Officer whenever there is any question concerning whether an item should or should not be pamphlet bound.  


h.
Other Materials to Prepare for Bindingtc \l4 “3.
Special Reviews of the Collection 

1)
Non-collection items for binding 

Occasionally the Project Officer will refer non-collection items for binding, such as items from the Staff Library or from NLM offices. These materials will be referred to the Contractor with a blue referral form, called the Blue Sheet, with specific instructions.  See Appendix E for an example of the Blue Sheet.  Office and Staff Library copies will not have call numbers printed on the spine.  Some items from administrative offices may require that the Contractor prepare a special binding slip with author and title of the piece.  When these materials are bound, they should be returned to the CMU for distribution.  

2)
Other reviews

The Project Officer may give the Contractor special lists of call number ranges or types of material to review and pull for bindable units that may have been missed in the usual pulling routines.      

i.
Charge Bindable Units to Binding Preparation Contractortc \l4 “e. 
Charge Card
Within two (2) working hours of pulling serial units from the shelf, the Contractor shall charge the pulled items to the Binding Preparation Contractor using the Voyager Circulation module. See Appendix B for instructions and an example of charging items in the Voyager Circulation module.

 

j.
Collationtc \l4 “4.
Collation
The Contractor shall collate the binding units.  Collation for binding consists of examining the issues, page by page, in order to determine completeness and proper order of the material, to ensure that the title and issue numbers are correct, to identify potential binding problems such as narrow margins or foldouts not to be trimmed, and to arrange the issues, title pages, and indexes in proper sequence prior to binding.  Many issues of volumes are numbered consecutively, and it is very important to make sure that all pages are included in a bindable unit.  If missing pages are discovered during collation, the Contractor shall check the collection for a better copy.  If no other copy exists, the Contractor shall fill out a blue CMU referral form noting the nature of the problem, charge the damaged item(s) to the CMU using the Voyager Circulation Module, and tie up the damaged item(s) securely with cotton tape. Note the problem on the yellow card and the bindable unit, and deliver just the damaged item to the CMU within two (2) working days.  All other issues for the bindable unit should be put back on the shelf.  The CMU will try to obtain a better copy for future binding. 
1) Completeness

IMPORTANT:  The Contractor shall not bind incomplete units unless specifically instructed to do so by the Project Officer or the CMU via the Blue Sheets that are signed by the Project Officer.  
2)
Supplements
Supplements accompany many serial titles.  Since there are a variety of publishing patterns for supplements, only general guidelines can be given for their binding.  Independent supplements have their own titles or numbering schemes separate from that of the main title. They should be bound separately from the main title.  The Contractor shall check the Voyager bibliographic record in the 598 field to search for a note explaining how the supplements are handled.  If a note does not appear in the bibliographic record, the contractor shall search for a separate bibliographic record for supplements with unique titles and numbering.   Independent supplements over 75 pages can be bound alone. 

Dependent supplements have a numbering system that depends upon that of the other issues and should be bound with the corresponding volume and the lettering “SUPPL” noted on the spine.  For instance, if an issue is called “Supplement to vol. 20, no. 4 1995”, it would be bound following the issue it supplements even if it is paged separately from the rest of the journal.  

If the Contractor cannot determine whether a supplement fits these guidelines or if the pattern of numbering or publication has changed, the supplements should be referred to the Project Officer.

3)
Special Characteristics

The Contractor shall identify special characteristics, such as foldouts with text or illustrations, accompanying material, or non-Roman alphabets that are bound “back to front”. The Contractor shall include all special instructions and notes regarding special characteristics in the field that appears on the binding slip as Notes to the Binder.  

If there is accompanying material related to the volume being bound, the Contractor shall instruct the binder to make a pocket or holder for it.  If there are bulky items, such as audiotapes or computer disks to be bound with the volume, the Contractor shall instruct the binder to make a plastizote holder. Three and one-half inch (3.5”) computer disks and CDROM disks are a standard size, and the bindery uses a die to make the plastizote holders. 

When these items are a non-standard size the Contractor shall send a surrogate along with the binding unit so that the binder can make a pocket or holder the correct size. NLM will furnish surrogates. The Contractor shall keep a file of the accompanying pieces in separate envelopes with the call number, volume and issue written on the envelope, and the corresponding lot number.  The envelopes shall be kept in Lot order in a secure place in the contractor’s work area. 

4)
Damage/Illegible Text

When performing collation, the Contractor shall look for any damage to issues prior to sending them to the bindery. Issues with damage that includes missing or illegible text, whether caused by tears, staining or printing problems, tears in the folds of issues that will be sewn through the fold, or pages that are stuck together, should be noted on the blue CMU referral forms, and charged out and delivered to the CMU within two (2) working days. 



5)
Glossy stiff covers – Double-Fan Adhesive Binding Only
Unless otherwise instructed the Contractor shall identify issues for special handling that have either very stiff glossy covers or very thin glossy covers (if the glossy covers are not thicker than the textblock paper, or just slightly thicker than the textblock paper).  They require special attention because they do not adhere well in double fan adhesive bindings.  Very stiff glossy covers and very thin glossy covers shall be removed by the contractor, photocopied double-sided on a special high resolution color photocopier machine located in the CMU work area, and trimmed to the size of the original cover before the serial unit is sent to the bindery.  The Contractor shall record the decision to photocopy covers in the binding notes area of the binding record.   

Glossy covers that are not very stiff or very thin but flexible and thicker than the textblock paper need to have the edges along their inner margin sanded by the bindery so that the binder’s glue will better adhere to the glossy covers.  These units shall be put in special lots called DFA-Extra Sanding lots.  The binder will sand the gloss off from the covers for all items in the DFA-Extra Sanding lots.  The Contractor shall record this decision in the binding notes area of the binding record for titles that require the binder to sand off the gloss from the glossy covers.  
Glossy covers do not need to be photocopied for sew-through-the fold lots.  Whenever the Contractor has any question or concern about whether the covers should be photocopied or not prior to binding, the Contractor shall consult with the Project Officer to determine which titles should have the covers removed and replaced by photocopies.  NLM will supply examples of covers that should be photocopied.


k.
Determination of Leaf Attachmenttc \l4 “.
Leaf Attachment
and Binding Lots 
The Contractor shall identify and prepare separate lots based on method of leaf attachment. In addition, the Project Officer or CMU will refer to the Contractor volumes with specific instructions as to leaf attachment.   The CMU sometimes selects the type of leaf attachment to be used whenever bindable units are sent to the Contractor accompanied by the Blue Sheet.  If the method of leaf attachment selected by the CMU is not correct, or if the Contractor does not agree with the leaf attachment selected by CMU, the Project Manager shall consult with the Project Officer.  The method of leaf attachment shall be recorded in the binding record for each serial title that has issues to be bound.  The Contractor shall revise the binding record if a change in publication format necessitates a change in leaf attachment, or indicate an exception in the binding instructions for a specific unit being sent to the bindery.   

The acceptable methods of leaf attachment and guidelines for their selection follow. (See also the NISO/LBI Standard for Library Binding
, the Guide to the Library Binding Institute Standard for Library Binding
 – Methods of Library Binding.) 


Binding styles in order of preference for the NLM are:

1)
Sew Through the Fold

The Contractor shall determine which volumes can be sewn through the fold. Volumes can be sewn through the fold if the text block is composed of signatures, i.e. folded sections and the folds of the signatures are intact.  As a general rule there must be at least 10 sheets per signature, or fewer if the paper is thick, or each signature fold must be at least 1/16” thick.  The Contractor shall create separate shipping lots for volumes to be sewn through the fold.  

2)
 Recase

Recasing is the style of binding that shall be used whenever the textblock is completely secure – i.e. there are no loose or detached pages from the textblock and the original sewing is strong and intact.  The Contractor shall review all items selected for recase with the Project Officer before sending to the bindery.   The Contractor shall request a heavier board from the binder, called “newspaper board”, whenever an item sent to be recased weighs more than 5.0 lbs.

3)
Double‑Fan Adhesive (DFA)

Units with non-glossy (uncoated) single sheets can be bound thicker than units with glossy (coated) single sheets.  The Contractor shall select this method if the text block is not composed of signatures and has paper that is not stiff, coated, or glossy, and the textblock is not more than 2” thick, and the inner margins throughout the unit are at least 5/16” wide. If the paper is coated, glossy, or stiff but there is not ¾” inner margin throughout the textblock, then the unit shall be double-fan adhesive bound.  The nature of the paper is key here. Uncoated papers that are flexible and that have the grain running parallel with the binding edge will almost always adhesive bind well.  The Contractor shall create separate shipping lots for volumes to be double-fan adhesive bound.  

4)
Oversew

There are two cases in which the Contractor shall select this method of leaf attachment:  a) if the textblock is not composed of signatures and is more than 2” thick; and b) if the textblock is not composed of signatures and the paper is stiff, glossy, or heavily coated.  For both these cases there must be a generous inner margin of at least ¾” for oversew binding. The textblock for oversewn units can be up to 2.5” thick.  The contractor shall create separate shipping lots for volumes to be oversewn.

5) Handbind

Items that need to be rebound, but have an inner margin throughout the textblock that is less than 5/16” shall be put in a separate handbind lot. The CMU will refer items to the Contractor that need to be handbound.  The Project Manager shall always consult with the Project Officer before sending items to the bindery in handbind lots if the items were not referred from the CMU.  NLM is always billed for handbind lots.

6)
Rebinds 
The CMU will refer items to the Contractor that need to be rebound or that need to be handbound. These volumes will be charged to the Contractor and delivered to the Contractor by the CMU. The CMU will insert a blue referral form, known as the Blue Sheet, indicating special instructions and whether or not NLM should be billed for the rebinding.  A copy of the blue form is attached as Appendix E.  Rebinding should be selected by the Contractor whenever an item must be bound again because the binding has failed and there is sufficient inner margin to have it bound again.  There must be an inner margin of at least 5/8” in order for an item to be rebound.  If the inner margin is less than 5/8” the item must be handbound as discussed above.  Bound volumes in current shipments from the Bindery with defects caused by poor workmanship should be returned with error lots rather than with rebind lots.  

7)
Weight of Bindable Units

The contractor shall weigh bindable units whenever appropriate to make sure the total unit weight does not exceed the guidelines discussed in section 11.a. below.  The NLM shall provide weighing scales at each contractor work station.  Double-fan adhesive bound volumes cannot exceed a weight of 4.25 lbs.  Oversewn and sew-thru-fold volumes cannot exceed a weight of 5.0 lbs.  The binder can use a heavier type of board called “newspaper board” for units for which the weight is more than what is allowable according to the guidelines that follow in section 11a.  It would be preferable to bind a complete bibliographic unit together in one bound volume using the newspaper board than to divide it into two separate bindable units.  The Project Manager should always consult with the Project Officer whenever trying to decide whether to bind a complete bibliographic unit or divide it into two bound units. 
l.
Instructions for the Binder tc \l4 “5.
Determine Instructions for Binding  
Binding instructions for each copy of a serial title that is to be bound are recorded in the binding record of the NLM Binding System.  The disposition of title page, table of contents, and index, and instructions for trimming will remain constant unless the publisher changes the format of the journal. The number of issues per bound volume may need to be revised if the size or frequency of the journal changes.  The Contractor shall examine the units to be bound and determine whether the binding instructions are correct. The Contractor shall review these fields and update the binding record in the Binding System as needed.   The following are general guidelines for determining binding instructions: 

1) Size of Bindable Unit 

NLM wishes to bind complete bibliographic units and the thickest unit possible within the following guidelines.   Two or more bibliographic units shall be bound together if the resulting thickness is within the maximum thickness and weight specifications.  The Contractor shall use the following table to determine the binding style for all bindable units.

	Binding Style
	Textblock Paper
	Margin
	Max Thickness of Textblock
	Maximum Weight

	DFA
	Uncoated
	Minimum 5/16”
	2.0”
	4.25 lbs *

	DFA
	Glossy, coated
	Minimum 5/16” and less than ¾”
	1.5”
	4.25 lbs *

	Oversew
	Glossy, coated
	Minimum ¾” for new binds; minimum 5/8” for rebinds
	2.5”
	5.0 lbs *

	Oversew
	Uncoated
	Minimum ¾”
	2.5”
	5.0 lbs *

	Sew-thru-Fold (STF)
	Coated or uncoated
	-
	2.0”
	5.0 lbs *

	Recase
	Sewn in signatures, or strong  adhesive publisher binding
	-
	-
	5.0 lbs *

	Rebind
	Coated or uncoated
	Minimum of 5/8”
	
	5.0 lbs *


* If over 5.0 lbs, ask for heaviest binder’s board (Newspaper Board) from the Binder
When bibliographic volumes must be divided into more than one bound volume and cannot be bound as one unit even with using “newspaper board”, the division must be made logically, keeping each separate part approximately equal in size and number of issues or parts.   If a single bibliographic item exceeds the maximum thickness specified above, the Contractor shall divide it into two parts. Whenever units are split into two or more parts, the Contractor shall create a title page for each additional part by inserting a photocopy of the title page and adding “Part 1” and “Part 2” or “Part 3” etc., and write the appropriate issue numbers for each separate volume on the spine labeling instructions.  If issue numbers do not appear on the items, then the Contractor shall ensure that months or seasons are included in the spine labeling instructions if they appear on the issues.  The last resort is using the page numbers of the issues on the spine, but this should only be done if issue number, months, seasons, etc. do not appear on the issues.  The Contractor shall ensure that an accurate item record exists in Voyager for each part.   

2)
Color

All bound volumes for each serial title with one shelving location, e.g. titles shelved only in the General Collection, shall be bound with the same color as previously bound volumes for that title.  It is not necessary to continue the color if the title changes. The Contractor shall determine the cloth color for new serial titles.  The contractor shall look at the color of the titles shelved on either side of the new serial title, and choose a different color.  For new serial titles with two separate shelving locations, i.e. the Main Reading Room and the General Collection, the Contractor shall choose different colors for each shelving location. The Project Officer will provide a color guide for the binding cloth, buckram, to the contract Project Manager.

3)
Title Page, Table of Contents, and Index 
An unbound serial may have a separate title page, table of contents, and/or index.  These sometimes are published a month or more after the main volume. Most of these items will be given to the Contractor from the CMU as they are received at NLM.  The Contractor shall search for the accompanying serial volume or issues within one week of receipt.  If the accompanying volume is already bound, but missing the index, the Contractor shall pull the volume, charge it to the CMU, and deliver it to the CMU that same day along with the title page, table of contents, and/or index to be inserted by NLM staff.  The Contractor shall enter a note in the Binding System for the title saying “Index published separately – wait for index before binding.”
Whenever the Contractor is at the shelf pulling serial bindable units, the Contractor shall also search for title pages, table of contents, and indexes that are on the shelf unbound.  If these items accompany a bound volume, the contractor shall pull the bound volume and charge it to the CMU and deliver it to the CMU that same day. 


4)
Trim 
The Binder trims the outer margins of a volume being bound to give it a neat appearance.  Even tops and sides may also help to keep dust, etc. from infiltrating the pages and may prevent tears.  Outer margins should not be trimmed when it appears that text may be lost.    If any of the margins are narrow (less than ¼ inch) or if there are foldouts or flaps, the Contractor shall specify “DO NOT TRIM  -- NARROW OR UNEVEN MARGIN” or “DO NOT TRIM—FOLDOUTS” in the instructions to the binder.  It is very important to always examine the margins of the textblock to determine if trimming should be requested from the binder or not.  If text is printed within ¼” of the outer margin, the Contractor shall request “NO TRIM”.  

m.
Creating and Maintaining Binding Records Prior to Binding Serialstc \l4 “5.
Maintain BINDING Records Prior to Binding Serials
The Binding Records in the NLM Binding System contain fields with the following data: title, call number, frequency, UNO, NLM Unique ID, Location, binding patterns, type of leaf attachment, trim and title page/index data, color, special instructions, etc. The Contractor is responsible for the accuracy and completeness of the binding records and the binding item records.  The frequency information in the binding record comes from the Voyager bibliographic record and is not always accurate.  Therefore, it is not the responsibility of the contractor to make sure the frequency information in the binding record is correct and current.  Frequency information for the serial unit being prepared for binding shall be determined by the frequency statement in the last issue of the bindable unit.  The Contractor shall look inside the serial issue and look for the publisher’s frequency statement.  If the frequency statement is different from the frequency stated in the Binding System, the contractor shall enter a note in the binding system stating the new frequency.  If frequency is different than what is given in the Binding System but the Contractor cannot determine the frequency, the Project Officer shall be consulted.  The Contractor shall review the binding record and item records to determine that all relevant data elements are present and correct, except for the frequency, and that the instructions to the bindery are accurate and complete.  The Contractor shall include notes in the Binding Record that will assist the Contractor when preparing bindable units for the pertinent serial title.  For example, notes about photocopying stiff glossy covers, putting items in DFA-Extra Sanding lots, or indexes which are published separately for a title but need to be bound together with the volume, or supplements that are usually published with a title and need to be bound with the volume.  

The number of issues to be bound together in a unit is indicated in the UNO field of the Binding Record.  It is very important that the UNO is always accurate in the Binding Record. Sometimes the UNO will need to be changed in the Binding Record because of a change in frequency, or in the weight and/or thickness of individual serial issues.  The Contractor shall make all necessary changes and updates to the records within one to two working days of pulling bindable units from the shelf. 

To determine whether the UNO is correct, the Contractor shall determine the frequency by looking for the frequency statement in the latest issue of the bindable unit, and take into account the guidelines for thickness and weight of the bindable unit.  The Contractor shall change the UNO as needed and always keep the UNO information in the Binding Record updated and correct.  Supplements are not included in the UNO.  If the Project Manager cannot determine the frequency, he/she shall consult with or refer to the Project Officer.


The following are examples of when the UNO should be changed:

1)     For a volume to be sewn thru the fold, UNO = 4, but the publication is now issued six times a year so change the UNO to 6 if the total number of issues in the bindable unit will weigh 5 lbs or less and be no more than 2” thick.
2) For a volume to be oversewn, UNO = 6 but the issues weigh more than 5.0 lbs, change the UNO to a number less than 6 that follows the guidelines in Section 11 a above.
3) For a volume of uncoated paper to be DFA, UNO = 4, but 4 issues would exceed 2.0” thickness, change UNO to 2.
4) For a volume to be Sew-thru-Fold (STF), UNO = 4, but 8 issues would be less than 2.0 in thickness, change UNO to 8.

When the UNO is correct but cannot be followed, the Contractor shall write the reason for not following the UNO on a small sticky note, and place the note on the call number label.  An example of not following the UNO would be if a partial volume is being sent to the bindery because the first issues of the volume are already bound.  


n.
Determination of Spine Labelingtc \l4 “6. 
Determination of Spine Labeling 

The Contractor shall determine spine labeling instructions and update the record for the unit with the information to be used by the Binder.  The rules for determining spine label data are found in Appendix F.  Some volumes will not fit these rules.  Numbering should be done in such a way that it is consistent with past practice and similar situations.  NLM prefers that volume(s)/issue(s)/year(s) for the binding unit show on the spine rather than using volume and page numbers.  If page numbers were used for the title in the past, the Contractor shall consult with the Project Officer to determine if this should be changed.  The Contractor shall ensure that the volume number and year is stamped on the spine if the bindable unit is a complete volume.  If the volume is not complete and contains only some issues in consecutive order, the Contractor shall ensure that the volume, the issue numbers, and the year(s) are stamped on the spine.  
IMPORTANT:  Page numbers on the spine are only acceptable if there are no issue numbers. Whenever there is any question about what information should be on the spine, the Contractor shall always consult with the Project Officer to determine an appropriate way to indicate the labeling.  The Contractor shall record such decisions in the binding record.

Some journal titles are too long to fit on the spine of the bound volume.  Many abbreviations based on established standards for abbreviating terms can be found in the bibliographic record. If an abbreviation does not exist for a serial title, the Contractor shall look up the standard abbreviation for each significant word in the title and add the title abbreviation to be used to the binding record.  The Library will provide access to and instructions for using a list of internationally accepted standard abbreviations. Whenever the contractor uses an abbreviation, it will be necessary to indicate the correct truncation on the binding instruction slip.    

The Contractor shall ensure that “IM” is stamped on the spine by the bindery for titles that are indexed by the National Library of Medicine in Index Medicus, Medline and PubMed.  This information will be retained in the binding record and will print on the binding instructions to the bindery.   The Project Manager shall consult with the Project Officer whenever a question arises concerning whether a title should or should not have “IM” stamped on the spine.
Each contract year the Contractor shall carefully review the NLM’s annual publication entitled List of Journals Indexed in Index Medicus to ensure that the newly selected Index Medicus titles are updated in the Binding System to receive an “IM” on the spine when bound, and that titles no longer to be indexed have the “IM” removed from the Binding System.  The List of Journals Indexed in Index Medicus will be given to the Contract Manager each contract year.

2.
Preparing Monographs for Bindingtc \l3 “TASK II  Preparation of Monographs for Binding 
Unbound monographs acquired by NLM with flimsy covers, those beginning to show wear after circulation, and those with loose pages will be referred to the Contractor by CMU with blue referral forms.   All monographs pulled for binding must be reviewed by the Project Officer before the contractor begins to process them for binding.  It is estimated that up to 1,000 monographs will be prepared for binding each contract year.

a.
Monographs in the General Collection, B-2 Level

Occasionally the contractor may be instructed by the Project Officer to look for monographs in the General Collection that need binding.  Volumes published before 1940 are usually not sent to a commercial library bindery.  Volumes published after 1940 that appear to have brittle paper, i.e., paper that breaks easily, are not suitable for commercial binding.  If the paper appears to be brittle, refer a copy of the Voyager bibliographic record to the Project Officer, noting that the paper appears to be brittle. Do not pull or prepare these volumes unless directed by the Project Officer/Alternate. 

b.
Monographs in the Main Reading Room 

The Contractor shall not pull volumes in the A-WZ call number portion of the Reading Room collection.  These volumes, mostly monographs, will be identified for binding by the Reference staff and sent to the Contractor through the Collection Management Unit.

c.
Charge Units to Binding Preparation Contractor

Within two (2) working hours of pulling monograph units from the shelf, or receiving monographs to be bound from the CMU, the Contractor shall charge the pulled items to “BindingMono” in the Voyager Circulation module.
d.
Instructions tc \l4 “2.
Binding Instructions for the Bindery
The library binder is usually responsible for determining method of leaf attachment, cloth color, and trim for monographs.  The Contractor shall specify in the binder’s instructions that a monograph is to be recased or boxed, or needs a pocket to be made.  For heavy monographs that weigh more than 5 lbs the contractor shall request “newspaper board” in the instructions to the bindery.

1) Special Characteristics  
The Contractor shall identify special characteristics, such as foldouts with text or illustrations, accompanying material, or non-Roman alphabets that are bound “back to front”. The Contractor shall include all special instructions and notes regarding special characteristics in the field that appears on the binding slip as Notes to the Binder.  If there is accompanying material related to the volume being bound, the Contractor shall instruct the binder to make a pocket or holder for it. If there are bulky items, such as audiotapes or computer disks that accompany the printed material and must be bound with the volume, the Contractor shall instruct the binder to make a holder. The binder supplies a material called “plastizote” that is used to hold 3.5 inch floppy computer disks and jewel cases for CDROMs.  The binding instructions must include a request for the plastizote holder for these two types of material.  When the accompanying material is neither a 3.5 floppy computer disk nor a CDROM the Contractor shall send a surrogate along with the binding unit so that the binder can make a pocket or holder the correct size.  NLM will furnish surrogates. The Contractor shall keep a file in a secure place for the accompanying pieces and store them in separate envelopes with call number written on the envelope and in order by lot number. 

2)
Damage/Illegible Text

The Contractor shall identify damage to volumes prior to sending them to the bindery. Missing or illegible text, whether caused by tears, staining or printing problems shall be noted on the blue CMU referral form. Volumes with damage that includes illegible text should be charged and referred to the Collection Management Unit. 

3)
Stiff Glossy Covers

The Contractor shall identify volumes with stiff and glossy covers for double-sided photocopying before they are sent to the bindery in double-fan adhesive (DFA) lots. The stiff glossy covers do not adhere well in double fan adhesive bindings.  The Contractor shall remove the covers and photocopy double-sided the front and back covers, and then trim the covers to the exact size of the original cover.  A special photocopier is available for high quality reproduction.  The Contractor shall correctly assemble the photocopied covers with the rest of the volume and send the unit to be bound.  Whenever there is a question about whether or not the covers of a unit should be photocopied, the Contractor shall consult with the Project Officer to determine which units should have the covers removed and replaced by photocopies.

4)
Recase

Monographs that are showing wear but the entire textblock has a strong and secure leaf attachment, either sewn or glued styles of publisher’s binding, may be recased by the bindery. This style of binding is beneficial because it does not require cutting off the spine or cutting the inner margin of the textblock and should always be used whenever the textblock has secure leaf attachment.  Whenever the textblock is strong and secure but the covers and/or flyleafs are damaged or becoming detached, the Contractor shall send the monographs to the CMU for repair before sending it to the Bindery.
3.
Fragile or Odd Size Items that Need a Box

Some items are extremely fragile and cannot be bound, or they may be very small and cannot be bound.  The Project Officer may refer these materials to the Contractor to be measured for a box made by the Bindery.  The Project Officer will instruct the Contractor on the method to be used for measuring the height, width and depth of the item to be boxed and will provide a measuring device for the Contractor’s use.  Upon return from the Bindery, the box must be labeled with a title and a call number, and the Voyager item record updated with the Item Statistical Category “Boxed.”
4.
Shipments to the Bindery for Serials and Monographs
a.
Problems/Questions to be Resolved Before Shipping Lots to the Binderytc \l4 “7.
Problems/Questions
If the title, call number, ISSN, or other significant identifying information on the title page does not exactly match the bibliographic record or the binding system record, the piece must not be bound without further verification.  The ISSN number is a unique number that is given to a serial title, and it usually appears somewhere on the piece and always in the bibliographic record.  Prior to sending for binding, the Contractor shall attempt to resolve bibliographic problems or determine binding patterns by reviewing existing records for bound volumes.  If a serial title appears to have changed, it should be discussed with the Project Officer before units for the title are sent to the bindery for the title.  The contractor shall carefully examine the serial items to decipher the frequency for the volume to be bound to ensure that the unit is complete.  The Contractor may discuss problems with the Project Officer at the regular weekly meeting.  As needed, the Contractor shall charge problem items within two (2) hours of being pulled from the shelf and deliver them to the Project Officer within the following two (2) working days. The Contractor shall give the Project Officer documentation of the discrepancies in call numbers, title changes, and other bibliographic data, along with the item(s). Documentation of discrepancies typically consists of a screen print of the bibliographic record or the item record and a photocopy of the title page or verso from the volume, illustrating the discrepancy.  
b.
Maintain Item Recordstc \l4 “12.
Maintain Item Records 
The Contractor shall maintain accurately and completely the item records and the binding records for each unit to be bound.  As items are processed for binding, the Contractor shall ensure that one item record with one barcode exists for the bindable unit.  The Contractor may modify an existing item record to establish one item record for each bindable unit, and shall delete all records for individual issues that are redundant to newly established item records. The Contractor shall maintain the Voyager item records and the Binding System binding records for each unit to be bound by updating the year, volume, issues to be bound, and adding other information such as an index and/or supplement that is included. Item records in Voyager shall contain the volume, issues, and year information and not the page numbers.  Please see Appendix B for examples of Voyager item records.
c. Charge Units to Bindery

The Contractor shall charge each unit to the Bindery using the Voyager Circulation Module immediately prior to being packed for shipment to the binder.  It is not acceptable to charge items to the Bindery more than two days prior to the pickup date for the shipment.  See Appendix B for information about charging items in the Voyager Circulation Module.

d.
Assign to Lots for Shipping
The Contractor shall establish the lot number to be sent and update the Binding System records for each item in that lot.  Shipments are divided into lots to make it easier for the binder to process the incoming materials. Lots consist of materials that will be treated in a similar manner. Therefore, serials should be separate from monographs; new binding from rebinds and errors; and each method of leaf attachment should be in its own lot.  Items that require photocopying of glossy covers shall be in separate lots.  Items for which the covers require sanding by the binder shall be assembled into separate lots.  
Lots may contain up to 250 items, but 75 to 100 are preferred because it is easier to track.  The Contractor may negotiate this number with the Binder. The Binder will process each lot as a unit.  

e.
Quality Control of Pre-Bindable Units
Before producing the shipping lists and bindery slips the Contractor shall review the work to make sure that all file updates in Voyager and the Binding System, including binding instructions, have been entered correctly.  The review also shall include a check to make sure that all units to be shipped are complete, have the correct issues included and are in order.  The Contractor shall produce a computer-generated list, called the Shipping List, with all appropriate data to assist in the review of the work.  The Project Manager will provide instructions to the Project Manager on how the Shipping List is generated.  After the Contractor has performed the initial quality control of all items to be shipped to the Bindery, the Project Officer or designee, will review the work to assure that units sent to the bindery are correct and the online records in Voyager and the Binding System are correct. The Contractor shall make all necessary corrections before preparing bindery slips and shipping lists for the binder.  
f.
Bindery Slip and Shipping List Preparation tc \l4 “5.
Bindery Slip and List Preparation  

Two copies of the Bindery Slips and three copies of the Shipping Lists are produced by the Contractor from the online records in the Binding System.  One copy of the Bindery Slip is inserted in the unit to be bound, and the second is retained by the Project Manager. The Contractor shall quality control this activity to make sure that the correct instruction form is inserted into the correct unit for binding.  The Shipping List must contain the lot number, and a description of each item to be bound, including title, call number, spine information and special notes. The Contractor shall check off each item, using a red pen, on the list before shipping to ensure the completeness of the shipment.  One copy of the Shipping List is sent to the Binder, one is given to the Project Officer, and the other retained by the Contractor for check-in purposes.  See Appendix G for an example of a Shipping List and Appendix H for an example of a Bindery Slip.

g.
Transportation and Shippingtc \l4 “2 .
Transportation and Shipping
The Contractor is required to prepare bi-weekly shipments to the binder and receive or bi-weekly shipments, usually on Tuesdays, from the binder. The frequency of the shipments could be changed by the Project Officer after consulting with bindery management and the Project Manager.  The Contractor shall pack the books flat in sturdy containers surrounded by packing materials so that there is no risk of damage from materials shifting in the boxes during transit.  The shipping boxes are normally supplied by the Binder.  The shipping list that itemizes the units being shipped in each lot must be packed in the first carton of that lot.  The Contractor shall write the Lot number on the outside of the box, e.g., “Lot 102, Box #1 of 4, or Lot 152, Box #2 of 3. The Binder shall provide transportation and assume all associated costs  for material shipped between NLM and the Bindery.  The Binder is required to return the lots to NLM two weeks after shipment to the binder.   

5.
Checking-in and Quality Control Bound Items


a.
Check-Intc \l4 “3.
Check-In
After the volumes have been returned from the bindery, the Contractor shall check each lot against the copy of the shipping list to make sure that all items in the lot have been returned to the Library.  The Contractor shall write a check mark in red ink next to each item being returned on the shipping list for each lot.  This is a very important step because NLM wants to make sure that all items are returned from the bindery for all lots.  The Contractor shall immediately notify the Binder by fax within twenty-four (24) hours of receipt of any missing items and send a copy of the faxed letter to the Project Officer.  If the items are not returned in the next shipment from the Bindery, the Contractor shall immediately inform the Project Officer.


b.
Quality Control of Binding tc \l4 “4.
Quality Control of Binding
     
 Based on Guide to the Library Binding Institute Standard for Library Binding.  Chicago, American Library Association, 1990.  
The Contractor shall thoroughly examine each volume to determine that the volume has been properly bound and that the Binder has followed the binding instructions, including leaf attachment, correct color and lettering.  
1)
Inspection of the Unopened Volume

a)
Spine Stamping

The spine must be stamped correctly, matching the binding slip and text.  The lines must be properly positioned, both vertically and horizontally.  The letters must be evenly impressed and crisp.

b)
Covering Material

The covering material must be clean, free from dust and glue residue.  It must be smoothly and completely adhered to both boards.  If a color has been specified in the binding instructions, the cover must be that color.

c)
Joints

The joints (the grooves on either side of the spine) must be parallel to the spine, and uniformly and adequately deep.

d) Rounding and Backing  for Sew-Thru-Fold Only
All volumes should be rounded and backed except the following categories:

(1) Double-fan adhesive bound

(2) Text blocks under ½ inch in thickness

(3) Text blocks sewn through the fold, but with signature of more than ¼ inch in thickness are rounded but not backed

(4) Recased volumes

If the volume has been rounded and backed, the spine of the text block must be properly shaped at both the head and tail.  The boards must fit correctly into the spine.

e) Squares

The squares (the edges of the boards that extend beyond the text block at the head, for edge, and tail) must be even, and an appropriate width (1/16 to 3/16 inch, depending on the size of the text block).

f) Trimming

No text or illustrative matter must be damaged or obscured by trimming.  Some bindable units should not be trimmed because the words in the textblock are too close to the edge of the pages, so it is very important that the Contractor carefully inspect all bindable units to determine if the unit should be trimmed or not trimmed.  If trimmed, the edges should be even and cleanly trimmed.  The Contractor shall give specific instructions to the binder to TRIM or NOT TRIM for every unit sent to the Bindery. 
2) Inspection of the Spine

The Contractor shall open the volume to its approximate center, look down the hollow of the spine, between the covering material and text block.  The spine lining must extend to within ½ inch of the head and tail of the spine.  It must be smoothly and completely adhered.  If the volume is heavy or thick, an extra paper lining must be adhered over the cloth one.  There should be no lumpiness caused by old adhesive and paper.

3) Inspection of the Boards

The Contractor shall open both boards so that the inner surface of each board can be inspected.

a) Endpapers

The endpapers must be smoothly and completely adhered to the boards.  They must be properly positioned so that the squares of the boards appear uniformly wide.  The edges of the endpapers must be straight-cut and smooth.

b) Turn-Ins

The turn-ins (the margins of cloth that wrap from the front of the boards onto the inside) must be uniform, and approximately 5/8 inch wide.  The edges must be straight-cut and smooth.

c) Spine Lining

The spine lining must extend onto each board at least 1 inch.  It must be uniformly wide, head to tail, on each board.
4) Inspection of the Text Block

The Contractor shall examine the binding slip and leaf through the text block to determine that all instructions on the binding slip are followed and that an appropriate method of leaf attachment was selected and that the leaf attachment instructions were followed by the Bindery.  If a bound volume does not pass inspection, it should be referred to the Project Officer within three (3) working days.

a) Endpapers

The style of endpaper must be appropriate for the method of leaf attachment used.  The endpapers for volumes in signatures must be sewn on through the fold.  For text blocks that have been double-fan adhesive bound, the endpaper must be tipped no more than ¼ inch onto the first leaf.  (Ideally it should be less).  For text blocks that have been recased, the gutter between endpaper and first leaf must be neat and free from the residue of old spine lining.

b) Text Block

All leaves must be securely attached.  Their edges must be free from adhesive that inhibits their opening.  Leaves and issues must be in the correct order.  For double-fan adhesive bound volumes, there should be no visible notching in the inner margin because that indicates that the leaf attachment is not secure.  For volumes that have been oversewn, sewing must not run into the print.  The text block must be positioned in the casing right side up.  

c)
Openability

A well bound volume should open well and stay open.  For various reasons, this is sometimes not an achievable goal.  The paper may be stiff or its grain may run at right angles to the spine of the volume rather than parallel to it.  A high percentage of all volumes should have good openability.  If this is not the case, the Contractor and Project Officer, in consultation with the Binder, should review selection of leaf attachment methods.

c.
Handling of Binding Errors and Volumes Requiring Rebinding tc \l4 “10.
Handling of Errors and Volumes Requiring Rebinding 
The Contractor shall notify the Project Officer when errors are detected.  It is very important to notice errors, both minor and major, before they become a pattern.  For example, if visible notching is noticeable in the new bound volumes, the Contractor shall notify the Project Officer, even if the overall binding of the volume is acceptable.  If endsheets or endpapers are not properly aligned on the boards, the Contractor shall notify the Project Officer.  The Contractor shall also ensure that bound IM titles have “IM” stamped on the spine.  Every week the contractor shall submit an error report to the Project Officer after each shipment has been delivered and quality control has been done.  
The Contractor will send a form letter with the lots of errors for materials bound by the current binder, which are to be rebound at no charge.  The Contractor shall give a copy of the letter to the Project Officer.   

1)  
Minor Errors
Some minor errors are to be corrected by the Binding Preparation Contractor.  They include such things as small errors in lettering that can be easily touched up by removing lettering with a solvent and marking in the correction with a stylus.  The Contractor shall correct volumes with minor errors and send them to be reshelved within five working days of receipt. Some minor errors cannot be corrected, such as uneven end sheets, but the Contractor shall notify the Project Officer.


2)
Major Errors 

Unless otherwise instructed, the Contractor shall deliver to the Project Officer all major errors to be reviewed together with the Project Manager. When questions arise as to whether volumes should be returned to the Binder, the Contractor shall consult with the Project Officer.  This joint review may take place during the weekly meeting time or as determined by a mutual decision from Project Manager and Project Officer.  The Binder must correct major errors, including poor workmanship with no extra cost to the government.  These include any out of order issues or pages, major errors in lettering, and poor workmanship.
After the Project Officer and the Contractor review the volumes with major errors, the Contractor shall return them to the Bindery in the next shipment. The Contractor shall create special Lots for errors only and request rush turnaround for these volumes. The Contractor shall update the record for the volume being returned, indicating the reason for return.  Before sending errors to the Bindery for correction, the Contractor shall provide the Project Officer with a copy of the list of volumes being returned, including a summary of the errors by category for each lot.  The Contractor shall send in a separate envelope the listing and summary of the errors along with a letter directly to the Bindery manager with a copy to the Project Officer.  See Appendix O for a list of binding errors.  A copy of the letter and the listing that summarizes the errors shall be packed with the error shipment.  The Project Officer will provide the Contractor with an example of the letter to the bindery that can be used when sending error lots to the bindery. 


3) 
Noncorrectable Errors 

If a volume has been so badly damaged by the bindery that it cannot be corrected by rebinding (e.g. overtrimming resulting in loss of text), the Contractor shall check the shelf to look for duplicate unbound issues that could replace the damaged bound volume:

a).
If duplicate issues are available, the Contractor shall send the issues to the bindery in a special lot with a note on the binding slip stating that NLM should not be charged for the binding. 

b).
If duplicate issues are not found at the shelf the Contractor shall note this in the error report, and refer the damaged volume and the error report to the Project Officer.


d.
Add Bar Code Labeltc \l4 “5.
Add Bar Code Label
The Contractor shall affix a single bar code label to the upper right corner of the back of the bound volume, making sure that it is aligned correctly.  The label should be located not more than ½ inch and not less than 1/8 inch from the top and spine of the volume.
e.
Edge Stamp All Volumes and Place NLM Property Label on Inside Front Covertc \l4 “6.
Edge Stamp All Volumes
The Contractor shall use the NLM property stamp to stamp the top edge of all bound volumes and place an NLM Property Label in the center of the inside front cover of each newly bound volume. NLM will supply the Contractor with the NLM property stamps.  For thinner volumes, the Contractor shall use the narrower stamp, and for thicker volumes the Contractor shall use the wider stamp.  Property stamps will be provided by the Library.  The Contractor shall not stamp the top of the textblock of items that do not belong in the NLM collections, such as items from the Library’s administrative offices.  

f.
Labels to Indicate Shelving Locationtc \l4 “7.
Label to Indicate Shelving Location 
Volumes shelved in the Reading Room or the History of Medicine Division will be identifiable from information on the bindery slip.  The Contractor shall mark Reading Room volumes by affixing a piece of green tape with the word “REFERENCE” on it to the spine of the book above the title.   The Contractor shall mark History of Medicine volumes by affixing a white circular sticker marked “MED HIST” to the spine near the top of the volume.  General Collection and Office copies are not marked. NLM provides the tape and stickers.  



 
g.
Update the Item Record 

The Contractor shall update the item records for each bound unit returned from the Bindery. The Contractor shall wand the barcode label into the barcode (MRI) field in theVoyager item record using an OCR wand and visually check the record carefully while it is on the monitor screen to make sure the barcode number was entered correctly into the item record.  The contractor shall always delete the “inactive” barcode from the item record.  There shall be only one barcode attached to the item record.  All item records for the issues in the bound volume should have been deleted by the Contractor before the unit was sent to the bindery.  The Contractor shall update the statistical category in the Voyager item record to “Bound.”  See Appendix B for updating barcode and statistical categories in the Voyager Cataloging Module.  

h.
Items Returned from Binder Unbound

Occasionally items are returned from the binder unbound and this is usually the result of some kind of damage to the items during the binding process.  Normally the binder sends a note along with the items explaining why they could not complete the binding process.  If the volume is returned unbound, the Contractor shall charge and refer the item to the CMU with the binder’s note explaining the reason the unit was not bound, including the date it was returned from the bindery.   
i.
Special Handlingtc \l4 “8.
Special Handling
When bound items with accompanying materials, such as CDROMs and audiocassettes, are returned from the bindery, the Contractor shall update the Voyager item record by selecting the appropriate category from the Item Statistical Category (Pie Graph) menu, such as “Includes Audiocassette” or “Includes CDROM.”   After the volumes have been checked-in and the Voyager records updated, the Contractor shall pull the accompanying materials that have been kept on file.  If surrogates have been used, the Contractor shall replace the surrogate with the original disk, audiotape or other media. The Contractor shall charge the items to the CMU using the Voyager Circulation module and refer the bound volumes and their accompanying materials to CMU to be rehoused and labeled.  

j. Discharge Bound Item

Within three (3) working days of receipt from the bindery the Contractor shall discharge each bound volume that passes inspection using the Voyager Circulation module.  The Contractor shall discharge the bound volumes just prior to being ready for shelving by the Contractor.   

k. 
Shelving of Newly Bound Itemstc \l4 “11. 
Shelving 
The Contractor shall deliver book trucks with newly bound or rebound materials sorted in call number order to a designated place in the sorting area adjacent to the beginning of the serials collection (W1 A’s) on the B-1 level. The Contractor shall fill out a shelving control slip indicating the date, floor, time, and total number of items to be shelved.  The control slips will be provided by the Project Officer.  Volumes should be delivered for shelving within one (1) working day of being checked-in and discharged unless there is an error to be corrected or volumes must be returned to the bindery. The Contractor shall return History of Medicine Division materials, staff and office copies to the CMU within 3 working days of receipt at NLM.

II.
REPORTING REQUIREMENTS AND DELIVERABLES
A.
Monthly Reports

Every month, except for the December, March, June and September, the Contractor shall deliver a report to the Project Officer by the 3rd working day of the following month.  The report shall include the following numerical summaries and narrative information, including any and all problems encountered:
· Number of serial units sent to the bindery
· Number of serial bound volumes returned from the bindery

· Number of monograph units sent to the bindery

· Number of bound monographs returned from the bindery

· Number of items sent to the bindery for boxing

· Number of boxed items returned from the bindery

· Number of bindery errors sent to the bindery

· Number of bindery errors returned from the bindery

· Summary report of the types of binding errors
1. minor errors corrected by preparation staff
2. errors returned to bindery 
3. noncorrectable errors.  

· Number of incomplete bindable units processed and referred to CMU

· Number of journal covers photocopied double-sided

· Narrative information about the important “highlights” of each month  and other noteworthy occurrences
· Problems encountered
For the months of September, December, March, and June, the contractor shall deliver the above numbers and narrative to the Project Officer by the 2nd working day of the following month.
B.
Invoices

At the end of each month the contractor shall mail or deliver invoices to the Project Officer:


National Library of Medicine


Preservation and Collection Management Section


Bldg. 38A, Room B1E-21


Bethesda, Maryland  20894


Attn:  Mary Kate Dugan



Phone:
301-435-7113



Fax:
301-480-1698
III.
STANDARDS OF PERFORMANCE tc \l4 “14.
Standards of Performance 
The Contractor shall maintain quality control of all work performed that will assure a high standard of performance. The Project Officer or designated Library staff will inspect samples of completed work and where it is not satisfactory, the Contractor shall perform correction or rework at the Contractor’s expense. After initial training, the Contractor shall work independently with minimal guidance from the Project Officer.  The Project Manager will meet weekly with the Project Officer to discuss questions and problems concerning policies and procedures, quality assurance and performance.  After training from the Project Officer throughout the first month of the contract and as determined by the Project Officer, the following requirements shall be met: 

A. All specifications and requirements in the Statement of Work are met.
B. All collection items are prepared for binding according to the requirements in the Statement of Work.

1. Bindable units and new bound volumes flow smoothly between the binding preparation and bindery work sites.
2. All binding instructions for leaf attachment, trim, and decisions about how many issues are bound together must indicate sound judgment and understanding of binding.
3. A maximum error‑rate of 1% in complying with the collation and labeling instructions. 
4. Routine questions are resolved without assistance from the Project Officer.

C. Project Officer is always to be kept informed of problems
1. The Contractor identifies problems with current procedures or workflow and reports them promptly.

2. The Contractor makes thoughtful, well-informed suggestions for solving workflow and procedural problems.

3. The Contractor makes every reasonable effort to resolve problems promptly so as to minimize the negative impact on NLM and NLM’s other contractors.

4. All NLM materials are handled carefully and properly according to the training provided by the Project Officer.  
5. All packing and shipping procedures specified in the Statement of Work are followed at all times.
6. All updating of Voyager item records and the Binding System records must be error‑free. 
7. All problem-free units pulled for binding must be prepared for binding within (4) working days of being pulled from the shelf.
8. Incomplete units for which there is a record for a bound volume and units pulled in error must be returned to the designated shelving area within two (2) working days of being pulled from the shelf. 

9. Problems must be charged within two (2) hours of being pulled from the shelf, and delivered to the Project Officer within the following two (2) working days.
10. All prepared units must be shipped to the Bindery within two (2) weeks of being pulled from the shelf.  

11. All items must be charged out in Voyager.  For materials pulled by the Contractor, the items must be charged out within two (2) hours of the time the items were removed from the shelf. NLM staff will charge all items they refer to the Contractor. 
12. All errors in binding and poor workmanship must be detected and resolved in a manner appropriate to the problem.
13. All volumes that pass inspection upon return from the bindery must be discharged and returned to NLM within three (3) working days of receipt.  
14. All volumes that require return to the bindery for correction of errors must be returned in the next shipment.  Within five (5) working days of receipt of a defective volume, all records must be updated to indicate the date and reason for return.
D. The Project Officer and/or Alternate will assume responsibility for the review and acceptance of work done under this purchase order.  The Project Officer and/or Alternate will review and approve the quality assurance program developed by the Project Manager prior to its implementation.
E. The Project Manager shall ensure that all new contractor staff receives training on how to do all tasks outlined in the Statement of Work.  All new contractor staff must receive training from the Project Officer, or from the Project Manager upon approval of the Project Officer, on care and handling of library materials before being allowed to work on the contract.
APPENDIX A:  Floor Plans
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General Collection:  Monographs, Audiovisuals, Abstracts & Indexes, and Government Documents:
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General Collection:  Older Serials -- 1871 to 1989
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APPENDIX B:  Voyager – Cataloging and Circulation Modules, and Pre-Discharge System
Voyager is NLM’s intergrated library system and the Contractor shall use the Cataloging Module to check bibliographic information for serials and monographs and the receipt of serial items

Cataloging Module

A.
To access the Cataloging Module, login with an Operator ID and a Password.  These will be supplied by the Project Officer.
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B. Search for a serial title – using the call number is the easiest way to get into the bibliographic record.  Click on Non-Keyword and select Call Number from the pull down menu.  Type in the call number in the box next to Search for: _________________, and then click on button Do Search.  
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C. Locating the bibliographic record.  The following screen will appear.  Click button OK to open the bibliographic record
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The bibliographic record will appear.
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Once the bibliographic record appears, check the call number (060 field), the title (210 Field) to determine that it is the correct title for the bindable unit.  The frequency information (310 field) may or may not be correct.  Frequency changes in journals are not uncommon, and this information is not always kept up-to-date in the bibliographic record.  For this reason, it is very important that the Contractor look for the frequency statement in the issues in hand when trying to determine the correct frequency for the bindable unit.

D.
To find an existing item, click on button Hierarchy on upper right hand side above the bibliographic record.  When in Hierarchy click on the plus sign (+) next to General Collection, and the item records for the title will appear.  The item records are not listed in order so it is necessary to scroll up and down the Hierarchy to find the appropriate item record.  Highlight the appropriate item record and click the button Retrieve to open the item record.
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E. Item Record 

The Contractor shall make sure the barcode is correct for the bound volumes, and that the Enum:, Chron: and Year: fields are correct.  When the barcode is updated for the bound volume, please delete the inactive barcode from the Item Record.

a.
Enum:  For volume numbering.  If volume is not complete, enter the volume and issue numbers.

· use only the following captions    [v.  ed.  no.  pt.  suppl. ]

· v. 1, no. 1   [space after v., space after no.]

· v. 1-2          [never use slash, only a hyphen; do not space before and after the hyphen]

· v. 1, no. 1-4  [space after v. and no. and use a hyphen]

· v. 3, no. 1-2, no. 4  [missing v. 3, no. 3]

· v. 1, suppl. 1-2   [supplements only – notice supplements does not have a capital S]

· v. 12, Index v.1-10  [index only – notice index always has a capital I]

· v. 12 + Index   [main volume and index]

· v. 12 + Index + suppl.   [main volume and index and supplement]

· never enter page numbers 

b.
Chron:
Date of publication, includes seasons.  When more than one type of date is present on the item, select the date from the following preferred dates, in this order:  Date of coverage; Date of publication; Date of copyright; Date or printing.   Examples:


Jan. 1999        [period after single months such as Jan.]  A space is always                                used between month and year]

Jan-Feb 1999  [no period after combined months such as Jan-Feb]

Jan. 5 1999      [no comma after day of the month]

Jan-Mar 1999  [no period after combined months such as Jan-Mar]

1993/1994       [for volume covering June 1993 to May 1994]  [For one volume    published over two calendar years use a slash (/) between years.  Always record all four digits of the year –1993/1994 not 1993/94.

1993-1995 [for multiple volumes published over two or more calendar years use a hyphen (-) between years and do not space.  Always record all four digits of the year --  1993-1995 not 1993-95]

Abbreviations for months [use a period after the abbreviation for one month]:

Jan.

Apr.

July

Oct.
Feb.

May

Aug.

Nov.
Mar. 

June

Sept.

Dec.
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Abbreviations for Combined Months  {there are no periods after the months in combined forms]:



Jan-Feb

Jan-Mar



Mar-Apr

Apr-Jun



May-Jun

Jul-Sept



Jul-Aug

Oct-Dec



Sept-Oct



Nov-Dec

Seasons:



Winter

Spring

Fall/Winter



Summer
Fall

Spring/Summer

c.
Year:
Must have a 4-digit year.  If the volume covers a combined year, only the first year is entered.  If the year is not known, refer it to the Project Officer.

d. Copy and Pieces – should always be 1 for each of these categories in the Item Record 

e. Statistical Category
a. The contractor shall update the Item Statistical Category to Bound for all bound volumes returned from the bindery.  On the bottom of the item record above, find the icon with the pie graph, second from the left – the Item Statistical Category.  Click on the icon. Find the value you need to enter, in this case Bound.  Either double click on the word “bound” or use the red arrow to put the new value in the statistical category as shown in the example below.
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The following chart is a “cheat sheet” to use when updating, editing, or creating Item Records to make sure that data entered into the Enum, Chron and Year fields is correct.
	ENUM                                                            Single
	Issues and Volumes

	v. 1, no. 1
	[space after v., space after no.]

	v. 1, no. 1, suppl. 1
	[space after v., no., suppl.]

	v. 1
	[complete volume]

	Combined Issues and Volumes

	v. 1-2
	[Never use a slash, only a hypen]

	v. 1, no. 1-4
	[partial volume]

	v. 1, no. 1, pt. 2
	[partial volume]

	v. 1, v. 3, no. 1-2, no. 4
	[missing v. 2 and v. 3, no. 3]

	v. 1, suppl. 1-2
	[supplements only]

	v. 12, Index v. 1-10
	[Index only]

	v. 1 + suppl.
	[main volume and supplement, space between +]

	v. 12 + Index
	[main volume and index]

	v. 12 + Index + suppl.
	[main volume and index and supplement]

	v. 12 + Index v. 1-10
	[main volume and cumulative index v. 1-10]

	2nd ed. or ed. 2
	(if created by Voyager Checkin); also 1st or 4th  as appropriate [ Note: Do not use v. 1st, use 1 st alone or followed by the caption]

	v. 2 + Atlas
	[volume and atlas together, space between +]

	Volume without Captions

	1999

1997-1998
	[used on items that do not have any captions (e.g. v. no. pt. etc) only a year. Note: Year value will not be entered in the Chron only in the Enum and Year fields.]

	Series

	 new ser.
	[ new series]

	1st ser.
	[ 1st series or first series]

	rev. ser.
	[ revised series]

	CHRON

	Jan. 1999
	[Period after single months.] [ A space is always used between month and year]

	Jan. 198?
	[ It is permissible to use a question mark in the date, e.g. 198? If exact date is unknown.]

	Jan-Feb 1999
	[ no period after combined months]

	Jan. 5 1999
	[no comma after the day of the month]

	Jan-Mar 1999
	[no period after combined months]

	1993/1994 (Two volume that spans two years)

1993-1994 (Two complete volumes published in two different    years)
	[or one volume published over two calendar years use a slash (/) between years. Always record all four digits of the year]

	Months

	Jan.        Apr.     July       Oct.
Feb.       May     Aug.      Nov.
Mar.      June      Sept.     Dec.
	[Use a period after the abbreviation for a single month]

[May, June and July are not abbreviated]

	Combined Months and Seasons

	Jan-Feb       Jul-Aug        Jan-Mar     Oct-Dec

Mar-Apr     Sept-Oct      Apr-Jun

May-Jun   Nov-Dec      Jul-Sept
	[There are no periods after the months in combined forms]

	Winter     Spring     Fall/Winter

Summer   Fall         Spring/Summer
	[Autumn is not used; use Fall]




Circulation Module

A.
To Charge a Volume or Item:

1. Login to Circulation Module

2. Click on Charge/Renew (1st icon on upper left side)

3. Select the patron barcode, such as BindingPrep, or Bindery, or CMU, and click on check mark. 
4. Wand-in barcode of the volume or item and click on check mark 

5. Repeat Step 4 for all volumes charged to that Patron
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Below is a screen showing the CMU patron barcode.  This barcode will be used by the Contractor to charge items to the CMU.
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The following screen shows the Binding Preparation barcode.  This is the patron barcode the Contractor shall use when charging items to the Contractor.
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B. To Discharge a Volume or Item in Voyager Circulation
1. Login into Circulation Module

2. Click on Discharge (2nd Icon from the left )

3. Wand-in barcode on back of volume or item and click on check mark

4. Repeat Step 3 for all volumes to be discharged

5. Whenever the message “Item is marked for ‘Cataloging Review’” appears in the Item Blocks and Information screen, set the item aside and review it after all other items have been discharged.

[image: image14.png]ltem  Distibutior

catior. NLM Creulation (HL)




The screen below shows a barcode in the Item Barcode for the item being discharged.
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Instructions for Review of Item Records
6. Login to Cataloging Module.
7. Wand-in the barcode number on the back of the item.
8. Make sure the item which appears matches the piece in hand.

9. Check the Perm.Loc: field to make sure it reads “General Collection.”   If not, change it to “General Collection.”
10. Check the Enum: field to make sure the following information is correct

· Volume = v.  Example:  v.50 (space after v.)

· Issue number(s) = no.  Example: no.1-3 (space after no., but not between 1-3)

11. Check the Chron: field to make sure the year of publication is correct.  If incorrect, enter correct year.  If publication spans more than one year, enter both years as 2001-2003 and not 2001-03.

12. Check the Year: field to make sure the year of publication is correct.  If publication spans more than one year, enter earliest year in the Year: field.  Enter as 2001 and not 01.

13. After updating the Enum:, Chron:, the Year: fields, click on the “sail boat” icon to save the changes make to the Item Record.

14. If the Item Record cannot be updated, or if there is any question about updating the item, deliver it to the Project Officer within 30 minutes of updating all items which required review.


APPENDIX C:  Binding System

The Binding System is a web-based program and is located at: http://wwwcf/internal/binding/apps/bwelcome.cfm.

When using the Binding System, the Voyager Cataloging Module must also be open on the desktop computer.  Login to the Binding System with the the Staff ID: number and the Password provided by the Project Officer.
[image: image16.png]=101 x|

i o
ok - = - D [ 4| Qewch (ilravorss Gveds 3| - b = 5]

ddress [) hit:jwwweinternaljbindingjeppsbuelcome. cfm =] @oo |unis 7

|

ﬁ \§ . Welcome to
= AﬂN - The PCM Binding Maintenance System

s —r—r
e e e e e ]




Create a New Binding Record

To create a new binding record for a serial title that has never been bound, click on Add Binding Record under the Main Menu and click on the Select button.
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In the Voyager Cataloging Module locate the correct bibliographic record for the serial title you want to create a new binding record for and highlight the NLM unique bibliographic ID number in the 035 field – highlight just the number and not the #9 prefix.  Go back to the Binding System and paste the unique bibliographic ID number into the box labeled NLM Unique ID box as shown on the following page.
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Click on the Search button, and a new binding record screen will appear as shown on the following page.  

· Fill in the desired color of buckram to be used for the title in the Color box using the drop-down menu.  Always check the shelf and chose a color other than the colors of the titles that are located at the shelf on either side of the title to be bound for the first time.  

· Fill in the type of binding appropriate for the title in the Attach box using the drop-down menu.  If the covers are stiff and glossy for the title, then chose DFA-Extra Sand if it will be double-fan adhesive bound and the covers have not been photocopied by the Contractor.  Always consult with the Project Officer if uncertain as to the appropriate style of binding for the title.  

· Fill in the correct number of units to be bound together for the title in the UNO box

· Decide if the issues for the title should be trimmed by the binder or not trimmed and check “yes” or “no” in the Trim: area.

· Check the bibliographic record to see if the title is an Index Medicus title or not, and check the “yes” or “no” button accurately in the Index Medicus: area.

· The TTL Code box contains the Binder’s code and is unique to the title.  Whenever a title is bound for the first time, the Contractor shall enter the word “NEW” in the TTL Code box.  After the title has been bound, the Binder will send the Contractor the new TTL Code for the title, and the Contractor shall enter this four-digit number in the TTL Code box.  
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Create a Binding Record for a Bindable Serial Unit
In the Main Menu of the Binding System, click on Add Item to create a binding record for a serial bindable unit.  Enter the unique bibliographic ID number as instructed above and the Add Item Record screen will appear.  

· Enter the correct Year, Volume, and Issues or Months information for the bindable unit in the boxes provided.  Do not enter page numbers in the PGS. box unless there is no volume number(s), issue number(s) and month(s) information for the bindable unit.

· Write special instructions to the Bindery in the box labeled Binding Notes.

· After all information for the bindable unit is entered completely and accurately, click on Add Record.
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See screen print on following page to see the area that is missing on this page.
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APPENDIX D:   Guidelines for Care and Handling of Library Materials, and Problems that Affect the Collection

Water Leaks  -- Report Immediately by calling the following until one person is reached.  
· Preservation and Collection Management Section (PCM) 496-8124

· Office of Administrative and Analysis Management Services (OAMAS) 496-5441

· Walter Cybulski, Disaster Recovery Directory (PCM)  496-2690

· Mary Kate Dugan   435-7113; Jane Kogi  451-6537;  Karen Sinkule  435-7117

Safety Issues










· Never climb on stack shelves ANYWHERE

· Never kick-in books on bottom shelf to use as a step to reach higher items

· Careful handling and pushing booktrucks; keep loads balanced

· Operation of compact shelving, B3 level – obey the signs posted on the compacts to comply with safety rules

· Never climb on the compact shelves because the safety devices do not work unless a person is standing on the aisle floor
NLM Rules for Handling Library Materials
· Never bring food or drink into stacks

· Always make sure your hands are clean whenever touching collection materials
· Never use scotch tape, rubber bands, sticky post-it notes on Library materials

· Items pulled in error must be returned to correct shelving location.  Please do not leave items laying on nearby shelves 
· Except for oversize volumes, volumes should be placed on shelves in an upright position, spines facing out.  No volume should ever be shelved on its fore-edge.  After volumes have been retrieved or shelved, bookends should be adjusted so that the volumes are properly supported and will not lean.  Volumes should not be shelved so tightly that damage to the spine results when they are retrieved from the shelf.

· Oversize volumes that have red OVRS tape on the spine shall be shelved by laying the volumes down on their sides with the spine facing outward.  Oversize volumes on the B-1 level shall be shelved in stacks not to exceed six inches in height, and with the latest vol/year resting on the top of the stack.  Oversize volumes on the B-3 level are shelved at the beginning (before the W1 A’s) of the serials collection, and should be shelved in stacks with the earliest vol/year resting on the top of the stack.

· When volumes are removed from the shelves, each item should be grasped by the middle of the spine, not pulled by the headcap (top of the spine) where they are most susceptible to damage.

· Use bookends on all shelves that are not completely filled.  Ask the Project Officer for any additional bookends that are required to keep library materials from falling over while on the shelf.  Use bookends on book trucks that are not completely filled with volumes to prevent items from falling over or off the book trucks.  The Project Officer will provide special magnetic bookends to be used to support bindable units on the book trucks before they are sent to the bindery.

Damaged or Problem Collection Materials Refer to CMU
· No call number

· Missing pages; missing text; broken bindings 

· Fill out CMU Blue Form – include your name and today’s date

· Items with loose pages or items in danger of losing text, immediately deliver to the Project Officer
· Volumes with any evidence of dampness, mold, mildew or insects should be delivered immediately to the Project Officer
Problems -- Report the following problems to the Project Officer

· Bent or broken shelves anywhere in stacks

· Broken compact shelves, B3 level

· Broken book trucks

· Lights out in stacks

· Dirty or dusty shelves and work areas
REMINDER: The B2 Level has electrical switches on the end of each range.  Please remember to turn lights off when you exit an aisle.

APPENDIX E:
Blue Sheet



COLLECTION MANAGEMENT UNIT

Preservation and Collection Management Section

Damaged or Problem Materials Referral Report       

Title:__________________________________________________________ Date rec’d in CMU_________
Call Number:___________________________________

Volume_____________  Issue________________    Year _______________
CMU: Remember to charge item to CMU in VOYAGER (Circulation Module) ______

****************************************************************************************VOLUME PROBLEMS




TECHNICAL SERVICES PROBLEMS

       Fragile volume with brittle paper


___ Call number label missing from newly                  







cataloged monograph

___ Needs to be microfilmed
          


___ Vol/Issue(s) are missing from NLM Collection

       Call number is incorrect or duplicates Please borrow from another library for NLM to copy
        another item in the collection

Vol          Issue(s)               Yr             








___ Pages missing or Damaged



___ Serial -- Not checked-in (send to Serial 

Vol ___  Issue(s) _____  Yr ______


        Records)


Pages ________




___ Item not in Voyager (Send to Selection & Acquisition)
___ Pages Misnumbered or Blank -- Defective issue - Send new defective serial issues to Serial Records, Vol ___  Issue ___  Yr ___
and new defective  monographs to Selection & Acquisitions.  If items Pages __________________        are not current and  most likely out of print, send to Borrow &   Replacement Unit
       Order reproduction copy on Purchase Order
************************************************************************************

Item referred to:





___ Book Repair Unit (Fill out other side)

       Karen Sinkule for microfilming decision
___ Borrow & Replacement Unit


       Catalog Maintenance Unit, TSD                             

___ Binding Prep Contractor


        Selection & Acquisitions, TSD                                

REBIND          RECASE           HANDBIND___       
        Serial Records
DFA        Oversew           Sew-thru Fold         

 Does NLM own duplicate issues?

(Check for duplicate item records and collection for duplicate  

NO Charge to NLM if item was

               issues if published within past 3 years)  Yes ___ No ___
bound within past 3 years           Charge to NLM _____


************************************************************************************       SPECIAL NOTES:_______________________________________________________________________
___________________________________________________________________________________
   Reminder:  NEW BINDS require 5/16" inner margin for DFA (double-fan adhesive) and 3/4" inner margin for     Oversewing.    REBINDS require 3/8" inner margin for DFA and 5/8" inner margin for Oversewing.

Referred by:__________________

Section: ________________________


APPENDIX F:
Spine Labeling

Complete Bindable Unit

1.
Whole volumes:
Use volume number and year

2.
Partial volumes:
Use volume number, year, and one of the following with preference given to information available in order listed.


a.
Issue number – e.g., no. 1-3


b.
Months – e.g. Jan-Jun




Acceptable abbreviations:




Jan  Feb  Mar  Apr  May  Jun  Jul  Aug  Sep  Oct  Nov  Dec

c. Paging is ONLY used when there are no issue numbers or months.

3.
More than one volume:  Use volume numbers and years

4. Proper format for year

a. 1993/94  One volume published over two calendar years beginning in 1993 and         ending in 1994

b. 1991-93    Multiple volumes published over two or more calendar years.

Incomplete Bindable Units

1.
General rule: Be as specific as space permits in indicating the contents of the volume.

a.
Issue(s) missing at the beginning or end of whole or partial volume: Use the volume number, year and, as appropriate, issue numbers or months, excluding the missing issues or months.  Always add “incomplete” or “inc” on the spine, as space permits, to indicate that the volume(s) was bound incomplete.  Usually “incomplete” or “inc” should appear on the spine just above the volume and year information
1)
Whole volume e.g., 6 issues constitute a complete volume and vol. 3, issues 2-6 are to be bound; vol. 3, issue 1 is missing

On spine:
     3 

no.2-6

   2004
    INC 

2)
Partial volume – e.g., 12 issues constitute a complete volume and vol. 3, issues 1-5 are to be bound; vol. 3, issue 6 is missing





On spine:


                                                                               3



  no.1-5

    2004

      INC
2.
Issues missing in the middle of a whole volume:

a.
If space permits, use numbers to indicate the exact issues included. Place the word "INCOMPLETE" underneath. e.g., 6 issues constitute complete volume and vol. 3, issues 1,3,4,5,6 are to be bound; issue 2 missing






On spine:

3

no.1,3-6

2004

INC

c. If space does not permit, use the volume and year with the word "INCOMPLETE" – e.g., vol. 3 consists of 12 issues, but issue numbers 1, 3, 5, 6, 8 and 11 are missing.






On spine:





       3





    2004

 INCOMPLETE

3.
Issue(s) missing in the middle of a partial volume:

a.  
If space permits, use numbers to indicate the exact issues included as in 2 issues missing in the middle of a whole volume.

b.
Otherwise, use the volume, year, continuous pages, month, or beginning and ending number, and the word "INCOMPLETE" above,  e.g., 24 issues constitute a whole volume and vol. 3, Issues 1,3,6-8,10-12 are to be bound; vol. 3, issues 2,4,5,9 are missing.

On spine: 

3

no.1-12

2004

INCOMPLETE

b.
Partial volume e.g., 24 issues constitute a whole volume and vol. 3, issues 1,4,7-8,10-11 are to be bound; vol. 3, issues 2-3,5-6,9,12 missing.

On spine: 







      3






no.1-11




  2004

INCOMPLETE

Supplements, Special Issues, Indexes
Inclusion of special issues or supplements should always be noted on the spine unless already indicated in the title.

1.
Supplement bound separately: Use "SUPPL" or appropriate text after the numbering to describe what the part is; e.g., Supplements 1-3 to vol. 5 are bound together independently of vol. 5.

On spine:







      5







SUPPL 1-3







    2004

2.
Special Issue bound separately: Use SPEC ISS after the numbering to describe what the special issue is; e.g. Special Issue to vol. 5, 2004.







On Spine:







      5







SPEC ISS







    2004

3.
Supplement bound with the unit: Use "SUPPL INCL" or appropriate text under the volume numbering. e.g., vol. 5 is complete and the Supplement to vol. 5 is bound with the volume.  Use the following on the spine when the supplement is not numbered separately from the volume number.







On spine:








      5








     2004

      Suppl Incl

If the supplement is numbered do the following on the spine – i.e. supplement no. 1 is included with v. 5, 2004.








5







          2004

                                                                 Suppl.1 Incl

Indexes
Sometimes the index to a volume is published in the last issue of the volume, and sometimes the index is published as a separate item or issue or may be contained in an issue of the succeeding volume.  Whenever possible, indexes should be bound in with the volume that they cover, and this should be noted on the spine with the text “INDEX INCL”.  If an index is published in a succeeding numbered volume, the contractor should refer the item to the CMU so that the index can be removed and either bound with the preceding volume or tipped-in to the preceding volume if it has already been bound.  






On spine:







       4







    2004







Index Incl
Exceptions
Some volumes will not fit these rules.  Numbering should be done in such a way that it is consistent with past practice and similar situations.  If necessary, the Contractor shall consult with the Project Office to determine an appropriate way to indicate the labeling.  The Contractor shall record such decisions in the Binding System record.
APPENDIX G:
Bindery Shipping List

Serials Shipping List
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APPENDIX H:
Binding Slip

The Binding Slip contains the specific instructions for the bindable unit that must accompany the unit to the Bindery.  The Binding Slip must be placed with or inside the bindable unit when the items are packed and ready to be sent to the Bindery.  Another copy of the slip should remain with the Project Manager. 


                        NLM LOT PC 41


Date: 6/21/04
ON SPINE:

TOP OF SPINE:   IM

TITLE:                  Journal of craniofacial surgery
VOLUME:


14

ISSUES/MONTHS/PAGES:
Jan-Mar

YEAR:


2004

CALL NUMBER: 
W1 JO602U

BINDING INSTRUCTIONS: 




COLOR: Blue 598

leaf attachment: DFA-Regular                               


Make a pocket for a CDROM (4 ¾”)

BINDER'S ID: 79368788




NLM BARCODE: nlm022062329



APPENDIX I:
Binding Error Report

Binding Error Report

Collection Maintenance Contractor


Shipment Number _________



Lot Number _________ 


Shipment Date ____________                 

Items Sent ____________



Items Returned __________
      

Items Missing _________

Errors to fix in-house ________________

Errors to be returned to the Bindery ______________







        

   Please indicate the number of errors below:
Bound upside down  _____

Bound backwards     _____

Cover color wrong ____

Covers not completely adhered  ____

End sheets not aligned correctly, uneven or lumpy _____

Excessive glue _____

Excessive trim, loss of text ____

Issues or pages out of order  ____

Joints not parallel or uneven _____


Leaf attachment incorrect  ____

Not rounded and backed (STF only) ______

Notching visible down to spine cloth _____


Pages loose or detached  _____

    Pages not trimmed properly ____

    Pocket not correct size  _____

    Pocket poorly made ____

    Pocket missing  ___

Poor openability _____
    Rounding not even ____


Sewing runs into print ______

    Spine lettering problems

a) Call number wrong _____
b) Lettering incorrect _____
c) Lettering smeared _____

d) Lettering improperly positioned _____

    Spine lining not uniform _____
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