Shelving of the General, Reference, and HMD Collections 

Attachment I 

STATEMENT OF WORK  - Revised 12/29/99

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.

The Library's General and Reference collections, which are composed of 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, 16 mm films, audio cassettes, CD-ROM programs, etc.), microforms, in-process serials and government document serials.  The first floor contains the Main Reading Room and a Learning Resource Center (LRC) which are open to the public.  The Main Reading Room contains frequently requested bound and unbound serials, monographs and other reference materials.  The LRC contains audiovisual material produced within the last three years.

The History of Medicine Division (HMD) holds serials printed before 1871, monographs printed before 1914, and journal article reprints, pamphlets, dissertations and audiovisuals.  

B.
OBJECTIVES
The purpose of this contract is to perform the following for the General and Reference Collections: shelve library materials pulled from the various collections, shelve all newly acquired material, shelve all newly bound journals, consistently and routinely shelf read all of the collections, and shift material as necessary, usually not more than fifty (50) shelves in either direction unless special instructions are given by the NLM Project Officer.  This includes shelving and shelf reading in the Main Reading Room's collection, including all titles received in loose-leaf and microform formats; shelving, shelf reading and shifting in the LRC; shelving, shelf reading and shifting in the recently published serials collection located on the B-1 level (bound and unbound serials), shelf reading and shifting in all collections on the B-2 level, including all titles received in loose-leaf and microform formats; and shelving, shelf reading and shifting of older serials located on the B-3 level (bound and unbound serials); and shelving, shelf reading and shifting all oversize materials in the General Collection.  The contractor shall also shelve all pre-1871 serials and pre-1914 monographs, including oversized monographs, on the B-3 level of HMD.  See Exhibit A for floor plans of the stacks, the B-1, B-2 and B-3 levels, indicating the locations of collection materials.

The contractor is responsible for ensuring that all range-end cards are always accurate.  Range-end cards are usually placed in a holder at the end of each range, and they contain the call numbers for the first and last items shelved on both sides of each range.  The B-1 level range-ends also shall have the call number taped onto the ends of the stack ranges in addition to having the call number placed in the holders.  The B-2 and B-3 level range-end cards do not require that call number be taped onto the range ends.  

In addition to shelving, and occasionally throughout the contract year, the contractor shall perform special tasks called Collection Management Support Requirements, that support and complement the Librarys shelving needs, such as:

· filing titles in microfiche format and updating loose-leaf service titles; 

· removing volumes from the Main Reading Room and Learning Resource Center each year and reshelving them in the General Collection stacks; 

· targeting volumes with security tags and strips; 

· vacuuming the collection materials;

· shelf reading HMDs collection; 

· removing serial issues that duplicate bound volumes; 

· boxing duplicate serial issues for shipment to USBE or shredding service vendor; 

· searching collection for overdue items; 

· conducting an inventory of specific collections; 

· searching collections for incomplete bindable units

· creating missing item records in the ILS, Cataloging Module
· editing or updating item records in the ILS, Cataloging Module
· conducting inventories of specific collections  

· retrieving items in need of binding or repair; 

· rehousing items; and,

· moving collections.

The above list is not all-inclusive, and the contractor may be required to perform other Collection Management Support Requirements that are not mentioned above.

The National Library of Medicine's collection is a valuable resource for the nation; therefore, great care must be taken in handling library materials.  Specific instructions on care and handling of collection materials are found in Exhibit B.
1.  
General Requirements

a.
Independently, and not as an agent of the Government, the Contractor shall furnish services, qualified personnel, material and facilities, not otherwise provided by the government under the terms of the contract, as needed to perform the work set forth below.

b.
All work under this contract shall be monitored by the NLM Project Officer.

2.  
Specific Requirements
a.
Shelving and discharging items from the ILS
NLM has an integrated library system (ILS), which controls all movement of materials at the item level.  In the Public Services Division materials can be requested by patrons who use the Main Reading Room.  The Circulation Module of the ILS tracks the circulation of materials, and patron records must be cleared when materials are returned to the General Collection.  It shall be the responsibility of the Contractor to ensure that patron records are correctly updated by discharging all charged items, using the Circulation module, and updating the item records whenever necessary in the Cataloging module, before shelving the items.  

The NLM anticipates that the contractor shall discharge approximately 33% of all items delivered for shelving (journals, serials, monographs, audiovisuals, and microforms) from the ILS each contract year.  All B-1 level materials delivered to the contractor that require discharging must be shelved within four (4) working hours after being discharged.  All B-2 and B-3 level materials delivered to the contractor that require discharging must be shelved within eight (8) working hours after being discharged.  

After all items are discharged, the contractor shall immediately update the item records in the Cataloging Module for every item that was set aside for review, and then shelve the B-1 level items within four (4) working hours of being reviewed and the B-2 and B-3 level items within eight (8) working hours of being reviewed by the contractor.

Whenever the contractor cannot discharge the item, or update the item record for whatever reason, the contractor shall deliver these items to the Project Officer within two (2) hours or less after all items have been discharged and reviewed by the contractor each working day.
(1).
Discharging items returning to the General Collection from the Reading Room
The contractor shall pick up materials returned by Library patrons at the Circulation Desk located in the Main Reading Room at 12:00 pm, 1:30 pm, 3:00 pm, and 4:30 pm each working day.  Items being returned to the General Collection from the Reading Room will include materials from the B-1, B-2, and B-3 levels. The contractor shall take the materials from the Circulation Desk to the B-1 level and sort them by stack floor level, and then into call number order, and place the book trucks in the aisles nearby the contractors sorting area.  The Contractor shall notify the NLM Project Officer, or designee, that the items are sorted and ready to be counted and delivered to the Contractor.  The contractor shall place a sign(s) on these book trucks stating that these items are waiting to be discharged before being shelved.  The NLM Project Officer will supply the sign(s). 

It is extremely important that the contractor shall discharge all delivered items beginning at 3:00 p.m., but no earlier than 3:00 p.m. each working day.  The contractor shall complete the discharging and updating of all delivered materials by 8:30 a.m. the following work day.  Items that were borrowed Friday afternoons and Saturdays may be discharged by 8:30 a.m. the first following workday, usually a Monday.  During the months that NLM is open on Thursday evenings until 9:00 p.m., the contractor shall disharge all items by 8:30 a.m., and update all items by 10:00 a.m. the following work day.  

There are three (3) workstations which access the ILS located near the beginning of the serials collection on the B-1 level, and one (1) workstation on the B-2 level near the contractors sorting area, which the contractor shall use to discharge items. 

The contractor shall use the Circulation Module to discharge items.  The contractor shall enter the barcode of each item to be discharged by using a wand, and make sure the highlighted title that appears on the screen matches the item being discharged. If the item being discharged does not match the highlighted title on the screen, the contractor shall set the item aside on a shelf designated for items waiting to be reviewed by the contractor.  If the messages “Item is marked for Cataloging Review” or “Item not found” appears on the screen, the contractor shall set the items aside for review. 

(2).
Review of item records after discharging
The contractor shall review all items whenever the physical item does not match the item title that is highlighted in the Circulation Module screen, or for items for which the messages “Item is marked for Cataloging Review” or “Item not found” appear on the screen during the discharging process.  

The contractor shall use the Catalog Module to call up the item record for each item to be reviewed by wanding-in the barcode which appears on the verso of each item.  The contractor shall update the item record for each item being reviewed. The most common reason to update the item record will be to make sure the information in the Enum, Chron, and Year fields matches the item.  For example, if the record Enum field reads v.2, no. 3, but the physical item is v.2, no. 1-3, then the contractor shall change the Enum field to read v. 2, no. 1-3. 

The NLM Project Officer will provide at least two (2) hours of training, or as much as necessary, for the Project Manager to learn how to discharge items and update the item records using the ILS.  Exhibit C contains instructions for discharging items in the ILS Circulation Module, and updating item records in the Cataloging Module..
b.
Discharging and shelving newly indexed IM title journal issues

Several times each week newly indexed IM title journal issues are delivered to the Collection Management Unit for review of physical condition.  After CMU reviews each issue, they are delivered to the shelving contractor to be shelved.  The shelving contractor shall discharge each issue from the ILS prior to shelving them. 

c. Shelving and reshelving General and Reference Collection materials 

Each working day materials to be shelved or reshelved will be delivered to the Contractor.  Materials delivered to the Contractor on the book trucks will be sorted only to the extent that each will contain material for only one collection location, e.g. Main Reading Room, LRC, B-1 Stacks, B-2 Stacks, or B-3 Stacks, HMD.  The NLM Project Officer, or designee, will count each item on the book truck and record this, along with other information, on a control slip. 

The book trucks will be placed in designated pick-up locations in each of the major collection areas, i.e., the Main Reading Room, B-1 level, B-2 level, B-3 level and HMD.  The NLM Project Officer will show these pick-up points to the Project Manager on the first day of the contract period.  Once designated, these pick-up locations will remain constant unless a new location is agreed upon by both the NLM Project Officer and the Contract Project Manager

At 11:00 a.m. each working day, the contractor shall go to the Serials Records Section, Room B1 W-10, with an empty booktruck to be left and pick up another booktruck filled with the newly received serials and bring them back to the sorting area on the B-1 level where they will be counted and delivered by an NLM staff person.   These items do not need to be discharged, and must be shelved within eight (8) working hours of delivery.  

The Contractor shall shelve the delivered materials in each area of the General and Reference collections described as follows in Sections d. through l., except for HMD materials which will usually be delivered to the Contractor for shelving only two days each week. 

d.
Sorting of materials before shelving

The Contractor shall first sort all materials on all book trucks in call number (shelf list) order and in correct shelving collection location before shelving items into the collection. See Exhibit D for instructions on shelving and sorting all collection items in call number (shelf list) order.  There are sorting areas on each stack floor.  The NLM Project Officer will show the Project Manager where each sorting area is located on the first day of the contract period.

While sorting materials, it is very important that the Contractor pay close attention to the condition of items being shelved.  The Contractor shall remove all items that are damaged in any way or have loose pages that are falling out of the piece. The Contractor shall not shelve these items, but return them to the contract manager who will refer them to the NLM Project Officer.  If the Contractor has a question or concern about the condition of an item, then he/she shall return the item to the Contract Manager for a review with the NLM Project Officer.

e.
Control slips
There are three (3) different control slips, one of which will always be used by the Project Officer, or designees, when delivering items to the Contractor on book trucks to be shelved or reshelved.  Examples of these three different control slips are in Exhibit E.
1.
Control slip for items to be shelved within eight (8) hours of delivery, and do not require being discharged from the ILS, will contain the following information:

This information is filled out by the NLM Project Officer or designee:

· Date items were counted and delivered by NLM Project Officer.

· Number of items on the book truck to be shelved.

· Initials of NLM Project Officer (or designee) who counted the delivered items to be shelved.

· Area of the collection where items are to be shelved, or type of material to be shelved, such as newly bound items. 

2.
Control slip for items that need to be discharged from the ILS and then shelved within four (4) hours for the B-1 level, and within eight (8) hours for the B-2 and B-3 levels.

The following information is filled out by the NLM Project Officer or designee:

· Date items were counted and delivered by NLM Project Officer.

· Total number of items on the book truck to be discharged and shelved.

· Initials of NLM Project Officer (or designee) who counted the delivered items to be shelved.

· Area of the collection where items are to be shelved. 

3.
Control slip for items to be shelved after being microfilmed.

The following information is filled out by the Microfilm Preparation contractor:

· Date items were counted and delivered to the shelving contractor.

· Number of items on the book truck to be shelved.

· Initials of Microfilm Preparation contract manager  (or designee) who counted the delivered items to be shelved.

· Areas of the collection, or other holding areas, where items are to be shelved. 

The control slips are supplied by the NLM Project Officer. 

Each day all control slips shall be returned to the NLM Project Officer,  showing the number of items delivered and shelved the previous work day

f.
Shelf charges in plastic colored gussets
NLMs  ILS system tracks the circulation of collection materials online.  However, shelf charges may continue to be used in certain circumstances. Therefore, the shelving contractor shall continue to remove all shelf charges whenever they match exactly the item(s) being shelved and return them to the Project Officer.  The number of shelf charges which the contractor shall remove will greatly diminish as time goes by.  Exhibit F contains examples of shelf charges which the contractor shall continue to pull and deliver to the Project Officer.

Shelf charges are forms used to denote that an item has been removed from the shelf. Gussets are colored plastic sleeves (usually green, red, white and/or yellow) with a clear window in which the shelf charges are placed. There may be shelf charges in gussets on the shelf in the place where an item is to be shelved.  There will not be a shelf charge for the majority of items to be shelved. Shelf charges can be Reader Request forms, Interlibrary Loan Request forms, Binding Preparation forms, Cataloging forms, Microfilm Preparation forms, etc. which state that an item(s) has been removed from the shelf.  Shelf charges can be found in all areas of the General and Reference collections. 

The Contractor shall always read the information on the shelf charge and, if it matches the piece that is being shelved, remove the shelf charge and gusset and return it to the supervisor who will give all pulled shelf charges in gussets to the NLM Project Officer.

After serials are microfilmed, the original items are returned to the collection. The shelf charges for items pulled for microfilming often need to be updated by the contractor to show only those items which have NOT yet  been returned to the collection.  The contractor shall use pencil to edit and make any changes on the shelf charge.

g.
Shelving materials in the Main Reading Room and LRC
All items to be shelved in the Main Reading Room and LRC are counted and delivered to the contractor by the NLM Project Officer or designee by the close of business each working day.   The contractor shall shelve these materials by 10:00 a.m. each following working day.   

The Main Reading Room collection includes standard general reference works, as well as basic reference materials and textbooks; a serials collection of the latest ten (10) years of approximately two hundred (200) titles; abstracting and indexing titles, such as Index Medicus, Science Citation Index, Current Contents, and Excerpta Medica; and microfilm and microfiche titles.  Biological Abstracts and Chemical Abstracts are on microfilm cartridges and stored in cabinets in the Main Reading Room, and there are a few titles in microfiche, including telephone directories for the major U.S. cities, also stored in cabinets.

All print materials in the Reading Room collection have a green tape on the spine of each item with Reference printed in black.  Any items which belong in the Reading Room collection and which do not have the green Reference tape on the spine shall be returned to the NLM Project Officer.

Current audiovisual materials (those produced within the past three years) are located in the LRC.

h.
Shelving Materials on the B-1 Level from Book Trucks, General Collection

Materials to be shelved on the B-1 level, and do not need to be discharged, will frequently be delivered to the Contractor on book trucks.  The B-1 level contains recently published serials (1990 to the present), both bound and unbound.  All serials shelved on the B-1 level have a call number that begins with W1, e.g., W1 VE809 v.2 no.1 1996.

i.
Shelving and reshelving materials from range-ends on the B-1 level, 
General Collection

Currently another contractor retrieves collection items from the shelf to fulfill interlibrary loan requests, and places them on a special color coded shelf (usually pale green) at the ends of specified ranges of shelving located along the main aisles of the B-1 stacks. The items are copied (photocopied or scanned) and then replaced on another range-end shelf located just beneath the shelf described above.  This indicates that the items are ready to be shelved by the Contractor.  The Contractor shall shelve or reshelve all items on the range-end shelves at least once each day.  Materials located on the range-ends will not have shelf charges and do not need to be discharged from the ILS..

j.
Shelving materials on the B-2 level, General Collection 
Materials to be shelved on the B-2 level will be delivered to the Contractor on book trucks.  The Contractor shall sort and shelve the materials according to the collection areas on the B-2 level where they are to be shelved.  The B-2 level contains the following collections.  

(1).
General Classed Collection
Those monographs which have been cataloged according to the General Classification call number scheme are located in the General Classed Collection. Presently the largest portion of collection materials on the 

B-2 level are located in the General Classed collection area.  An example of a General Classification collection call number is WK 520 V346 1987.

(2).
Accession Number Collection
In 1993 the NLM began assigning accession numbers to all newly cataloged monographs, except monographs shelved in the Main Reading Room or items that belong to a series, or books-in-part, which were originally cataloged with a General Classification call number.  The majority of newly received monographs will be shelved in the Accession Number collection area.  An example of an Accession Number collection call number is 1998 A-013.

(3).
Limited Cataloging Collection
The Limited Cataloging collection consists of titles which NLM does not plan to completely catalog.  An accession number has been assigned to these collection items, but it differs from the Accession Number mentioned above.  An example of a Limited Cataloging collection call number is CC 177.

(4).
Government Documents Collection

All serial government publications that are administrative or statistical in nature receive a classification number beginning with W2, and are shelved in the Government Documents collection area.  An example of a Government Documents collection call number is W2 M O2R.

(5).
Z Collection

The Z collection consists mainly of bibliographies, indexes and abstracts, dissertations and congresses.  All items in this collection have a call number that begins with the letter Z.  An example of a Z collection call number is

Z 674.3 I43.

(6).
Audiovisual (AV) Collection
The Audiovisual Collection holds all the non-print collection items, such as video cassettes, video recordings, audio cassettes, motion pictures, film strips, and slide programs.  (The LRC is part of the Main Reading Room and houses the current plus the previous two years of audiovisual programs).  An example of an AV collection call number is QV 353 VC no.8.

Audiovisuals classed as serials (W1's) are shelved at the beginning of the AV collection.  Motion Pictures, 16 mm films, are shelved separately in the Audiovisual collection area.  The NLM Project Officer will show the Project Manager where these items are shelved on the first day of the contract period.

(7).
In Process Serials Collection
In-Process serials awaiting cataloging are shelved on the B-2 level in Range #459.  Serials in this collection have a label affixed to the upper-left hand side of the front cover of the items on which is printed In Process.  Underneath is a alphanumeric code that is usually ten (10) digits in length.  The first letter of this code is always an X immediately followed by another letter, and then a string of eight numbers, e.g., XB04016569 and XC23567237.  The Contractor shall shelve these materials weekly and always before the close of business each Friday.  This will ensure that all issues are shelved when the Serial Records staff pull issues for titles which have been released to VOYAGER, NLMs online catalog, for that same week.

k. Shelving materials on the B-3 Level, General Collection

Items to be shelved on the B-3 level will be delivered to the Contractor on book trucks.  All serial titles on the B-3 level have call numbers that begin with W1, e.g., W1 LA767 v.8 1976.

The B-3 level has only electrically operated compact shelving for storage of the Librarys older serial titles.  It is extremely important that the Contractor always immediately report to the NLM Project Officer any problem or malfunctioning of the compact shelving, giving the exact location (range number or call number area) of the problem. 
l.
Shelving and reshelving from book trucks containing newly bound items, General Collection

The Contractor will frequently be delivered items to shelve that were recently returned from the Bindery.  Whenever newly bound items are delivered to the Contractor, the accompanying Control Slip will indicate that the items are newly bound.  The majority of newly bound items are recently published serial titles to be shelved on the B-1 level.  It is important that the Contractor pay close attention when shelving these items because there may be a shelf charge in a green-colored gusset in the exact place, or very nearby, where the item is to be shelved. This shelf charge contains information about the items that were sent to be bound, i.e. title, call number, volume, issue, year and date the item(s) were shipped to the Bindery.  The Contractor shall compare this information with the item to be shelved, and, if they match, the Contractor shall remove the shelf charge and return it to his supervisor.  The Contractor supervisor shall return all shelf charges to the NLM Project Officer the same day they are shelved by the Contractor. 

The number of gussets that the contractor shall pull will greatly diminish because the circulation of items sent to the Bindery are automatically tracked by the ILS. Newly bound items ready to be shelved are discharged from the ILS by the Binding Preparation contractor.

m.
Shelving materials in the History of Medicine Division, B-3 level
The Contractor shall shelve all journals and monographs, including oversized monographs, on the B-3 level of the History of Medicine Division (HMD) whenever items are delivered to the Contractor for shelving which is usually twice each week. Materials will be delivered to the Contractor on a book truck on the B-3 level of HMD.  The Contractor shall sort the materials in call number order prior to being shelved.  All items to be shelved, except for HMD's newly received acquisitions, will have an interlibrary loan request slip or an HMD Reading Room patron request slip on the shelf where the item is to be shelved.  The contractor shall pull the slip at the time the item is shelved and return the slips to the NLM Project Officer.  Whenever a slip cannot be found at the shelving location thought to be correct, the Contractor shall double check the nearby shelves for the correct shelving location and/or return the item to the NLM Project Officer for further instructions.  Items to be shelved in HMD, B-3 level, will be discharged from the ILS by HMD staff.

The Contractor shall shelve the following items:

(1.)
Monographs
All monographs have a General Classification call number and are shelved accordingly.  Not all monographs are bound.  Some monographs are unbound, and some are stored in envelopes, but all have a call number.  Examples follow:

BF

BF

BF

BF

BF

             

        F766p
          F783h
         F785m
          F787h
          F789m

                                             1911
           1895

1897

1873

1880

(2.)
Serials (published prior to 1870)
All serials have a General Classification call number beginning with "W1", "W2" or "W3" but are shelved in with the monograph collection, following the General Classification call number scheme.  Examples follow:

W

W 

W

W 

W

 1

 1

 1

 2

 3 


      
        AN674          AN686h                B35                 H44                M62

Occasionally a new acquisition to be shelved will have a narrow "pink" slip of paper protruding from the top of the volume to be shelved.  The Contractor not remove the "pink" slip of paper from the item to be shelved, and make sure it protrudes two (2) to three (3) inches from the top of the book. 

m.
Shelving and reshelving all oversize materials

The General, Reference and HMD collection each contain oversize items which require special shelving treatment.  All oversize items are those which are too large to be shelved upright in the normal bookcase shelving and must be shelved in separate areas designated for oversize volumes, except for oversize serials on the B-1 level.  On the B-1 level, oversize volumes are not shelved separately.  They shall be shelved in with regular size volumes either spine down or laying flat on the next shelf.

The NLM Project Officer will show the Contractor the shelving areas for oversize monographs on the B-2 level, oversize serials on the B-3 level, and all oversize items in HMD on the first day of the contract period. 

It is important to note that the number of volumes shelved flat on top of each other in the designated shelving areas for oversized volumes, or on the regular shelves on the B-1 level, shall not exceed one-half the height of the shelf.

Oversize monographs and serials, except for oversize serials on the B-1 level and oversize materials in HMD, have red tape with OVRS printed in black on the spine or on the front cover of the volume.  If a volume is too large to be shelved upright in with the general collection, and does not have a tape reading "OVRS" on the spine or front cover, the Contractor shall return the oversize volume to the NLM Project Officer.  The NLM Project Officer will determine the correct shelving location for the volume and, if necessary, place the colored tape which reads "OVRS" on the spine of the volume, change the shelving location in the ILS, and return the volume to the Contractor for shelving.

 (1.)
B-1 level oversize journals
All oversize journals on the B-1 level shall be shelved in ascending call number order, which means that the latest published items are always placed on the top of the stack or pile.  For example the following oversize items, which lay flat with spines facing out, are in ascending call number order:

W1 ME 459 v. 32, no. 4, 1999 (unbound)

W1 ME 459 v. 32, no. 3, 1999 (unbound)

W1 ME 459 v. 32, no. 2, 1999 (unbound)

W1 ME 459 v. 32, no. 1, 1999 (unbound)

W1 ME 459 v.31, 1998 (bound)     Shelf   
(2.)
B-2 Level oversize monographs and serials
All oversize monographs and serials on the B-2 level shall be shelved in descending call number order.  For example the following oversize items, which lay flat with spines facing out, are in descending call number order:

WX 289 C459

WD 567 E76 1972

WA 764 H289

QV 600 M23 1945

HC 26 D766 1985         Shelf)      
(3.)
B-3 Level oversize journals
All oversize journals on the B-3 level shall be shelved in descending call number order which means that the latest published items are always placed on the bottom with earlier published items on top of the stack or pile.  For example, the following oversize items, which lay flat with spines facing out, are in descending call number order:

W1   S729   1913   Bd.1

W1   S729   1913   Bd.2

W1   S729   1914   Bd.1

W1   S729   1914   Bd.2         Shelf  
4.
Shelfreading of the General and Reference Collections


The Contractor shall routinely and systematically shelf read the General and Reference collections to ensure that all items in both the General and Reference collections are in perfect call number (shelf list) order.  In general, the Contractor shall be responsible for ensuring that all items in the general collection (approximately 5,000,000) are shelved in correct shelf list order at all times.  The NLM Project Officer will work with the Project Manager to devise a plan to ensure that all collection areas mentioned below are systematically and thoroughly shelf read.  Each week all shelf reading control slips shall be returned to the NLM Project Officer, showing the areas of the General Collection that were shelf read the previous week.  See Exhibit G for an example of the shelf reading control slip. Specifically, the Contractor shall shelf read the following areas of the General Collection:    

a.
The Main Reading Room and the Learning Resource Center (LRC)
(1.)
Each working day before 8:30 a.m., before the NLM Main Reading Room opens to the public, the Contractor shall shelf read the NLM Cumulated Index Catalogs  located in the Main Reading Room.

(2.)
Each week, the Contractor shall shelf read all items shelved in the Main Reading Room.

(3.)
Every two (2) weeks, the Contractor shall shelf read all items shelved in the LRC. 

b.
The B-1 Level


The Contractor shall spend several hours each week shelf reading all journal titles shelved on the B-1 level and ensure that all of B-1 is completely shelf read each month.  Because of the very high use of journal titles shelved on this level, it is extremely important that the Contractor maintain all items in perfect call number order and make sure that within each title all volumes, issues and years are in correct order whether they are bound or unbound.  

c.
The B-2 Level
The Contractor shall completely shelf read the collections located on the B-2 during the first and third contract year periods, except for the Accession Number collection, which the Contractor shall completely shelf read every two (2) months.  

d.
The B-3 Level

The Contractor shall completely shelf read the entire contents of the B-3 level during the second and fourth contract year periods.    

e.
Microform Service Copy Collection, B-2 Level
The Contractor shall shelf read the microform service copy collection during the first and third contract year periods.  The microform collection is comprised of microfilm and microfiche that are stored in cabinets on the B-2 level.  The contractor is responsible for ensuring that the microfilm and microfiche drawers accurately display the film number contents of each drawer; i.e. the beginning and ending film numbers in each microfilm drawer, and the beginning and ending microfiche number in each microfiche drawer.   

Any items found to be out of shelf list order, because they were mis-shelved by the Contractor, shall be reshelved by the Contractor at no extra cost to the government. All shelf reading problems, which the Contractor can identify as being unrelated to the terms of the contract, shall immediately be reported to the NLM Project Officer.

5.
General shifting of small areas of the General and Reference Collections

Occasionally areas in the General and Reference collections will become very full, and it will be necessary for the Contractor to shift volumes to make room for new items which are constantly being added to the collections.  Normally only two or three shelves of volumes will need to be shifted when this occurs, and the average occurrence is usually once a month.  Rarely (perhaps twice a year) it will be necessary for the Contractor to shift up to, but usually not more than, fifty (50)  shelves of material in either direction of new material being shelved or reshelved.  However, if an area becomes so filled as to require shifting more than fifty (50) shelves of volumes, the Contractor Supervisor shall immediately inform the NLM Project Officer. 

6.  
Collection Management Support Requirements

Throughout the contract period, the contractor may be tasked by the Project Manager to provide additional  hours of collection management support.  The following are examples of  collection management support tasks that may be performed by the contractor, but are not all-inclusive: 

· removing journal volumes from the Main Reading Room and reshelving them in the General Collection; 

· removing audiovisual titles from the Learning Resource Center and reshelving them on the B-2 level; 

· filing and updating titles received by NLM in loose-leaf format; 

· filing titles received by NLM in microfiche format; 

· targeting collection materials with security strips or labels; 

· vacuuming and cleaning volumes in the General Collection; 

· shelf reading the HMD collection; 

· shifting more than fifty (50) shelves of collection materials; 

· removing serial issues that duplicate bound volumes;

· removing duplicate monographs;

· retrieving collection items in need of repair or rehousing, such as items in acidic envelopes, vinyl folders, or in poor condition;

· conducting a  simple inventory of specific collections; 

· searching collection for overdue items;

· boxing duplicate serial issues for shipment to USBE or shredding service vendor;

· searching collections for incomplete bindable units;

· creating missing item records in LOCATORplus;
· editing or updating item records in LOCATORplus; and,
· moving collections.
7.
Quality Control
All shelving must have no more than two (2) errors per one hundred (100) items shelved. The NLM Project Officer will sample completed shelving daily.  Errors found by the NLM Project Officer will be reported to the Contract Project Manager and must be corrected within four (4) working hours, in addition to the regular work load, at no additional cost to the government.  The Contractor is expected to meet this quality standard for all shelved and reshelved items.  
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