Government Documents
Quick Procedures

Print out Marcive email.

Open package.

Remove items down to first shipping list (non-separates).

Date stamp the shipping list.

Copy the shipping list, if necessary.

Check off the shipping list number from the list for the week.

Match titles of items to shipping list titles and check them off.

Date stamp the items.

Separate serials and monographs.

Claim missing items or shipping lists.

Turn over serials to Serials Check-in.
Store monographs, with their shipping lists, until barcodes arrive.

Barcode monographs when the barcodes arrive.

Sort monographs into ‘for Cataloging’, strip and non-strip piles.

Place materials for Cataloging on shelf/map truck in Cataloging Department.

Take rest of materials to appropriate truck in Physical Processing.

Place the shipping lists on the Gov Docs mail shelf.
Cheer that you’re done for the week.
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