EXAMPLE OF A PROCESSING SHEET

	Name of School

	School Address


Processing Specifications for 

Data  Disks


Mandarin Software


Marc21/MicroLIF 1999 Format


852 holdings


3.5” disk


IBM

Barcode Labels

	Your Code



3 of 9


school code 


barcode labels applied 

	Your School Name



name on barcode label 

Shelf-ready processing options:

· Processing “Attached or Unattached”

· Barcode label location

· Barcode label direction

· Spine label location

· Book Pocket Location 

· Special Instructions

CATALOGING PROFILE

Fiction: F

Nonfiction Call Number: Abridged Dewey #

Subject Headings:  Sears 

Collective Biography: 920

Number of author/main entry letters: 3

Individual Biography: B

Number of biographee’s letters: all, if possible

Author/Main Entry Capitalization:  all letters capitalized

Reference works: call number prefix REF

	Vendor Name and Barcode Numbers


Specified Barcode number for 

	Your Name and School and Title


Contact Name:  

	Your Phone Number with Extension


Telephone:  

	Your E-mail Address


Email: 

YOU CAN ALSO ADD A SAMPLE BARCODE







