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Physical processing

	Before
	After

	Front cover (spine to left): New barcode (and RECAP sticker when required)



	[image: image1.wmf]Call

Num

Ber

[image: image2.wmf]Call

Num

Ber

[image: image3.wmf]Call

Num

Ber


	

	
	


	Before
	After


	Spine of volume: RECAP sticker near call number label



	
	

	Title page verso (or other page where call number appears): Stamp



	
	


	Before
	After

	Page facing t.p. verso: old barcode annulled



	
	

	Page facing back cover, or inside back cover: circulation barcode
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In case of volumes in phase boxes, label not only the box, but also the book itself (in case the two are ever separated).  Place new barcode in upper left-hand corner of box (follow guidelines for book cover) and on inside flap (follow guidelines for page facing back cover).  Place RECAP sticker near call number.  Duplicate the barcode and label volume as usual.








Stickers may overlap title label.





Old barcode neatly lined out.





Stamp near call number, preferably above.





RECAP sticker near call number label.





If a label in the upper left corner leaves no space for a barcode above it, place the barcode adjacent to the label, along the upper edge of the book. 
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Title page verso





As close to the upper left corner as possible, and as close to the spine as possible, leaving a little space between the label border and the edge and spine of the book.























Cover





New barcode





























Cover





Regardless of its position, if old barcode is present cover it with new barcode.  If not present, center barcode along upper edge of page facing the back cover.  To avoid covering text on page facing back cover, place barcode on inside back cover.
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Title page verso

















Page facing title page verso

















Page facing title page verso
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RECAP





Old barcode





Old barcode





RECAP sticker  may be vertical























Page facing back cover, or inside back cover























Page facing back cover, or inside back cover





New barcode





New barcode covers old barcode.








