Processing Checklist

	Task
	Completed

	1.  Use selection policy objectives to determine needs.
	

	2.  Match the curriculum (national, state, local) to need.  
	

	3.  Find sources for materials (magazine, website, reviews).
	

	4.  Consult with teachers and other media specialists for suggestions.
	

	5.  Narrow selections based on cost, binding, duplicates, and copyright.
	

	6.  Send order.
	

	7.  Unpack.
	

	8.  Check packing slip and book condition.
	

	9.  Categorize by fiction/nonfiction.
	

	10. Complete any hands-on processing.
	

	11. Look for MARC records (if not provided).
	

	12. Promotion and Shelving:

· Book Talks

· Displays 

(For this particular order, we would place nonfiction next to historical fiction that matches it.)

· Newsletter: What’s New in the Library?
	


