Guidelines for Music Rare Conservation Treatments
Pamphlet Binding for Music

1) Regular binder  7” x 10” or larger

2) Exception mini scores should be trimmed to 6” x 8 ½”

3) Select binder that accommodates item and/or pocket materials so ½” margin of binder is visible at top, bottom and fore-edge.

4) Buff cover should be trimmed 1/8 inch top, bottom and fore-edge

5) If single sheet, call Judy Barber for instructions.  She will make decision to   leave as is or how to attach single sheet to item.

6) If pocket is needed apply a verify pieces label & write in the number of pieces that are in the pocket with archival pen (Fig.1)
7) Label composer or author  .           (  title on spine with white gel pens (start 3 inches down from top left of front cover; begin higher if needed to accommodate long author/title information)

8) DO NOT use the Music property stamp on the item!
9) Barcode placement

· First choice: Music library cataloger will attach on back cover of item, top left corner (Fig. 3 A).
· Second choice: Pres/Con will attach on top right corner of the inside back binder (Fig. 2) Note: Including salvageable barcodes.
· Third choice: If part in pocket obscures barcode, Pres/Con will attach on outside back of buff cover, top left corner (Fig. 3 B). Note: If barcode is on item and buff cover is added, Pres/Con will cut window in buff cover to reveal barcode (this sometimes occurs in rebinding of old items).
· Fourth choice: If barcode is obscured by parts in pocket and no item is bound-in, place barcode on inside top left corner of front pam bind cover. (Fig. 4)
· If no barcode is attached or old barcode is not salvageable, send to Music to receive a new barcode.
The general principle in placing barcodes is that the circulation worker opens back cover of item and scans either top left corner (barcode affixed by cataloger) or top right corner (barcode affixed by Pres/Con). The top right corner (Pres/Con location) is ideal for music circulation scanning; but the top left corner, although reportedly not quite as easy to scan (music cataloger’s location) insures identification of item from the outset of the cataloging and pres/con process.

10) Cut the binder ½ inch larger than the  item at top, bottom and fore- edge(except when pocket is needed then measure ½ inch from outer edge of pocket)

11) Round corners of binder with corner rounder

12) MAKE SURE ALL STRINGS ARE TIGHT!!!! 

13) Document Statistics!

14) Place finished work on the book truck Labeled “Rare Item Quality Check.”

15) Gift plates:  

· If item is to be placed in 4-flap or box, adhere gift plate to 

enclosure.

· If item is NOT being placed in an enclosure, Do Not adhere 

the gift plate to the item.  Insert the gift plate inside the text 

block .








              Fig.1 Placement of verify pieces

                     
                                                    

         Fig. 2 Second choice. By Pres/Con. If parts obscure, see Fig. 3 B & Fig. 4.


                          
          A: Original Cover
            B: Buff Cover



Fig. 3 A. First choice: On original item cover, by music cataloger.

B: Third choice: If parts in pocket obscure Fig. 2 placement, attach on buff cover of bound-in score or part.









Fig. 4 If pocket(s) only and pocket parts obscure Fig. 2 placement. 
BOX ENCLOSURES

(Rare)






FOUR FLAP ENCLOSURE

(Rare)

Item to be placed in a 4-flap regular enclosure should not be more than 3mm or 1/8” thick

 

Placement of plates and labels are shown in diagrams below. 
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Outside Front Cover




Inside Front Flap

CUSTOM FOUR FLAP ENCLOSURE

(Rare)

Item to be placed in 4-flap should not be more than 2.3cm or 7/8” thick

 

Crease the prescored flaps to fit the thickness of the item

 Placement of plates and labels are shown in diagrams below. 
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Outside Front Cover




Inside Front Flap

Inside back cover of pamphlet binder





Verify pieces
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  Barcode





Inside front cover of pamphlet  binder





Inside front cover of pamphlet binder





Barcode





Original item cover or buff cover on  bound-in score or part





   Barcode





Inside back cover of pamphlet binder





Inside front cover of pamphlet binder





Verify pieces
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Gift Plate


Adhere to inside


front of


box enclosure








Bindery Coordinator adheres author/title label here





All staples in these items have been replaced with Monel rustproof staples.





Gift Plate (Attach to inside front flap – never attach to item)
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 no.





Barcode








Bindery Coordinator adheres title label here





All staples in these items have been replaced with Monel rustproof staples.





Gift Plate (Attach to inside front flap -  Never attach to item)
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