Routing General and Circulating Collections Materials for Repair or Rebinding
Send materials that meet the following criteria to the General Collections Repair Unit of the Conservation Laboratory (109 Butler Library).  

· Tip-ins of 10 or fewer leaves.

· Bound volumes requiring pockets for maps or other loose items that do not otherwise need rebinding.

· Items with torn pages that must be mended, including those going out for commercial binding.

· Volumes (any date) whose covers/end-sheets need to be retained because of their artifactual value (e.g. first editions, artists’ books, Victorian publisher’s cloth bindings, interesting binding structures representative of the history and development of bookbinding).  When in doubt, consult with conservation staff.

· All pre-1850 repairs or rebinds.

· Near-brittle repairs and rebinds whose paper is too fragile to withstand commercial binding.

· Rebinds with less than 5/8” gutter margin.

· Single section pamphlets less than 6” in height.

· Hardcover books less than 6” in height and UP TO 1” in thickness.

· Any item less than 1/8” in thickness. 

· Items in unusual formats which consist of only a few leaves (e.g. music scores with accordion folds).

Send materials that do not meet the above criteria to Binding and Shelf Prep (106 Butler Library) for commercial (re)binding.  

The Conservation Laboratory staff will re-route work that does not meet the above criteria to Binding and Shelf Preparation, where it will be sent either to the commercial binder or, if brittle, to the Preservation Reformatting Department.

Please note that, beginning in 2009, the following changes apply:

· All RUSH repairs and rebinds will be sent out for commercial binding.

· Volumes whose covers and/or endsheets must be retained because of informational value should be photocopied by the owning library and the book sent, with photocopies, to BSP for rebinding by the commercial binder.

Exceptions to these changes can be made in limited cases, and library staff members are encouraged to discuss special needs with the Conservation Lab.
Address questions concerning these procedures to Alexis Hagadorn (4-3580).
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