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Centel Ors 
Shipping  Depts 	HCO POLICY  LEPT& OF AUGUST 30, 1962 

SHIPPING  n6rDowN 

The  followin4  gunerll  rundown on  iitoring and  Shipping  books wr.s 
written  by Anton  James, Book ►dmin, in Washington D.C. It nny be .  usud 

guide in other Orgc. 
. 

1. When books arrive from the printors, they should be prIcld in 
bundles of 10, 15, or 20 at the most. In case of very thin books such As 
1-Wetor Lssentials, they may be bundled in packages of 30. (Thio will 
assure that these books don't get sent out lloosol. Boxed in bundles, 
oven if the box breaks down,  the books won't gut dAmagud. Also, this 
keeps the box from butting torn up as the books,  donIt'shift'  in the 
pclege.) Also books stay cle:.n. 

2., When.books have &Irk covoi-.3 on one side, light on the otho•, 
they must be separated from one another with tissue, or picked rap th%t 
only the light side; is avinst the light side. When bundled in yocko:os 
of 10,  20 or so, the bundle ,:iust he tif;ht And toped up. 

3. For stock, in storing books, they first should be bunt iod d 
thon stored FLAT. They must bp, in each bundle, with half the bindings 
on one side, half on the other. This will ooko a FLAr  bundle, and ocuro 
up nicely, so they will stack well. The title, Cobreviited, with the 
number cf copios noted on the Ei:DS of the , ck-ge. Exo!Iple: ProbluLas 
of Work, 10 cc?ies would be - PO, 10 C. 

4. In the stock room oll book:: of 010„ title should be stored 
to:;othor. All stor,gi  flat i.n one scction, by title. A narrow space 
should separtto u -tch section. Shelves 11::'," ur so aport Ar? about rig1  t. 
No hoof o should. be stacked on end, as 	brooks the bindings. For 
woonplo: 600 copies of Probloms of 	wold tlke up cane suction, cro, 
bundle on top of the other arranged with "c:N.; copios in a bundle, one 
bundle on top of another three deep and four high in about  33 rows. 
narrow spaco separates this, bunch from the; next section. 

5. Stcragu room should be kojCdry As moisture yellows the 
No books should be stocked on the floor 	any tire. The bottom shelf 
Should be at least 3" off the floor. 

6. In the cost: of larcN volumoo such .o Scionco  of  survival these 
should be wrapped At the printers, 10 copies to a bundle and the 1/2ndles 
should be  re-inforced with  tape before ohippin 	If light weight woppins. 
paper has been used in bundling theoo, they should be ro-wrapped 
•..pod up tight, each bundle, before  shil..da:;;,  if  ship)ed  in tens. 

NOTE: A LOOSL BUNDLE IS A W.STE os' 	WHEN WRAPPING Cif 
DILVJ THE PAPER TIGHT, AND T',1.1 iT SUFiliCIENTLY 30 IT GILL HOLD. IF ok,0„, 
TICATa 	BUNDL WITH TAIT, 

7. For shipping books, the bundles Are first wrappvd together in 
I.)aper, if by parcel post, in pckAc,on ,woibidn,: :; no more than 11 pounds. 

package contAinine say, three bundleo.of•10 oo.ch Probloms of •rL or 
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other title, is then padded with neesmper or snele thickness cardboere 
or other padding - which is taped up  tight. Zle package  then  rust be 
wrapped in lever, et least  4 layers if t'ee. eerier is at all light. i:he 
piper must be pulled tight, just ohort of tearing, then taped lenethwise 
on Lle bundle. The paddine should extend it least two inches over the 
end of the bocke. The outside paper should exleead At least 8" over the 
end'', of  the books so that when folded for tyiee, it will act as naddiee 
itself, and protect the ends of'the parcels. 

The string used for typing should eo Arcund the bundle, Icrcee tae 
width of the books, and be pulled tight so that it cuts into the peddine 
just short of cutting into the books themselves, 

One wrapping of string across the center of the books, going emend 
the package three times and pulled very tight, alone will hold better ties 
one thickness going across the package in 5  or 6  directions, if loose. 

After the string is put on the package so  that it will definitely 
be tight, across the width of  the  beadles, in the package, a sin to strand 
of etring going across the °Ms of the package, both ways to keep the ends 
closed, completes the package. 

NOTE: Customs investigates by opening the ends of the package. If 
the string across the ends is only one thickness, and the ends are — 
relatively open and free of padding, centoms people don't damage the books 
by prying. They simply rip the end of the package open, then after seeing 
the ends of the books, they stuff the paper back in the opening and teee 
it up. When there is a lot of paper left extending over the ends  of the 
package when putting it together, it acts as  podding when it is tied down, 
is er,Aly  to loosen and put back together. 

8. Odds and ends, and discarded boxes should not be used to wrap 
up books, as an expedient. Books should be wr'.pped up in tried and ;.rover 
waye so that they are sure to arrive in good order. 

9. When a goad sound carton or box is used to package books, the -
bundles of books should be put in the carton or box intact. Bookh are 
not to be used as padding for other books. If something is needed for • 
wedging in the bundles, newspaper wadded up, or cardboard wedges uhoul 
be made. 

10. Use only padding which will retain its elasticity or which 
will not break down. Wadded newspaper will retain its elasticity as will 
single thickness cardboard or other waste paper. Corrugated cardboard 
packing material breaks down badly in transit. 

NOTE: Tapes shipped wrapped in corrugated cardboard padding and  a 
Layer of wrapping paper arrive after transit ;Lcroso  the  Atlantic, ie 
worse shape than when they are sent with no padding at all. The corrugated 
cardboard referred to hero is that unstreseed type used for padding.  The 
corrugated cardboard that is stressed, as sandwiched between two  leeere 
of paper, does hold up nicely, and  is  excellent for padding. 

11. When shipping books ship freight, use wooden boxes, or heavy, 
 cartons. Use steel strapping, pack  the box TIGHT. ANY SHIFTING Yell 

TIITICK  A CARTON. Hark plainly, "use no hooks". 
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12. In Shipping, use re-inforced tape for cartons going by  !ship. 
Re-inforce the carton with it. 

13. In shipping books, use string to tIe things tight/ the tape 
to keep flaps down, and re-inforcu bundles and  - klckIges. 

14. Never completely se-.1 up oversois shipping. Lexve one on 
that can be completely opened. Tie it up, but don't seal completely with 
plry3tie or anything else, overseas shipping. If the books inside zsu 
bundled properly, there is no need for sealiim 1 , inst moisture. .;heri 
:sealed ptchages arrive, they are torn open to he inspected, and genev -.11.,; 
at the wrong end. 

15. Use plenty of tape and strini; and ,raper. It is cherti z%:ati if it 
J1VUO  one book from damage, it pays for itself 5  times, even when ou 
use a lot of it. 

16. A general shipping note is; when books are shipped in r:I . %11 
quantities regularly, no shortage develops, shipping can handle tilu floy, 
the packages don't hang up in customs. Where possible, this should 1:e 
done. A large amount of :.anything tends to ham; up in customs. 

Issued by: Peter Hemery 
4C0 Secretary WW 

for L. RON HUBBARD 
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