AUEBARD COMMUNIC/TIGHS CRFICE
S2int Hill Manor, £ast Gringstund, Sussox
Central Orgs
Shipping Depts HCO POLICY LEITEX OF AUGUST 30, 1962

SHIPPING RUMDOWN

The following guneral rundown on Storing and Shipping books wow
written by Anton James, Book Admin, in inshington DeC. It muy be used s
o guide in other Orgs.

1s When books arrive from the printers, they should be packised in
bundles cf 10, 15, or 20 At the wost. In case »f very thin bodks uuch 2w
l-ieter Sssentials, they my be bundled iu packages of 30, (Thi. will
apsure that thesc bouoks den't get sent out 'locsets Boxed in bundles,
cven if the box breaks down, the books wou't get dauangeds Also, thin
keops the box from getting torn up as the books don't'shift! in tiw
packngee) Also books stay clen.

2+, When books have dark covers on oug¢ side, light cn the other,
they sust be separated frow one ~nother with tissue, or pdcked do thni
only the light side is wndnot the light sides When bundled in poeks uc

of 10y 20 or so, the bundle st be tight 2nd tped upe

5s TFor stock, in storing bocks, they first should be bunciuvd ..
then stored FLATe They must be, in ¢nch bundley with half the bindings
on one sidey half on the other. This will inke 1 FLAT bundle, and scuare
up nicely, 8o they will stack weile The title, .bbreviated, with the
nunber ¢f copics neted on the EiDS of the [ckiges Sxarmple: Probluews
of Work, 10 ccpies weuld be - FO. 16 C,

ke In the stock roou nll booke of onc title should be stored
together, All stored flat in-one scetion, by titles A narrow space
should separate each svetione Saclves 187 or so apart are ibout right.
lo bhooks should,be stacked on end, as tul: brenks the bindings. For
examples 600 copivs of Problous of uiorl weuld thke up one seeticny ong
bundle on top of the other arranged with £C copica in 7 bundley one
bundle on top of another threc deep and four high in ~bout 3% rous.
nArrow space separates this bunch frou the next sections

5« Sternge room should be ke fudry o moisture yellows the [iner.
llu bucks should be sticked cn the floowy 1t nny titive The bottonm shelf
should be at least " off the floor, .

6s In the case of large voluues such w Gcicnev of Survivel these
should be wrapped 1t the printers, 10 copice to « bundle and the bundles
should be re-inforced with tape before shippin-c, IS light weight winoaping
paper has been uged in bundling these, they should be reewrapped nnd
t.ped up tight, ench bundle, beforc shipoing, if shipncd in tens.

NOTE: A LOOSE BUNDLE IS i WASits UF iTrise WHEN WRAPPING UY Bi uks,
DRAW THi PAPER TIGHT, AND TArE 1T SUTFICLENTLY 80 IN WILL HCLD. IF k0oi,
1IGHTEN THE BUNDLE WITH TAFE.

7¢ For shipping bouks, the bundles are first wrapped togethor in
prpery if by parcel post, in pickigen weighing ne wore than 11 pounds,
Ihe package eontiining sny, three bundles.of 10 cach Probleus of Vorl. er
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other title, is then padled with newspiper or sin;le thickness cardboard
or other padding - which is taped up tizhite iho package then mwt e
wrapped in paper, 2t lenst & layers if tho paper is at all light. e
paper rust be pulled tight, just ghort of tenring, then taped lenjthvive
on the bundle. The padding should extend 1t ledst two inches over the
end of the bocks. The Outold( paper should extund ab least 8" over tne
ends of the books so that when folded for tying, it will act as paddin;
itself, &nd protect the ends of rthe parcels,

The string used for typing should 3o arcund the bundle, aercus the
vidth of the bocks, and be pulled tight so that it cuts into the padddng
Just short of cuttlnb into the books thomselvas,

One wrapping of estring neross the coater of the booku, going arouvnd
tho package three times nnd pulled very tight, nlone will hold better thna
onc thickness going ncross the packnge in 5 or 6 dircctions, if loose.

After the string is put on the puck- 1ge 30 that it will definitely
be tight, across the width of the bundles, in the package, 1 single strond
of istring going across the ends of tuc packnge, both ways to keep tae cnds
cloised, completes the prckages

NOTE: Customs investigates by opening the ends of the pacinge. If
the string across the ends is only one thickness, and the ends are
relatively open aad free of padding, customs people don't damage the books
by prying. They simply rip the end of the packaze open, then after seeing
the ends of the books, they stuff the paper back in the opening and toje
it up. hen there is 2 lot of puper left extending over the ends of the
packtge when putting it together, it acis ns padding when it is ticd down,
iz ensy to loosen and put buck together,

8. 0dds and ends, 2nd discarded boxes should not be used to wr:p
up books, s an expedient. Books should be wrapped up in tried anﬂ Sroven
ways 80 that they are sure to nrrive in good order,

9. VWhen a good sound carton or box is uscd to package books, the
bundles of books should be put in the carten or box intact. Books ~re
not to be used as padding for other booki's If something is necded for -
vwedping in the bundles, newspaper widded uw, or cnrdboard wedges clioull
bu made.

10. Use only padding which will retnin its elasticity or which
will not break down. Wadded newspaper will retain its clasticity os will
single thickness cardboard or other wiste poper. Corrugnted cardboard
packing materinl breaks down badly in transit, o

NOTE: Tapes shipped wrapped in corrugnted cardboard padding and o
layer of wrapping paper arrive after transit aeross tic Atlantie, is
worsc shape than when they are sent with no padding at alle The corrygated
cirdboard referred to here is that unstresscd type usud for prdding. The
corrugated cardboard th:t is stresscd, as pandwiched botween two 1 .yers
of pipery dous hold up nicely, and is oxcellent for padding.

11« When shipping books ship freight, us. wooden boxes, or haecvy
oartons. Use steel strapping, prck the box TIGHT. ANY SHIFTING wWill
/RWCK A CARTON. Mark plainly, “Yuse no hooks',. '
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12, In Shipping, use re-inforced tape for cartons going by ship.
Re~inforce the earton with it.

13, 1In Shipping books, usc string to ti. things tight! TUue tanc
to keep flaps down, and re-inforc. bundles sind -wickigess

1k, Never completely senl up overseas shipping. Leave one end
that can be complutely opencde Tie it up, but don't sval completely wita
plastic or anything clsc, ovurseas shippinge If the books inside tire
bundled properly, there is no necd for sealing npninst moistures Jhen
senled packages nrrive, they are torn open to bhe inspected, nnd genewtlly
"t the wrong e¢nd.

15« Use plonty of tape and string nnd oopers It is chony ond if it
sves one book from damagey it pays for itself © times, even when you
use 2 lot of ite

16. A gencral shipping note isj when books cre shipped irn sudl
quantitics regularly, no shortage develops, shipping can handle the flow,
the packnges don't hang up in customs. Where possible, this should e
done. A large amount of nnything tends to hans up in customs.

Issucd bys Deter Hemory
{lCO Scerctary Ww

for L. RON HUBBARD
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