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to Asst.   
Director 

Verified 
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selected and 
confirmed 

Student  
to help? 
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order forms for 
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    End 

Previous acquisitions work flow, 
with minimal assistance from 
student workers and other library 
staff. The transportation of 
materials between floors further 
complicates the situation. 



 

Begin 
Cataloging 
process 

Receive new 
materials 

Check against 
packing slip and 
PO – place order 
slips with item 

Physical 
processing of 
materials is done 

Student 
help? 

Materials ready 

Do preliminary 
cataloging and 
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workform 

Previous cataloging workflow, 
again with minimal help from 
student workers and other 
library staff. Again, the 
transportation of materials 
between floors lengthens and 
complicates the process. 



 

Bluefield College Technical Services and Circulation Cooperation - Workflow After Analysis 
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materials 
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Librarian adds 
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Improved Workflow with 
addition of new equipment 
and supplies Materials 
make one trip throughout 
the process. 




