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Please return the completed form on your last delivery day of the sample week.

Feel free to call us if you have any questions – 781-398-1819 / 866-627-7228

We need your help!  It is once again time to gather statistics concerning regional delivery for MLS to report to the Massachusetts Board of Library Commissioners.  

IMPORTANT:  Reporting delivery statistics is a requirement of membership in the Massachusetts Library System.  

Accurate figures on how delivery is used help us determine how to allocate funding during our planning and budgeting process.  If our sample week doesn’t work for you, submit this count the next week.  Thank you for helping.

A link to the online delivery survey can be found on the MLS website under the delivery tab. If you have problems accessing the survey, please contact the MLS Waltham office.

Instructions:

Included with this page is a worksheet upon which we want you to record the number of bins/totes you receive and put into the delivery system for each day during the sample week.  

Additionally, we would like you to record the total number of individual items you put into the delivery system for each day. Each time any item (defined below) is put into the delivery bin at your library, record it on the survey form.   Don’t count the items that you receive.
Lastly, in order to estimate our current bin inventory so we can replenish and replace bins for the upcoming fiscal year, we need you to count how many extra bins you have on-hand on the Friday of the survey week. These are empty bins you have on-hand and should not include bins that were put into delivery that day or delivered to your library that day.
Once you have completed the worksheet, please complete the online survey with the information you gathered for the week. The online survey simply consists of individual library general information and an input for the data you collected during the week. It should take no longer than ten minutes with the help of the form provided. A link to the delivery survey can be found on the MLS webpage under Delivery.

These instructions have also been communicated via the Regional Delivery Listervs. A direct link to the online survey will be provided via a reminder email as the survey week approaches. 


important notes -

· Make sure that one person is assigned to count and report the number of items in your bin right before pick up on each delivery day.  On the last delivery day of the week, have that person input the data from the week into the online survey.

· Item definitions:
· Each book, photocopy, piece of correspondence, audiovisual item, flyer, is one item (note:  3 books rubber-banded together in a bundle are counted as 3 items) 

· Multiple items sent as a deposit in a large carton, bin or bag should be counted individually

· A package of small items (envelope containing bookmarks, flyers, etc.) is one item

If you miss our sample week, complete the online survey the next week!

 M L S   D E L I V E R Y   S U R V E Y

March 13 – 19, 2011
This worksheet is for your use only. Please fill out the online survey to report your numbers for the week. If you have trouble accessing the online survey for any reason, please contact MLS at 781-398-1819 or 866-627-7228 for assistance.

	Delivery Day(s)
	Number of Bins/Totes Delivered

	Monday
	

	Tuesday
	

	Wednesday
	

	Thursday
	

	Friday
	

	Saturday
	


	Delivery Day(s)
	Number of Bins/Totes Put Into Delivery

	Monday
	

	Tuesday
	

	Wednesday
	

	Thursday
	

	Friday
	

	Saturday
	



	Delivery Day(s)
	Number of Items Put Into Delivery

	Monday
	

	Tuesday
	

	Wednesday
	

	Thursday
	

	Friday
	

	Saturday
	


	Number of Bins On-Hand Friday, March 18:
	


If our sample week isn’t right for you, submit this form the next week!
MLS DELIVERY SURVEY


March 13 – 19, 2011
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