
Milwaukee County Federated Library System 
Guidelines for Barcoding and Ownership Identification 

 
A. Books 
 
1. Barcoding: All barcodes should be placed on the outside of the book, near an edge.  The 

barcode may be placed in one of two areas:  
 
a. within the top 1/3 on the front cover of the material 
b. within the bottom 1/3 on the back cover of the material 

 
The illustration below indicates within the dotted areas where the barcode may be placed. 
 

 
 

Rationale behind the guideline: Placing the barcode on the outside of the material is 
necessary to accommodate self-check systems and reduce handling of the material.  The 
placement areas (a) and (b) are recommended to accommodate existing practice—many 
libraries are all ready placing their barcodes in one of these two areas. 
 

2. Ownership: If possible place a label on the front cover indicating your ownership of the 
material.  Libraries should at a minimum use a spine label which contains the item location 
code for the item: 
 

 
 
Rational behind the guideline: In order to expedite delivery, MCFLS sorting room staff 
need to be able to identify items quickly.  Having an ownership label on the cover or a spine 
label with the item location code fills this need. 



B. Magazines.  
 
1. Barcoding:  All barcodes should be placed on the outside of the magazine, near an edge.  

Staff should take care not to obscure important information on the cover.  The barcode may 
be placed in one of two areas: 
 
a. within the top 1/3 on the front cover of the material 
b. within the bottom 1/3 on the back cover of the material 
 
(see illustration under A. Books) 
 
Rationale behind the guideline: These barcode recommendations were developed to remain 
consistent with those for books. 
 

2. Ownership: The ownership identification for magazines is limited to the owning library’s 
barcode. 
 
Rationale behind the guideline: The ownership guidelines for magazines are impacted by 
the fact that there are fewer magazines in delivery; also, many libraries do not print spine 
labels for magazines. 
 

C. Media (Music CDs, DVDs, CD-ROMs) 
 
1. Barcoding: The barcodes for media should (at a minimum) be able to be scanned from the 

outside of the material.  It is recommended that barcodes should be placed directly on the 
insert (jacket) and visible from the outside, but may also be placed on the case: 
 

 
 

In addition, media with multiple parts should include an item level message on a 
bibliographic or pocket label inside the case.  This message will indicate how many parts are 
included in the material and should also be highlighted with a marker or emphasized in some 
way: 
 

 
 



 
Rationale behind the guidelines: Placing the barcode on the outside of the material is 
necessary to accommodate self-check and reduces the amount of handling.  Placing the 
barcode on the insert(jacket) allows staff to replace the case in the event it becomes broken or 
unusable without having to re-barcode the material.  The bibliographic label aids staff in 
identifying whether media is arriving completely and with all parts included. 
 

2. Ownership:  Ownership of the material should be indicated on all pieces, including the case, 
insert (jacket) and the media itself.  It is recommended that libraries use center stickers on 
this type of media to indicate ownership.  These stickers are placed on the center ring of the 
media (see below).  In addition, libraries may want to place the number of the entire barcode 
on this center ring as well as place a small label or write down the barcode elsewhere on the 
case or jacket. 
 

 
 
Rationale behind these guidelines: Media such as DVDs and CDs often contain several 
pieces and can be separated in delivery; including ownership identification on each piece 
ensures that they can be reassembled if necessary.  The center circles can also reduce wear on 
CDs or DVDs and prevent the center ring from cracking.  Writing the barcode on the center 
ring and jacket/case helps front line staff keep pieces together in the event they become 
separated. 

 
D. Videocassettes 
 
1. Barcoding: The barcodes for videocassettes should be able to be scanned from the outside of 

the material. The barcode may be placed in one of two areas: 
 
a. within the top 1/3 on the front cover of the material 
b. within the bottom 1/3 on the back cover of the material 

 
In addition, media with multiple parts should include an item level message on a 
bibliographic or pocket label inside the case.  This message will indicate how many parts are 
included in the material and should also be highlighted with a marker. 
 
(see illustration under C. Media) 
 
Rationale behind the guidelines: Placing the barcode on the outside of the material reduces 
the amount of handling.  The bibliographic label aids staff in identifying whether the 
videocassette material is arriving completely and with all parts included. 
 



 
2. Ownership:  Ownership of the material should be indicated on all pieces, including the case 

and the media itself.  At a minimum, a spine label including the item location of the material 
should be used to indicate ownership. 
 
Rationale behind the guidelines: Including ownership identification on each piece ensures 
that they can be reassembled if necessary.  Spine labels with item location codes assist 
sorting room staff in expediting delivery. 
 

E. Audiocassettes and Tapes 
 
1. Barcoding:  The barcodes for audiocassettes or tapes should be able to be scanned from the 

outside of the material. In addition, media with multiple parts should include an item level 
message on a bibliographic or pocket label inside the case.  This message will indicate how 
many parts are included in the material and should also be highlighted with a marker. 
 
(see illustration under C. Media) 
 
Rationale behind the guidelines: Placing the barcode on the outside of the material reduces 
the amount of handling.  The bibliographic label aids staff in identifying whether the 
audiocassette material is arriving completely and with all parts included. 
 

2. Ownership: Ownership of the material should be indicated on all pieces, including the case, 
insert (jacket) and the media itself.  At a minimum, a spine label including the item location 
of the material should be used to indicate ownership. 
 
Rationale behind the guidelines: Including ownership identification on each piece ensures 
that they can be reassembled if necessary.  Spine labels with item location codes assist 
sorting room staff in expediting delivery. 

 
F. Toys/Kits, Books 2 Go and Book Club materials 
 
1. Barcoding:  The barcode for toys/kits, Books 2 Go or book club materials should be placed 

within a transparent tag attached to the case or bag containing the material. 
 
Rationale behind the guidelines: Including the barcode in a transparent tag on the outside 
of the material reduces the amount of handling and provides a level of consistency for front 
line circulation staff. 
 

2. Ownership:  Ownership of the material should be indicated on all pieces, including the case 
or bag containing the material and any documentation. 
 
Rationale behind the guidelines: Including ownership identification on each piece ensures 
that they can be reassembled if necessary.  This is particularly important for toys/kits, Books 
2 Go or book club materials which rely the set remaining complete. 
 
 
 
 
 


