
Labeling Instructions for XEP Libraries  
Changes to Delivery Label Procedure (non-ILDS libraries only)

• ROUTE: This field is to be left blank
• TO: Enter the destination library’s delivery code. Please include the dash and “EP”

o Example: “195-EP”

General Label Instructions 

• Secure a label to each item. Rubber bands should be used with non-adhesive labels, not
covering the destination. Do not tape labels onto library materials.

• Each item must be labeled individually, including bundled items.
• Do not enter a patron's name anywhere on the label.

Filling In Label Fields 
To avoid confusion, be sure to enter the destination library’s delivery code in the appropriate 
field. 

• ROUTE: This field is to be left blank
• TO: Enter the destination library’s delivery code. Please include the dash and “EP”

o Example: “195-EP”



 
• FOR: Use only when the final destination receives indirect delivery via a Community 

Delivery Partner (CDP) OR for branch deliveries.  Enter the full name of the final 
destination library. 

o CDP Example: Items for Galva Junior/Senior High School are dropped off by RAILS 
delivery at Galva Public Library, the school's delivery partner. The label should say 
- 
TO: 058-EP 
FOR: Galva Junior/Senior High School 

o Branch Example: Items for the North Branch of Peoria Public Library are dropped 
off by RAILS delivery at Peoria Public Library’s Main Branch The label should say- 
TO: 116-EP 
FOR: North Branch 

• FROM: Enter the full name of the library that's sending the item, not the delivery code. 
This info is for the destination library.  

• NOTES / DUE DATE: (Optional) You may use this field to indicate a due date, or to add 
special instructions, notes regarding the item's condition when received, or other 
information. 

• CIRCLE HOLD OR RETURN (new optional feature) Circle "Hold" if the item is to fill a 
hold, or circle "Return" if the item is being returned to the owning library. 

Filling In ILDS Labels 

These labels are to be used when the destination library is an ILDS library OR the destination 
library is outside of the XEP delivery area.  

Please refer to the ILDS label for labeling instructions. In the upper field delivery codes are not 
to be used. Please print the full name of the destination library.   

Please refer to the pictured examples below for both RAILS delivery labels and ILDS labels.  

 



 

 



 

 

 


	Labeling Instructions for XEP Libraries
	Changes to Delivery Label Procedure (non-ILDS libraries only)
	General Label Instructions
	Filling In Label Fields
	Filling In ILDS Labels
	These labels are to be used when the destination library is an ILDS library OR the destination library is outside of the XEP delivery area.
	Please refer to the ILDS label for labeling instructions. In the upper field delivery codes are not to be used. Please print the full name of the destination library.


