
PINES Executive Committee Meeting, December 2018 

Discussion 2: Best Practices for Packaging A/V Items 
in Green Bags 

Overview 
Goal:  
Determine best practice for packing DVDs, CDs, and audiobooks into green bags to send 
through the state courier. 
 
Statistics:  
A total of 51,160 DVDs were sent from one library system to another between July 1, 2017 and 
June 30, 2018. 363,353 DVDs were sent total, but 312,193 of those were between branches 
within the same system. As a whole 14% of the DVDs put into transit were sent to another 
system.  
 
Points of Consideration: 

● Both A/V items and their protective cases should be protected from breakage. 
● Library staff should not be required to spend an inordinate amount of time to pack and 

unpack A/V items. 
● The cost of packaging should be weighed against the cost of replacing damaged items 

and cases. 
 
Observations: 

● Some libraries have observed more CD and Audiobook case breakage than DVD case 
breakage. 

● We do not have usable numbers on how many A/V items are broken during transit 
between systems. 

 
Packaging Options that Were Discussed: 

● Cardboard 
○ Need to test 

● Padded envelopes 
○ Need to test 

● Bubble wrap 
○ Dismissed due to cost, storage space required, amount of staff time required 

● Packing with other items 
○ Dismissed - does not provide sufficient protection 

● Packing in small boxes 
○ This is effective, but requires extra staff time, extra storage space for the boxes, 

and takes up a lot of extra room in the bins 
● Packing in recycled plastic bags 

○ Dismissed - does not provide sufficient protection, amount of staff time required, 
bags are not always clean 



● Double-packing in green bags 
○ Dismissed - does not provide sufficient protection, we are short on green bags 

 
 
 

Experimental Trial 
Several library systems have volunteered to test the efficacy of sending DVDs back and forth 
through the statewide courier packaged in padded envelopes. They are using padded 
envelopes from Uline which are $0.23/envelope at retail price. They are closing the flap of the 
envelope with a single piece of Scotch tape so that they can be reused, then inserting them into 
green bags. They are marking the envelopes to track how many times they are able to transit 
back and forth before becoming unusable.  
 
This trial takes some time and is still ongoing. 

Recommendation for Best Practices 
We wish to continue the trial using padded envelopes and report back at the May meeting.  
 

For Future Consideration…  
If the amount of A/V transits were to increase greatly (ie, if patrons were allowed to place holds 
on items from other systems), then the courier contract would most likely need to be 
renegotiated.  
 
At that point, it would be worthwhile to consider using a different color bag (red) for A/V items 
and sorting them separately from the green bags so that they would not be crushed by the 
weight of the books. This would require an additional purchase of bags and would require extra 
sorting time by the courier, but would theoretically minimize breakage without requiring any 
other sort of padding because heavy books would no longer be placed on top of A/V items.  
 
 
 
 


