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SEO Phone:  877-552-4262 
SEO Fax: 800-446-4804 
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U.S. CARGO PROCEDURES 
 
 

• After checking in all material and checking out to non 
SEO libraries the material is ready to be packaged. 

• Package all materials in a jiffy bag, a nylon bag, or a 
canvas bag.  DO NOT OVERFILL. 

• Affix address label to the package.  Remember to add 
US Cargo sort station.  (Examples:  CAN = Canton;                  
CIN = Cincinnati; CLE = Cleveland; COL = Columbus; 
DAY = Dayton; FIN = Findlay; LIM = Lima;  
MNS = Mansfield; PGH = Pittsburgh;  
SCV = St. Clairsville; TOL = Toledo; and 
YGT = Youngstown) 

• Shipping labels can be printed from the MORE website at 
http://www.library.ohio.gov/Delivery/swdlabels.html 

 
 
 
 

HELPFUL HINTS 
 
∼ Cargo information is available on the SEO website (http://seoweb.seo.lib.oh.us) or 

the Statewide Delivery website (http://www.library.ohio.gov/Delivery/index.html). 
∼ Items designated for a non-SEO library MUST BE CHECKED OUT to that library  

before shipping to that library. 
∼ Check all incoming and outgoing videos and CD’s to be sure that the correct     

material is in the correct case. 
∼ When you receive extra bags of canvas bags, empty them daily.  Libraries often 

include materials that could be easily overlooked. 
∼ When using the website to print off a label, it may be easier to use the MID num-

ber provided on the website to search for each location.  This way you will get the 
correct library you need to ship to.  There is an alphabetical listing available of all 
the locations currently on cargo.  You will notice this MID number  to the left of 
the location name. 

∼ When checking in material, you may want to separate materials .  In one pile 
could be items belonging to your library , the second pile are items for  the re-
questor line being a library/institution and a third pile for patrons with a different 
pick up point. 

∼ If not already, you can subscribe to the delivery listserv.  Just send your request 
via email to http://www.library.ohio.gov/Delivery/deliverylist.html 

∼ This listserv includes cargo issues, helpful hints, etc.) 
∼ When you trap a hold in which the REQUESTOR is a LIBRARY, check that 

item out to that library and send it on to that library in cargo.  If the        
REQUESTOR is a PERSON, send the item to the pickup point listed on the      
receipt. 

∼ There is no need to over wrap each package.  If you use bubble wrap, don’t use 
tape to close, one or two rubber bands will be sufficient. 
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SHIPPING EXCEPTIONS FOR NON SEO LIBRARIES: 
 

Where to send the following libraries using the SEO database: 
 

Bainbridge Branch Library—send to Geauga County Public Library 
Chardon Public Library—send to Geauga County Public Library 
Middlefield Branch Library—send to Geauga County Public Library 
 
Kent Free Public Library—send to Portage County District Library 
Reed Memorial Library—send to Portage County District Library 
 
Eaton Branch Library—send to Preble County District Library 
West Alexandria Branch Library—send to Preble County District Library 
West Elkton Branch Library—send to Preble County District Library 
 
Washington—Centerville Public Library is Centerville Public Library 
 
Clinton-Massie Branch Library—send to Wilmington Public Library 
 
Antwerp Branch Library—send to Paulding County Carnegie Library 
Cooper Community Library—send to Paulding County Carnegie Library 
Payne Branch Library—send to Paulding County Carnegie Library 
 
Brewster Branch Library—send to Massillon Public Library 
 

SHIPPING EXCEPTIONS FOR SEO LIBRARIES: 
 
BED Edon Branch (Send to Williams County—BBR) 
BEG Edgerton Branch (Send to Williams County—BBR) 
BPI Pioneer Branch (Send to Williams County—BBR) 
BST Stryker Branch (Send to Williams County—BBR) 
BWU West Unity Branch (Send to Williams County—BBR) 
CCB Carroll County Bookmobile (Send to Carroll County—CCC) 
CCN Corrections Commission of Northwest Ohio (Send to Defiance—DPL) 
CBK Caldwell Bookmobile (Send to Caldwell Public—CAL) 
CBM Coshocton Bookmobile (Send to Coshocton—CPL) 
GCK Guernsey County Bookmobile (Send to Crossroads Branch—GCT) 
HBO Holmes County Bookmobile (Send to Holmes County—HCO) 
HHI Name change from Highland County Public Library to Hillsboro Public Library 
HRR Ridgeway Branch (Send to Ridgemont—HRP) 
HTC Holmes County Training Center (Send to Holmes County Training Center—HTC) 
KLK Kate Love Simpson Bookmobile (Send to Kate Love Simpson—KLS) 
MBK Martins Ferry Bookmobile (Send to Martins Ferry—MFP) 
PCE Erie Islands Branch (Send to Port Clinton (Ida Rupp) - PCL) 
PEL Luckey Branch (Send to Pemberville—PEM) 
PES Stony Ridge Branch (Send to Pemberville—PEM) 
STK Steubenville Bookmobile (Send to Steubenville—STE) 
TBO Tuscarawas County Bookmobile (Send to Tuscarawas County—TCO) 
TOR Tuscarawas County Outreach (Send to Tuscarawas County—TCO) 
UTR Russellville Branch (Send to Union Township—UTR) 
WOK Wood County Bookmobile (Send to Wood County—WOD) 
 

ITEMS TO SEND TO SEO FOR UPS SHIPMENT: 
 
♦ Prisons or correctional institutions (Do not check out) 
 
Except:  Trumbull Correctional Institution—they are on cargo (needs to be checked out) 
             Lake Erie Correctional Institution—they are on cargo (needs to be checked out) 
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Manifest and Labels 

Manifest and Labels are available at this URL: 
 

http://www.library.ohio.gov/Delivery/index.html 
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Label Information 

MORE ID # is most accurate. 
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Shipping Instructions 

*As a courtesy, you may 
return non-SEO library 
bags to the owning library.  
Return Ohiolink bags to 
Ohiolink. 

Reminder: 
Do NOT tape notes to books or 
other items. It ruins the covers 
and leaves a gummy residue. 
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(Examples of sorting stations:  CAN = Canton; CIN = Cincinnati; CLE = Cleveland; COL = Columbus;  
DAY = Dayton; FIN = Findlay; LIM = Lima; MNS = Mansfield; PGH = Pittsburgh; SCV = St. Clairsville;  
TOL = Toledo; and YGT = Youngstown) 

The latest shipping labels are 
available at 
http://www.library.ohio.gov/
Delivery/swdlables.html 
 
 
(There are six labels to a page) 

SAMPLE LABEL 

Shipping Instructions Continued 

ORDERING INFORMATION FOR ZIPPER AND CANVAS BAGS 
 
Oak Valley Tarp 
665 Shanesville Road 
Sugarcreek, Ohio 44681 
PH# 330-852-7000 
Fax# 330-852-3164 
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Contact Information 
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Use this form to communicate with U.S. Cargo on service issues. 
 

Website URL:  http://www.library.ohio.gov/Delivery/serviceform.html 

Communicating with US Cargo 
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Website URL:  http://www.library.ohio.gov/Delivery/deliverylist.html 

Subscribing to the delivery listserv 
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Guidelines for Posting Messages 
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Use this form to submit daily bag counts sent and received. 
 
Website URL:  http://www.library.ohio.gov/Delivery/bagsurvey.html 

Daily Bag Count 
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Mailing Labels for college or universities on US Cargo 
 

 

 

Labels are available at this URL: 
 

http://www.ohiolink.edu/cgi-bin/uscargo.pl 


