
Library Barcode Scanning Guidelines 

Revision 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Your Name] 

Subject: Revision of Library Barcode Scanning Guidelines 

Dear [Insert Recipient's Name], 

As part of our continuous effort to enhance library services and improve operational efficiency, 

we are revising the Barcode Scanning Guidelines that govern our library's checking and 

cataloguing processes. This revision incorporates feedback from staff and aims to address some 

of the challenges faced in the current system. 

The major changes in the guidelines include: 

• Updated procedures for scanning new arrivals. 

• Streamlined process for managing barcode discrepancies. 

• Incorporation of new technology for improved accuracy. 

We encourage all staff members to review the updated guidelines attached with this letter and 

provide any further suggestions by [Insert Deadline]. Your input is vital to ensure that our 

processes are effective and user-friendly. 

Thank you for your cooperation and dedication to improving our library services. 

Sincerely, 

[Your Name] 

[Your Position] 

[Library Name] 

[Contact Information] 


