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Music and Drama Performance Sets: 

Preparation 
Ensure due date and request number/s are clearly visible
Enclose a returns address label and ensure a return address is on the item/s
Enclose a cover sheet 'Care of Performance Sets on Inter Library Loan' for use by the society or borrower.  
Enclose an accurate inventory.  Keep a copy inventory for your own records
Ensure that the packaging is strong enough for its contents, use sufficient packaging to protect the contents and prevent movement within the parcel
Ensure all previous addresses, stamps or franking have been obliterated
Securely seal and label all packages clearly, the complete postcode is essential

Where possible, ensure sets are not split between parcels, but be aware of maximum weight limits (health and safety weight limit is recommended at 13 kg per unit).  If sets are unavoidably split between packages, label all units clearly 1/2 2/2 etc.
Consider the value of the item you are sending and use the appropriate service:  In the event of loss or damage, items sent via DX Standard Service carry a maximum £20 indemnity.

NWLIP would recommend using a tracked service such as DX Consigned for multi-volume items and for the return of all British Library material.

See also Transportation of Inter Library Loans for general transportation advice.
NWLIP Best Practice Guidelines: Preparation of Performance Sets

