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WATCHTOWER
, BIBTE AND IRACT SOCIEW Or NEW YOIK, INC,

25 colriMBr^ HEdHrs. sFoo(

FLH February 26, 1996

TO: ALL CONGREGATION SERVICE COMMTTEES IN THE UNITED sTATEs AND
BERMUDA

Deer Brothers:

. This letter is an explanation of the packing list that accompanies shipments of literature you
receive &om the socicty. Please pay particular attentioo to section i7, a new-&ature we are adding to
future.packing lists. For your reference, we enclose a sample packing list with the s€ctions numbJed,
and will explain each in tum.

Section 1
ASSTGNMENT NUMBER" This is a paoking list number that is assigned when the sooiety processes
l.literatur: request -submitted by your congregation. (See th€ seition of this letter 

',,i.eportir8

Discrepancies to the Society.,')

Section 2
PACKING LIST DATE and CONGREGATION NUMBER The ,'packing List Date,' is the date
the. society prints the packing list. The "congregation Number" refers to the number the society has
assigned to your congregation. (see the section ofthis retter "Reporting Discrepancies to the soci;ty,,,)

Section 3
SEIPPING SECTION. This area of the packing list indicates the gection of the counFy your
congregalion is assigned. Each congregation is assigned to one of four ,'shipping Section&" 

- 
As

explahed on page 4 ofthe l{atchlower Publicqlions List, a speojfic dare is assigned fo each section for
mailing Literature Request Forms to the society. you should actuary mail tour Literature Request
Form, using the special envelope for this purpose, on the date indicated. Ifyou mail rhe form later than
the dat€ stipulated, the society may choose to hord your literature untir the ;ext shipment scheduled for
your section oflhe country,

Section 4
YoIrR REQUEST No.' YouR REQUEST DATE, and sELECTTON No. To facilitate record
keeping' you may choose to assign rumbers to the Literature Request Forms you submit. we will
ackno-wledge thelumbers you assign in the area designated: ,'your i,equest No.'i(See pangraph lg of
the w-alchto4er Publicdrions Lisr.) "your Request Date" refers to th; date you filled oui tire form.
The "selection No." is a number the society uses for iotemal reference. you will not need to use or
refer to this number in correspondence you send to the Society about literature shipments. (See the
section of this letter "Reporting Discrepancies to the Society. ,,)
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REQUEST NUMBER
congegation.

Section 5
This is a aumber the Society assigos litersture requ€sts submitted by your

' Section 6
SEIPPING ADDRESS. This is the shipping address for literature the Society currently has on file for
your congregation. If the shipping address is incorrect, please telephone the Society right away and
provide a new shipping address for literature, following up with a comPlet€d 5-36 form. You should
correct this address even if your congregation normally receives its thipments of litgrature at an
Assembly Hall or a Literature Distribuiion Center. (Please see palagaph 14 of lhe lvqtchtower
Publicqtions List.)

Section 7
ROUIINC INFORMATION. If your congregstion normally receives its literature through an
Assembly llell or a Literature Distribution C€nter, this section will list the n&me(s) and telephole
number(s) of those the distribution ceoter will notifi when a shipment is ready to be picked up Please
regularly check this information, and telephone the Society when it is inaocurate, fo[ov,iing up with a
completed F-239 form. (Please see paragraphs 14 and 39 ofthe Wqlchtawet Publicqtions Lisl.)

Section 8
SPECIAL INSTRUCTIONS. This section is for internal office use of the Societv. Normelly it
contains the name of lhe canier and the level of rush service your congregation requests. (See
paragraphs ll 8jod 12 of lhe Walchlower Publicqlions Lisl .)

Section 9
QUANTIIY SSIPPED, This area ofthe packing list shows the number of items actually shipped.

Section 10
ITEM DESCRIPTION. This area of the packing list shows the titles of the items you requested

Section I I
LANGUAGE. "Language" refers to a particular language in which you specified that we fill the item.
In most cases, the language is the primary language of your congrogation, (See paragraph 21 of the
l(al c h lovl e r P u b I i cal i o tts Li s t.\

Section 12
NOTES. A number, such as " 1," u2,u u3,u or an asterisk (r) will appear in this colurnn. The numbers
refer to coded messages that appear at the end ofthe list of shipped items, and indicate the actior taken
on the noted item (Example: "Quantity was cut. See Watchtower Publicdtions List, par. 25."). An
asterisk (r) designates all special-request items ($ee paragraph 24 of the Wstchtov/er Publicalions List
for a complete list ofall specia.l-request items). lndividuals that requested special-request items should
be notifled whert they arrive.

Section 13
REQUEST RECEI\aED. "Request Received" refers to the date the Society leceives your

congregatiods Literature Request Fom
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Section 14
QUANTITY REQUESTTD. "Quantity Requested" is the quantity of a particular item you tequest€d
on th€ Literature Request Form.

. Section 15
QUANTTrY PENDING, If the Society's stock is limited and we camot ship the firll quantity of sn
item you requested, we will show the portion not shipped as "Quantity Pending" oa the packing list.
When we restock the item, we will ship the remainder to your congregaliol in a later shipment (Please
see paragraph 27 (1) of lhe Walchtower Publicaliotts ZtV for more information on our pending
procedure.)

Section 16
SPECIALTY CODE, This code specifies a particular part of an item being shipped (in the ca8e of ar
item that has multiple parts). (Example: Jiag Prqises... (8 CD-Audio) with the number 2 in the
"specialty Code" column indicates that disc numb€r two ofthe set is being shipped, not the entire set.)

Section 17
LISTED BELOW IS A SUMMARY OF ALL PENDING rTEMS, Unless the paoking list is for a
special shipment, it wilt show alt "Pending ltems" your congregation requested lf the indicsted
SUMMARY OF ALL PENDING ITEMS does not correspond to your reoords, ple$e indicate the
discrepancy and retum a photocopy ofthe packing list to the Society, Attn.: Derk FLH You should
follow the same procedure to sdjust or cancel the quantities of "Pending ltems." Perhaps I publisher
requests an it€m, snd then mov€s to another congregation. When this happens, the secrct8ry should
write the quantity he wants us to cancel in the ,Qty To Cancel" brackets, sign it, photocopy the
packing list and retum it to the Sooiety, Attn,: Desk FLtl

Reporting Discrepancies to the Society
To report disorepancies to the Society, please include your "Congregation Number" and thc
"Assignment Number" on the conespondencq as explained in paragraph 32 of the Wqlchlower
Publicarions Lisr. You should indicate in your letter, signed by the secretsry and presiding overseer,
whether we should reship any missing items, or whether we should adjust our r€cords and you will
request the missing items sgain. Ifthe discrepancy involves items shipped to you in enor, please report
this in writing and w8it for the Society's direction before actually returning the items (sce psragraph 37
of the Wqtchtov,er Publicqtions Lis}. For addilional details on reporting discrepancies see paragraphs
32-36,40 ofthe lfqtuhlower Publicqtions Lisl.

We are providing four copies of this letter, one for each member of the service committee and
the literature servant, You brothers should read this carefully. Theq the secretary and seryice overseer
should take the time to discuss it with the literature servant and his assistants. Thereafter, the secretary
should place a copy of this letter in the congregation file. The literature servant should keep his copy
available for future reference so that th€ brothers working with the litetaturc will have a proper
understanding of the Society's proccdures.

Thank you for taking the time to review this information. We feel it will help you brothers to
understand how the Society handles your requests for literature. With this letter, pl€ase accept an
expression of our warm Christian love and good wishes.

Enclosure

Youl brothers,a*xr,#'r



Page Asslgnmenl Numbei

2345678
WATC BIBlT AND socrEw

NEW YORK IN

25COLUMBIA BROOKLYN, YORK 201-24&l
OF THE KINGDOM L! BE PREACHED'

2-Central

Your R6ou€sl No. 296
Your Reouest oats 2/16/96
Ssfectlon No. 2234

'TH|S SOOD

Packlng Llst Date
consrestin Numb€r

o

2J26t96
108761

2126500

o
Shipping Sectlon

Shlpplng Address:
LAURELTON CONG
EUGENE OR
JOHN OVEBSEER
123 MAIN ST
EUGENE OR 97123

Rootlng Informatlon:
JWAH WOODBUBN OR
JOE PICKUP (503) 555-,r4,r4
HENRYCONTACT (503)655-5666

SDeclal lnstructlonB

Shippino Addr€ss coiiect? U6€ lorm S.38 to uDdats Boutlno lnlomatlon corect? Us€ lom F-239 lo uodar€.
OUANTITY ITEM BEOUEST OUANTITY OUANTITY SPECIALTY

HIPPEO DESCRIPTION LANGUAGE NOTES FECEIVED REOUESTED PENDING

2 Jehovah's i tn€sses,  . .Fulpose Ensl ish
0 rln Trans Deluxe leacher-Bla.k Engtish
2 The Blble--Uodero Book Enslish
0 uT publ i .ca l ions hdex 1986-86 Ensl i .sh
O lialchrower Bound vols€ 1951 BnsliBh
0 l{a!.hrower Bound Volufre 1952 English
0 alchuowe! Bound Volse 1953 Etrslish
0 watchEowe! Bound VoluFe 1954 Enslish
0 vlalchcower Bound volhe 1955 EDsliBh
O l4atchtowe! Bound Volune 1956 rnslish
0 warchcoeer Bound Volqe 1957 lnstiBh
0 walchcower Bounil Volume 19s8 Enslish
0 Walchcowe! Bounil Volume 1959 EDslish
2 You Can L ive Forever . . ,EarLh Engt ish
1 Slng Plaises co Jehovah cD rngllsh

10 Enjoy L i le  on Eal th ChineEe
I \tA lloclalhers LJapanese
I  You Ca!  L ive Foreve! . . .Eal th spanlsh
2 You Can L ive Foreve! ,  . .EalEh Russran

2 A1b\rhvt lebrew scliptures -3 / l a / 9 5

.  t 2 )

IC rs  nore convenienr  ro obEain a conplete Eet ,
F leas€ do noc ur i le  i !  the shaded areas of  rhe S-14 forn.
Quanci ty  was cut .  see waEchcouer publ icat io ls  l is ! ,  par .  25,

Report discrepancies prompt@ wdtjng, giving Assignment Numbor.

\ 2 / l A  / 9 5
12 /  ta  /95
t 2 / l a / 9 5
1 2 / 7 4 / 9 5
1 2 / t a / 9 5
1 2 / l a / 9 5
1 2 / l a / 9 5
\ 2 / l A / 9 5
7 2 / l a / 9 5
\ 2 / r 0 / 9 5
1 , 2 / r 0 / 9 4
L 2 / t 0 / 9 4
! 2 / L O / 9 5
L 2 / L O / 9 5
! 2 / L 0 / 9 5
! 2 / L 0 / 9 3
1 2  / 7 4  /  9 5
L 2 /  l A  / 9 5
t2/74/95
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rraTaD BBl,ofl Is A golo{tRy ot l!! pENDMo lllEatt
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NW Tlans Deluxe leaEhe!-Black Enslist
e r  Pubt icdc ion6 rndex  r936-83 En;1 i6h
WaLch.oHe-  Bornd Vo lune l9 \ l  Erq l i s r .
wacchto{er  Bound Vo lse  1952 Ens l j s r .
HaLchr  ou . -  Bound vo l lne  I9 r r  " rS  L i  s t .
g lcEchcoHe!  Bound vorue  1954 Ens l i s l .
ua tch toke !  BoJnd Vo l rne  1955 Eng l is l .
$raEchEowe! Bound volse 1956 Enslist
Harchrower  BoJnd vo lMe r95? enq l rs t .
h rd [ .hLorer  Aound vo lme 1953 Enq l -s l .
wdLchrover  Bound Vo lme la59 Enq l rs l .

Pending ilems con6cl? To cancol, indicatB quanlity in box, and send a copy to lh. abov€ address. ,Annr D€sk FLH.,'
Secretarys Sisnalu.e


