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IMPORTANT:  
PROCEDURAL UPDATES FOR PUBLISHER VENDORS
November 2007
Please Share This Information with ALL Vendors Preparing NIMAS Files for Submission 

1. ALL batch file submissions, whether by DVD or FTP must be followed by an email notice to OverDrive with this information in the subject line:
Subject:  FTP or DVD Batch / Full Name of Publisher / Number of NIMAS Files

EXAMPLES:

Subject: FTP Batch / Macmillan McGraw-Hill Ohio / 12 files

Subject: DVD Batch / Pearson Celebration Press / 25 files

Subject: FTP Batch / Holt, Rinehart & Winston / 35 files

NOTE:  Not properly notifying OverDrive of a batch submission will result in delays in processing. OverDrive will not retrieve files from an FTP folder until they have received the vendor’s notification that the transmission is completed. 

2. OverDrive requests that NIMAS file sets that are over 1 GB in size be submitted on DVD rather than by FTP. Please contact OverDrive at nimacsupport@privatereserve.com if you have further questions.
3. NIMAC strongly encourages vendors to submit sample OPF, PDF and Excel files for review BEFORE submitting large batches of files.  Vendors are responsible for ensuring that they understand and follow metadata guidelines and standards. Automated validation does NOT identify incorrect, missing, or incorrectly formatted metadata. Not following established guidelines can result in lengthy delays in certification and the need to resubmit corrected NIMAS file sets. 

4. Please contact NIMAC at 877-526-4622 or nimac@aph.org if you need any assistance or have questions about correct procedures for preparing metadata or submitting file sets. 
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