Steps for Finishing Library

Go by section (articles, op-eds, reports, etc)

Look for online versions

· Can we get it for free?

· If so, make pdf and post online

· If not, can we get it if we pay for it?

· If so, get link and send to Amanda to buy

No online version? 

· Is it in the file cabinet? 

· If so, scan to make .pdf and post

· If not, keep list we’ll send to Richard

