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Specifications for Move Carts  
and Sorting Trays

1

Appendix B contains a set of specifications and construction notes for carts designed 
especially to move library materials and to be forklifted onto a truck or dock if necessary. 
It also contains a sheet that describes the trays we use for sorting or interfiling books.

The carts are designed to be rugged and easy to maneuver, not pretty. Construction 
does not require a full woodworking shop. My builder works in a garage. The only 
specialized equipment required is a table saw large enough to handle 4-by-8-foot 
sheets of plywood. A drill, stapler, hammer, screwdriver, and some wrenches are the 
other tools. An electric screwdriver is a real bonus. You can keep the cost low if you 
can find a home handy person who can build the carts for you.

The dimensions shown are for a cart that spins inside an ADA-minimum 36-inch 
aisle. If your aisles are wider in both buildings, you can make the carts longer with more 
capacity. The maximum is about 4 feet. Beyond that, the carts become too heavy for one 
person to push, and the strength required for the wheels raises the costs significantly.

If your new building is under construction, talk with the project carpenters. They 
have equipment on site and may be able to build carts for you during downtimes in 
the building construction.

The important things to stress with whoever builds the carts are the wheels and the 
base construction. The wheels specified are rated for 255 lbs each. From experience we 
know they can support a 1,500-lb cart with ease. Cheap casters from most hardware 
and home improvement stores are not strong enough; heavy-duty ones are expensive 
in the small quantities most of those stores have available. Plan ahead and order from a 
professional supplier. If your carts are longer than 36 inches, upgrade to a wheel rated 
for 300–350 pounds.

Get 5-inch hard rubber wheels, ball bearings, full swivel casters, and strong 
construction throughout.

The base is designed with two side rails and four transverse members of two 
different lengths. It would be easier and cheaper to construct the carts by cutting all 
four transverse members to the same length and nailing them inside the side rail. But 
this construction has proved to be weak and often fails when the cart wheels hit an 
obstruction. Build the base as shown, with one transverse member across the ends of 
the side rails to act as a bumper.

It is often useful to purchase a few extra bases. Inevitably some get damaged, and 
it is not hard to replace one. One extra base per twenty carts is plenty.

The sorting trays are even easier to construct. The most important issues are to 
make sure the sideboards are set high enough in the end panels that a book will not 
drag on the table through the gap and that the overall length will fit comfortably on 
whatever tables you have available.
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SpeCifiCATionS And inSTruCTionS

purChASe of LibrAry Moving CArTS

__________________ Library will received sealed quotes for library move carts until ________       a.m.         p.m.,  
_________________. Quotes must be delivered in a sealed envelope marked “Move Cart Quote” mailed or delivered in 
person to ____________________________________________.

Quotes must be submitted on the enclosed Quote Form, signed by a responsible agent of the person or corporation 
submitting the quote.

The Library intends to purchase ______ 4-shelf carts and ________ 3-shelf carts. The actual number may vary. The 
unit price must be guaranteed for at least 180 days. In addition, the Library will purchase approximately _____ extra bases 
without base shelves or casters as replacements for bases that may become broken during use.

Submittal Checklist

1. The enclosed Quote Form properly filled out and signed.

2. Evidence of ability to perform the project in a timely manner, including but not limited to references to projects 
similar in type of construction or scope.

3. Specifications, model numbers, or cut sheets showing details of the casters proposed to be used on this project.

4. A statement of changes from, exceptions to, or other deviations from the specifications.

5. A proposed delivery schedule.

Construction Specifications
Project is a mobile bookshelf/cart capable of moving 
1,000–1,250 pounds of books smoothly over smooth 
surfaces and carpet and of being forklifted into a truck. 
Construction is heavy-duty throughout. Shelves, including 
the base shelf, are inset ¼” inside the limit of the structural 
base and end panels to allow a cardboard side panel (by 
owner) to fit inside the end panels. A retainer made of 
aluminum threshold extrusion holds the cardboard panel 
at the bottom and a ratcheting tie-down strap (by owner) 
retains the panel at the top. Casters must allow the cart to 
rotate 360° in its own length.

Plywood is ¾” nominal BC grade SYP, unfinished. 2” 
x 4”s are #2 or better without knots or splits that will affect 
structural integrity. Casters are 5” hard rubber wheels, 360° 
swivel, with ball bearings, and rated for a minimum load 
of 255 lbs per wheel, equal to or better than Global Caster 
wheel HR 50 GB on arbor 5050-03-YAN. This is a 5” x 
1¼” hard rubber wheel with ball bearings and a 3/8” axle.

Grain of end panels must run vertical. The top of each 
end panel is covered with a 4” x 36” 20 oz. cotton duck 
canvas, centered and glued to the end panel with corners 
mitered and stapled as necessary. One end of every cart is 
topped with black canvas. On 4-shelf carts the other end is 
white canvas. On 3-shelf carts, it is yellow. Before install-
ing the canvas, break the sharp corners of the end panels.

Shelves must be installed with the B side up. The 
screws that hold the base shelf to the structural base must 
be countersunk below flush. There must be no screws in 
the tops of any of the other shelves. Shelves are rabbeted 
¼” into the end panels and set on supports screwed to the 
keel.

End panels are fastened to the structural base with #7 
deck screws and with two 2½” x 5/16” bolts located as far 
apart as is practicable, bolted through the structural base 
and finished with washers as needed to avoid crushing the 
wood, lock washers, and nuts.

The base must be built as shown. The two transverse 
2” x 4” members are of different lengths. The outside mem-
ber must run the full width of the base. The inside member 
must run between the longitudinal members.

All wood is unfinished. Splinters, snags, and other 
sharp points should be removed or sanded down.

delivery is to be according to the following schedule

______________________________________________

All carts to be delivered to
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Move CArT QuoTe forM
The undersigned agrees to provide move carts and bases according to the accompanying specifications at the prices quoted 
below:
      PRICE EACH

4-shelf carts, per spec    $ ___________

3-shelf carts, per spec    $ ___________

Extra structural bases    $ ___________

Name of Individual or Corporation _______________________________________________________________________

Address ___________________________________________________________________________________________

City, State, Zip ______________________________________________________________________________________

Telephone _________________________________________________________________________________________

Signature of Responsible Officer ________________________________________________________________________

Date _____________________________________________________________________________________________
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Move CArT QuoTe forM (cont.)

From MOVING YOUR LIBRARY, by Steven Carl Fortriede (Chicago: American Library Association, 2009)



  

Size the trays about 6 inches shorter than the tables 
you will be using so they do not slip off the ends of the 
tables. A tray 5½ to 7½ feet long is a good size to work 
with.

The end panel should be about 16 inches long. This 
length provides stability and allows two sorters to sit 
comfortably on even a 30-inch-wide table as the ends 
overlap slightly.

Fasten the boards to the end panels with nails or 
screws. Leave a gap of an inch or two between the two 
boards at the bottom. The books stand up better and 
slide more easily with the gap. Do not make the gap so 
wide, or set the boards so low on the end panel, that the 
corner of the book drags on the table underneath. The 
boards should be at right angles to one another to hold 
the book squarely and at 45 degrees to the end panel.

SorTing TrAy

The sorting tray is a longer version of the old-fashioned 
desktop book holder often found in libraries. It consists 
of two 1-by-8-inch boards held together at right angles by 
two 1-by-8-inch end pieces. The books sit at an angle with 
their spines readily visible. The angle of the support helps 
keep the books upright without a separate bookend.

Use good-quality boards without snags or splinters; 
¾-inch plywood will work. Sand the edges and corners 
to remove splinters and sharp points that could snag a 
book or cause injury.

Do not paint the trays. Paint rubs off on the books. 
If you like, put two coats of a clear finish on the boards. 
If you use plywood, you must add the finish to seal the 
grain. Sand between coats and make sure the finish is 
fully dried before you use the trays.
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