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Preface

The Federal Depository Library Handbook (Handbook), describes requirements of
Federal depository libraries, both legal and those prescribed by the Government
Printing Office (GPO). Additionally the Handbook provides guidance to libraries on
how they can meet the requirements of the Federal Depository Library Program
(FDLP).

This information was previously found in two publications. Instructions to Depository
Libraries contained the FDLP requirements while practical guidance for carrying out
FDLP operations was in the Federal Depository Library Manual and its supplements.
The Instructions and Manual are superseded by the Handbook.

In accepting the privilege of Federal depository status for their libraries, directors
agreed to abide by all the laws and requirements governing officially designated
depository libraries. Recognizing this, chapter 2 of the Handbook outlines the legal
requirements and each chapter of the Handbook includes a section for library
administrators. These sections are also consolidated in Appendix C.

Depository coordinators MUST ensure that all personnel involved in any aspect of
depository operations are aware of the obligations of depository libraries and of
the importance of the Handbook. Depository staff should review the Handbook on a
regular basis and any questions can be directed to askGPO
(http://www.gpoaccess.gov/help/index.html).

The first edition of the Handbook was published in October 2007. The Handbook is an
online living publication and will be updated as needed. Depository personnel are
welcome to offer revisions. All suggestions will be reviewed, and the library
community will be notified of changes in content.
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Introduction

The Federal Depository Library Program (FDLP) traces its roots to 1813 when Congress
passed a joint resolution which directed copies of the House and Senate Journals, and
other publications, be printed and distributed to certain libraries and institutions
outside of the Federal Government. Congress took this action to ensure that the
American public has access to its Government’s information.

From this small beginning, the FDLP has grown into a system of over 1,250 libraries of
all sizes, a variety of types, and located in the 50 states and the territories of the
United States. Depository libraries have supported the public’s right to Federal
Government information by collecting, organizing, and preserving it, and by providing
assistance to library users for more than 145 years.

The FDLP is based upon these three principles:

Federal Government information products within scope of the FDLP shall be made
available to Federal depository libraries;

Federal depository libraries shall be located in each State and U.S. Congressional
District to make Government information products more widely available; and

Federal Government information in all media shall be available for the free use by the
general public.

Materials received by depository libraries on deposit from the Government Printing
Office (GPO) remain the property of the U.S. Government. Libraries become the
custodians of these resources; Federal property is entrusted to their care. Certain
legal obligations come with being a depository library and with the stewardship of
Federal property. These obligations fall into the broad categories of access,
maintenance of collections, and service. Since these categories apply to almost every
aspect of depository operations, the Federal Depository Library Handbook provides
requirements and offers practical guidance in these broad categories.

The Handbook was devised to inform depository staff of, and to help them
understand, the FDLP requirements found in Title 44, United States Code, Chapter 19
and those prescribed by the GPO. Further, the Handbook provides guidance to
libraries on how they can meet their FDLP obligations. Legal requirements are those
found in public laws. Mandatory responsibilities are not legal requirements but those
responsibilities that LSCM has identified for program compliance.

Unless otherwise stated, all depository library staff must be familiar with and conform to
the legal and program requirements set forth in this Handbook. Statements containing
the terms are required to, must, shall, or mandated, reflect legal and program
requirements and appear in bold with yellow highlight. Statements containing the words
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“encouraged”, "may", "should"”, "could”, or “can”, are not requirements; they provide
guidance and are merely suggestions.
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How to Interpret the Federal Depository Library
Handbook

The Federal Depository Library (FDL) Handbook supersedes the Instructions to
Depository Libraries
(http://www.access.gpo.gov/su_docs/fdlp/pubs/instructions/index.html) and the
Federal Depository Library Manual
(http://www.access.gpo.gov/su_docs/fdlp/pubs/fdlm/index.html) with its four
supplements. The Handbook serves as a one stop shop for legal requirements,
Federal Depository Library Program requirements (Program), guidance and best
practices.

When using this Handbook, it helps to understand the following:

The FDL Handbook provides legal requirements in two ways. First, a compilation
of the statutory mandates for both selective and regional depository libraries from
Chapter 19 of Title 44 is available in Chapter Two. Second, the legal requirements
are also stated on each chapter represented by words such as “must,” “shall,”
“mandated,” “need,” “required” or a variation thereof. To emphasize these
legal requirements, the sentence in which these words appear, has been bolded in
black with a yellow background.

The FDL Handbook also provides Program requirements. These are the mandatory
requirements of the program that provide actions that assist depositories in
meeting their legal mandates. They are requirements that originated at the GPO.
Program requirements appear in each chapter and they are stated using words
such as “must,” “shall,” “mandated,” need,” “required” or a variation thereof.
To emphasize these program requirements, the sentence in which these words
appear, has been bolded in black with a yellow background.

To further help users to identify legal and program requirements, the following
statement appears as a header on the top of each page of the Handbook: “Text
highlighted in yellow refers to legal and/or program requirements for depository
libraries.”

In writing the Handbook, the volunteer teams from the depository community,
were instructed to build flexibility into the Federal Depository Library Program
(FDLP) through the recognition of the professional judgments made every day by
depository coordinators. This is evident in the best practices offered in each
chapter which appear in sentences using the words, “strong encouraged”,
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“should,” “may,” “encouraged” and variations thereof. They also appear in the
section entitled, “Tips, Practical Advice, and Lessons Learned” found at the end of
each chapter. Depository coordinators are strongly encouraged to use these
practices and/or tips in their depositories when it makes sense to do so.

To help depository coordinators point to the most important aspects of depository
operations for busy library administrators, a section is offered at the end of each
chapter entitled, “Important for Library Administrators.”

Each chapter has a section entitled, “Did you realize that You Don’t Have To...?”.
This section highlights those depository operations that were once requirements or
have been perceived over time as requirements, but are not mandates.

The section entitled, “What’s New or Important” reflects those issues which are
new or important since some issues are not new, but they remain important to the
FDLP.

Hyperlinks appear in each chapter to take the user to more information about the
subject. To help users locate information more readily, customized bookmarks
have been created.

The FDL Handbook will be revised and updated periodically. Any questions about
interpretation should be submitted to askGPO (http://gpo.custhelp.com/cgi-
bin/gpo.cfg/php/enduser/ask.php). Please select the category Federal Depository
Libraries, sub-category Federal Depository Library Handbook.
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Chapter

Chapter 1 Library Services and Content
Management (LSCM) Organization

Describes GPO’s organizational structure and askGPO, explains how to obtain
assistance from LSCM, and encourages depository staff to keep current with the
Federal Depository Library Program (FDLP)

What’s New or Important

Your first point of contact with U.S. Government Printing Office (GPO) should be
through askGPO (http://gpo.custhelp.com/cgi-bin/gpo.cfg/php/enduser/ask.php).
The Knowledge Base (http://www.gpoaccess.gov/help), a part of askGPO, is a great
first stop when seeking an answer to your question about the Federal Depository
Library Program (FDLP). There is a special category in the Knowledge Base that
contains questions and answers about Federal depository libraries.

You should become familiar with GPO’s new organizational structure and understand
the role of the executive leadership team.

GPO's Organizational Structure

The Executive Leadership Team (http://www.gpo.gov/management/index.html) for
GPO is composed of executive-level managers charged with guiding the federal
agency. The team consists of the Public Printer of the United States, the Deputy
Public Printer of the United States, the Superintendent of Documents, and the
Director, Library Services and Content Management.

The Public Printer, with the approval of the Joint Committee on Printing, is
responsible for implementation of the Federal Depository Library Program.
Additionally, the Public Printer designates certain types of depository libraries as
detailed in the Designation Handbook for Federal Depository Libraries
(http://www.fdlp.gov/repository/about-the-fdlp/designation-handbook-for-federal-
depository-libraries/download.html).
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Robert C. Tapella, Public Printer of the United States
(http://www.gpo.gov/management/tapella.htm)
serves as the Chief Executive Officer of the U.S.
Government Printing Office.

The Superintendent of Documents, appointed by the Public Printer, oversees the
policy creation and operations of the FDLP through the LSCM business unit. LSCM staff
acquire, catalog, organize, and disseminate U.S. government publications to the

FDLP. Additionally, the Superintendent of Documents designates some types of
depository libraries and oversees the GPO sales program.

Richard G. Davis, Acting Superintendent of Documents
(http://www.gpo.gov/management/davis.htm) serves as
the acting Superintendent of Documents as well as the
Director, LSCM.

Within Library Services and Content Management
(http://www.access.gpo.gov/su_docs/fdlp/tools/contacts.html), the Director of
LSCM is responsible for the staff supporting the FDLP. In an effort to provide
improved, consistent communication with the community, LSCM issued SOD 305 Policy
Statement, “Subject: Use of Electronic Postings to Communicate Administrative
Information and Announcements to the Federal Depository Community and Others.”
This policy establishes conditions under which postings via various electronic
communication mechanisms are used to communicate administrative information and
announcements to Federal depository library staff and others with an interest in GPO's
Library Services and Content Management programs.

About askGPO

askGPO (http://gpo.custhelp.com/cgi-bin/gpo.cfg/php/enduser/ask.php) is a
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customer relationship management (CRM) and online help system used by LSCM. This
is your first point of contact with LSCM and it has several components:

e the Knowledge Base (http://www.gpoaccess.gov/help) contains previously
submitted questions with answers that can be searched or browsed;

e the Ask a Question feature allows you to submit new questions for LSCM staff to
answer;

e the My Account area provides specific information for each end-user of the
system; and

e the component that helps internal staff to manage and maintain the other CRM
components.

To connect you to high quality information, a searchable online Knowledge Base was
created from frequently asked questions organized by subject categories. Choose the
subject category, "Federal Depository Libraries”, and then with one of the multiple
subcategories such as Natural Disasters, Acquisitions, Cataloging, Classification,
Depository Designation Status, Depository Management, or Distribution. To view all of
the categories and subcategories, click here (http://www.gpoaccess.gov/help/).

Your questions may be submitted to GPO using the "Ask a Question" tab on this Web
form (http://gpo.custhelp.com/cgi-bin/gpo.cfg/php/enduser/ask.php). askGPO
automatically routes your question to the appropriate subject matter expert and
strives to provide an answer within 24 hours.

How to Obtain Assistance

You may obtain assistance from LSCM in four major ways:

e Remember your first point of contact is always through askGPO using the Ask a
Question (http://gpo.custhelp.com/cgi-bin/gpo.cfg/php/enduser/ask.php), a
component of the CRM.

e You may also telephone LSCM. Our telephone hours are:
+ 7:00 a.m. - 8:00 p.m. EST, Monday through Friday (except Federal
+ holidays) at:
= DC metro area (202) 512-1800
= Toll-free (866) 512-1800

e You may want to fax letters and other documentation to us. Our Fax number is
(202) 512-2104.

e You may send regular mail to us at the following mailing address:

+ U.S. Government Printing Office
Mail Stop: IDCC
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732 N. Capitol Street, NW
Washington, DC 20401

e The FDLP Desktop includes a Library Services & Content Management
Director Contact form (http://www.fdlp.gov/help/directors.html) which can
be used for contacting the Directors. Please do not use this form for general
inquiries.

Don't forget that you may also obtain support and assistance with depository
operations and management from Regional depository libraries
(http://www.access.gpo.gov/su_docs/fdlp/pubs/regionals-060707.pdf). The
principal responsibility of a regional depository library is to ensure the
comprehensiveness and integrity of Federal depository resources in the state or
region. To learn more about Regional Services, see chapter 12 in this Handbook.

Keeping Current with the FDLP

At least one staff member in the depository library should subscribe to the FDLP
Desktop News and Updates RSS feed (http://www.gpoaccess.gov/rss/index.html).

Tips, Practical Advice, and Lessons Learned

Use the Knowledge Base. As part of askGPO, it has a wealth of information on a
variety of topics. Frequently asked questions and answers are organized under
subject categories and subcategories. Federal Depository Libraries may be one of the
first categories you search. Typical questions found in its subcategories are:

e Natural Disaster questions (When should | stop depository shipments?)
e Acquisitions (Will this document be distributed to depository libraries?)
e (Cataloging (Is this item cataloged?)

e Classification (Is this the right SuDoc number?)

e Depository Designation Status (Can my library become a depository?)

e Depository Management (Can | obtain assistance with the biennial survey or
annual selection updates?)

e Digitization (What is the registry of digitization projects?)
e Distribution/Shipments (How can | get assistance with a claim?)

Did you realize that you don't have to .... ?
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¢ Understand the entire LSCM organizational structure in order to obtain assistance
from the various departments and individuals that support the FDLP. Simply call
or e-mail askGPO (http://gpo.custhelp.com/cgi-
bin/gpo.cfg/php/enduser/ask.php), and your question will be routed to the
appropriate subject matter expert. LSCM staff strives to provide an answer
within 24 hours. Others might have similar questions, so your question and our

answer may end up in the Knowledge Base to benefit the entire depository
community!

Important for Library Administrators

e The FEDLP Desktop (http://fdlp.gov/) gathers important announcements of
interest to the FDLP community.

e askGPO (http://gpo.custhelp.com/cgi-bin/gpo.cfg/php/enduser/ask.php) is
LSCM’s customer relationship management and online help system. You are
encouraged to use it as your first point of contact with LSCM.
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Chapter

Chapter 2 Legal Requirements

Highlights the legal requirements of your Federal depository library as outlined in
Chapter 19 of Title 44 USC

What’s New or Important

Legal Requirements is a chapter not previously found in the Instructions to Depository
Libraries or the Federal Depository Library Manual. This section brings conveniently
to one location the statutory mandates of both selective and regional Federal
depository libraries from Chapter 19 of Title 44. You no longer have to skim all the
chapters to identify the legal requirements of Federal depository libraries.

Legal Requirements

The structure of the FDLP that is in place today comes from the Depository Library
Act of 1962 (DLA). This Act, among other things, doubled the number of libraries per
Congressional district, eliminated the requirement that libraries pay postage for their
depository receipts, allowed for the distribution of non-GPO publications, and created
regional depository libraries.

The authority for the Federal Depository Library Program (FDLP) and the legal
requirements of Federal depository libraries are found in Chapter 19 of Title 44
United State Code (http://www.gpoaccess.gov/uscode/index.html). In addition to
the provisions of the DLA of 1962, Chapter 19 includes who designates depository
libraries and which libraries are eligible for Federal depository designation.

The chapter also provides the access, service, and collection statutory mandates of
your depository library:

e Make government publications available for free use by the general public;

e Properly maintain government publications and make them accessible to the
public;
e Report the conditions of your depository library to the Superintendent of
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Documents every two years by completing the Biennial Survey (see Chapter
11 for more information on Collaboration with GPO);

e Maintain a library collection, other than Government publications, of at least
10,000 books;

e If your library is a selective depository served by a regional depository, you
MUST retain Federal publications for at least five years, unless they are
superseded or the discards are authorized by the Superintendent of
Documents;

e |If your library is a selective depository not served by a regional, you MUST
retain permanently at least one copy of all government publications in print
or microfacsimile, unless they are superseded or the discards are
authorized by the Superintendent of Documents. For more information on
the superseded policy, see chapter 5 on Depository Collections in this
Handbook.

e If your library is a Federal library, you are not required to maintain depository
titles for five years. Materials may be withdrawn at any time and disposed of
after they have been offered to the Library of Congress and the Archivist of the
United States. Your discards are not handled by a regional depository library.

e |If your library is the highest state appellate court library, Chapter 19 provides
special privileges:

+ No obligation to provide free public access to depository resources;

+ No five-year retention requirement before discarding depository
publications; and

+ No requirement to discard property through a regional depository
library.

e If your library is a regional depository, Chapter 19 delineates additional
responsibilities that come with the regional designation:

+ Provide interlibrary loan and reference service to depositories within the
region;

+ Assist selectives with the disposal of unwanted government publications;
and

+ Retain permanently at least one copy of all government publications in
printed or microfacsimile, unless they are superseded or the discards are
authorized by the Superintendent of Documents.

Related Title 44 Chapters affecting depository libraries include Chapters 17 and 41.
Chapter 17 authorizes the distribution and sale of public documents and the
Cataloging and Indexing Program; chapter 41 authorizes GPO Access and allows GPO
to provide access to Federal electronic information. For a complete version of Title
44, chapters 17, 19 and 41, please click on the display below.

FEDERAL DEPOSITORY LIBRARY HANDBOORK 2-2
January 2008 September 30, 2008 (rev.)




Text highlighted in yellow refers to legal and/or program requirements for depository libraries.

United States Code Title 44

PUBLIC PRINTING AND DOCUMENTS

Title 44 (http://www.gpoaccess.gov/uscode/index.html)
| Browse through a list of all chapters and link to the full text

|
| Chapter 17 (http://www.gpoaccess.gov/uscode/index.html)

| Browse through the laws governing the Distribution and Sale of
|

|

Public Documents and the Cataloging and Indexing Program

W | Chapter 19 (http://www.gpoaccess.gov/uscode/index.html)
Provides the laws governing the Federal Depository Library
Program

Chapter 41 (http://www.gpoaccess.gov/uscode/index.html)
Provides the enabling legislation for GPO Access and the
locator services

Tips, Practical Advice and lessons Learned

Become familiar with Title 44, chapters 19 and 41 which apply to the FDLP and
GPO Access so you can easily inform your library administrator of the legal
requirements of your depository.

Familiarize yourself with the FDLP Desktop and all it offers beyond a location for
policies and guidelines.

Did you realize that you don’t have to.....?

Select a certain percentage of government publications in order to remain in the
Federal Depository Library Program. Your selection rate should be whatever rate
meets the needs of your users.

Compromise local security to provide public access. GPO permits various actions
by administrators to ensure the security of their facility and personnel as long as
a balance exists between the safety of personnel and property and public access.
Public access may be provided in a manner and at a time and a location that
secures the safety of personnel and property, but public access to Federal
Government information MUST still be provided.

Important for Library Administrators
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e You, as the library director, are the designated official responsible for ensuring
the legal requirements of the FDLP are met.

e As mentioned above, related Title 44 Chapters that affect depository libraries are
Chapters 17 and 41. Chapter 17 authorizes GPO’s Cataloging and Indexing
Program and Chapter 41 authorizes GPO Access and allows GPO to provide access
to Federal electronic information through it.

e You must report the conditions of your depository library to the Superintendent
of Documents every two years.
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Chapter

Chapter 3 Federal Depository Status

Defines the FDLP and its purpose, identifies the different types of status for
depository libraries, provides the location of depository libraries, and explains the
process to designate and terminate depository status

What’s New or Important

LSCM developed and released its guidelines for shared regional depositories in 2007.
See Chapter 12 in this Handbook for more information.

The FDLP: Definition and Purpose

Administered by the U.S. Government Printing Office (GPO), the FDLP is a network of
over 1,250 libraries representing many different types of institutions (public,
academic, law, judicial, state and special, court and Federal agencies). These
libraries are located in almost every congressional district, the District of Columbia,
U.S. territories, the Federated States of Micronesia, and the U.S. Commonwealth of
Puerto Rico. GPO provides Federal depository libraries with free access to official
U.S. Government information in all formats. In return these libraries agree to provide
free access to that information, as well as professional assistance in finding and using
that information, to any member of the public.

While many libraries request Federal depository status to benefit their primary users
(students, faculty, judges, residents of a particular city or county, etc.), all libraries
that receive depository status (except the highest State appellate court libraries)
make a legal commitment to provide Federal Government information to all the
people of their Congressional District or relevant region. The key concept of no-fee,
readily available access to U.S. Government information is a guiding principle of the
FDLP. The Federal Government information needs of the general public must also
influence the collection development of depository libraries.
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A Brief History of the FDLP

The FDLP traces its roots to the early 1800's when a joint resolution of Congress
directed that additional copies of the House and Senate Journals and other documents
be printed and distributed to institutions outside the Federal establishment. It was
not until 1962 that such modern hallmarks as regional and selective library
distinctions, and the selectives' ability to discard materials after 5 years, were added.
The current parameters of the FDLP are defined by the Depository Library Act of 1962
and the Government Printing Office Electronic Information Access Enhancement Act
of 1993, both codified in United States Code, Title 44, Chapters 19
(http://www.gpoaccess.gov/uscode/index.html) and 41
(http://www.gpoaccess.gov/uscode/index.html) respectively.

The Types and Status of Federal Depository Libraries

Your library may be designated as either a regional or selective depository with a
status of either active or probationary.

If your library is a regional depository, it has agreed to receive all publications made
available to depositories and to retain those items in perpetuity (with some
exceptions). U.S. Senators may designate libraries in their state as regional
depositories. Each state may have two regional depositories, though most have only
one and a few states are served by regional depositories in neighboring states.
Regional depositories are located at flagship, publicly supported universities as well
as at public libraries and State libraries. In addition to selection and retention
requirements, regional depositories serve as liaisons between the selective libraries in
the state (or region) and LSCM. Regional depositories also provide consultation,
coordinate planning, review publication disposal lists, and offer other services to
selective depositories in their regions. The statutory authorization for regional
depositories is found in United States Code, Title 44, Chapter 19, §1912
(http://www.gpoaccess.gov/uscode/index.html).

If your library is a selective depository, you have the option of tailoring the collection
to fit the needs of your community, which includes the library’s primary users as well
as the general public. This is achieved by selecting suitable materials to receive from
LSCM, by retaining materials for at least 5 years or substituting them for online
equivalents, and by retaining materials beyond the required 5 years as appropriate.
Two selective depositories may be designated within each congressional district,
although at any given time there may be more than two in some districts because of
redistricting. In addition, each U.S. Senator can designate two depositories in their
state providing there is an opening in that Senator's class. The number of selective
depositories in a congressional district can also be augmented by designations for
certain types of libraries allowed by special provisions in Title 44.

Active depositories are those in good standing with LSCM. They are compliant with
the legal requirements for depository operation as stated in Title 44 and in chapter 2
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of this Handbook.

Probationary depositories are those libraries that LSCM has determined to be
noncompliant with the legal requirements for depository operation as stated in Title
44 and in chapter 2 of this Handbook.

Where We Are Located

Federal depository libraries are located in every state, the District of Columbia, the
Commonwealth of Puerto Rico, the Federated States of Micronesia, and in U.S.
territories. Depository libraries include all sizes of academic libraries (both publicly
and privately funded), public libraries, law libraries, Federal agency libraries, and
State libraries. Whether publicly or privately funded, all depository libraries
(except the highest State appellate court libraries) MUST allow the public free
access to all Federal depository information products, regardless of format,
without impediment.

There are several ways to find a depository library in your community or state. Use
the Federal Depository Library Directory (http://catalog.gpo.gov/fdlpdir/login.jsp).
This directory identifies all depository libraries in the program, provides contact
information for each library, and describes the origin of each library's designation
status.

Click here if you want to Find the Regional Depository Library that serves your
state (http://catalog.gpo.gov/fdlpdir/public.jsp).

Designation of Depositories and the Termination of Status

Designation of a Library as a Federal Depository

Under United States Code, Title 44, there are a number of ways in which your library
may have become a depository library. Members of Congress (Representatives and
Senators) may each designate up to two libraries to fill depository vacancies in a
congressional district (Representatives) or state (Senators). For those districts where
vacancies exist, United States Code, Title 44, Chapter 19, 81905
(http://www.gpoaccess.gov/uscode/index.html) dictates that the process begins
when the library desiring depository status submits a written justification of the need
for an additional depository to the Representative or Senator who will consider the
appointment. This justification may be accompanied by letters of support from other
depository libraries in the congressional district or the head of the library authority of
the state in which the depository will be housed. The justification and accompanying
letter(s) of support are forwarded to the Superintendent of Documents by the
Representative or Senator. For a complete description of the designation process, as
well as sample letters and forms that can be used as models during the designation
process, consult the Designation Handbook for Federal Depository Libraries
(http://www.fdlp.gov/repository/about-the-fdlp/designation-handbook-for-federal-
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depository-libraries/download.html). The Designation Handbook also contains
information on designating depositories outside of the continental U.S., Alaska and
Hawaii (that is, depositories for U.S. territories in the Caribbean and Pacific Islands).

Your library may have been designated a depository by certain government officials
who "by law" can designate specific types of libraries as depositories. For instance,
the Public Printer designates:

e State libraries, libraries of land-grant colleges (44 USC 1906
http://www.gpoaccess.gov/uscode/index.html),

e Libraries of a state’s highest appellate court (44 USC 1915
http://www.gpoaccess.gov/uscode/index.html), and

e Accredited law school libraries (44 USC 1916
http://www.gpoaccess.gov/uscode/index.html).

Although most of the libraries in the FDLP are designated by members of Congress,
some depository libraries have been designated depositories by a special act of
Congress, such as the American Antiquarian Society.

The Superintendent of Documents, by-law, can designate depositories. For instance,
the Superintendent of Documents designates:

e Federal agency libraries (44 USC 1907
http://www.gpoaccess.gov/uscode/index.html),

e Military service academy libraries (44 USC 1907
http://www.gpoaccess.gov/uscode/index.html), and

e Federal independent agency libraries (44 USC 1907
http://www.access.gpo.gov/su_docs/fdlp/pubs/title44#1907).

Regardless of how your library was designated, the FDLP is administered by the Office
of the Superintendent of Documents. Email the Superintendent of Documents
(SuDocs@gpo.gov) for assistance with designations.

Termination or Relinquishment of Federal Depository Status

Your library may voluntarily terminate (relinquish) its participation in the FDLP. A
depository library seeking to terminate status MUST mail a letter to that effect to
the Superintendent of Documents
(http://www.access.gpo.gov/su_docs/fdlp/tools/contacts.html). The regional
depository serving the relinquishing library MUST also be notified in writing of the
desire to relinquish depository status. When relinquishing status, your library should
also notify the appropriate member of Congress in whose district or state your
depository is located.
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Additionally, the Superintendent of Documents may officially terminate depository
status when a library fails to meet the legal requirements of the FDLP including free
public access, proper maintenance of the collection, and services in the use of
government information (44 USC 1909
http://www.gpoaccess.gov/uscode/index.html).

Upon termination of depository status, either by request (voluntarily) or for cause
(involuntarily), the library SHALL request instructions from its regional depository
concerning disposition of the depository publications still in the collection. All
materials distributed through the depository library program remain the property of
the U.S. Government Printing Office. The regional library has the authority to claim
whatever it wishes for its own collection or for the collections of other selective
depositories within the state or region.

If the terminating library wishes to keep certain publications that were received
under the FDLP, it may request to retain them by submitting to the regional library a
list of the depository publications it wishes to keep. A written request for permanent
retention of the materials should accompany such a list. Each request will be
reviewed on an individual basis, and the regional depository will advise the
relinquishing depository of its retention decision. The regional librarian will also
provide instructions to the depository relinquishing status as to disposition of all
depository materials, including instructions for the transfer of depository materials to
other depository collections, if applicable.

Tips, Practical Advice, and Lessons Learned

e The description of the designation process in this chapter is a brief summary. Be
sure to consult the Designation Handbook for Federal Depository Libraries
(http://www.fdlp.gov/repository/about-the-fdlp/designation-handbook-for-
federal-depository-libraries/download.html) for a complete description of the
designation process. This handbook contains useful tips, as well as templates for
letters and application forms. Because of its practical step-by-step advice, this
handbook can save libraries seeking designation a great deal of time.

e If your depository library experiences problems, or if your library administrator
starts to question the value of the depository program, you should immediately
contact your regional depository
(http://www.access.gpo.gov/su_docs/fdlp/pubs/regionals-060707.pdf) and
LSCM. Regional coordinators can offer advice, clear up misunderstandings, make
site visits, talk to library administrators, and, if not done already, enlist the help
of LSCM.

e If you are told that your administration is re-evaluating depository participation,
do not wait until a final decision is made before contacting your regional
depository coordinator and LSCM.
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e For further information regarding designations and terminations, contact
askGPO (http://www.gpoaccess.gov/help/index.html) to be directed to LSCM
staff for assistance with designations or relinquishments.

Did you realize that you don't have to ...?

e Select a rigid, predetermined percentage of item numbers, in order to retain
depository status. Selective depositories should collect only the materials they
need in order to adequately meet the needs of their patrons.

e Devote hundreds of linear feet of shelf space to house a physical collection, in
order to apply for depository status. For details on transitioning depository
collections, see chapter 13 in this Handbook.

e Think about terminating depository status because you need more shelf space
than you currently have or because your depository coordinator suddenly
resigned and will not be replaced. There is a significant loss of expertise to the
library as well as the FDLP when a depository library or depository coordinator
leaves the program. Don’t make a hasty long-term decision that cannot be
reversed, especially when confronted with a temporary problem. As for reducing
shelf space requirements, have you considered transitioning the depository
collection to select more electronic items and less tangible items? See chapter
13 in this Handbook for details on transitioning depository collections.

Important for Library Administrators

e In today’s increasingly electronic library environment, the depository program is as
much about access and expertise as it is about tangible publications. Federal
depository libraries MUST provide free public access to depository materials in
all formats.

e Free public access does not mean a depository must grant circulation privileges to
groups outside of the library’s primary user community, although they may choose
to do so.

o Free public access need not equal free printing or copying if your library users
must pay for printing and copying of other library materials or resources.

o Free access does not necessarily mean access at all times.

e GPO permits various actions by administrators to ensure the security of their
facility and personnel. Such actions may include asking users for identification, or
asking users to sign a guest register, and even escorting users to the depository
library.

o Even though most Federal Government information is now freely available on the
World Wide Web, accessing it efficiently can be a daunting task if one depends
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solely on Internet search engines. Much information is in the “deep Web” and in
statistical databases. Depository status ensures that a library has access to the
training and support that will become increasingly important to navigate the
complexities of Federal Government information sources. See details on the
number of opportunities for training all staff in depository libraries listed in
chapter 4 of this Handbook.
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Chapter

Chapter 4 Public Services

Defines public service and identifies public service functions, introduces the Principle
of Comparable Treatment in Public Services and explains the general concept of
access and its requirements, discusses reference and research services for users,
referrals, circulation of materials, and the marketing of FDLP services, including the
Federal Depository Library of the Year award

What’s New or Important

Principle of Free Public Access

As a designated Federal depository, your library SHALL make Federal Government
information products available for the free use of the general public. Thisis a
legal requirement.

Principle of Comparable Treatment in Public Services

Access to and services in the use of depository information resources at your library
should equal or exceed those applicable to other collections and services in your
library. Reference service offered to members of the general public using the
depository MUST be comparable to the reference service provided to the primary
users of your library.

General Concept of Access

The concept of access includes more than physical access to your facility and
depository collection. It is also the provision of Federal Government information
products to your library’s primary users and the general public, the provision of
sufficient computer workstations to access electronic Federal Government
information products, and a commitment to ensuring that your staff is trained and
capable of providing services in the use of government information in all formats.
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Text highlighted in yellow refers to legal and/or program requirements for depository libraries.

Referrals

You should refer depository users to other libraries for access to unique depository
collections and expertise, and also offer your own uni