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Preface

The basic operating principles of the Federa
Depository Library Program (FDLP) are stated
in its authorizing legidation, Title 44, United
States Code, Chapter 19. Additiond rules,
regulations, and guidelines are necessary to
successfully accomplish the gods of a program
with the complexity and scope of the FDLP. The
Ingtructions to Depository Libraries, together
with the Federal Depository Library Manuad and
the Guiddines for the Federd Depository Library
Program form the body of regulations governing
the operation of the FDLP.

The Ingtructions to Depository Librariesare the
officid rules and regulations of the Federd
Depostory Library Program. These Ingructions
are prepared by Library Programs Service staff
and form the basis for evauating depository
library operationsin sdf-studies and inspections.

The Federal Depository Library Manua isa

practica guide for carrying out FDLP operations
in depogitory libraries. The Manud was
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prepared by a committee of depository librarians,
in conjunction with Library Programs Service
daff. It suggests and recommends, rather than
prescribes, methods of operation.

The Guiddines for the Federd Depository
Library Program, aManua appendix, Sate
program and performance goas and minimum
sandards for depository libraries and for the
Government Printing Office. They should be
referred to when establishing a depository or
when writing service and performance policies for
an FDLPlibrary.

The Guiddlines were prepared by the Depository
Library Council to the Public Printer, in
conjunction with the entire depository library
community, and were endorsed by the Public
Printer. The purpose of the Ingtructions, Manud,
and Guidelines isto ensure that Federd
Government information products are readily

ble to the public through the FDLP.
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| ntroduction

The Federd Depository Library Program
(FDLP) was established by Congress to ensure
that the American public has accessto its
Government’ s information (Title 44, United
States Code, Chapter 19). For more than 140
years, depogitory libraries have supported the
public's right to Government information by
collecting, organizing, and preserving it, and by
providing assistance to users.

The FDLP is based upon three principles.

1. With certain specified exceptions, al Federd
Government information products shal be
made available to Federa depository
libraries.

2. Federd depodtory libraries shall be located
in each State and U.S. Congressiond Didtrict
in order to make Government information
products widdly available.

3. That Federd Government information in al
media shall be available for the free use of the
generd public.

Chapter 19 of Title 44 of the United States Code
is the authority for the establishment and
operation of the FDLP. Materidsreceivedin
deposit by libraries remain the property of the
U.S. Government. Libraries becomethe
custodians of these resources. The legd
respongbilities of Federd depository librariesfall
into the broad categories of access, maintenance,
and sarvice:

1. Providing for free public accessto Federa

Government information products regardiess
of format.
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2. Providing for the proper maintenance of the
Federd depository materids entrusted to the
individua depository's care.

3. Providing sarvice to meet Government
information needs of thelocd community and
surrounding area.

Asthese three areas touch on nearly every aspect
of library operations, the Indructionsto
Depository Libraries areissued in order to give
more specific guidance to documents saff. The
Ingtructions are organized into nine chapters.
Each chapter deals with a specific aspect of the

depository operation.

All depositories must conform to the
procedures set forth in these I nstructions.

The Ingtructions to Depository Librariesare the
officid rules and regulations of the Federd
Depository Library Program. Depository
librarians must ensure that al personnel
concerned with any aspect of the depository
operation are made aware of the importance of
the Ingructions. Depository staff should review
the Indructions at least ssmiannudly. Any
guestions can be sent viaaskL PS at

<http://www.access.gpo.gov/su_docs/
fdlp/toolg/asklps.html>

or by emall at

<asklps@gpo.gov>.

If you would like an additiond copy of the
Ingtructions, an €ectronic verson can be found at

<http://www.access.gpo.gov/su_docs/
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fdlp/pubg/ingtructions>.

Documents staff may request additiona written
materias or information by mail, telephone, or e-
mail to:

Chief, Depository Services

U.S. Government Printing Office
Library Programs Service (SLLD)
Washington, DC 20401

Phone: (202) 512-1119

Fax: (202) 512-1432

E-mail: asklps@gpo.gov
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Chapter 1

Federal Depository Status

A. Federal Depostory Library Program
B. Designation

C. Depostory Termination Procedure
D. Additional Information

A. Federal Depostory Library Program

The Federd Depository Library Program
(FDLP) originated in the early 1800'swhen a
joint resolution of Congress directed that
additional copies of the House and Senate
Journas and other documents be printed and
digtributed to ingtitutions outside the Federa
establishment.

From that smdl beginning, the FDLP has grown
into a system of nearly 1,350 Federa depository
libraries. Theselibrariesincude many of the
most prestigious libraries in the country aswdl as
amdler locd libraries. With few exceptions, all
congressond digtricts and territories of the
United States have at |east one Federa

depository library.
B. Designation

The FDLP was established to provide Federd
Government information products a no cost to
designated deposgitory libraries. Depository
libraries, in turn, provide local, no-fee public
accessin animpartid environment with
professona assistance to information produced
by the Federd Government. While many
libraries request status as a Federa depository to
benefit their primary patrons (Sudents, judges,
resdents of apaliticd jurisdiction, etc.), al
libraries thet receive status make alegd
commitment to provide Federd Government
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information to dl of the people of the locd U.S.
Congressiond Didtrict or rlevant region.

There are two ways in which alibrary can
receive depogitory status. Thefirst way is
through designation by Members of Congress.
The second is through designation by other
elected or gppointed Government officials for
certain types of libraries for which there are
gpecid provisonsin Title 44, United States
Code.

Most of the librariesin the FDLP are designated
by Members of Congress. Each U.S.
Representative can designate up to two libraries
if there are vacancies in the Representative' s
congressiond digtrict. Each U.S. Senator can
designate up to two libraries anywhere in the
Senator’s state, if there are vacancies available.

Librariesfaling under Title 44 provisions, or
“by-law” libraries, include:

Land grant college libraries,

State libraries,

Library of the highest gppellate court of a
sate;

Federd executive department libraries;
Independent agency libraries,

Service academy libraries,

Accredited law schooal libraries; and

Rev. July 2000



Chapter 1 — Federal Depository Status

Libraries specified in aspecid act of
Congress.

The Public Printer designates libraries of land
grant colleges, the library of a State' s highest
appellate court, State libraries, and law school
libraries. The Superintendent of Documents
designates Federd agency libraries.

More detailed information can be found in the
printed Designation Handbook for Federa
Depository Libraries, which is available upon
request from the Chief of Depository Services.
It also can be found at

<http://www.access.gpo.gov/su_docs/
fdlp/pubs/desig.html>.

In accepting the privilege of Federa depository
library status, the library director has agreed to
abide fully by the laws and regulations governing
officidly desgnated Federd depository libraries.

C. Depostory Termination Procedure

Thelibrary hasthe right to voluntarily rdinquish
its depository privilege if the library findsthet it
cannot meet the legd obligations s&t forth in the
Ingtructions and other adminigtrative directives.
After making this determination, the library
should address aletter to the Superintendent of
Documents stating that the library no longer
wishes to be a depository for U.S. Government
publications. Aseach depository library is
served by a designated regiona depository, the
regiona should aso be notified of this decison.

Instructionsto Depository Libraries

Correspondence should be addressed to:

Superintendent of Documents
U.S. Government Printing Office (SD)
Washington, DC 20401

A library's depository status may be terminated
by the Superintendent of Documentsiif the library
fals to meet the requirements as st forth in the
law, or consstently disregards notices and
ingtructions, resulting in unnecessary expense to
the Government in adminigtering the program.

Upon termination of the depogitory privilege,
ether by request or for cause, the library shall
request ingructions fromits regiona depository
concerning disposition of the depository
publications on hand. Theregiond hasthe
authority to clam whatever it wishes for its own
collection or other selective depository needsin
the state or region.

If the library wishes to keep certain publications
that were received under the FDLP, it may
request to retain them. The library must submit a
list of the depository publicationsit wishesto
keep to theregiond library. A written request
for permanent retention of the materids should
accompany the list. Each request will be
reviewed on an individua basis and the regiond
depository will advise the relinquishing
depository of the retention decision.
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D. Additional Information

Additiond information concerning depository
designation and/or termination procedures can
be obtained by contacting:

Chief, Depository Services

U.S. Government Printing Office
Library Programs Service (SLLD)
Washington, DC 20401

Phone: (202) 512-1119

Fax: (202) 512-1432

E-malil: asklps@gpo.gov

Instructionsto Depository Libraries
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Chapter 2

Collection Development

Purpose

Scope of Collection Development
Selection Tools

I[tem Number System

Updating Selection Profiles
Selective Housing

mTmMmoO O >

A. Purpose

Congress established the FDLP to help fulfill its
respongbility to inform the public on the policies
and programs of the Federd Government. All
depositories share in this respongbility.

Providing no-fee public accessto Federd
Government information is the guiding principle
under which public officids desgnate depository
libraries; therefore, the Federal Government
information needs of the generd public must
influence the collection development of
depository libraries.

B. Scope of Collection Development

A mgority of librariesthat are designated
depositories have, astheir primary misson, a
commitment to serve a particular patron group
(students, judges, etc.). Whiletheselibraries
focus collection development more closely on the
needs of their primary patrons, they must not
ignore the Federd Government information needs
of the generd public. Program and performance
godsfor collection development gppear under
Section 3 in the Guidelines for the Federd

Depository Library Program at
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<http://www.access.gpo.gov/su_docs/
fdlp/pubsfdim/guiddin.html>.

Most depositories are designated to serve a
particular U.S. Congressiona Didtrict. The
number of depositoriesin acongressond didtrict,
the geographic area of the congressond didtrict,
the type of library, and even the existence of
established interlibrary cooperative arrangements,
could dictate aloca public service area other
than the U.S. Congressiond Didtrict. Theseloca
public service aress, if different from the
congressiond digtrict, should be negotiated
among neighboring depositories to ensure dl
aress of the congressiona didtrict are served.

All depositories should sdlect or provide
electronic access to titles from the "Basic
Coallection” found in the Federd Depository
Library Manud at

<http://www.access.gpo.gov/su_docs/
fdlp/pubsfdim/basic.html>.

Libraries may aso purchase acommercid
equivaent of depogtory items. Relevant print
and dectronic indexes should be avallablein the
depository to facilitate access to the resources of
the documents collection.

Rev. July 2000



Chapter 2 — Collection Devel opment

Asitisincreasangly difficult for one depogtory to
mest the Federal Government information
demands of a varied population, the collection
development of a depository should not be
consgdered inisolation. The FDLP isasystem of
cooperating libraries. All depositories are part of
thislarger sysem. Theltem Ligter a

<http://www.access.gpo.gov/su_docs/
fdlp/tools/itemlist.html>

and the Documents Data Miner at

<http://govdoc.wichita.edu/ddm/
GdocFrames.asp>

can be used to identify selections of other
depositories.

Depository libraries, ether soldy or in
conjunction with neighboring depositories, will
make demongtrable efforts to identify and meet
the Federa Government information needs of the
congressond didtrict or locd area

One such effort isthe formulation and
implementation of awritten depository collection
development policy that pecificdly articulates the
library's Srategy for identifying and mesting the
Federa Government information needs of the
local area. The collection development policy
should also address procedures for obtaining
documents requested by patrons but not selected
by the library; inter-depository coordination of
selections; resources available localy; and
interlibrary loan services. This policy can be
formulated using the same criteriadiscussed in
Chapter 2 of the Federa Depository Library
Manual at

Instructionsto Depository Libraries

<http://www.access.gpo.gov/su_docs/
fdlp/pubg/fdim/93fdim.htmi#2>.

The Callection Development Guiddines for
SHective Federd Depository Libraries, in the
Federd Depository Library Manua Supplement
aso provides guidance. These Guiddinesare
avalable at

<http://www.access.gpo.gov/su_docs/
fdlp/pubsfdim/coldev.html>.

Sdlect only those items best suited to the needs of
your locd areaand U.S. Congressiond Didtrict.
Selective depositories are not required to receive
al U.S. Government information products that
are made available to depositories through the
FDLP.

In order to meet public needs, the library's
percentage of item number selections should be
gppropriate for itstype and Sze. An appropriate
level of sdlections should be at least one-hdf the
average item sdlection rate of libraries of amilar
typeand size. A table of sdection rate
percentages is published irregularly in
Adminidrative Notes and is available at

<http://www.access.gpo.gov/su_docs/
fdlp/coll-dev/itemchrt.html>.

Libraries with selection rates below one-half or
far in excess of the nationd average for libraries
of amilar sze and type must document thet their
selection rate meets public needs in its written
collection development policy. However, item
selection percentages are only one factor used
when assessing effective collection devel opment.
Also taken into consideration are the depository's
proximity to other depositories, curricula,
mission, Internet use, and commercia products
acquired.
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The trangtion to amore eectronic FDLP will
complicate traditiona measures of evaluding this
category. With more items now moving online,
links to important information from the depository
web page play amore crucid role. For this
reason, linksto GPO Access, the FDLP
Electronic Collection, and other gppropriate links
to Government information should be prominently
displayed on the library’ sweb site. The ability to
catdog and link to "e-documents’ directly from
the Online Public Access Catadog (OPAC) will
aso become more important. Depository staff
should stress access over ownership.

C. Sdection Tools

The bassfor sdlectionisthe List of Classes of
United States Government Publications Available
for Sdection by Depository Libraries and the
Union Lig of Item Sdections. The Ligt of
Clasesisalig of currently available products
sorted by Superintendent of Documents
(SuDocs) dassfication sem including item
number, format, etc. While there may be severd
productsin avariety of medialisted under each
item number, products can be selected only by
item number. The Ligt of Classesis updated
semiannudly in paper and monthly on the Federd
Bulletin Board (FBB) at

<http://fedbbs.access.gpo.gov/libs/
classhtm>.

The Union Ligt of Item Sdlections is updated
monthly on the FBB a

<http://fedbbs.access.gpo.gov/libs/
unionl.htm>.
These ligs include those series or groups of
publications having public interest or educationa
vaue which are issued by the various
departments and agencies of the U.S.

Instructionsto Depository Libraries
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Government. Excluded from theligts are
publications issued for grictly administrative or
operaiond purposes which have no public
interest or educationa value, those classified for
reasons of national security, and so-cdled
"cooperdtive publications’ which are documents
which must be sold in order to be sdlf-sustaining.

Entries for cooperative publications appear in the
Monthly Catalog of United States Government
Publications. Their continued existence depends
on funds raised by sdling copies of the
publications. For this reason, printed versons
are not available for free digribution through the
FDLP. Such titles asthe Nationa Union
Catalog, Federa Reserve Bulletin, Prologue, and
Smithsonian fdl within this category.

The Monthly Cataog of U.S. Government
Publications consists of bibliographic records of
productsin dl mediaidentified and/or distributed
by the FDLP. The Catdog isadso availablein an
abridged paper verson. The online Catalog of
U.S. Government Publications is updated daily
and isavalable at

<http://www.gpo.gov/catalog>.

The foundation of the depository collection
should come from Chapters 2 and 3 in the
Federa Depository Library Manud. These
include items that have been identified by
practicing depository librarians as suitable for
their type and size of library. The Suggested
Core Collection list in Appendix A of the Manua
can be examined a

<http://www.access.gpo.gov/su_docs/
fdlp/pubsfdim/coreist.html>.

Maps Available for Sdlection areligted in

Appendix B of the Federal Depository Library
Manud a
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Chapter 2 — Collection Devel opment

<http://www.access.gpo.gov/su_docs/
fdlp/pubg/fdim/93fdim.html#appB>.

D. Item Number System

Depository libraries select documents by
categories. Each category isidentified by a
unigue item number. The item number assigned
to a series generdly remains the controlling
number for that series regardless of change of
title, trandfer of the series or its publishing agency
within the Federd Government, or changein the
name of the issuing agency.

An item number assigned to a series may dso
govern the digtribution of closely related series of
asmilar nature, eg., numbered manuas with
gmilar content issued by the same agency. Inthis
ingance, the library sdecting thisitem would
receive the related seriesaswell.

The addition of new seriesto item numbersis
announced on shipping ligts and in Adminigretive
Notes Technical Supplement at

<http://www.access.gpo.gov/su_docs/
fdlp/pubstechsup >.

The Technical Supplement is searchable on-line
viathe WEBTech Notes service at

<http://www.access.gpo.gov/su_docs/
fdlp/tools'webtech.html>.

For agencies whose scope and publications are
limited, eg., Fine Arts Commission, Marine
Mamma Commission, etc., one item number has
been established to cover dl publications issued.

New depositories will begin receiving items they
have sdected within one month of receipt by
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GPO of ther item sdlection profile. All other
selections are dependent upon the annud item
selection update cycle.

Libraries should retain higtorical files asthey may
contain information about when an item was
selected, dropped, discontinued, superseded,
changed format, changed SuDocs class number,
sent to a sdlective housing sSite, etc. If these data
are vitd to the adminigration of the depostory
operation, be cautious about the disposition of
item cards. If item cards are no longer
maintained by the library, other means of
establishing the item sdlection history must bein
place, e.g., arcchiving copies of the Item Lister
records, maintaining aloca database, customizing
electronic files from data downloaded from the
Federal Bulletin Board, FDLP Desktop, €tc.

E. Updating Selection Profiles

Depositories are notified by GPO shortly before
each annua item selection update cycle begins. It
isimportant that selections be centraly
coordinated within the library and accurate
records kept to avoid misunderstandings.
Changesto alibrary's selection profile are made
by inputting item numbers using the Amendment
of Item Selections procedure at

<http://www.access.gpo.gov/su_docs/
fdlp/toolsamendment.html>.

Additions to selections may be made only during
the annua item sdlection update cycle or an item
survey. All selections should be reviewed
regularly to ascertain their appropriateness and to
adjust sdlections to the changing Federd
Government information needs of patrons.
Depository staff should consult the List of
Classes and Adminidirative Notes Technical
Supplement to verify the availahility of items.
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GPO recommends that a zero-based review be
conducted annually, or & least every 2 or 3
years. Zero-based meansto review non-
sdections aswell as exiging sdlections for
pertinence to one's community information needs
using the Ligt of Classes and other sdection tools.

If some currently selected items are judged
ingppropriate for the collection, these items
should be deleted from the library’ s selection
profile promptly. Deetions can be made a any
time and become effective within 72 hours of
submisson. When an item is dropped, however,
al materids previoudy received under the item
number unless superseded must ill be retained
for the statutory five-year retention period before
they can be offered on adisposd list to the
regiond library.

A lig of each depostory library's selectionsis
avalableusngtheltem Ligter a

<http://www.access.gpo.gov/su_docs/
fdlp/tools/itemlist.html>

and the Documents Data Miner at

<http://govdoc.wichita.edu/ddm/
GdocFrames.asp>.

New item sdections from the annud item
selection update take effect after October 1.
New sdections will not be digtributed until after
that date. Libraries cannot claim new sdections
before October 1. Publications cannot be
furnished retroactively. New sdlections can only
be furnished to libraries as new items are ordered
by and printed for the issuing agency.

Regiond depostory libraries receive nearly dl
depository items shipped by GPO. Some
publications, such as Congressiond hearings and
the Federal Regigter, are issued in both paper

Instructionsto Depository Libraries
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and microfiche formats. Regionas may sdect
both formats or only one. Selective depositories
should depend upon the regional for seldom-used
items.

On rare occasions, the Government Printing
Office (GPO) receives only alimited number of
copies of apublication from a department or
agency for distribution to depogitory libraries.
These copies are sent to al designated regiond
depositories, the remainder is made available to
selective depositories through a " specia offer” on
afirs-come, firs-served basis. These materias
are usually retrospective runs of series. These
specid offers are announced through
Adminigtrative Notes, notices on the depository
shipping ligts, or on the FDLP Desktop.

Cooperative collection development and
interlibrary loan can aso provide accesswithin a
locd areato rardy used items. The Documents
Data Miner, a State Plan, or consortia can assst
with these activities.

Depogtory librarians are now permitted to
subgtitute eectronic versons as the sole "copy”
for some tangible FDLP publications provided
the eectronic verson is complete, officid, and
permanently accessible. These conditions are
outlined in FDLP Guiddines on Subdtituting
Electronic for Tangible Versons of Depository
Publications at

<http://www.access.gpo.gov/su_docs/
fdlp/coll-dev/subguide.html>.

F. Selective Housing

A library may sdlectively house a percentage of
its depository publications at other libraries or
inditutions. The designated library will ill be
legally responsible for these materids, and for
their recept, initid processing, and digposition.

Rev. July 2000



Chapter 2 — Collection Devel opment

The sdlective housing Site must abide by dl rules
and regulations that govern the FDLP. Their
designated library should furnish them with copies
of gppropriate ingtructions and manuas.
Materids they receive remain the property of the
United States Government and are governed by
al public access, custody, maintenance, and
public service requirements.

Instructionsto Depository Libraries
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If the library director of the designated depository
does not administer the Ste of the selectively
housed collection, a Memorandum of Agreement
(MOA) must be drawn up outlining the host
indtitution's respongbilities to provide for free
public access, and to maintain the records and
materias in the documents collection. A mode
sdective housng MOA can be found as Exhibit

H or in Chapter 2 of the Federa Depository
Library Manud a

<http://www.access.gpo.gov/su_docs/
fdlp/pubs/fdim/93fdim.html#2>.

A copy of the MOA must be sent to the regiona
librarian and to:

Chief, Depository Services

U.S. Government Printing Office
Library Programs Service (SLLD)
Washington, DC 20401
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Chapter 3

Bibliographic Control

Bibliographic Control

Shipping List

Separ ates

Processing

Arrangement

Claims

Duplicate Publications and Shipments

OMMOO®

A. Bibliographic Control

All depositories are the legdly responsible
custodians of Federa Government property
received through the FDLP. Assuch, each
depogitory will maintain a holdings record to the
piece leve of al depository sdectionsreceved in
tangible format.

A comprehensive sheflist in paper or eectronic
format, or any combination, must be used.
Depository holdings records can be part of the
entire library's shdflis. The depository
documents shelflist does not haveto be a

Separate entity.

GPO encourages on-line processing of
documents. On-line processing should conform
to GPO's requirements for bibliographic control
of depository materids. For guidance, see GPO
Guiddines for Online Processing of Depository
Documents, at

<http://www.access.gpo.gov/su_docs/
fdlp/mgt/online-proc.html>.

This record keeping requirement does not mean

that a shdlflist card must be generated for each
piece. For ingtance, the holdings record for some
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map series could be comprised of abasic dflig
record for the map series plus checking-off the
gppropriate quadrangles of maps received on the
index map. Chapter 3, Section 3, in the Federd
Depository Library Manud, briefly describes
technical processing for maps and charts at

<http://www.access.gpo.gov/su_docs/
fdlp/pubgfdim/93fdim.html#3>.

Chapter 5 in the Manua outlines various
bibliographic control methods a

<http://www.access.gpo.gov/su_docs/
fdlp/pubsfdim/93fdim.html#5>.

For serids, piece level records must be
maintained until the items are bound, replaced by
microformat, etc. Then a holdings stlatement can
be substituted if space in the paper or eectronic
databaseis an issue.

Marked shipping lists do not congtitute a record
of the library’ s depository holdings and should
not be used for that purpose.

Cataoging gresatly enhances accessihility and

patron usage and is recommended for al or part
of the documents collection. Documents can be
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Chapter 3 — Bibliographic Control

arranged according to the SuDocs classfication
system, other classification systems, or a
combination of sysems.

Many documents are extremely time-senditive.
All shipments should be unpacked and processed
asthey arereceived. Failure to do so can result
intheloss of depository datus.

Items not awaiting full cataloging should be
processed within 10 working days from receipt
of the shipment. Itemsthat await cataoging
should be sorted for easy retrieval by saff for
patrons. Additiona program and performance
godsfor bibliographic control gppear in Section
4 of the Guidelines for the Federa Depository
Library Program at

<http://www.access.gpo.gov/su_docs/
fdlp/pubsfdim/guiddin.html>.

B. ShippingList

A complete shipment contains al the items listed
on one shipping list. Mot selective depositories
select only a percentage of the total items
avalable. They recave only those itemswhich
match their current selection profile. Sdlectives
often receive severd shipments, with ther
corresponding shipping ligts, in a single shipment
box. Every depository library receives a copy of
each depogtory shipping list whether or not it
sdects any of theitemslisted.

In their shipment boxes, regiona depositories
receive two copies of mogt shipping ligts. Only
one microfiche shipping list is provided to
regionds by the microfiche contractors.

GPO sends at least one depository shipment to

every library each week. Libraries should
immediatdy notify the Chief, Depository
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Digribution Division, a (202) 512-1014, if they
fall to receive aweekly shipment.

Important and necessary information is often
conveyed viathe shipping list. Besdesliging dl
the publications in a complete shipment, the
shipping list dso indicates the item numbers under
which the publications were didtributed, the titles
and series numbers of the publications, the
SuDocs dlassfication numbers, and GPO sdes
information, when applicable. Depository seff
should review eech lig carefully.

Shipping ligts are used to inform libraries of new
offerings and are ds0 a quick means of informing
depository libraries of additions to item numbers.
New offerings are included in shipmentsto
depositories whose sdection profile indicates an
interest in them. (See Exhibits A-F for sample
shipping lists) Documents taff should swiftly
delete unwanted new item offerings.

Adminigrative Notes Technica Supplement
contains information on corrections to previous
shipping lists, changesto the List of Classes, and
other specid announcements pertaining to the
FDLP.

There are five sequential numbering schemes for
the materids digtributed from GPO: paper (P),
microfiche (M), separates (S), eectronic
publications (E), and Nationa Imagery and
Mapping Agency (NIMA) maps (S).

GPO'sfisca year begins on October 1 each
year. The shipping list numbering sequence re-
starts each October. Asan example, the
sequence of shipping list numbersfor fiscd year
2000 is shown below:
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Paper Microfiche Separ ates
2000-0001-P  2000-0001-M  2000-0001-S
2000-0002-P  2000-0002-M  2000-0002-S
Electronic NIMA Maps

2000-0001-E  2000-2001-S

2000-0002-E  2000-2002-S

Thefirg four digitsindicate the fiscd year; the
next number is the sequentid number of the
shipping list, and the letter indicates the medium
of the materidsinduded on that shipping list.

U.S. Geologicd Survey (USGS) map shipping
lists accompany map shipments to selecting
libraries. All librariesreceive dl USGS shipping
listsin the GPO shipment boxes as issued.

C. Separates

Separates are materias that cannot be placed in
regular shipment boxes, usudly because of their
Szeor shape. Separatesinclude maps and charts
shipped from GPO, pre-packaged publications,
and over-sized publications. Separate shipping
lists are produced and sent in regular shipment
boxes after the separates have been shipped.
Separate shipping lists are clearly marked and
have their own shipping list numbering sequence.
(See Exhibit D.)

Libraries should immediately notify the Chief,
Depository Didribution Divison, at (202) 512-
1014, if they fall to receive a separate shipping
list within 4 weeks after receiving the separate
publication, or contact

<ask|ps@gpo.gov>.
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D. Processing

Upon receipt of a shipment box, the shipping lists
should be logged in to ensure that al shipping lists
in dl formats have been received. A copy of a
missing or damaged list can be obtained from:

GPO/SUNY Buffdo partnership site at
<http://ublib.buffalo.edu/libraries/
unitsicts/acq/gpo/>;

Federd Bulletin Board a <http://
fedbbs.access.gpo.gov/fdip0l.htm>;

U.S. Fax Watch at (202) 512-1716;

askL PS at <http://ww.access.gpo.
gov/su_docs/fdlp/tooldasklps.html>;

aneighboring depository;
the regiond library.

The Ligt of Contractor-1ssued Microfiche
Shipping Lists, which aso provides datus
reports, is available at

<http://www.access.gpo.gov/su_docs/
fdlp/toolsimd>.

The contents of shipment boxes should
immediately be checked againg the shipping lists
and againg the item numbers currently sdlected.
Chapter 5 of the Federa Depository Library
Manua at

<http://www.access.gpo.gov/su_docs/
fdlp/pubs/fdim/93fdim.htmi#5>

provides advice on processing incoming shipment
boxes.
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If a SuDocs classfication number is questioned,
check the paper Adminigtrative Notes Technica
Supplement or WEBTech Notes database at

<http://www.access.gpo.gov/su_docs/
fdlp/toolsiwebtech.html>

and in the Catalog of U.S. Government
Publications at

<http://ww.gpo.gov/catalog>.

Also review the full bibliographic record for
subfield "z" in the "086" fidd for acancded
classfication number before contacting GPO for
clarification. The GPO Classfication Manud a

<http://www.access.gpo.gov/su_docs/
fdlp/pubs/classman>

can be consulted for further information.

Shipping lists do not have to be maintained after
they have been initidly checked asthey are
archived online by GPO. Many depository
libraries, however, find it useful to retain them for
goproximatdy six months.

The library mugt mark dl depository materids,
regardless of format, in some manner to
digtinguish these items from non-depository
materids. All depostory materids should be
dated with the shipping list date, date of receipt,
or the date of processng. The date will identify
depogtory materid digible for discarding five
years after receipt.

The SuDocs classification number should be
placed on al documents even if other
classfication sysems are used. Use of the
SuDocs number helps to identify materids from
SuDocs citations and facilitates updating and
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discarding procedures. As the SuDocs number is
commonly used by many other depository
libraries, it provides a specific identification for
borrowing and smplifies compiling or checking
discard ligts.

E. Arrangement

Arrangement of depository materids should
conform with professondly accepted library
sandards and the Ingtructions. The arrangement
should facilitate the practica use of the
depository collection.

There are many advantages to using the SuDocs
classfication system. Librarians have found the
SuDacs class numbersto be a practicad and
economica method for organizing Federd
Government documents, and most depositories
arrange the mgority of their documents holdings
in SuDocs classification number order.
However, Federa Government publications can
eadly be made an integrd part of library
collections under any other arrangement.

F. Claims

If selected items on the shipping list are missing
from the shipment, they should be claimed
immediately. A raincheck, which isaform issued
to depositories when insufficient copies are
received for shipment, may beincluded in the
shipment box. Only theitemson ashipping list
can bedamed. The shipping lig isthecdam
form.

To dam publications missng from a shipment,
use the shipping list/clam form. (See Exhibits A-
F.) Theform may be mailed or faxed to GPO,
U.S. Geologica Survey, or to the microfiche
contractor depending on the requirements for that
item.
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Claims should be faxed whenever possible. Use
the shipping lis/claim form only to request
publications sdlected but not received. Claims
for items not selected will be returned unfilled.

Claims should not be made for publications
selected in the annud item selection update cycle
but whose selection isnot yet in effect. Thereisa
two-month delay between the deadline for
returning item sdection changes to GPO (annud
item selection update cycle) and the date on
which the amended sdlections become effective,
whichis October 1. Claims cannot be used to
replace publications lost, stolen or mutilated after

receipt by thelibrary.

Always give complete informétion (i.e., item
number, SuDocs classification number, correct
series or publication title, issuing agency, and
depository library number, etc.) when contacting
GPO about depository publications. Additiona
information on how and when to contact the
Government Printing Office can be found in
Chapter 1 of the Federa Depository Library
Manua or Contacts at

<http://www.access.gpo.gov/su_docs/
fdlp/tools/contacts.html>.

All dams for non-receipt of publications must be
submitted within 60 days from receipt of the
shipping lig. Claimsfor entire missing shipments
aso have a60-day deadline. All clams should
be made as soon as possible.

Do not clam "raincheck” items. When these
publications are reprinted they will be distributed
to thelibraries. Except for the few remaining
“Direct Mail” titles, do not use any method other
than the shipping ligts to claim depository
materids. Do not make a second claim for the
same item. Instead, use the askL PS web-based
inquiry service &

Instructionsto Depository Libraries

Chapter 3 — Bibliographic Control

<http://www.access.gpo.gov/su_docs/
fdlp/tools/asklps.html>

to check the status of aclaim or to submit aclam
for a“Direct Mall” title. For chronic clam
problems, contact the Chief of the Depository
Digribution Divison on (202) 512-1014 or use
emal a

<asklps@gpo.gov>.

The Library Programs Service of the Government
Printing Office honors dlams as long as a supply
of clams copies remains available during the 60-
day clam period, and will make every effort to
provide fast and accurate service to depository
libraries. However, as GPO retains only afew
clams copies, the supply can be quickly
exhauged. A dlam formwill bereturned to a
depository library stamped "claims copies
exhaugted" if GPO cannot honor the clam.

Libraries are dlowed to clam only those items
that they select and did not receive. Dueto the
limited number of dlaims copies avalladle, every
mistaken clam may deprive ancther library of a
legitimate claim copy.

If the library receives a defective copy of a
publication, make a claim for the publication just
asif it were never received. Keep the defective
copy until the claim copy isreceived. Oncethe
library has replaced a defective copy with a
claims copy, the defective copy may be
discarded. Do not send the defective copy to
GPO and do not offer it on adiscard list to the
regiond.

To clam apublication sdlected but not received:

1. Draw acircle around the shipping list entry of
the item being damed.
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Check every clam made againg the library’s
Item Ligter profile.

3. Stamp the shipping list with the library’s
depository number/date received samp in the
upper right corner of the shipping list.

Fll out the bottom portion of the shipping list
completdly, induding:

a. documentslibrarian's Sgnature
b. depogtory library number
c. library name.

5. Keep acopy of the shipping list at least until
the claim has been acted upon by GPO.

6. Fax or mail damsto GPO, the U.S.
Geologica Survey, or the appropriate
microfiche contractor as indicated on the

shipping ligt.

If you choose to use the U.S. Postal Service, mail
the origina copy of the shipping list to the
following address:

For paper, eectronic, and separate
publications, and for maps (except USGS
maps), mail to:

U.S. Government Printing Office
Library Programs Service (SLDM)
Clams

Washington, DC 20401
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For microfiche, mail to:

Contractor's name
Contractor's address
Any town, US 12345

For U.S. Geologica Survey claims, fax or
mall to:

U.S. Geologica Survey
MS 306, ATTN: Receiving
Denver, CO 80225

Fax: (303) 202-4694

To fax clamsto GPO, use (202) 512-1429 only.
Faxing to any other number delays clams.

G. Duplicate Publications and Shipments

If the library recelves a duplicate copy of a
publication, the duplicate may be discarded
immediately or offered on adiscard lig to the
regiond library. If, however, it is subgtantid in
Size or apopular publication, please telephone
the Depository Didribution Divison immediatdy
on (202) 512-1014 or use e-mail to

<asklps@gpo.gov>,

to obtain amailing label to returnit to GPO. Itis
important to remember that when one library
receives a duplicate shipment or publication, it
probably means that some other library has not
received a shipment.

If the library should receive a duplicate shipment,
please check the box's mailing label and the
depository library number written on one of the
box's flaps, to determine if the shipment should
have gone to another library. The flgp number is
the correct indication of the depository, not the
mailing label. A depogitory receiving an incorrect
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shipment can locate the address of the correct
library by using the flgp number and the online
directory at

<http://www.access.gpo.gov/su_docs/
fdlp/toolg/ldirect.html>.

If duplicates become a chronic problem, please

contact the Depogitory Didtribution Divison
immediady.
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M aintenance

Proprietary Interest

Insuring Depository Collections
Discards-General Information
Super seded Publications

Discar ds by Selective Depositories
Discards by Regional Depositories
Discards by Federal Libraries

OMMOO®

. Discards by Highest State Appellate
Court
Secondary Copies
Substitution of Depository Materials
Microfiche
Maps

. Posters
Electronic Products

ZZrRe

A. Proprietary Interest

All Government publications supplied to
depository libraries under the FDLP remain the
property of the United States Government and
may not be disposed of, except as outlined in
Chapter 4 of these Ingtructions. All depository
materials must be housed in a manner that
facilitates preservation and access.

Program and performance goa's for maintenance
of the depository collection appear under Section
5 in the Guidelines for the Federd Depository
Library Program at

<http://www.access.gpo.gov/su_docs/
fdlp/pubsfdim/guiddin.html>

and in Chapter 6, Section 1 in the Federa
Depogitory Library Manud at

<http://www.access.gpo.gov/su_docs/
fdlp/pubs/fdim/93fdim.html#6>.

Each depostory library is entrusted with the
custody of depository materias and must ensure
they are properly preserved and protected from
theft, deterioration, mold, eic. Asaminimum
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standard for the care and maintenance of
depository property, the Government Printing
Office inggts that their maintenance be no less
than that given to commercidly purchased
publications.

Depository materias that are lost, worn out, or
damaged should be subject to the same
replacement policy thet the library maintains for
non-Government materids. The depository must
pay for replacement copies. Claims should not
be made for this materid.

Many Federd Government agenciesfind it
necessary to issue publications unbound or in
paper covers. Libraries are expected to include
these publications in their binding program, aong
with books, periodicds, and other privatey
purchased materids. Binders are not furnished
for loose-leaf materid unless the issuing agency
includes them as part of its publication. Loose-
leaf materids must be updated in atimey manner
or de-selected.

B. Insuring Depository Collections
It would be both advisable and prudent to carry

insurance covering the Federal depository part of
alibrary'sholdings. If the depository collection
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were to suffer any loss as aresult of negligence
on the part of the library, the Government could
make aclam againg the library for the amount of
loss. Thus, depository libraries have an insurable
interest, although GPO isnot in apogtion to
provide guidance as to the appropriate formula
for establishing the levd of coverage.

Asaminimum standard for the care and
maintenance of depository property, the
protection given to depository materias must be
no less than that given to commercialy acquired
publications. Mogt libraries carry insurance and
base their insurance estimates on the cost of
replacing asmilar number of volumes from tharr
commercidly acquired collections. A blanket
policy may therefore be sufficient. Also, asthe
indtitution respongble for the maintenance of
these materids, the library should make dll
necessary clams, just asif it owned the materias.

In the event of anatural disaster, arson, flood,
etc., the library must immediately inform the
Superintendent of Documentsinwriting. The
library must then make every reasonable effort to
replace or repair the Federal Government
property that has been lost or damaged.

As GPO does not maintain retrospective stock,
the library might find it difficult to completdy
replace dl misang items. Asaminimum effort,
however, State discard lists, GPO's Sales
Program, the nationa "Needs and Offers’ lig,
and commercid vendors should be canvassed in
an attempt to replace those materids|ost.

Instructionsto Depository Libraries

C. Discards-General Information

Documents distributed through the FDLP are,
and remain, Government property. Depository
libraries are entrusted with the maintenance of
these materials while they are in the custody of
thelibrary. Depostory libraries may discard
these materids only in the manner prescribed by
these Ingtructions or at the direction of a GPO
officid. Failureto conform to proper discard
procedures can result in loss of depostory Status
and/or legd action againgt the responsible parties.

The Government Printing Office is entrusted by
the Congress with the ssewardship of depository
materias, both as tangible property and as
intellectud property for free distribution and
public use. Only the Public Printer, the
Superintendent of Documents, or their agents can
legitimately order alibrary to withdraw a
document from its depogitory holdings. The
Superintendent of Documents may order
documents withdrawn for reasons of nationa
security, incorrect or mideading information in a
publication, or for any other cause deemed to be
in the public's interest.

From time to time, the Superintendent of
Documents will ask depositories to return a
specific publication to GPO, or destroy it,
because it is defective, or for other reasons. A
letter from the Superintendent of Documents will
be placed in shipment boxes and will also appear
in Adminigrative Notes. Libraries must comply
with such requests before the GPO deadline.
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Libraries cannot materidly or financidly benefit
from the disposa of depository holdings, as these
materids remain Government property. After
following the procedures listed below, the
depository materias entrusted to the library may
be sold as publications or as waste paper. The
proceeds of the sale, together with aletter of
explanation, must be sent to the Superintendent

of Documents. Depository materias may never
be bartered for goods or services.

Only the first copy of a publicetion is considered
the depository copy. The depository copy must
be discarded according to the procedures set
forth in the Ingtructions. Any additiona copies
(duplicates), preprints (after the final copy has
been printed) or reprints, are collectively referred
to as "secondary” copies and should be disposed
of according to the procedures described in
Section I, Secondary Copies, below.

D. Superseded Publications

Superseded materids should be systematicaly
identified and removed. If retained for hitorica
purposes, they should be marked as superseded.

Publications, maps, CD-ROMSs, and other
depository materids that are superseded may be
treated as secondary materials as soon asthe
update or the find verson of the publication is
digtributed by GPO. Individud titles, serids, and
series can be found in the Superseded List at

<http://www.access.gpo.gov/su_docs/
fdlp/pubsfdim/suplist>.

Theingructionsin Sections A, B, C, and D of
this chapter apply to adl depository libraries.

E. Discards by Selective Depositories

Instructionsto Depository Libraries
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Title 44, United States Code, Section 1912,
authorizes regiond depositories to permit
sdlective depository libraries for which they have
responsibility to digpose of Government
publications which have been retained for at least
five yearsfrom recaipt. Discardingisaprivilege
granted by the regiond and not aright of the
sdective. Theregiond library may refuse to grant
permisson for disposd of any publication that it
fedls should be kept by one of its depositories for
alonger period of time.

The ingructions contained in section E apply to
al sdective depositories except for Federa
agency libraries and the libraries of the highest
appellate court of the states. Theselibrariesare
covered in Sections G and H respectively.

Depoditory libraries not served by a designated
regiona depository library must permanently
retain one copy of al Government publications
recelved through depository didtribution. The
only exceptions are for superseded publications,
and those issued later in another format (bound,
microfiche, or eectronic media). Government
publications received from sources other than the
FDLP may be disposed of as secondary copies
or a the discretion of theindividud libraries.

Depository libraries served by aregiond
depository may dispose of any non-superseded
publication which has been retained for at least
five years from receipt, only after obtaining
permission and receiving ingructions for such
disposition from the regiona depository
designated to servetheir area. Provided
permisson isrecaved from theregiond, atitle
may be disposed of before five years when an
electronic equivaent is subgtituted from the
Subdtitution Ligt: Officid FDLP Permanent Full-
Text Databases at

<http://www.access.gpo.gov/su_docs/
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fdlp/coll-dev/subguide.ntml>.

Because of the various methods of record
keeping employed (manud files, online records,
etc.), selective depositories must obtain guidance
from their regiond depaository library on the
format and procedures to be followed in
formulating discard ligts.

After adhering to the regiond’s discarding
procedure, the selective library may treat the
offered publication as a secondary copy, if
neither the regiond library nor the selective
librariesin the State wish to obtain it. See Section
I, below, for procedures for handling secondary
copies. Depositories are encouraged to
participate in the nationd “Needs and Offers’ list
a

<http://docs.sewanee.edu/nando.
html>.

F. Discards by Regional Depositories

All regiond depositories mudt retain at least one
copy of every publication received through
depository distribution, except for those
publications listed as superseded in the
Superseded List. Theregiond should treat those
discards from its library as"secondary"
publications.

Under the FDLP Guiddines on Subgtituting
Electronic for Tangible Versons of Depository
Publications, maintaining a tangible copy within a
date or region of titles from the Subgtitution Ligt:
Officid FDLP Permanent Full-Text Databasesis
dill part of aregiond's misson. A Memorandum
of Agreement between the regional and another
depository isamechanism to ensure that a

tangible copy is avallable in perpetuity.

Instructionsto Depository Libraries

Theregiond library playsaprimary rolein the
disposd of depostory materids. The
respongbilities of regiond libraries regarding the
handling of selective depository discards are
detailed in Section C of Chapter 9 of these
Ingtructions.

G. Discardsby Federal Libraries

Depository discard procedures are different for
Federd agency libraries. Depository libraries
within executive departments and independent
agencies of the Federd Government, aswell as
Federa Court libraries, may dispose of unwanted
Federd Government publications after offering
them to the Exchange and Gift Divison of the
Library of Congress. The Library of Congress
accepts surplus paperbound and hardbound
books in accordance with 36 CFR 701.33(4),
and only in specific categories.

If agency regulations permit, thelibrary is
encouraged to aso offer depostory materias to
the nearest regiond library. Federd libraries
wishing to digpose of depository materids should
contact the Exchange and Gift Divison of the
Library of Congressfor directions on discarding.

Specific ingtructions must be obtained from the
following address:
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Receiving and Routing Section
Exchange and Gift Divison
Library of Congress
Washington, DC 20540-4280
Phone: (202) 707-9514

Fax: (202) 707-2086

H. Discardsby Highest State Appellate
Court Libraries

Although Section A of this chapter refersto dl
Federa depository libraries, the highest state
appellate court libraries that have been
designated under Section 1915 of Title 44,
United States Code, have specid rights. Under
Federd law, they are not obligated to provide for
free access, they do not have to retain
publications for five years before discarding; and
they do not have to discard depository materids
through the regiond library. All depostory
materids remain the property of the United States
Government. Depository libraries that were
designated under the provisions of Section 1915
will discard their depository holdings under the
provisions established for discarding secondary
copiesin Section | of this chapter.

|. Secondary Copies

Secondary copies are defined as depository
materids which are duplicates (including reprints),
superseded (including preprints), unrequested
documents sent from GPO by mistake, or the
depository holdings of the highest gppellate court
of the state libraries.

Libraries have the option of offering secondary
copiesto the regiond library or on statewide
discard ligts, if the regiond so desires. All
depository libraries should offer any secondary
publications of vaue through the national Needs
and Offersligt. Thisweb-based list and
ingructions for submission can be viewed at
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<http://docs.sawanee.edu/nando.
html>.

Placing secondary depository copies on the
Needs and Offers list makes the best use of
Government publications for the bendfit of al
depository libraries.

After this procedure has been followed to its
conclusion, thelibrary isthen free to offer these
depository materiasto any public library or
educaiond inditution in the vicinity. Faling to
find such arecipient after reasonable effort, the
library may dispose of or recycle the various
Government information productsin dl media a
its discretion.

J. Subsgtitution of Depository Materials

Permission is granted to dl designated
depositories to substitute purchased microcopies
and CD-ROMs for any depository holdings prior
to the expiration of five years, provided that they
are properly referenced, can be readily located,
and are eadlly accessible to users. Proper
reading equipment must be available for their use.

As previoudy mentioned, with approva from the
regiond, permisson is dso granted for
depositories to subgtitute eectronic-only versons
of some publicationsin tangible form. Guiddines
have been issued for eectronic subdtitution and
can be reviewed at

<http://www.access.gpo.gov/su_docs/
fdlp/coll-dev/subguide.html>.

The subdtitute copies will then be treated as
depository materias for the period of time that
the library would have retained the origind
publications and they will be subject to the same
rules and regulations that govern the care,
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treatment, and public access to depository
materias during that time period.

Asadl depository materids remain the property of
the United States Government, the origina
depository holdings replaced by acquired copies
must be offered to the regiond library per
Chapter 4, Section | of these Ingtructions.
Subgtitute copies may be removed or disposed of
only by following established procedures for al
depository holdings. Libraries may not barter or
exchange the origina depository paper copy for a
substitute. If dispogition is by sde, the proceeds
of that sdle must be returned to the
Superintendent of Documents.

K. Microfiche

Microfiche are processed, handled, and
discarded following the procedures st forth for
other documents and the regiond library’s
dispogtion guiddines.

The recommended storage temperature for
microform collectionsis 68° F with a constant
humidity level of 40%. The most important factor
to consider is constancy; the temperature and
humidity range should not fluctuate often, and not
beyond 75° F or 50% humidity.

For this reason, it is recommended that
microforms not be stored on outer walls, nor on
the ground or top floors of a building; they should
be kept away from air vents, radiators, and direct
sunlight. Temperatures and humidity higher than
the recommended levels can create fungal
growth, blemishes, and chemica deterioration.
Temperatures lower than recommended can
cause brittleness.

Microfiche must be stored verticdly (on edge and
upright) in acid-free containers. The envelopesin
which the Government Printing Office micraofiche
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is shipped are acid-free, as are the inserted
dividers. All paper products used in the storage
of microforms (boxes, dividers, labels,
envelopes) should have apH factor of 7.0 or
above.

Sted cabinets made with baked-on inert enamel
finishes, dainless ged, or duminum are
recommended as Sorage facilities. They should
have afirerating of at least one hour. Plagtic
boxes, unless constructed of non-deteriorating
pladtic, can adversdly affect microfiche. Slver
halide microfiche should not be stored in the
same cabinets as diazo or vescular microfiche,

One hundred microfiche require approximately 1
inch of spaceina4" x 6" drawer (exclusive of
filing guides, envelopes, and dividers). Oneinch
of space in adrawer accommodates
gpproximately 75 sheets of microfiche with
envelopes.

Storage areas should have permanently instaled
smoke and hesat detectors operating at al timesto
warn of fire. Dry chemica and carbon dioxide
extinguishers should be available.

Do not use rubber bands or paper clipsto store
microfiche. Rubber bands often contain sulfur
and are particularly damaging to microfiche over
extended periods of time.

Additiond information is availablein Section 2 of

Chapter 6 in the Federa Depository Library
Manual at

<http://www.access.gpo.gov/su_docs/
fdlp/pubs/fdim/93fdim.htmi#6>.

L. Maps
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Maps are processed, handled, and discarded
following the procedures set forth for other
documents.

Sheet maps and charts should be housed flat, in
sturdy, acid-free map cases. Only those maps
pre-folded by the publisher may be stored
folded. Maps can be ored in either vertica or
horizontal map cases. Smdler maps that
accompany other publications may be housed
with the publication on the shelf or separately ina
map case. If the map is housed separately from
its parent publication, thisfact should be noted in
the depository holdings record and on the item.

Maps are often housed in a different location
some distance away from the rest of the
documents collection. If this other location is not
under the adminigtrative control of the depository
library, a selective housing Memorandum of
Agreement must be initiated between the
depository and the sdective housing site.
Additiond information on sdective housing of
depository materias appearsin Chapter 2,
Section 2 of the Federd Depository Library
Manual at

<http://www.access.gpo.gov/su_docs/
fdlp/pubg/fdim/93fdim.html#2>.

Maps are subject to the same processing
procedures as other depository materids. Itis
the library's respongibility to ensure that maps that
arrive through the FDLP are handled according
to the rules and regulations established in these
Ingtructions, whether the maps are housed
directly in the library or selectively housed off-
dte. Hepful hints appear in Chapter 3, Section 3
of the Federd Depository Library Manud at

<http://www.access.gpo.gov/su_docs/
fdlp/pubs/fdim/93fdim.html#3>.
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M. Posters

Posters are processed, handled, and discarded
following the procedures set forth for other
documents. They should be housed flat and not
folded or kept rolled. The preservation and
proper housing of posters need not prevent them
from being viewed by the public. Documents
usageisagod of the Federal Depository Library
Program. Display posters whenever possible.
Depositories may circulate or sdlectively house
individual posters or series of posters at other
libraries, schoals, or other ingtitutions where they
might be seen and used.

N. Electronic Products

Aswith other depository materid, there can be
no disparity of trestment of electronic products
vis-avisother library maerids. Asaminimum
standard, the maintenance of eectronic media
distributed through the FDLP should be
comparable to maintenance standards established
for eectronic media acquired by the library
through commercia sources.

Owing to the delicate nature of eectronic
materids, they should be housed in environments
that protect them from bending, scratching, or
crushing. Exposure to dust, temperature
extremes, and magnetic fidds (such as
telephones, security strip desengitizers, etc.)
should be avoided.

Libraries should obtain furniture or equipment
that is specificaly designed for using and housing
electronic products. The preferred solutionisan
arrangement that both protects the product and
alowsit to be readily accessible through loca
area networking. All eectronic products that are
stored in cabinets should be placed in a covering
such as the jewel cases or protective deevesfor
CD-ROMs.
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Chapter 4 — Maintenance

Chapter 4 in the Federa Depository Library
Manua provides program and procedura
guidance and can be found at

<http://www.access.gpo.gov/su_docs/
fdlp/pubsg/fdim/93fdim.html#4>.
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Chapter 5

Human Resour ces

A. Responsible Officials
B. Staffing
C. Training

A. Responsible Officials

The Director of the library designated asa
Federa depository isresponsible for ensuring
that the depository operation conforms to the
legal requirements of the Federal Depository
Library Program. The Director or the Director's
designee (the documents coordinator) is
responsible for the coordination of al depostory
activities within the library.

These activities include bibliographic contral,
reference services, training, collection
development, maintenance, and other
adminigrative responghbilities.

Program and performance goas for human
resources are Sated in the Guiddines for the
Federa Depository Library Program a

<http://www.access.gpo.gov/su_docs/
fdlp/pubsfdim/guiddin.html>.

The respongible officid should be a professond
librarian and responsible to the library
adminigration. Any depository collection and/or
operation outside the jurisdiction of the Director
of the designated library must be covered by a
sdective housng Memorandum of Agreement
(MOA). MOAs are discussed in Chapter 2,
Section F of the Instructions and Chapter 2,
Section 2 of the Federal Depository Library
Manual a
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<http://www.access.gpo.gov/su_docs/
fdlp/pubg/fdim/93fdim.html#2>.

B. Staffing

Both professonad and paraprofessond gaffing
levels must be sufficient, in terms of hours
alocated to the depository and in staff expertise,
to meet depository responsibilities detailed in
these Ingructions. Professond and technical
support staff should be added depending on the
size and scope of the library and methods of
organization of the collection.

Public service coverage for members of the
generd public usng depository resources must be
comparable, in terms of hours of service, degree
of assstance and professond expertise of &ff,

to that service given to the library's primary
patrons.

C. Training

Thelibrary isresponsible for providing training
for dl staff involved in depository operations.
Opportunities and resources should be provided
for theinitid and continuing education of gaff on
depository respongbilities and operations. Cross
training staff will enhance depository servicesto
the generd public.

In order to ensure an efficient and effective
depository operation, depository staff members
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should attend local and national meetings devoted
to depository related issues. If local depository
interest groups have not been established, then
the library should consder initiating such a group.

GPO sponsors three continuing educeation events
annudly:

The Interagency Depository Seminar is held
each soring in Washington, DC. The seminar
is designed for documents staff with 3 or
fewer years experience handling government
information.

Each fdl, in the Washington, DC
metropolitan area, the 3-day Federd
Depository Library Conferenceisheld in
conjunction with the fal Depository Library
Council mesting.

Each spring, at a Site outside Washington,
DC, asmdler number of programs are held
in conjunction with the spring Depository
Library Council mesting.

Instructionsto Depository Libraries
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Chapter 6

Physical Facilities

Physical Access
Housing
Equipment
Signage
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A. Physical Access

Depository operations must be entirely Situated in
an environment that provides access to and usage
of depository resources. The depository
operations area should be well lighted,
comfortable, atractive, clean, and have sufficient
work space and seating for depository patrons.

Documents must be retrievable within 24 hours if
they are sored off-gte. All facilities housing
depository materials must meet the standards set
forth in the Americans with Disabilities Act.

Program and performance gods for physica
facilities can be found in Section 7 of the
Guiddinesfor the Federd Depository Library
Program at

<http://www.access.gpo.gov/su_docs/
fdlp/pubsfdim/guiddin.html>.

B. Housing

Adequate housing must be provided to properly
house dl depository materias regardless of
format. This housng must be sufficient to contral,
protect, and preserve dl depository holdings
regardless of format.

Map cases, microfiche cabinets, CD-ROM
storage units, etc., are examples of appropriate

Instructionsto Depository Libraries

housing. Depositories can house documentsin
facilities other than the officid depoditory library.
These off-gte facilities must conform to these
dandards. Additiona guidance can befoundin
Chapter 4 of these Ingtructions.

C. Equipment

The depogitory library must have equipment for
the public and staff to view and use government
information in al media The capability to
download, copy, and print must be provided.
Microfiche readers and reader printers must be
avallable to the public.

Consult the Recommended Specifications for
Public Access Workgstations in Federa
Depository Librariesissued by GPO annudly to
as3 4 libraries with new computer equipment
purchases. The latest specifications are located
a

<http://www.access.gpo.gov/su_docs/
fdlp/computer rshtml>.

All depository libraries are required to meet
minimum technica requirements as revised and
published in Adminigtrative Notes and on GPO
Access. The latest requirements are posted at

<http://www.access.gpo.gov/su_docs/
fdlp/computer mtr.html>.
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The depository operation should be sufficiently
equipped to ensure access to depository holdings
regardless of format within 24 hours.

A personal computer that meets or exceeds the
latest minimum technica requirementsiis highly
recommended for use by the documents staff to
ensure effective depository adminigtration.

Adequate space away from public service areas
should be dlocated for processing new
depository materids. The documents
coordinator and depository staff members should
have non-public work areas.

D. Signage
Signage and other physicd facilities of the library
and parent indtitution cannot inhibit public access.

Signage should be employed to facilitate access
to depository materias.

Instructionsto Depository Libraries
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Chapter 7

Public Service

A. Access

B. Reference Service
C. Referrals

D. Public Awareness

A. Access

Free access as defined by GPO means that any
member of the generd public can use
Government information productsin dl media a
the library without impediments. Providing free
access by the general public to the resources of
the documents collection, including dectronic
resources, is afundamenta obligation of al
Federd depogitory libraries (except for the
highest State appellate court libraries).

During a depository library ingpection, LPS will
use afunctiona gpproach to determine
compliance with the Minimum Technica
Requirements for Computer Workstations.
Ingpectors will focus on the library's ahility to
provide public accessto CD-ROMSs, the FDLP
Electronic Collection and GPO Access. The
method selected by the depository library to meet
this public access requirement isalocdl
determination.

Access policies, posting of Sgns, World Wide
Web pages, and public service hours for
depository patrons must conform to this
requirement. Depogitory libraries must ensure
that their security or access policies, or those of
their parent bodies, do not hinder public access
to depository materids.

| dentification may be requested of patrons, but
cannot be required to use depository materias.

Instructionsto Depository Libraries

Staff must be mindful of locd, state, and Federd
privecy laws.

Depogtory libraries shdl post asgn or the
depository emblem in a prominent location,
preferably visble from the exterior of thelibrary,
indicating the library is a Federa depostory and
Government information products can be used by
the general public without charge. Free decds
can be obtained by writing to: U.S. Government
Printing Office, Promotion and Advertisng
Branch, Stop: SM, Washington, DC 20401.

Signage or any verba, dectronic, or tangible
message that limits access to a depository library
must be amended to exempt members of the
public wishing to use the library’ s depository
collection. Requests for recommendations on
appropriate signage may be directed to the Chief,
Depository Services, a

<asklps@gpo.gov>.

Depositories are not required to serve patrons
who do not have a depository-related need to be
in the library. Depository users must adhere to
the same standards of behavior expected of other
library patrons. Libraries that implement age
restrictions usualy do so for reasons that should
be handled by alibrary’s code of conduct policy.
Use of the depository collection cannot be used
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as apretext to circumvent library policies or Title
44, USC, Chapter 19.

GPO recognizes legitimate security concerns of
depository libraries and has permitted various
methods for adminigirators to heighten security
for thair facilities and personnd. Permissble
actions include asking users to Sgn a guest
register, asking questions that screen usersto
make sure thet the library has what they need,
and even escorting users to the depository
collection.

Such actions in no way vidlate the responghility
of depogitory libraries to provide free access to
the depository collection to the genera public
under 44 USC section 1911. Under a strict
interpretation of the statute, the public patron may
be regtricted to using only the depository
collection. Additiondly, depostory libraries have
the right to bar or remove any individud who
poses athreet to library staff, other patrons, or
the security of their collections.

The library director or the director's designee
should ensure that all appropriate employees are
aware of the free access requirements of Federa
depository libraries. If there is any question that
current access procedures at a depository could
be seen as inhibiting free public access, the library
should contact GPO at the address below:

Chief, Depogitory Services
Library Programs Service (SLLD)
U.S. Government Printing Office
Washington, DC 20401

Phone: (202) 512-1119

Fax: (202) 512-1432

E-malil: asklps@gpo.gov

Librariesthat offer night and weekend service
hoursto their primary clientde must provide
comparable service hours to depository patrons.

Instructionsto Depository Libraries
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Publications, loaned to other libraries or
ingtitutions on an extended loan bads (selective
housing), must be made available for use by the
generd public within 24 hours of the initid
request. Circulation of depository materidsis not
required but is encouraged.

All depositories should have awritten Internet
use policy that follows the guideines established
for FDLP participants. Acceptable components
areavalable at

<http://www.access.gpo.gov/su_docs/
fdlp/mgt/iupalicy.html>.

Program and performance goas for public
service gppear in Section 8 of the Guiddines for
the Federal Depository Library Program at

<http://www.access.gpo.gov/su_docs/
fdlp/pubsfdim/guiddin.html>.

B. Reference Service

Depoditories are located in libraries so that
members of the genera public will have accessto
reference tools, knowledgeable librarians, and
other library resources. A professond librarian
should be available to handle depository
reference requests.

Reference service offered to members of the
generd public usng the depository must be
comparable to the reference service provided to
the library's primary patrons. Competent ready
reference service, indexes, and other toolsto
locate Government information in the collection
should be available to dl depository patrons.
Petrons must be able to locate specific
documents in the depository by title and/or class
number or other access point.
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Depogitory staff must ensure access to
depository materids regardless of format. All
depository libraries should have a written policy
regarding public services for Government
information in eectronic formats. This policy
should contain provisions for no-fee access to
computer workstations with CD-ROMSss,
diskettes, and the Internet.

For additiona information, consult Depository
Library Public Service Guiddines for
Government Information in Electronic Formats a

<http://www.access.gpo.gov/su_docs/
fdlp/mgt/pseguide.html>.

Each year, some depository libraries undergo
remodeling, undertake a move or otherwise find
their operations disrupted. Even under these
circumstances, depositories have a fundamenta
respongbility to keep depository services fully
available to the public.

Contingency plans should be prepared, including
dterndive drategies to be used to fulfill
Government information requests and techniques
for notifying primary dientele, other libraries, and
the public. GPO's guidanceisavailable at

<http://www.access.gpo.gov/su_docs/
fdlp/mgt/remode .html>.
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C. Referrals

The Federd Depository Library Program
functions best as a system of cooperating
libraries. Asfew depogtories have
comprehensve documents collections,
depositories must be able to depend on one
another to supply infrequently requested
materials. Libraries should have some familiarity
with the resources available in neighboring
depository libraries and at the regiond library.

To assd librarians with referras, there are
severd sarvices and tools, for example, the
Catdog of U.S. Government Publications at

<http://Aww.gpo.gov/catalog>
the Locate Libraries function at

<http://ww.gpo.gov/libraries>

and the Library Directory, which linksto Item
Ligter, at

<http://www.access.gpo.gov/su_docs/
fdlp/toolg/ldirect.html>.

D. Public Awareness

Public service begins with public avareness.
Every effort should be made to ensure that the
depository collection is used, and that
publications are not merely stored or placed in
inaccessible locations. Depository promotion
should extend to al potentia user groups.
Depository outreach in the surrounding
communities should be ongoing.

Activities that increase the vishility of the

depository and its resources, such as catdoging
documents and devel oping documents web
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pages, are encouraged. Chapter 7 in the Federd
Depository Library Manud at

<http://www.access.gpo.gov/su_docs/
fdlp/pubg/fdim/93fdim.html#7>

and the published Proceedings of the Federd
Depository Library Conferences provide
information on promotiond activities &

<http://www.access.gpo.gov/su_docs/
fdlp/pubs/proceedings>.

Library web pages are an excdlent way to
publicize depository collections and services.
Information on web pages must not conflict with
the provisons of Title 44, United States Code,
Chapter 19, Ingtructions to Depository Libraries,
or other written policies of the depostory library.

Depository libraries are encouraged to develop
home pages or bookmarks for Government
information and to work cooperatively with other
depository librariesin their areato provide links
to prominent or useful Stes for the generd public.

Instructionsto Depository Libraries
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Cooperative Efforts

Program Adminigtration
Regional/Selective Cooperation
L ocal Cooperation
Communicationswith GPO
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A. Program Adminigtration

In order to ensure the effective functioning of the
FDLP, depository libraries are expected to
cooperate with GPO, their regiond library and
neighboring depositories. The documents
coordinator must have a thorough knowledge of
the current Ingtructions to Depository Libraries.

Program and performance gods for cooperative
efforts appear in Section 9 of the Guidelines for
the Federd Depository Library Program at

<http://www.access.gpo.gov/su_docs/
fdlp/pubsfdim/guiddin.html>.

The FDLP library is responsible for periodicaly
reviewing and updeting its directory information
through the FDL P website at

<http://www.access.gpo.gov/su_docs/
fdlp/toolg/ldirect.html>.

It is paramount the GPO be informed of any
changes in this informeation.

Title 44, United States Code, Section 1909,
requires al depository libraries to report on their
condition every two years. The Government
Printing Office uses the Biennid Survey of
Depository Libraries questionnaire asits vehicle
to fulfill thislegd obligation.

Instructionsto Depository Libraries

All depository libraries are required to answer the
questionnaire fully and submit it promptly to the
Superintendent of Documents. Failure to return
the Biennid Survey will resultina
Noncompliance rating in the Cooperative Efforts
category on the next Ingpection Report and can
contribute to the loss of alibrary's depository
status.

Investigations of the conditions in depository
libraries are required by Title 44, United States
Code, Section 1909. The Superintendent of
Documents ingpection program is desgned to
ensure that depository libraries fulfill ther
obligations under Title 44 and under the
regulations established in these Ingtructions.

Theinitid investigetion is an evdudtion of a
mandatory sdf-study periodicaly submitted by
the documents coordinator. If need isindicated,
an on-gte ingpection will be conducted by a
library inspector representing the Superintendent
of Documents.

Inspections and reviews of sdlf-sudies are
conducted by experienced depository librarians.
The Ingpection Report and Salf-Study Evauation
are based on these Ingtructions to Depository
Libraries and on the Guiddines for the Federd
Depository Library Program. The Indructions
and Guiddines are the accepted standards of
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depository library practice identified by the
Depository Library Council to the Public Printer.

Selective depositories are rated in collection
development, bibliographic control, maintenance,
human resources, physcd facilities, public
service, and cooperative efforts. Regiona
depogitories are dso rated on fulfilling their
regiona responghilities. Depogitory operations
which earn non-compliance ratings in three or
more of these categories are placed on
probationary status for not less than sx months
under provision of Title 44, United States Code,
Section 1909. To determine whether the
depository operation is restored to good
gtanding, it isre-ingpected. If the probationary
library hasfailed to diminate most of the
deficiencies and remains non-compliant after its
second ingpection, the Superintendent of
Documents may rescind the library's depository
satus.

A Sdf-Study Evauation is sent to the documents
coordinator and regiond librarian prior to an on-
dteingpection. The library director, documents
coordinator, and the regiond librarian each
recelve a copy of a Sdf-Study Evauation if no
ingpection is scheduled. The Ingpection Report is
mailed to the library director, documents
coordinator, and the regiond librarian.

Additiona informetion on the ingpection process
can be found in Chapter 8 of the Federa
Depository Library Manud at

<http://www.access.gpo.gov/su_docs/
fdlp/pubg/fdim/93fdim.htmI#8>.

Sdf-gudy informetion is available from the FDLP
Desktop at

<http://www.access.gpo.gov/su_docs/
fdlp/selfstudy/>.
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B. Regional/Selective Cooperation

The effectiveness of the FDLP depends on close
cooperation between selective Federa
depositories and their regional Federd
depository. Regiondsplay avitd rolein the
FDLP and ther unique role is detailed in the
following chapter.

Sdlective depositories must follow the direction of
their regiond librarian when discarding depository
materials. In order to reduce the burden on
regional depository operations, discards of
depository materias should be done on aregular
bass, annudly a aminimum.

C. Local Cooperation

The FDLP functions best as a system of
cooperating libraries. No single depository can
meet dl potentiad community needs. Frequent
communication among neighboring depositoriesis
encouraged. Depository collection development,
promotiona activities, and continuing education
activities should be accomplished in conjunction
with neighboring depositories.

To foster accurate referras and build balanced
collections, depogitory staff should have some
knowledge of the resources of neighboring
depodgitories. Interlibrary loan should be
facilitated between depositories. GPO
encourages the development of State Plans,
depository union lists, and other cooperative
projects. GPO and its partners have developed
web toals, eg., Item Lister and Documents Data
Miner, to assist cooperative ventures.

D. Communicationswith GPO

All responses to GPO surveys, etc., must be
returned in atimey manner. Thisincludes, but is
not limited to, item surveys, sdlf-sudies, the
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Biennid Survey, and the annud item sdection
updates.

When writing, faxing, or emailing to the
Superintendent of Documents and the Library
Programs Service, dways mention that the
indtitution is a depogitory library, and include the
assigned depository library number on all
correspondence. Use the depository library
number that appears in the Federal Depository
Library Directory. Each depostory library
number is comprised of four digits, sometimes
followed by an assgned letter. If alibrary
number includes an assigned | etter, the letter must
be used.

Depository staff are encouraged to use the
askLPS sarviceviae-mail a

<asklps@gpo.gov>

or at

<http://www.access.gpo.gov/su_docs/
fdlp/toolgasklps.html>

for questions and problem resolution.

In some ingtances, GPO staff will request the use
of GPO Form 3794 "Depository Library Inquiry
Form." (See Exhibit K for sample and
indructions) Thiswill Sgnificantly expedite
GPO's response to the inquiry.

Some inquiries result in corrections to SuDocs
classfication numbers, item numbers, etc. These
changes are published in Adminigrative Notes
Technical Supplement and posted to WEBTech
Notes at
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<http://www.access.gpo.gov/su_docs/

fdlp/toolswebtech.html>.
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Chapter 9

Regional Services

Designation
Responsibilities
Discard Listing Process
Regional Administration
Regional Consultation
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A. Designation

Libraries designated to be regiona depositories
must dready be Federa depositories and signify
ther interest in being designated a regiond.
Designation as aregiond depository requires
prior gpprova by the library authority of the State
or Commonwedth. A U.S. Senator or Resident
Commissioner must make the designation. No
more than two regionas may be designated for
each State or Commonwesdlth.

Program and performance gods for regiona
libraries appear in Section 10 of the Guiddines
for the Federd Depository Library Program at

<http://www.access.gpo.gov/su_docs/
fdlp/pubsfdim/guiddin.ntml>.

B. Responsibilities

In addition to fulfilling the requirements of
selective depositories, regiona depositories must
receive and retain at least one copy of al
Government publications made available under
the FDLP in printed form, microfacamile, or
tangible eectronic format. Regionds may discard
depository materias that have been authorized
for regiond discard by the Superintendent of
Documents, such as superseded items, those later
issued in bound form, and under certain
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conditions subgtituting dectronic for tangible
versons at

<http://www.access.gpo.gov/su_docs/
fdlp/coll-dev/subguide.htmli>.

The principa responghility of aregiond
depository library isto ensure the
comprehensiveness and integrity of the State's or
region's Federal depository resources. The
regiona can accomplish thisin two ways.

1. Purposeful collection development aimed at
devel oping a comprehensve Government
documents collection under the control of the
regiond library; and,

2. Supervisng the discard ligting processin the
State or relevant region to ensure that useful
documents are retained or offered to other
sHectives.

Development of a comprehensive Government
documents collection can be greetly aided by
developing a State Plan for Federd documents.
Helpful hints on developing a State Plan can be
located at

<http://www.access.gpo.gov/su_docs/
fdlp/pubs/proceedings/98pr 02.html>.
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By law, desgnated regiond depositories must
provide interlibrary loan and reference service to
both depository and non-depository libraries
within the region they serve. Regiond libraries
should be able to duplicate microfiche, CD-
ROMSs, and floppy diskettes for selectives.

C. Publication Disposal Process

Title 44, United States Code, Section 1912,
authorizes regiond depogitories to permit
selective depogitory libraries for which they have
responsibility to dispose of Government
publications which have been retained for at least
fiveyears. Discarding is a privilege granted by
the regiond and not aright of the selective. The
regiond library may refuse to grant permission for
disposa of any publication that it feds should be
kept by one of its depoditories for alonger period
of time.

The regiond library should issue detailed written
ingructions to its selectives on the prescribed
discard procedures. Upon request for
permission to digoose of publications, the regiona
library may ask the selective depository to
prepare alig of the publications. Thislist can
contain the current item number, seriestitle,
SuDocs classfication number, extent of the
holdings to be disposed of, and any other
relevant information needed by the regiond
librarian.

Other discard approva options that regionds
may consder are:

An in-person review by the regiond of
publications to be discarded; and/or

Require sdlectives to check discards against
the regiona’sor aunion “needs’ lig. A
regiona may aso exempt specific categories
or formats from the listing requirement.
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The indructions should ded only with procedures
deemed necessary for the efficient operation of
depositories within their jurisdiction, to enable the
libraries to better serve the needs of the
community. ldedly, such ingructions are part of
a State Plan and have been negotiated between
the regiond library and the sdective libraries.

If alig isrequired, the regiond librarian will
check the digposdl lists for any publications that
may be missing from the regiond Government
publications collection. Theregiond should
ensure that at least one copy of al Government
publications made available through the FDLP, in
paper, microfiche, or tangible dectronic format,
(except those authorized to be discarded by the
Superintendent of Documents) are retained by a
depository within the State or region. Regionds
should retain the selective's discard lists or other
requests for diposal for one year after the
discards have been made.

In reviewing the materiads to be discarded, the
regiond librarian should keep in mind that the
intent of the law isnot just thet the regiond itsdf
should have a comprehensive collection, but that
discarding does not significantly erode the
effectiveness of the State's Federd depository
library resources. It is acceptable for aregiona
to refuse a selective's request to discard materids
if the publications offered for discard should be
avalablein that part of the State, or that the State
as awhole should have more than one (regiond)
copy of that particular publication, or for any
other judtifiable reason.

A State Plan for Federd Government
publications collection development should
provide the framework for determining whet is
acquired by whom. The State Plan should dso
address statewide implications of subgtituting
electronic-only versons of depository
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publications for heretofore tangible versons. As
noted above, the regiona must ensure atangible
versgon is maintained within the State or region.

Sdlective depository libraries must be instructed
that disposition of unwanted Federa Government
publications should be made in the following
prescribed manner. Publications should first be
offered to other depository librariesin the State
or States served by theregional. Sdlectives are
then encouraged to post the materids on the
Needs and Offers list website, and offer the
publications to a non-depository library or
educationd inditution in the area which would be
able to make them available to the public. If alis
of available publications was not produced by a
selective depository, they must submit awritten
description to the regiona of the methods used to
offer materias to other inditutions.

After making areasonable effort to find a
recipient, documents may be disposed of in any
appropriate manner. However, if such
dispogition takes the form of asde, either as
second-hand books or waste paper, the
proceeds, dong with aletter of explanation, must
be sent to the Superintendent of Documents,
snce al depository publications remain the
property of the United States Government.

If adepogtory library relinquishes its Satus, the
regiond will ingtruct the library regarding the
dispostion of its depogtory collection. This
disposition should be made as noted above.
However, at the regiond’s discretion the library
may be permitted to retain dl or part of its
depository collection.

D. Regional Administration

Regiond libraries should maintain afile for each

of the selective depositoriesthey serve. Eachfile
should include copies of a sdf-study, Self-Study
Evduation, Inspection Reports, sdlective housing

Instructionsto Depository Libraries

Chapter 9 — Regional Services

agreements, correspondence, disposal requests,
and other rlevant information.

Regiond depostory libraries have no jurisdiction
over depodtory libraries in the various agencies
of the Federal Government or the highest
appellate court in the state. Federd agency
depository libraries are designated by Title 44,
United States Code, Section 1907 and are
responsible only to the Superintendent of
Documents and their parent agency. In the spirit
of cooperation, the regiond library is encouraged
to invite representatives from Federd agency
depository libraries to participate in loca
depository-related meetings.

Regionds as well as selectives have the right to
sdectively house depogitory materids at locations
other than the designated library. Information
concerning selective housing isavailablein
Chapter 2, Section F of these Ingtructions and
Chapter 2, Section 2 of the Federa Depository
Library Manud a

<http://www.access.gpo.gov/su_docs/
fdlp/pubg/fdim/93fdim.htmi#2>.

E. Regional Consultation

Regiond librarians are fully involved in the
designation and termination of sdective
depository libraries. Before alibrary formaly
applies for status as a depository, the librarian
applying for satusis urged by the Government
Printing Office to contact and consult with the
regiond librarian. The regiond depository is
responsible for giving new depositories any
necessary information regarding interlibrary loan,
reference, and other services the regiona
provides.

The continuing education of al documents
librarians in the State or region isin the sdf-

Rev. July 2000



Chapter 9 — Regional Services

interest of the regiond library. Regiond libraries
should take aleadership role in organizing
documents-related workshops and meetings.

The regiond librarian should be familiar with each
depository's operation and be able to assess the
needs of the sdlectivesthey serve. Thiscan be
achieved through periodic vigts, regular
communication, and by reading sdf-gudies, Sdlf-
Study Evaluations, and Inspection Reports.

Instructionsto Depository Libraries

42

Regiond librarians should aso take an active part
in the ingpection process. They should make
every effort to accompany the GPO library
ingpectors on their periodic ingpection vigts.
Regiond librarians aso benefit from this unique
opportunity to observe the entire depository
operation in their area. At aminimum, they
should contact the libraries before and after an
ingpection to offer assistance.
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Exhibit A
Depository Shipping List — Paper
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GPO Form 3452

Box Number

2000-154 Date March 8,

Depository Shipping List No. 2000-0165-p

2000 Page 1 of 3

Claims for nonreceipt of publications on this list selected by your library must be made within 60 calendar days of receipt of
this shipment. Please mail or fax a copy of this list indicating the item(s) that are missing by circling them.

ITEM NO. CLASSIFICATION NO.

TITLE

0231-G-03 C 1.76:2529

C 1.76:2530

C 1.76:2531

C 1.76:2532
0260-C C 21.5/4:1231/3
0573-C AE 2.106:65/30

AE 2.106:65/31
0923-A-02 T 63.113/2-2:2000/2/11

0994-B X 1.1/A:146/13

X 1.1/A:146/14

DISTRIBUTION IS BEING MADE ACCORDING TO THE 2000
ANNUAL UPDATE (i.e., RETURNED BY July 31, 1999).

Commerce Business Daily, Issue No. PSA-2529, February 8,
2000, *

Commerce Business Daily, Issue No. PSA-2530, February 9,
2000, *

Commerce Business Daily, Issue No. PSA-2531, February
10, 2000, *

Commerce Business Daily, Issue No. PSA-2532, February
11, 2000, =*

Official Gazette Of The United States Patent And
Trademark Office, Trademarks, Vol. 1231, No. 3, February
15, 2000, *

Federal Register, Vol. 65, No. 30, February 14, 2000, *
Federal Register, Vol. 65, No. 31, February 15, 2000, *
Daily Treasury Statement, Cash And Debt Operations Of
The United States Treasury, February 11. 2000, *

106-2 Congressional Record: Vol. 146, No. 13, February
14, 2000, *

106-2 Congressional Record: Vol. 146, No. 14, February
15, 2000, *

‘WASHINGTON, D.C. 20401

Or Fax Claims To: (202) 512-1429

PROGRAMS SERVICE (SLDM) PAPER CLAIMS

0996-A Y 1.1/3:106-11 106-1: Senate Document No. 106-11
Y 1.1/3:106-12 106-1: Senate Document No. 106-12
Y 1.1/7:106-182 106-2: House Document No. 106-182
Y 1.1/7:106-193 106-2: House Document No. 106-193
0997 Y 4.EC 7:EC 7/2000-1 Economic Indicators, January 2000, *
0998-A Y 1.2/2:2000/11 106-1&2: Calendars Of The United States House Of
Representatives And History Of Legislation, Legislative
Day 11, Calendar Day 11, February 14, 2000, *
1008-C Y 1.1/8:106-492/PT.1 106-2: House Report No. 106-492, Part 1
Y 1.1/8:106-493 106-2: House Report No. 106-493
Y 1.1/8:106-494/PT.1 106-2: House Report No. 106-494, Part 1
Y 1.1/8:106-495 106-2: House Report No. 106-495
Y 1.1/8:106-496 106-2: House Report No. 106-496
Number of Titles: 40
Mail Claims To:  U.S. GOVERNMENT PRINTING OFFICE LIBRARY + Short - Rainchecks will be issued

% Short - No rainchecks will be issued. Do not claim

* For Sale. See the GPO Sales Product Catalog at URL:
http://www.access.gpo.gov/su_docs/sale.html

Signature of librarian authorized to make claim LIB #
SL# 2000-0165-P [nstitution
Exhibit B
Depository Shipping List — Microfiche
Instructionsto Depository Libraries 46 Rev. July 2000




GPO Form 3452

Depository Shipping List No. _2000-0398-M
Box Number
2000-183 Date March 31, 2000 Page 1 of 1

Claims for nonreceipt of publications on this list selected by your library must be made within 60 calendar days of receipt of
this shipment. Please mail or fax a copy of this list indicating the item(s) that are missing by circling them.

ITEM NO. CLASSIFICATION NO. TITLE

DISTRIBUTION IS BEING MADE ACCORDING TO THE 2000
ANNUAL UPDATE (i.e., RETURNED BY July 31, 1999).

0013-A A 1.38:1487/999 Careers In APHIS: An Investment In Your Future... U.S.
Department of Agriculture
A 1.38:1562 Advisory And Assistance For Aquaculture And Aquatic
Animal Health... Miscellaneous Publication No. L562...
U.S. Department Of Agriculture
0024-C-02 A 88.16/4:68/02 Livestock, Meat And Wool Weekly Summary And

Statistics... Vol 68, No. 02... U.S. Department Of
Agriculture... January 15, 2000

0076-J A 67.18:FD 2-99 Dairy: World Markets And Trade... Circular Series FD
2-99... U.8. Department Of Agriculture... December 1999
A 67.18:FDMI 1-00 Dairy Monthly Imports... Circular Series FD MD 1-00...
U.S. Department of Agriculture... January 2000

A 67.18:FHORT 02-00 World Horticultural Trade And U.S. Export
Opportunities... Circular Series FHORT 02-00... February
2000

A 67.18:WAP 01-00 World Agricultural Production...Circular Series WAP
01-00... U.S. Department Of Agriculture... January 2000
0083-B A 13.78:FPL-RP-581 Performance Of Back-Primed And Factory-Finished
Hardboard Lap Siding In Southern Florida... Research
Paper FPL-RP-581... U.S. Department Of Agriculture
0144-A-06 C 3.164:920/999-10 FT 920 U.S. Merchandise Trade: Selected Highlights,
October 1999... U.8. Department Of Commerce

C 3.164:920/999-11 FT 920 U.S. Merchandise Trade: Selected Highlights,
November 1999.., U.S. Department of Commerce

0247 C 13.10/3:999 Report Of The 84th National Conference On Weights And
Measures... U.S. Department Of Commerce

C 13.10/3:2000/INTERIM National Conference On Weights And Measures... Interim
Meeting Agenda January 18-23, 2000... U.S. Department Of
Commerce. .. December 1999

0273-D-13 C 55.215:664/PT.1 Solar-Geophysical Data Prompt Reports... Number 664 -
Part I... U.S. Department Of Commerce... December 1999

C 55.215:664/PT.2 Solar-Geophysical Data Comprehensive Reports... Number
664 - Part II... U.S. Department Of Commerce... December
1999

Number of Titles: 14

WASHINGTON, D.C. 20201 D % Short - No rainchecks will be issued. Do not claim

* For Sale. Seethe GPO Sales Product Catalog at URL:
http://www.access.gpo.gov/su_docs/sale.html

Or Fax Claims To: (202) 512-1429

Signature of librarian authorized to make claim LIB #

SL# 2000-0398-M Institution

Exhibit C
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Depository Shipping List — Electronic

GPO Form 3452

Depository Shipping List No. _2000-0029-E
Box Number
2000-029 Date March 2, 2000 Page 1 of 1

Claims for nonreceipt of publications on this list selected by your library must be made within 60 calendar days of receipt of
this shipment. Please mail or fax a copy of this list indicating the item(s) that are missing by circling them.,

ITEM NO. CLASSIFICATION NO. TITLE

DISTRIBUTION IS BEING MADE ACCORDING TO THE 2000
ANNUAL UPDATE (i.e., RETURNED BY July 31, 1999).

0306-C-01 D 1.6/4-5:999/9 JFTR and JTR, The Official Electronic Windows Version,

Update Diskette No. 1-3, September 1999, (FLOPPY)
D 1.6/4-5:9959/10 JFTR and JTR, The Official Electronic Windows Version,

Update Diskette No. 1-3, October 1999, (FLOPPY)

0327-P D 101.22:25-30/2000/1/CD Army Electronic Library, DA PAM 25-30, E-Publications,
etc., January 1, 2000, (CD-ROM)

0499-H-02 HE 22.414/2:999/2 Medicare Unique Physician Identification Number 2000,
(CD-ROM) , *

NOTE: THE COVER READS NUMBER 2000 IN ERROR, IT
SHOULD READ NUMBER 1999.

0624-H I 19.76:97-470-G/VER.1-0 Map Showing Geology, Oil And Gas Fields, And Geologic
Provinces of Iran, Version 1.0, U.S. Geological Survey,
Open File Report, 97-470-G, 1999, (CD-ROM)

I 19.76:99-546 Digital Bedrock Geologic Map Of The Ashland And Northern
Part Of The Ironwood 30'X60' Quadrangles, Wisconsin And
Michigan, U.S. Geological Survey Open-File Report
99-546, 2000, (CD-ROM)

I 19.76:99-547 Preliminary Digital Geologic Map Of The Penokean (Early
Proterozoic) Continental Margin In Northern Michigan And
Wisconsin, U.S. Geological Survey Open-File Report
99-547, 2000, (CD-ROM)

0626-D-04 I 19.212/4:AR 4 K/DISC.1-2 A Gap Analysis Of Arkansas AR-GAP, Final Report And
Data, DISC 1-2, June 1998, (CD-ROM)

0626-D-19 I 19.212/19:M 28/DISC.1-2 A Gap Analysis Of Maine ME-GAP, Final Report And Data,
DISC 1-2, October 1998, (CD-ROM)

0806-A-20 LC 19.23:999/5 Braille Book Review, Talking Book Topics,
September-Octobexr 1999, (FLOPPY)

LC 19.23:2000/1 Braille Book Review, Talking Book Topics,

January-February 2000, (FLOPPY)

0968-H-31 J 29.9/6-2:994-98 Sourcebook Of Criminal Justice Statistics, 1994-1998

Annual Editions, December 1999, (CD-ROM), *

Number of Titles: 12

Mail Claims To: - U, GOVERNMENT PRINTING OFFICE LIBRARY + Short - Rainchecks will be issued
WASHINGTON, D.C. 20201 ) % Short - No rainchecks will be issued. Do not claim

* For Sale. See the GPO Sales Product Catalog at URL:
http:/Awww.access.gpo.gov/su_docs/sale.html

Or Fax Claims To: (202) 512-1429

Signature of librarian authorized to make claim LIB #

SL# 2000-0029-E Institution
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GPO Form 3452

Depository Shipping List No. _2000-0008-s
Box Number
2000-008 Date December 8, 1999 Page 1 of 2

Claims for nonreceipt of publications on this list selected by your library must be made within 60 calendar days of receipt of
this shipment. Please mail or fax a copy of this list indicating the item(s) that are missing by circling them.

ITEM NO. CLASSIFICATION NO. TITLE

DISTRIBUTION IS BEING MADE ACCORDING TO THE 2000
ANNUAL UPDATE (i.e., RETURNED BY July 31, 1999).

THIS SEPARATE SHIPMENT IS BEING MAILED IN
THIRTEEN (13) SEPARATE PACKAGES FROM

CONTRACTORS .
0191-B-13 C 55.418/7:11321/999 United States - Gulf Coast Texas, San Luis Pass to East
Matagorda Bay, Loran-C, 11321, September 11, 1999
C 55.418/7:11327/999 United States-Gulf Coast, Texas, Upper Galveston Bay,

Houston Ship Channel Dollar PT to Atkinson I, 11327,
August 28, 1999

C 55.418/7:11361/999-2 United States - Gulf Coast, Louisiana, Mississippi River
Delta, Loran-C, August 21, 1999

C 55.418/7:11401/999 United States - Gulf Coast, Florida, Apalachicola Bay To
Cape San Blas, Loran-C, 11401, October 9, 1999

C 55.418/7:11524/999 United States - East Coast, South Carolina, Charleston
Harbor, 11524, September 11, 1999

C 55.418/7:11544/999 United States - East Coast, North Carolina, Portsmouth

Island to Beaufort, Including Cape Lookout Shoals,
Loran-C, October 9, 1999

C 55.418/7:12214/999 United States - East Coast, New Jersey - Delaware, Cape
May To Fenwick Island, Loran-C, 12214, September 25,
1999

C 55.418/7:12248/999 United States - East Coast Chesapeake Bay - Virginia,

James River, Newport News To Jamestown Island. 12248,
August 28, 1999

C 55.418/7:12254/999 United States - East Coast, Virginia, Chesapeake Bay,
Cape Henry To Thimble Shoal Light, 12254, October 23,
1999, *

C 55.418/7:12270/999 United States - East Coast Maryland, Chesapeake Bay,
Eastern Bay And South River, 12270, October 16, 1999

C 55.418/7:12273/999 United States - East Coast, Maryland, Chesapeake Bay,

Sandy Point To Susquehanna River, Loran-C, 12273,
October 2, 1999

C 55.418/7:12318/999 United States - East Coast, New Jersey, Little Egg Inlet
To Hereford Inlet, Loran-C, September 18, 1999
C 55.418/7:13200/999 United States-East Coast, Georges Bank and Nantucket

Shoals, 13200 Loran-C, September 18, 1999

Number of Titles: 27

WASHINGTON, D.C. 20501 ) % Short - No rainchecks will be issued. Do not claim

* For Sale. Seethe GPO Sales Product Catalog at URL:
http:/ Avww.access.gpo.gov/su_docs/sale.html

Or Fax Claims To: (202) 512-1429

Signature of librarian authorized to make claim LIB #

SL# 2000-0008-S Institution

Exhibit E
Depository Shipping List —NIMA Maps
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GPO Form 3452

Depository Shipping List No. _2000-2005-5
Box Number
2000-404 Date April 3, 2000 Page 1 of 1

Claims for nonreceipt of publications on this list selected by your library must be made within 60 calendar days of receipt of
this shipment. Please mail or fax a copy of this list indicating the item(s) that are missing by circling them.

ITEM NO. CLASSIFICATION NO. TITLE

DISTRIBUTION IS BEING MADE ACCORDING TO THE 2000
ANNUAL UPDATE (i.e., RETURNED BY July 31, 1999).

THIS SEPARATE SHIPMENT IS BEING MAILED IN ONE
(1) SEPARATE PACKAGE FROM LIBRARY PROGRAMS
SERVICE, WASHINGTON D.C.

0378-E-26 D 5.356:61280/999 Africa-East Coast, Somalia, Raas Garmaal to Raas Binna,
Scale 1:300,000, 61280, November 6, 1999
D 5.356:62024/999 Arabian Sea, Oman - East Coast, AL Masirah to RA's

Raysut Including Suqutra Island, Scale 1:1,000,000,
62024, November 27,1999

D 5.356:62040/999 Arabian Sea, Yemen, Suqutra and Adjacent Islands, Scale
1:300,000, 62040, November 6, 1999
D 5.356:62447/999 Persian Gulf, United Arab Emirates Ash Sharigah, Scale

1:10,000, 62447, December 4, 1999

**NIMA MAPS#*%*

Number of Titles: 4

Mail Claims To:  U.S. GOVERNMENT PRINTING OFFICE LIBRARY + She ; il bei
ort - Rainchecks will be issued
PROGRAMS SERVICE (SLDM) PAPER CLAIMS % Short - No rainchecks will be issued. Do not claim

WASHINGTON, D.C. 20401
* For Sale. See the GPO Sales Product Catalog at URL:
http://www.access.gpo.gov/su_docs/sale.html

Or Fax Claims To: (202) 512-1429

Signature of librarian authorized to make claim LIB #

SL# 2000-2005-S |[nstitution

Exhibit F

Instructionsto Depository Libraries 51 Rev. July 2000



Depository Shipping List —USGS Maps

= USGS

sclence for a changing workd

National Mapping Program
Date: MAY 04, 2000
Depository Library Sending
Shipping list: 2000-21-TQ

0619-M-02 TAK0641 BEADFIELD CANAL A-1 AK 063
0619-M-02 TAK1283 JUNEAU A-1 AK 063
0619-M-02 TAK1284 JUNEAU A-2 AK 063
0619-M-02 TAK1291 JUNEAU B-3 AK 063
0619-M-02 TAK1423 KETCHIKAN C-2 AK 063
0619-M-02 TAK1424 KETCHIKAN C-3 AK 063
0619-M-02 TAK1429 KETCHIKAN D-2 AK 063
0619-M-02 TAK2349 SEWARD A-6 AK 063
0619-M-05 TCA2305 SHUBRICK PEAK CA 024
0619-M-05 TCA2518 TRIUNFO PASS CA 024
0619-M-13 TILO777 STONEFORT IL 024
0619-M-18 TLAO157 COMITE LA 024
0619-M-21 TMAO0377 GREAT BARRINGTON MANY 025
0619-M-21 TMAO0378 OTIS MA 025
0619-M-21 TMA0392 PITTSFIELD EAST MA 025
0619-M-21 TMA0369 STOCKBRIDGE MA, NY 025
0619-M-22 TMI0366 GRAND RAPIDS WEST Mi 024
0619-M-33 TNCO0050 BELMONT NC 024
0619-M-33 TNCO0516 NEW RIVER INLET NC 024
0619-M-29 ' TNH0192 MOUNT CARRIGAIN NH 024
0619-M-29 ' TNH0058 MOUNT MOOSILAUKE NH 024
0619-M-29 ' TNH0084 PLYMOUTH NH 024
0619-M-29 TNHO0213 SILVER LAKE NH 024
0619-M-29 TNHO0097 SOUTH TWIN MOUNTAIN NH 024
0619-M-29 TNHO0214 STAIRS MOUNTAIN NH 024

Claims for Non-receipt of USGS Maps: Claims for maps previously selected must be made within 60 days. To file a claim, circle
the missing item numbers and send a copy of this shipping list to the address shown below. Please complete the applicable

information.

Date: Claim Approval:

Library # State(s) Claimed:
Library Address: DMLP Series Selected:

Phone:

U.S. Geological Survey

MS 306, Attn.: Receiving

Denver, CO 80225

Tel. (303) 202-4703  Fax (303) 202-4694
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ADMINISTRATIVE NOTES

Technical Supplement

U.S. Government Printing Office

Library Programs Service

Vol. 7, no. 06

GP 3.16/3-3:7/06

June 30, 2000

June 2000

Update to Federal Depository Library Directory

2000-05

LIBRARY NO.

ENTRY

STATUS

0396

Pratt Institute-Library
200 Willoughby Avenue
Brooklyn, NY 11205

Dropped

Classification/Cataloging Update
June 2000 2000-06
CLASS ITEM SHIPPING TITLE STATUS
LIST #
A 1.107:729 0042-C 1997-0713-M | Food Cost Review, 1995 Change class to: A
1.107/2:995
A 13.2:F 0084 2000-0200-P  |Lake Eva Cabin, Baranof Island, Fish | Typo on shipping list.
52/2/10/LAKE and Wildlife Opportunities, Alaska, |Correct classis: A 13.2:F
2000 52/10/LAKE
AE 0573-D Direct Mail List of CFR Sections Affected, Feb. |Error on microfiche header.
2.106/2:000-02 2000 Correct class is: AE
2.106/2:2000/2.
C3.158/2:M 3- |0142-A 2000-0189-P | Current Industrial Reports, Change class to: C
1-(00)- Manufacturers' Shipments, 3.158:M 3-1-(00)-01
01/CORR. Inventories, and Orders, January
2000
C3.158/22M 3- {0142-A 2000-0223-P Current Industrial Reports, Change class to: C
1-(00)-02 Manufacturers' Shipments, 3.158:M 3-1-(00)-02
Inventories, and Orders, February
2000
C63.2IM7 0231-S-01 [2000-0507-M | The Effect of Imports of Gears and | Typo on mf shipping list.
Gearing Products on the National Correct class is C 63.2:IM
Security, An Investigation Conducted | 7/2
Under Section 232 of the Trade...

Exhibit H

Selective Housing M emor andum of Agreement
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Agreement for Selective Housing of
U.S. Depository Documents

This AGREEMENT is made on (date) by and between (lending) Library and (receiving) Library.
This Agreement is entered into for the purpose of: (specify)

The documents are lent for (specify time) but remain the property of the U.S. Government Printing Office under
the control of (lending) Library.

In pursuance of this Agreement (receiving) Library agrees to:

1) Assign the responsibility for carrying out the provisions of this Agreement for the U.S. Government
publications deposited or loaned by (lending) library to the (Reference, Medical, etc.) Librarian of the
(receiving) library.

2) Make available for free and unrestricted use all U.S. Government publications to the general public.

3) Lend to (lending) Library any U.S. Government publication that is selectively housed for a period up to
(specify length of time).

4) Maintain all U.S. Government publications selectively housed in compliance with Title 44, United States
Code; Instructions to Depository Libraries; Guidelines for the Depository Library System,
Superseded List, etc.

5) Inventory, identify, and maintain a public record of the U.S. Government publications selectively housed
under this Agreement.

6) Retain any classification numbers, stamps, and notes as supplied by (lending) Library.

7) Return to (lending) Library all U.S. Government publications which were selectively housed and which
are no longer considered useful.

8) Replace any lost document.
(lending) Library agrees to:

1) Transfer and continue to send documents which include, but are not limited to (specify publications of
agencies, series, subjects, etc.) to (receiving) Library.

2) Keep records indicating the location of documents involved in this Agreement.
3) Abide by any borrowing Agreement made with (receiving) Library.
4) Provide selection lists and surveys and assist the (receiving) Library with development of the collection.
5) Accept all documents upon termination of this Agreement.
This Agreement may be terminated by written notice from either party (specify) days in advance before all
documents are returned to (lending) Library.

Director: (signature) (date) Director: (signature) (date)
(lending) Library (receiving) Library
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Item Selection Survey 99-002
(7 publications)

Survey Schedule: May 24 through June 4, 1999.

Attention: Every depository library
- Selective OR Regional -
MUST respond to this Survey

(For use by Federal Depository Libraries ONLY)

Contact Person: Joe Paskoski,
jpaskeski{@gpo.gov; voice: 202-512-
1698; FAX: 202-512-0877

Enter Your depository library

number:
(Examples: 0001, 0024A, 0681, 0681A)

Enter your password: I

Enter your email address:

(Please enter your e-mail address if
you wish a confirmation of your
Survey response.}

Publication # 1

[Item number: 0729-G-01

[ SuDocs number: JU 10.25:

| Format: CD-ROM

| Frequency: Irregular

I Title: Court Testimony and Miscellaneous Information

Description: Miscellaneous court testimony and products from Administrative
Office of U.S. Courts. Page counts and software requirements will vary upon
release.

Do you want to select item number 0729-G-01 for your library?

CYES CNO

Exhibit J
Amendment of |tem Sdections
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FDLP
Desktop

Amendment of Item Selections
(For use by Federal Depository Libraries ONLY)

Enter your depository library number:
(Examples: 0001, 0024A, 0681, 0681A)

Enter your password:

Enter your email address: |
(Please enter your e-mail address if you wish a confirmation of your selection amendments.)

HELP!

(the panic button)

Drops: (Examples: Adds:
0001, 0553,

0017-A, AddItem:|
0018-C-01) Add Item:

».meemwli

Drop Item: | ¢ Submit |

Drop Item: Add Item: |

Drop Item: { Add Item: Clear Form §
Drop Item:§ Add Item: | HELP!
Drop Item: | Add Item:

Drop Item: Add Item:

Drop Item: | Add Item: |

Drop Item: Add Item:

Drop Item: | Add Item: ;

Drop Item: | Add Item:

Drop Item: Add Item:

Drop Item: | AddTtem:{ .

Dropltem:y . Add Item:

Drop Item: | Add Item:

A service of the Superintendent of Documents, U.S. Government Printing Office

Questions or comments: asklps@gpo.gov

Exhibit K
Depodtory Library Inquiry Form
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GPO FORM 3794
(R 1080)

Electronic []

Selection Inquiry

Fugitive Publication
Classification Inquiry

Item Number Inquiry

Cataloging Inquiry

Claim Inquiry

Claim for Automatic/Direct Mail
Depository Shipping List Inquiry
Other

oopoOoo0ooaon

Microfiche [

Selection Inquiry DEPOSITORY LIBRARY INQUIRY FORM

Paper [ Map O

Name of Librarian

Area Code/Telephone No. Fax No.

Date

Lib. No.

Depository Shipping List No. and Date

Classification No.:

Item No.:

Monthly Catalog Entry No.:

Title & Government Issuing Office

Details of Request

For Use By GPO

Reply

U.S. GOVERNMENT PRINTING OFFICE
SUPERINTENDENT OF DOCUMENTS
WASHINGTON, D.C. 20402

OFFICIAL BUSINESS

INSTRUCTIONS: Mail copies 1and 2 to: U.S. Government Printing Office
Library Programs Service (SLLA)
Washington, D.C. 20401

Retain copy 3 for your files. Print or type your address in the area provided below to ensure a prompt response.

Institution

Address

LPS ACTION

Instructionsto Depository Libraries

59

Rev. July 2000



Instructionsto Depository Libraries 60 Rev. July 2000



Appendix A — GLOSSARY

Adminigrative Notes
Adminigrative Notes Technical
Supplement

Biennid Survey

Catalog of U.S. Government
Publications

Clam

Cooperative Publication

Depository

Depository Library Number
Direct Mail

Discards

Documents Data Miner
Federal Depository Library

Manua

Federal Depository Library
Program (FDLP)
Guiddines

Inspection

Instructionsto Depository Libraries

Monthly policy newdetter of the FDLP (GP 3.16/3-2:) providing
information on topics related to Federal Government information

Monthly newdetter containing updates and corrections for item
numbers, SuDocs classification numbers, etc. (GP 3.16/3-3:)

Legdly mandated GPO survey of conditionsin depository libraries
conducted every other year

Web version of the Monthly Cataog of United States Government
Publications

Depository library's request for an item rightfully due if selected
under the FDLP but not initialy received

Government publication required to be sdlf-sustaining (cost
recovery) through sae; not available for free distribution through the
FDLP

Library designated by Congress or by law to recelve government
information products without charge provided the library meets
certain conditions

Unigue number assigned to each depository library to record
sdections, digtribute materials, maintain directory information, etc.

Depostory materid mailed directly to the library from the printing
contractor, i.e., not in shipment boxes or listed on ashipping list

Unwanted materias disposed of through regiond depository after
retaining 5 years

Web collection management tool for depogtory librariesand a
partnership between GPO and Wichita State University

Practica guide for the operation of adepository library (GP 3.29:D
44/)

Federd program of disseminating U.S. Government information
products in al mediato participating libraries

Program and performance goals for Federal depository libraries
and GPO

Formal on-site audit by GPO inspectors of a depository library’s
operation to determine compliance with the Instructions to
Depository Libraries and Title 44, U.S. Code
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Appendix A - Glossary

Instructions to Depository
Libraries
Item Ligter

[tem Number

List of Classes

Memorandum of Agreement
(MOA)

Monthly Catalog of United States
Government Publications

Needs and Offers

Public Printer

Raincheck

Regiona depository

Retention, 5-Y ear

Sdlective depository library

Secondary Copies

Sdection Profile

Sdective Housng

Instructionsto Depository Libraries

Officia rules and regulations of the FDLP (GP 3.26:D 44/)

Web collection management tool that lists an individud library's
selected (or non-selected) item numbers

Control number assigned to titles or groups of titles (by agency)
that are available for sdection in the FDLP

List of current titles and/or categories arranged by SuDocs number
including item number and format that are available for selection by
depogitory libraries (GP 3.24)

Forma document outlining the duties of the depository library and a
recipient library of depository materids under their care

Catalog of bibliographic records of Federa agency publications
including those distributed in the FDLP (GP 3.8/8:)

Ligt of anindividua depository's discards (offers) and/or needs for
missng maerids

Government officia, gppointed by the President and confirmed by
the Senate, in charge of the Government Printing Office

Form issued to depositories when depository copies are insufficient
for initid didribution

Speciadly designated depository chiefly responsible for the integrity
and comprehensiveness of a state or region's depository collection
of U.S. Government information

Statutory minimum period of time depositories must kegp materids
received under the FDL P unless superseded or replaced by
another format

Receves only those item numbers that fulfill government information
needs of primary clientele and the public within a geographic area

Depository items that are duplicates, superseded or sent by GPO in
error. Or depository holdings of the highest state appellate courts
and Federd agenciesthat are not bound by the 5-year retention
rue

Anindividua depostory's composite profile of its selected item
numbers

Extended |oan of depository materias from a designated library to
one that is not a depository

62 Rev. July 2000



Sdf-Study

Separate Shipments

Shipping Ligt

State Plan

SuDocs Classfication

Superintendent of Documents

Superseded List

Superseded Materials

Title 44, U.S.C., Chapter 19
WEBTech Notes

Weeding

Instructionsto Depository Libraries

Appendix A - Glossary

A depository's salf-assessment reviewing its operation and
determining compliance with standards in advance of a possible on-
dteingpection

Depository items deemed inappropriate for shipment in regular
depogitory boxes. Ther shipping lists follow in regular shipment
boxes

Itemized lig of dl items sent to aregiond depository in one
shipment

Statewide guiddines for cooperative collection devel opment,
disposition, promotion, and other services for depository libraries

A system of classification of agency publications for their
management and control by libraries, authorized by the
Superintendent of Documents

Government officid in charge of GPO's FDLP and saes program
gppointed by the Public Printer

List of document titles or seriesthat are regularly replaced by new
editions (GP 3.22Su 7/)

Depository titles regularly updated whose old editions may be
discarded without prior gpproval and before 5 years have elgpsed

Part of the United States Code authorizing the FDLP

I nteractive online resource to locate information that has gppeared
in Adminigrative Notes Technica Supplement

Regular maintenance program whereby a depository's unwanted
publications are listed and approva sought for their disposal
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Appendix B: List of URLsfor FDLP/GPO Sites

Adminigtrative Notes Technical
Supplement

Adminigtrative Notes, Manuds, etc.

Amendment of Item Sdections
askLPS
Basic Collection

New Electronic Titles

Catalog of U.S. Government
Publications

Collection Development Guiddines
for Selective Federa Depository
Libraries

Contacts
Core collection list

Designation Handbook for Federal
Depository Libraries

Documents Data Miner
FDLP Desktop

FDLP Desktop — Processing Tools
FDLP Electronic Collection

FDLP Guiddines on Subgtituting
Electronic for Tangible Versons of
Depository Publications

Federal Depository Library Manua
GPO Classfication Manud

GPO/SUNY Buffao partnership
Ste

Instructionsto Depository Libraries

http://Aww.access.gpo.gov/su_docs/fdlp/pubs/techsup

http://www.access.gpo.gov/su_docs/fdlp/pubs
http://www.access.gpo.gov/su_docs/fdlp/toolsamendment.html
http://mwww.access.gpo.gov/su_docs/fdlp/tool /asklps.html

http://www.access.gpo.gov/su_docs/fdlp/pubsfdim/basic.
html

http://www.access.gpo.gov/su_docs/locators/net/index.html
http://mwww.gpo.gov/catalog

http://www.access.gpo.gov/su_docs/fdlp/pubs/fdim/coldev.html

http://www.access.gpo.gov/su_docs/fdlp/tools/contacts.
htrnl

http://mww.access.gpo.gov/su_docs/fdlp/pubs/fdim/
cordigt.html

http://www.access.gpo.gov/su_docs/fdlp/pubs/desig.html

http://govdoc.wichita.edu/ddm/GdocFrames.asp

http://www.access.gpo.gov/su_docsfdip
or
http://mwww.gpo.gov/fdl pdesktop

http://www.access.gpo.gov/su_docsfdip/tools
http://www.access.gpo.gov/su_docs/fdip/ec
http://mww.access.gpo.gov/su_docs/fdlp/coll-dev/subguide.htm

http://mwww.access.gpo.gov/su_docs/fdlp/pubsfdim
http://ww.access.gpo.gov/su_docs/fdlp/pubs/classman
http://ublib.buffal o.edwlibraries/units/cts’acy/gpo/
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Appendix B: List of URLsfor FDLP/GPO Sites

Guiddinesfor the Federd
Depository Library Program

Ingtructions to Depository Libraries

Internet Use Policy

Item Ligter

List of Classes

List of Contractor-Issued
Microfiche Shipping Lids
LPS Contacts

Minimum technicd requirements

Needs & Offers
Online Processing Guiddines

Proceedings of the Federd
Depository Library Conferences

Public Service Guiddinesfor
Electronic Formats

Recommended Specifications for
Public Access Workgtationsin
Federa Depository Libraries

Remodding Guiddines

Sales Product Catalog
Selection rate percentages
Sdf-Study

Shipping Ligts, SUNY-Buffdo
partnership

State Plan

Subject Bibliographies

Subdtitution Guiddines. Electronic

for Tangible Versons

Subdtitution Lig: Officid FDLP
Permanent Full-Text Databases

Instructionsto Depository Libraries

http://Amww.access.gpo.gov/su_docs/fdlp/pubs/fdim/
guiddin.html

http://mwww.access.gpo.gov/su_docs/fdlp/pubs/ingtructions
http:/Mww.access.gpo.gov/su_docs/fdlp/mgt/iupolicy.html
http:/Amww.access.gpo.gov/su_docs/fdlp/tool sitemlist.html
http://ww.access.gpo.gov/su_docs/fdlp/pubs/ioc
http://www.access.gpo.gov/su_docs/fdlp/toolsmd

http://Aww.access.gpo.gov/su_docs/fdlp/tools/contacts.
htrml

http://www.access.gpo.gov/su_docs/fdlp/computers/mir.
htrml

http://docs.sewanee.eduw/nando.html
http://mwww.access.gpo.gov/su_docs/fdlp/mgt/online-proc.html
http://ww.access.gpo.gov/su_docs/fdlp/pubs/proceedings

http:/AMww.access.gpo.gov/su_docs/fdlp/mgt/pseguide.
htrml

http:/Amww.access.gpo.gov/su_docs/fdlp/computers/rs.html

http://www.access.gpo.gov/su_docs/fdlp/mgt/remodd .html
http://Amww.gpo.gov/saes
http://www.access.gpo.gov/su_docs/fdlp/coll-dev/itemchrt.html
http://ww.access.gpo.gov/su_docs/fdip/selfstudy
http://ublib.buffal o.edwlibraries/units/cts'acy/gpo/

http://www.access.gpo.gov/su_docs/fdlp/pubs/proceedings/98pr
o2.html

http://www.access.gpo.gov/su_docs/sale/sae100.html
http:/Amww.access.gpo.gov/su_docs/fdlp/coll-dev/subguide.html

http:/Amww.access.gpo.gov/su_docs/fdlp/coll-
dev/subgtitutions.html
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Appendix B: List of URLsfor FDLP/GPO Sites

Superseded List http://www.access.gpo.gov/su_docs/fdlp/pubs/suplist

Union Lig of Item Sdlections http://fedbbs.access.gpo.gov/libs/unionl.htm

WEBTech Notes http://www.access.gpo.gov/su_docs/fdlp/tool s'webtech.
htrml
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