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BACKGROUND
Mercer University

Founded in 1833 
11 schools and colleges

Jack Tarver Library
Mercer’s primary undergraduate library
Serves five schools and colleges

Tarver Depository Library (0123A)
Selective depository – 48% prior to 2010
Serves Mercer academic community and 8th 
Congressional District



DOCUMENTS UNIT STAFFING
One Librarian

60% government documents
40% Subject Librarian responsibilities

One part-time Documents Assistant
20 hours a week

Student Workers
10 to 20 hours a week

BIBLIOGRAPHIC CONTROL
Integrated Library System

Innovative Millennium

Subscribed to MARCIVE services, 1998 – 2009
Enhanced GPO Database Service
Shipping List Service (SLS)

Documents Without Shelves (DWS) since August 2009
Now receive 100% electronic items



DEPOSITORY COLLECTION
Documents collection on the main floor

Print materials – 118,344
Microfiche – 128,159
CD/DVDs – 1,725
Videos – 45
Maps – 1,436

Electronic collection growth beginning FY 2009
Internet-only records

3,556 (FY 2006)
3,335 (FY 2007)
8,054 (FY 2008) 
13,002 (FY 2009): Documents Without Shelves

GOING MOSTLY ELECTRONIC 
Transitioning to a more electronic depository 
collection
Deselecting tangible items through Amendment 
of Item Selections
Retaining legacy documents and keeping key 
reference documents in tangible format
Subscribing to Documents Without Shelves
Tracking online documents usage
Shifting to create more space
Weeding depository materials



WEEDING CRITERIA
Understand and adhere to disposal guidelines 
(FDL Handbook, Chapter 5.14, p.15) 

Statutory requirement of five-year retention
Offers Lists to be approved by Regional Depository

Follow Discard List Procedures for Georgia 
Depository Libraries
http://www.libs.uga.edu/govdocs/depository_libraries/discardlists.html

Use standard Discard List Form
Limit the size or number of a list (500 lines or less)
Follow naming convention 
Use required mailing label

WEEDING PURPOSES
Discarding unwanted materials based on users’
needs
Offering materials to Regional and other 
depositories
Providing shelf space for new materials
Looking ahead: library needs more growth space

Regularity of weeding
Reviewing superseded publications



SUPERSEDED DOCUMENTS
Identify superseded materials using the 
Superseded List

FDLP Guidelines for Determining Superseded 
Materials

FDLP Guidelines on Substituting Electronic for 
Tangible Versions of Depository Publications

WEEDING STEPS
Choose an agency
Review materials within agency domain
Create Offers Lists following template required 
by Regional Depository
Focus on one format at a time (paper, MF, or 
CD/DVD)
Check publication date for items on the List
Assign a number to the List (internal use)
Submit the List to Regional for approval



MANAGING OFFERS LISTS
Create Offers List Log 

Offers List title
Date sent to Regional
Regional Accession number
Date received from Regional
Approved discard date
Number of items discarded
Formats



WEEDING PROCESS AND 
CHECKLIST 

Nature of Documents Weeding
Multi-step process
Rigid structure
Attention to detail!

Checklist
Created by Documents Assistant 
Assign a checklist to each Offers List
Monitor several Offers Lists simultaneously

OFFERS LIST CHECKLIST
Checklist Purposes

Ensure all steps related to weeding of materials are 
implemented properly
Streamline weeding process
Keep track of every single step in weeding process
Increase efficiency of Offers Lists processing

Checklist Content
Three columns (Steps, Date, Initials )
Main steps include: type, check, count, email, store, 
record, print, pull out, delete, mail, stamp, wrap, 
label, and discard 



OFFERS LISTS CREATED
FY 2009

26 Offers Lists created
17,946 total items discarded
3,425 bibliographic records deleted 

FY 2010
17 Offers Lists created
8,566 total items discarded
1,121 bibliographic records deleted 



FINAL THOUGHTS
Make a long-term plan

Provide well-constructed training

Pay attention to details

Use the checklist to track process

Recognize team work

Celebrate achievements



QUESTIONS

Liya Deng 
Government Information Librarian

Jack Tarver Library Mercer University
deng_L@mercer.edu


