
What’s in the box?

FDLP Depository Operation Training Series



Learning Objectives
Participants will be able to:

• Demonstrate what content is out-of-scope of the 
FDLP

• Identify various tools used when working with item 
selection profiles

• Understand the basics of processing depository 
shipments

• Put in a claim request



LSCM Acquisitions

• Acquires information products from all three 
branches of the U.S. Government

• Determines what is in scope of the FDLP and 
C&I programs

• Determines distribution approach, tangible or 
electronic, or multiple formats



Deciding what to order:
List of Classes and Essential Titles List

• Current edition used (www.fdlp.gov/file-
repository/collection-management/list-of-classes) 

• Use item numbers to determine formats and 
amounts

• Use Essential Titles List to determine formats

http://www.fdlp.gov/file-repository/collection-management/list-of-classes


Publications Not Distributed by FDLP

• Classified materials

• Official use-only materials

• Administrative or internal use-only materials

• Those with no public interest or educational value

– Posters with minimal information content 

– Bookmarks

• Parts of publications, drafts (except Draft 
Environmental Impact Statements)



Distribution

• FDLP materials are shipped to depository libraries

• Electronic only materials are PURLed, and 
harvested using a variety of harvesting methods 
and tools

• FDLP and C&I materials are included in the CGP



Item Number System

• Item numbers represent categories of publications 
organized by publishing agency

• Some titles have different item numbers for each 
format- in most cases, selectives may select one 
tangible format
(CDs and DVDs are an exception) 

• Your item selection profile is the list of item numbers 
your library has selected to receive



Item Lister
• Lists selected and/or non-selected item numbers

• Updated daily

• Available on fdlp.gov at https://selections.fdlp.gov/itemlister 

https://selections.fdlp.gov/itemlister


DSIMS
Depository Selection Information Management System 

– add and drop item numbers from your item 
selection profile



List of Classes

• Official list of publications 
available for selection

• Online only

• Format designations- (P), 
(MF), (E), (EL), (CD), (DVD), 
DISKETTE, Nothing

Updated biweekly in an electronic file at: https://www.fdlp.gov/file-
repository/collection-management/list-of-classes/list-of-classes-data-files

http://www.fdlp.gov/file-repository/collection-management/list-of-classes/list-of-classes-data-files


WEBTech Notes * Available on fdlp.gov

Used to announce classification 
changes, item number changes, 
new item numbers, and other 
changes



Documents Data Miner 2

• Non-GPO Tool

• Information comes 
from GPO sources

Some of the cool stuff you 
can do:

• Tailor shipping lists

• Find selections by 
format

• Download FDLP data 
using Tools

http://govdoc.wichita.edu/ddm2/gdocframes.asp

http://govdoc.wichita.edu/ddm2/gdocframes.asp


Selection Requirements

• Until 2014, all libraries were required to select 0556-
C and 1004-E – Regulation 10 is rescinded.

• Selectives may select only one tangible format for a 
title. Regional depositories may select titles in both 
formats, and are required to select at least one 
tangible format for all items. 

• Some item numbers are available only to regionals 
and/or law libraries



User Needs
• Item selection profiles should be updated regularly to 

ensure that user needs are being met

• The needs of both primary and non-primary users must be 
considered

• Collection Development policies and plans are 
recommended

Old practice New practice

‘Map’ or add new item numbers to 
libraries’ selection profiles based on 
similarity of content 

‘Map’ or add new item numbers to 
selection profiles based on similarity of 
content AND format(s)

* GPO will never add a tangible format to 
an online only selection profile



Online Only (EL) Item Numbers

Why libraries should select online only (EL) item 
numbers:

– Receive cataloging records for EL items when 
purchased from vendor

– “Locate in a Library” feature in the CGP

– Use of various collection tools is easier

– Sometimes agencies decide to switch formats



Box Processing

• Sent by GPO

• Sent by vendor

LRPR 14:  Many documents are extremely time-sensitive.  All shipments must be 
unpacked and organized for easy access by staff while awaiting processing and 
cataloging. 



Regular Box 

Shipments

Library Number



What’s in the Box?

Well duh! 

Goodies 

are inside.



Indicates shipping 
list number.

P = paper
S = separates
E = electronic

TIP

EL = online 

format item 

number, so it 

cannot be 

‘distributed’ on a 

shipping list



What’s in the Box?



What’s in the Box?

Item Lister

LRPR 17: “Depository boxes must be 
reviewed to ensure receipt of all selected 
materials and shipments. Claims for 
missing or damaged receipts must be 
made within the proper timeframe and by 
the prescribed methods.”



LRPR 15: All tangible depository material must be marked in some 
manner as depository property, which is usually accomplished with 
a depository property stamp.



LRPR 16:  Library staff must be able to identify the shipping list date, 
date of receipt, or the date of processing of depository material for 
retention purposes.



Separate 

Boxes

Library Number

Shipping List Number



Separates



Separates

S = Separates

• Separates shipping 
lists come in regular 
paper shipment 
boxes

• Wait for all separate 
shipments to arrive 
before claiming



Shipping Lists…

• After you have checked off your receipts to ensure 
you received everything you should have, you are 
free to dispose of the shipping list. 

• Some libraries hang onto them for 6 months in case 
there are questions later on.

• GPO recommends that you maintain a log of what 
shipping lists you have received because they are not 
shipped in numeric order.



Shipping Lists



Shipping Lists

Number on Box

Shipping List Type



Brief overview of map processing

Don’t be scared of your maps!



General map processing tips

• Flat or rolled maps:  Flat, in folders, in map cases

• Folded or small maps:  In pamphlet boxes, in vertical 
storage such as file cabinet

– Folding maps causes creases and weakens them

• Stamp and put call numbers: 

– Consistently in the same place 

– In a place you can see without taking map out of drawer

– So you are not obstructing information



Specific map processing tips

• Stamp nautical charts     Not for navigational use

• Stamp maps    Withdrawn   when you withdraw them

• To flatten rolled maps: roll them the other way around a 
map tube, leave for a couple of days, then undo

• Questions?  Issues?  Join maps-l 
(https://listserv.uga.edu/cgi-bin/wa?SUBED1=maps-
l&A=1) 

https://listserv.uga.edu/cgi-bin/wa?SUBED1=maps-l&A=1


Claims
Claim

Selected but not received

Publications damaged during shipment

Defective publications

Individual publications or entire shipment

Do Not Claim

Publications not on the library’s item 
selection profile

Newly selected publications whose 
selection is not yet in effect (Oct 1)

Material on the Claims Copies Exhausted 
page 

Material listed as ‘shipped short’

LRPR 17: “Depository boxes must be reviewed to ensure receipt of all selected 

materials and shipments. Claims for missing or damaged receipts must be made 

within the proper timeframe and by the prescribed methods.”



Claim Form



Claims



Claims- Microfiche

Fax or mail your claim within 60 days of 
receipt at your library to the address below. 

Please include Title, SuDocs number and your 
Depository Library number on all 

correspondence.

Data Management Internationale, Inc.
55 Lukens Drive

New Castle, DE 19720
Fax: (302) 656-1169

Phone: (302) 656-1151



Miscellaneous…

• Duplicate or misdirected shipments and boxes 
received in error - return to GPO or forward to 
appropriate library

• Defective copies – Claim, then discard the defective 
copy once you receive the new copy (do not offer to 
regional)

• Problems with a claim? Submit an askGPO question, 
select Federal Depository Libraries > Claims. 



Questions?

Outreach and Support

202-512-1119

FDLPOutreach@gpo.gov


