What’s in the box?

FDLP Depository Operation Training Series



Outline

« How GPO acquires publications for the FDLP
« FDLP distribution

» Organization and classification (List of Classes, SuDoc
classification, item numbers)

» [tem selection profiles
» Processing and housing the material you receive

e Claims



LSCM Acquisitions

What
material
does

GPO
acquire
an
send?

...and how do you decide?

Is it in scope? Order it
C&I - everything not What format(s)?

confidential
FDLP - public interest
or educational value

How many copies?
What item number?

Catalog it | Distribute it

Shipping lists - P, MF, E,

Preliminary record orS

Full record
If you select the item
number, you get the
publication

Final item number and
SuDoc classification

PURL

(Are there enough

Shipping List number copies?)

Libraries process and shelve it

Check that you got the right items, and all of them

Claim what you should have gotten but didn't, or if damaged
Mark items as depository property
Catalog and shelve items




« GPO works with material from all three branches of the Federal
government

« The Cataloging and Indexing Program (C&I) has a larger scope
than the FDLP. However, almost everything cataloged in the C&I
program will be disseminated through the FDLP.

« GPO Acquisitions staff consider:
« The SF-1 form from the agency
« LSCM’s acquisitions policy
« What format(s) to distribute
« What item number it gets - how many copies to order



https://www.fdlp.gov/scope-of-government-information-products-included-in-the-cataloging-and-indexing

What is not in-scope

» Classified materials
 Official use-only materials
« Administrative or internal use-only materials

» Those with no public interest or educational value
« Bookmarks

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



» Acquisitions staff make
an educated guess at the
correct item number
(from the List of Classes

 Based on that item
number, copies are
ordered for FDLs
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List of Classes

 The List of Classes is the official list
of what is available for FDLs to
select for their collections

» It shows the item number, title,
SuDoc stem, format designation,
and other important information

e [tisissued online. We recommend
using the Modified List of Classes.

44 USC §1904 — Law mandating a
listing of publications for selection
by depositories l

§ 1904. Classified list of Government publications
for selection by depositories

The Superintendent of Documents shall cur-
rently issue a classified list of Government pub-
lications in suitable form, containing annota-

tions of contents and listed by item identifica-
tion numbers to facilitate the selection of only
those publications needed by depository librar-
ies. The selected publications shall be distrib-
uted to depository libraries in accordance with
regulations of the Superintendent of Docu-
ments, as long as they fulfill the conditions pro-
vided by law.

(Pub. L. 90-620, Oct. 22, 1968, 82 Stat. 1284.)
HISTORICAL AND REVISION NOTES

Based on 44 U.S. Code, 1964, ed. §83 (R.S. §502; Jan. 12,
1895, ch. 23, §§53, 61, 28 Stat. 608, 610; Aug. 9, 1962, Pub.
L. 87-579, §3, 76 Stat. 353).


https://www.fdlp.gov/file-repository-item/modified-list-classes

B

ifllsunoc__________ Bl sortbysuboc Kl Agency

ALl
A1.1/3:
A11/6:
A1.1/8-2:
Al.l/o:
A1.1/10:
A11/11:
A1.1/12:
A1.1/13:
AL2:
AL7/2:
A1.11/3:

A1.11/3-2;
A1.11/3-3:

A1.32;
A1.34:
A1.34/6:
A1.36:
A 1.AT:
A1AT:
A 1.58/3:
A 1.58/4:
A 1.58/A:
A 1.60/2:
A 1.68:
A1.75:
AL175/2:

A00010001
A000100010003
A000100010006
A0001000100080002
A000100010009
A000100010010
A000100010011
A000100010012
A000100010013
AD0010002
A000100070002
A000100110003
A0001001100030002
A0001001100030003
A00010032
AD0010034
A000100340006
AD0010036
A00010047
AD0010047
A000100580003
AD00100580004
AO0O10058A
A000100600002
A00010068
AD0010075
A000100750002

AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT
AGRICULTURE DEPARTMENT

B2 Title

n Sub-Agency

n Geog?

G

Performance and Accountability Report  Annual EL
Semiannual Report, Office of Inspector Ge SemiannL EL
UsDA Office of Inspector General Annual Business PIEL
Budget Summary and Annual Performance Annual  EL

Annual Report of the Judicial Officer

Annual EL

Office of Inspector General Strategic Plan Triennial EL
Summary of Performance and Financial Inf Annual  EL

Agency Financial Report
Annual Performance Report
General Publications

Mews Releases for ...
Handbooks, Manuals, Guides

Dietary Guidelines for Americans

Annual EL
Annual EL
UNK
Annual EL
UNK
Quinguer EL

Report of the Dietary Guidelines Advisory Quinguer EL

Posters and Maps
Statistical Bulletins (series)

Statistical Highlights of U.S. Agriculture

Technical Bulletins
Agricultural Statistics
Agricultural Statistics
Summary of Decisions
QAL Decisions
Agriculture Decisions

]
EL
Annual EL
EL
]
EL
EL
Issued Irm EL
Semiannt EL

Bibliographies and Lists of Publications P
PA (Program Aid) Series P/EL
Agriculture Information Bulletin (AIB series) EL
Structure and Finances of U.S. Farms Annual  EL

I

n Freq? n Format(s) n Item Number iy

0006
0006-G
0006-1
0006-1-04
0006-1-03
0006-1-05
0006-1-06
0006-1-07
0006-1-08
‘o010
0010-B
0011-C
0011-C-01
0011-C-02
0080-H
‘0015
0015-B-59
‘o016
‘o001
0001-A-01
0002-A
0002-A-01
‘o002
0032-B-02
0014-A
0004-C
0004-B

Modified List of Classes

Updated biweekly in an electronic file at:

https://www.fdlp.gov/file-repository-item/modified-list-classes



https://www.fdlp.gov/file-repository-item/modified-list-classes

Item numbers and the item selection profile

 [tem 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 i
numbers your library has selected to receive
—you can see it on [tem Lister and make
changes to it using DSIMS

Forest Service (USDA):

General Publications
Item # 0084
SuDoc: A 13.2:

Information Pamphlets
[tem # 0085
SuDoc: A 13.13:


https://selections.fdlp.gov/OA_HTML/gpolibItemLister.jsp
https://selections.fdlp.gov/

The Superintendent of Documents
Classification system

» Developed by GPO Librarian
Adelaide Hasse in 1895

« Organizes publications by
agency, then document type and
series

e Used because it is difficult to

or%am%e gov docs by Adelaide Hasse e
SupDjeC b. September 13, 1868



SuDocs Stem

A = Agriculture, C = Commerce, S = State Department, T =
Treasury, X & Y = Congress

A 1 = the main Dept. of Agriculture
A 2 = Division of Accounts & Disbursements
A 3 = Division of Agrostology
A 4 = Bureau of Animal Industry

.1 = Annual Report C3.134:2012

.2 = General publications
.3 = Bulletins

4= Circulars C 3.134/7:2012

5 =Laws



The Colon

Tip - If a call number has a colon —
it 1s a SuDocs number.

Colons are used to separate out the SuDoc Stem
from the more detailed series or book information.

l Years

SuDoc stem ° Numbers
Letters (Cutters)



After the SuDocs Stem

* Years (*may be abbreviated)
e 985 & 85=1985
e 999 & 99 =1999
* 00 =2000
01 =2001

e Numbers
e Volume/issue
» Technical report number



After the SuDocs Stem

e Letters: use Cutters

e Cutters: letter and number
abbreviations of a keyword in
the title

 C 56 used to abb. ‘classification’

e N 42 O used to abbh. ‘New
Orleans’
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Put it together
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SuDocs

Material in SuDocs archive themselves because when the
Federal government evolves, so does the SuDoc classification
scheme

For example:
W =1789 - 1947 for the War Department
M =1947 — 1949 for the Military Establishment
D =1949 — present for Department of Defense

Tip — Refer to a Guide to U.S. Government Publications (formerly called ‘Andriot’ after the
editor, now published by Gale Group).

It has organized content by SuDoc numbers and provides an overview of when SuDocs were
in use throughout history. Very handy.



 Create preliminary record

« Look at the publication in hand

 Full catalog record, including

SuDoc classification (and sometimes
another classification)

PURL (for online items)
[tem number

Shipping list number
Distribution information

Title
Format
Author
Published

SuDoc Number
Item Number
Edition
Cartographic Data
Description
Content Type
General Note

Subject - LC

Genre/Form
Holdings
OCLC Number

CGP Record Link
System Number

Montana recreation guide.

sheet

United States. Bureau of Land Management, cartographer.

[Billings, Mont.] : U.S. Department of the Interior, Bureau of Land Management, 2021

153.33/2:M 76/2021

0633-A-04

Rev. 2011, 2014, 2021.

Scale approximately 1:1,056,000.

1 map : color; 51 x90 cm, folded to 23 x 10 cm
cartographic image

Title from panel.

Shipping list no.: 2022-0048-P.

Includes indexes to recreation sites and ancillary map.
On verso: description of BLM lands and facilities, text, color illustrations, and addresses for B
"BLM/MT/MA-02/013."

Recreation areas -- Montana -- Maps.

Public lands -- Montana -- Maps.

Montana -- Maps.

Maps.

All items

(OCoLC)1286620916
https://catalog.gpo.gov/F/?func=direct&doc_number=001165811&local base=NEWTITLE
001165811

Description

Expand

SuDoc Number

1 53.33/2:M 76/2021

Shipping List No. Library Item status  Notes
National Bibliography For Distribution



» Publications are shipped from our Laurel, MD warehouse

- Each library has a box — staff take a publication and a list of the
libraries who select that item number, and put a copy in each
library’s box

« Boxes are shipped out

» There are four kinds of shipping lists: paper, microfiche,
tangible electronics, and separates
« Separates are items that are too big to fit in a regular box



* [f the warehouse does not have enough copies, they will
distribute to all regional collections and then randomly to
selectives until they run out

« This is called getting “shipped short” and if it happens, it will be
marked on the shipping list

« [t may take time for the box to arrive at your library.

 [f you got another library’s box by mistake, contact GPO and
we’ll send you a return or forwarding label



https://www.fdlp.gov/instruction/forwarding-or-returning-misdirected-shipment-boxes

Digital Resources

» [f you do not profile for tangible material, you will not
receive any boxes from GPO.

» All digital FDLs will still receive shipping lists unless they
opt out

 Libraries can identify online or digital resources that GPO
has cataloged by looking in the CGP, in particular, looking at
the New Electronic Titles or NET list.



1202) 5358075 "
£HERE 26505 .
s Unpack and organize or process your

(5T lnShineran sr_an 267 shipments in a reasonable amount of time

LAW LIBRARY-FED

NEWARK NJ 07102-3094 LRPR 14

vEEEe | NJ 071 0-02

Al
'y £¥¢
LA

UPS GROUND
TRACKING #: 1Z 6RV 822 03 7580 9001

[T

Library Number



Federal Depository Shipping List
Shipping List Number: 2022-0002-P — The Shipping list number

Ship List Date: September 9, 2021
Number of Titles: 7

Shipping lists: Electronic versions of shipping lists are posted online at https://www.fdlp.gov/collection-

tools/shipping-lists

Claims for selected publications not received or received damaged must be made within 60 days of the
date on this list. Use askGPO to claim GPO-issued material. askGPO may be found at:

~

https://ask.gpo.gov/s/ /
ITEM NO. CLASSIFICATION TITLE
0572-B AE 2.106/3:2/2021 Code Of Federal Regulations Title 2, Grants And
Agreements, Revised As Of January 1, 2021
0572-B AE 2.106/3:7/PT.53- Code Of Federal Regulations Title 7 Parts 53 To 209,
209/2021 Agriculture, Revised As Of January 1, 2021
0572-B AE 2.106/3:21/PT.500- Code Of Federal Regulations Title 21, Food And Drugs,
599/2021 Parts 500 To 599, Revised As Of April 1, 2020
0573-C AE 2.106:86/167 Federal Register, Volume 86 No. 167, September 1, 2021
0573-C AE 2.106:86/168 Federal Register, Volume 86 No. 168, September 2, 2021
0573-C AE 2.106:86/169 Federal Register, Volume 86 No. 169, September 1, 2021
0994-B X 1.1/A:167/117-142/INDEX Congressional Record Index, Volume 167 Nos. 117-142,
July 5, To August 7, 2021

P = paper

S = separates
E = electronic
M = microfiche

TIP

You have 60 days from the date
on the shipping list to make a
claim



Shipping lists
» You will likely have several shipping lists in a box.

» Current and archived shipping lists are on FDLP.gov. There is also a
Combined Shipping Lists file that lists everything shipped out to
depositories since 1997.

« Every year, GPO puts out a news alert saying what the final shipping
list numbers of the fiscal year were for each format.

 I[f you see a % in the title column, that means the publication has been
shipped short and there are no claims copies available.



Separates

Federal Depository Shipping List

Shipping List Number: 2021-0001-S

Ship List Date: July 14, 2021
Number of Titles: 7

Shipping lists: Electronic versions of shipping lists are posted online at https://www.fdlp.gov/collection-
tools/shipping-lists
Claims for selected publications not received or received damaged must be made within 60 days of the
date on this list. Use askGPO to claim GPO-issued material. askGPO may be found at:
https://ask.gpo.gov/s,
ITEM NO. CLASSIFICATION TITLE
0996-A-02 Y 1.1/7:117-3/vV.1 Budget of the U.S. Government, Fiscal Year 2022,
House Doc. 117-3, Vol. 1, 2021
Y 1.1/7:117-3/V.2 Budget of the U.S. Government, Fiscal Year 2022,
House Doc. 117-3, Vol. 2, 2021
Y 1.1/7:117-3/v.3 Budget of the U.S. Government, Fiscal Year 2022,
House Doc. 117-3, Vol. 3, 2021
1008-F Y 1.1/2:15592 United States Congressional Serial Set, Serial No.
15592, January 3, 2013-January 3, 2014
Y 1.1/2:15593 United States Congressional Serial Set, Serial No.
15593, January 3, 2013-January 3, 2014
Y 1.1/2:15594 United States Congressional Serial Set, Serial No.
15594, January 3, 2013-January 3, 2014
Y 1.1/2:15595 United States Congressional Serial Set, Serial No.
15595, January 3, 2013-January 3, 2014




 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.

 Libraries complete processing:
* Property stamp
« Date stamp
« Call number label
« Catalog



The following list 1s for Dowrdoad CSV NOTE. In CSV file, certain iten
: : Libiary + SR
Verify your library got
everything it should have oo g el 4
per the library’s item 0003 Y 0004-A Y
: : 0006 Y 0006-C Y
selection profile 0006-1-03 v 0006-1-04 v
LRPR 17 0010-A Y 0010-A-01 Y
0010-8 Y 0010-8-01 Y
W Y Q011-8 Y
001 1-F-01 ¥ 0013-A Y
. . O15-A-03 Y Q01 5-A-04 N
Pro tip: : 001 5-A-08 Y 0015-A-09 Y
0015-A-13 Y 0015-A-14 Y
Use [tem Lister 0015-A-18 Y 0015-A-18 Y
: 0015-A-23 Y 0015-A-24 Y
’[.O geta SUCFZIIIC'[ 0015-A-28 Y 0015-A-29 Y
list of your item 0015-A-33 v 0015-A-34 v
selection profﬂe 0015-A-38 Y 0015-A-39 Y
01 5-A-44 Y 0015-A-44 Y
0015-A-48 Y 0015-A-49 Y
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HISTORICAL CLIMATOLOGY SERIES 6-2

TROLPICAL CYCLONES OF THE
NO=RTH ATLANTIC OCEAN
1851-2006

mn“iii|III“| [INCLUDES 2007 & 2008 TRACK MAPS]
3 0690 1665363 8

Affix a property
stamp or use
another method to
mark the material
as depository
property LRPR 15

\ U.S. DEPARTMENT OF COMMERCE-National Oceanic and Atmospheric Administration \
. / National Weather Service-National Environmental Satellite. Data, and Information Service §
- \
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Record the date of receipt,
shipping list date, or
the date the material was

processed

LRPR 16



General map processing tips SR

- Flat or rolled maps: Flat, in folders, in map cases Qesis.= e all

» 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-1 (https://listserv.uga.edu/scripts/wa-
UGA.exe?SUBED1=maps-1&A=1)



https://listserv.uga.edu/scripts/wa-UGA.exe?SUBED1=maps-l&A=1

Selective Housing Agreements

Make sure you know the processing procedures:

« Do you process and send to the SHA site?
 How does the FDLP material get sent to the SHA site?

 How is material at the SHA site marked in your catalog?

LRPR 49



Claims

Libraries should make claims for missing or damaged material LRPR 17

COLLECTION TOOLS

Claims

Home FAQ My FDL Submit an Inguiry Claims Request Form More ~ Q,  searchaskGPO FDLP Outreach =

MICROFICHE, MAP, AND TANGIBLE CLAIMS

Claims for depository materials from GPO-issued shipping lists must be made within 60 days of the date of the shipping list. During the COVID-19 pandemic, the
normal 60-day period for claims is suspended (pending availability of materials). Only claim decuments in your selection profile that you did net receive. For more

FDLP.gov > Claims

- Check the Claims Copies Exhausted list for a list of items that can no longer be claimed against surplus stock

Claims can be submitted from one shipping list at a time. Only five items can be claimed in one submission. If all of the documents on a shipping list need to be
claimed, check the "Claim Entire Shipping List" box

L O O k fo r C ]. a j. m S S Contact Information

0999

Exhausted

FDLP Outreach

" Email Address

askGPO for Web Claim Form



« Selected but not received « Publications not on the

library’s item selection
profile

« Publications damaged during

shipment
- Newly selected publications

whose selection is not yet in
. Claim individual publications effect (Oct 1)
or entire shipping lists . Material on the Claims page

- Material listed as ‘shipped
short

« Defective publications



WEBTech Notes *available on fdlp.gov

WEBTech Notes

Search WEBTech Notes Modified after Modified before Category

mm/dd/yyyy 01| | 08/16/2022 &3

Export Selected WEBTech Notes
Export as HTML B) WEBTech Notes RSS Feed ltems per page| 10 v

B Title SuDoc No. Item No. ShippingList No. Category Record number Created
O Cultural Resources | 53.22/4: 0629-E- UN New item no. (EL-only). Libraries 1181800 2022-
Publications (series) 29 selecting 0629-E will have 0629-E-29 08-15
(EL) added to their item selection profile.
Individual titles will be assigned
PURLs.
O Cultural Resources 1 53.22/4: 0629-E- UM Reactivated class and item no. 1181799 2022-
Publications (series) 05 Libraries selecting 0629-E will have 08-15

(P) 0629-E-05 added to their item

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



Tools you can use for processing and for
solving FDLP mysteries

o [tem Lister
« Compare what you received to your selection profile

« WebTech Notes

» To see class and item number changes, and
publication or shipment irregularities

 Catalog of U.S. Government Publications
 Includes shipping list numbers and item numbers

* askGPO
 [f you're stumped, we can help!



https://selections.fdlp.gov/OA_HTML/gpolibItemLister.jsp
https://www.fdlp.gov/webtech-notes
https://catalog.gpo.gov/
https://ask.gpo.gov/

Cataloging FDLP material

» Cataloging and bibliographic control is covered in detail in
another Depository Operation Training Series recording

« Anything tangible you receive must be cataloged  (rpri2213

* You don’t receive anything in the mail from your EL item
selections
* You do not have to catalog EL resources
* You absolutely can catalog EL resources!



Miscellaneous...

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

« Duplicate copies — discard or offer to the regional

LRPR 18
« 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 > Distribution/Shipments.



Getting Help from GPO

Use askGPO Prefer a phone call?

. Contact Federal
https://ask.gpo.gov Depository Support

Services

(€12(@) Who We Are v How To Work With Us ~ Explore and Research v Contact Us

Contact Us

Have a question about services the U.S. Government Publishing Office provides? O 9

Home FAQ  Submitaninquiry  Partnership RequestForm  Contact Center Claims Q

Login

Click on a tile below to submit your question Important GPO Links

« U. Government Publishing Office

« U Government Information (govinfo)

« Media Inquiries.

« Federal Depository Library Program

« Ben's Guide to the US. Government

« Catalog of US. Government Publications

Federal Depository Library Progra... Federal Agency

+ Congressional Relations
« Office of the Inspector General
« Help About This Page

Trending FAQs

Canl chack the balance of my SOD deposit account online?

1 am with a Federal agency. Who can | contact for information about GPO' zervice:?
How do | aply for job lited in the "Plum Book'?

Where are FDLP zhipping lztz2

Where can | find executive orders, statements, mezzages, remarks, 3nd other prezicential
materialz?


https://ask.gpo.gov/

