DESK MANUAL FEDERAL DOCUMENTS
New Documents cart

1. Federal Documents Librarian will bring the new documents cart to you

2. Look over documents to acquaint yourself with what is new 
3. Notice if all documents and CDs that are housed at storage  have an orange sticker on them for storage.   (examples:  Y4s, Y1s, TD 2.314, XJH, XJS, GP3.8/7,)  If they don’t, you should check their item record to be sure location has been marked wdfs.
4. Make sure those items that need to be superseded have a pink slip with them. Check what needs to be superseded in the 2002 supersede list either on the FDLP or in paper format. Also check to be sure something isn’t being superseded that can’t be superseded.
http://www.access.gpo.gov/su_docs/fdlp/pubs/suplist/index.html 
5. Pull documents that need to be superseded and return with pink slip to Fed Doc technician.

6. C 55.418/7: nautical maps are filed in chest map case and older edition pulled, 
Superseded.  Keep track of number of maps added and number of maps superseded. Mark discarded on map, and put in recycling.  Be sure bib record for superseded map has been taken out of Innovative.  If not, let technician know what map number needs to be deleted. (Carlos at Evergreen would like us to send him the Washington nautical maps that we supersede.  They do not have to be marked in the catalog that we are sending to him)
7. Documents that reside in the Reading Room should be placed there.  Older  paper CFR should be sent to L&I if titles 7, 10, 21, 32, 42 or marked to be sent.  If not sent to L&I, stamp CFR discard, measure and keep number discarded for statistics. 

8. Microfiche CFR should be sent to Washington State Law Library.
9. Journals housed in Reading Room are moved down to Fed Doc stacks at beginning of new year.  (Keep 1 year in reading room)

10. Check to be sure items that are housed at Evergreen, University of Washington, Law Library are not on cart.  If are on cart, give back to technician and ask to send to appropriate library. Most items are marked on the bib record, if are to be housed else where.  You can also check the housing contracts found in brown folder titled selective housing.  

11. When the Serial Set comes, it will have a blue slip in it with the serial set number on it.  You will need to go to storage and pull the Senate or House documents that are in this serial set. Be sure to check what you pull from the shelf against what is in the serial set. (Y 1.1/3: Y 1/1/5: Y 1.1/7: Y 1.1/8) Bring those individual documents back to technician to have item record 086 field (su doc number) changed to serial set number.   Be sure you keep the individual documents with the correct blue slip.   
UPDATE MANUALS
1. Some manuals receive updated transmittal packages/changes. Most of these will be held together with shoe laces.  Remove the shoe lace and following the instructions remove outdated sheets and replace with updated sheets.  The outdated sheets can be recycled.  Date and initial instruction sheet and file with manual.

2. The updates are generally irregular and will sometimes come as microfiche

and sometimes in paper.  If come as microfiche, they are just filed in microfiche cabinet.  Some manuals are online and the updates can be found there.  If receive a mixture of types of updates, file the paper in manual especially if the updated sheets are dated.  

SUPERSEDES
1.  The 2002 supersede manual can be found online at  
http://www.access.gpo.gov/su_docs/fdlp/   under processing tools or you can use the paper copy.
2. Because WSL is a Regional Federal Depository, we must keep all items that
have an R  before the status.  We also keep all older items that deal with Washington or Alaska and all annual reports.   Look closely at the instructions to be certain you are superseding what it tells you to discard.

3. Check to see if there is a record for the item in Innovative.  If yes, print out the

       record and send item and record to technician to discard from innovative and 
       OCLC.  Also good to mark discarded on paper shelf list behind reference    

       Desk or pull S.L.card if all items on card are discarded.  If do this, when do
       Recon, the only cards left in drawer should be what is missing and needs to 

       be replaced.

4.    If no record in Innovative, mark discarded in S.L., stamp item discarded and   
        count and measure for statistics and toss.                  

NEEDS AND OFFERS

OFFERS
1. We generally don’t keep more than two copies of a document unless it 

deals directly with Washington or Alaska.  

2. Extra documents should be offered to other depository libraries at 

                  deposlib@lib.washington.edu  and govdoc-l@lists.psu.edu.  You must 


      put N&O: in the subject field and then what you are offering. (ex. Hearings, 

                  misc., forestry) 

3. Do not send attachments.   In the body of the e-mail list documents offered, 

including su doc number and title.  Offers list should only run two or three pages.  Is better to send several small lists than overly long list.

4. Paragraph at beginning of list should read something like “The Washington 

State Library Federal Regional Depository has the following duplicate federal documents to give away.  Priority will be given to Washington and Alaska Federal Depository Libraries. Depending upon the number of items requested, reimbursement of postage may be required.   These items will be held until (date) Please send your current mailing address with the documents you need to: (Your name) Washington State Library (your phone number) (your e-mail address) fax #.

5. Place documents on shelf with note how long to hold.  Be sure documents are 

stamped with WSL discard stamp and item record removed from Innovative. Count and measure for statistics.
6. If receive gifts we don’t want , these can also be offered.  These do not need

to be counted/measured for statistics. 

7. When request for the documents come in, hold out of state requests, other than

Alaska, for a week to allow time for WA & AK libraries to respond.

8. In order of request received, send the documents to library requested. We 

Generally don’t charge for postage unless a library requests a large quantity.

If that happens, it is sometimes best to get the library’s Fedex or UPS number to ship by.  Some libraries will reimburse in stamps or check.  When receive, give to Bob in mailroom.


NEEDS

1. You should be registered with deposlib@lib.washington.edu and 
                   govdoc-l@lists.psu.edu.  Libraries send their offers lists which you should


       check against our missing list found on the shared drive under library, federal


       depository, missing.   If have time, it is good to check the list against what is

                   on the shelf.  I especially try to do this if is an offers list from a WA or AK 
                    library.

2. Once you have determined which documents we have missing and need 

replaced, send an e-mail to whomever they have told you to respond to with 

list of su doc number and titles you need. Do not just reply to the offer e-mail as that will respond to the list serve and show up on everyone’s e-mail.  Keep a copy of this list you have sent for follow-up.

3. If the library has requested postage reimbursement, get Washington State Library  UPS number from Bob in the mail room and send this to library when you request the documents.

4. When documents come in, double check to be sure we don’t have them on the 

shelf.  Sometimes libraries will have something under a different su doc number then we do.  Send document to technician to have put in Innovative.
5. You may also want to check the Federal Needs and Offers list at 
http://www.access.gpo.gov/su_docs/fdlp/tools/needs_of/index.html   You can also post to this list, but I have gotten better results by sending the e-mails to deposlib and govdoc-L.

MISSING DOCUMENTS
1. If you notice a document is missing, ask federal documents technician to mark

item record missing.  Place item on missing list which can be found on shared

drive, library, federal depository, missing.  

2. If document is paper and small enough to photocopy, send a request to

borrow@secstate.wa.gov  to borrow to duplicate.

3. If document is microfiche, ask to ILL and duplicate microfiche or sometimes

Library will duplicate the microfiche for you.  

4. Keep copy of what you have asked to ILL for follow-up 

5. When document comes in and has been duplicated, remove from missing list 

and have item record status changed to available.

GIFTS
1. We sometimes receive a gift directly from a federal agency or from another

library.  Gifts are stamped with the larger receiving stamp and can be discarded whenever no longer needed.  

2. When receive gift, check Innovative and shelf to see if we already have. If we 

don’t own, find record for it in OCLC and be sure it has a su doc number assigned to it.  

3. Quite often you can find a su doc number on the OCLC record or by checking 

the catalog record of another library who owns this document.  If su doc number has been assigned by another library, not GPO, check Guide to U.S. Publications to be sure it fits in that classification.  Also check Innovative and shelf to be sure we aren’t already using that classification.

4. If there isn’t a record in OCLC, send to cataloging to be cataloged.  You will
need to assign a su doc number using Guide to U.S. Publications  and cutter table.  Quite often document will be placed in the general publication classification .  If you assign a number, be sure to place an x at the end of the classification.
BINDERY
1. Several times a year documents can be sent for rebinding.  As you notice items that need rebinding, pull them from the shelf and have the item record marked “R” for bindery.  If the item doesn’t have a record in Innovative, place a space saver on the shelf where the item should be with notation pulled for bindery and date.

2. Fill out a bindery form which can be found on shared drive under library, federal depository, bindery form.  Mark what kind of rebind needed.  Note any special instructions or reminders.  Keep a copy for yourself.
3. When items come back from bindery, check to be sure they did what you requested on the form, printed wording is correct, flip through to make sure pages are okay, maps are included in pocket etc.

4. If documents need to be processed, send up to technician with copy of OCLC record, be sure su doc number is included and if needs to be oversize etc.

STATISTICS
1. Monthly statistics are kept for federal documents and can be found on the 
shared drive under library, federal depository, statistics, year.  

2. Federal Documents Technician will send you an e-mail at end of month with 

stats  he/she has done for the month including number of gifts added, number of discards, etc. and will include number of inches of paper and microfiche added and discarded.
3. You can obtain the number of new documents added and inches by going to 

the shared drive, library, federal depository, shipping list database, shipping list data 1 and run report.  
4. Once all information has been gathered from technician, shipping list database, and stats you have; compile them together and put on statistics sheet.

FILING OF FEDERAL DOCUMENTS
1. The Government Documents Round Table (GODART) has a good tutorial on

Learning Su Doc Call Numbers.  Several things you should remember: A)  It is a whole number after the colon and not a decimal system. B) After the colon, it files date (year) letters, numbers, words.  C) Until 2000 the 1 was dropped from the date (988 not 1988) D) If the call number stem before the colon has slashes followed by numbers or letters, the base call number before the slash is filed first followed by the number or letter after the slash.  ( A 13.2:,   A 13.2/B:, A 13.2/2:) 
http://www.lib.msu.edu/publ_ser/docs/student/Manual/quizes/sudocsbasics1.html 
OTHER
1. 3-Ring binder labeled Federal Documents has some extra good information.
2. Websites that will be of help:  http://www.access.gpo.gov/su_docs/fdlp/ (FDLP);   http://govdoc.wichita.edu/ddm2/gdocframes.asp  Documents Data Miner 2;   http://lists1.cac.psu.edu/archives/govdoc-l.html   Archives of govdoc-l;   http://www.access.gpo.gov/su_docs/fdlp/tools/ldirect.html#2   Federal Depository library directory; http://catalog.gpo.gov/F    Catalog of Gov’t publications; 
1

