FEDERAL DOCUMENTS PROCEDURES

Revised 2008 by Linda Fraidenburg

Overview:

FDLP Program:
Washington State Library is a Regional depository library (Depository number 0642) in the Federal Depository Library Program (FDLP), established by Congress to ensure public access to government information. As part of our agreement to participate in FDLP, we must make the documents provided at no cost by FDLP available for public use according to a specific set of rules and guidelines. 
The documents received are property of the United States Government; they do not belong to the library. We are not free to deviate from the rules and guidelines of the FDLP. Periodic inspections of depository libraries are held to insure compliance.
Information about these rules and procedures can be found online at the FDLP Desktop web site, http://www.fdlp.gov/, under Depository Administration.
GPO publications distributed by FDLP are selected by depository libraries from the List of Classes, http://www.access.gpo.gov/su_docs/fdlp/pubs/loc/index.html. As a Regional Library we select all items available for distribution. However, we have housing agreements with other institutions in which a few items we ordinarily would select are selected and sent directly to the other institution. Other materials in the housing agreements are sent here for receiving, then sent on by us to the housing institutions. Documentation of these agreements is on the shared internal server “S” drive at S:\Library\FEDERAL DEPOSITORY\Housing Agreements.

Our selections are maintained in our FDLP Profile by the Federal Documents Librarian. Selections are offered by Item number. Our selections may be seen on the Item Lister, http://www.access.gpo.gov/su_docs/fdlp/tools/itemlist.html, searched by depository number 0642. New items are automatically added by FDLP to our profile.

We also receive federal documents which are not distributed by FDLP. These arrive by mail directly from the issuing agency and thus will not be on shipping lists, but we add them to our federal collection too.
Shipping Process

Depository materials are distributed in tangible format (paper, microfiche, and tangible electronic products such as VHS, DVD or CD-ROM) and/or in electronic file format (internet, also known as EL). Internet items are automatically loaded into our catalog. Tangible items are grouped into shipments, with shipping lists accompanying each shipment, similar to an invoice or packing list.
Shipping lists are categorized as paper, microfiche, electronic and separates. Topographic map shipments also are sent by USGS National Mapping Agency directly to depositories. Each category of shipping list is numbered sequentially with a suffix of P,M,E,S, or TQ. Example: 2008-010-P contains paper documents, 2008-010-M contains microfiche, etc. Separates shipments may contain mixed formats.  Microfiche shipments are produced by independent contractors and mailed directly to selecting depositories. 

Each week GPO announces what it will distribute on shipping lists; they may be viewed on the FDLP web site, http://www.fdlp.gov/. They are also archived from 1997 forward at http://fedbbs.access.gpo.gov/fdlp01.htm. 
Individual shipping lists for formats paper, electronic and separates shipments  are posted on the official Depository Shipping Lister web site, http://www.access.gpo.gov/su_docs/fdlp/tools/sl/slister.html, and also, with different access options, at the Document Data Miner2, http://govdoc.wichita.edu/ddm2/gdocframes.asp. Microfiche shipping lists and USGS map shipping lists, as well as archives of all other shipping list categories, are found on the Federal Bulletin Board at http://fedbbs.access.gpo.gov/fdlp01.htm. 

Shipping lists are recorded for statistics on the shared drive at S:\Library\FEDERAL DEPOSITORY\Shipping Lists Database. At this writing, we are recording in the “shipping list data 1” Access file. Statistics are collected and reported monthly from this database by the Federal Publications Associate, to whom you also will mail your monthly statistics. We keep paper shipping lists for two years.

Marcive  products
To assist with the process of adding our documents to the catalog and making them accessible in our collection, we purchase pre-printed SuDoc labels and electronic files to load into our catalog from Marcive, Inc. By contract agreement renewed annually we purchase Shipping List Service (SLS) records (excluding serials), Ongoing Database Service (upgraded or replacement bibliographic records), Labels, and ongoing Database Utility Holdings (adding our holdings to records in OCLC).

Based on the GPO’s weekly posting of shipping lists, Marcive announces delivery of related products, i.e., SLS files and labels, via email to the Federal Documents Technician. Print this email. It is generally sent on Monday mornings. 
Marcive’s SLS electronic files for the week are transferred to the Consortium Systems Manager (Steve Metcalf) who loads the files into the consortium’s catalog database through selected load tables. He then emails us that the weekly SLS files are loaded, including the beginning and ending database bibliographic numbers and item numbers of the file load. Print this email too, and staple it together with the Marcive weekly shipping list email. When you’re through receiving and adding these shipments to the catalog, you will use these documents to check for completion and accuracy.
SLS records are brief bibliographic records created by Marcive from the week’s shipping lists and containing a 945 field with subfield coding we have specified for various types of documents, e.g.:

$a<SuDoc #> $g1 $l<location code> $p$50.00 $sp $z086
The codes in the 945 field determine the field codes in item records automatically created when the Marcive’s SLS records added through load tables into the database. 
A summary of our Marcive profile (symbol=WAOL) is stored on the “S” drive at S:\Library\FEDERAL DEPOSITORY\Procedures.

The SLS records serve as temporary bibliographic records that allow us to attach item records with barcodes immediately and send the documents to the shelves without waiting for matching full record cataloging.  They will be replaced by full level bibliographic records created or upgraded by GPO and sent to OCLC. These full level records are sent to us by Marcive as part of their Ongoing Database Service.
SLS records have a special number in the 0351 field prefixed with “tmp”. When full level GPO bibliographic records are available, they are sent to us by Marcive, with the appropriate “tmp” number inserted as an 035 field. When loaded into the database, the “tmp” number (and only the “tmp” number) is matched and overlays the original SLS record, which is automatically deleted. Item and check-in records attached to the SLS record are transferred to the full record as part of the overlay.
Labels will not arrive until the following week. To receive labels during the same week as the announced shipment products requires special 2 day delivery which costs, as of March 2008, $300. We presently do not purchase that service. 

RECEIVING DOCUMENTS:
NOTE: Receipt of Marcive products and GPO shipments don’t automatically overlap. It is common to have physically received GPO shipments before Marcive products are sent, so we need to store these until they can be processed and added to the catalog.
The following section discusses receiving and processing physical items. See section on Adding items to the online catalog, and the federal documents code table, for information on how to add online records for these items.
General Information about receiving:

See “Receiving Maps and posters” and “Documents sent to other libraries” sections below for posters, navigation charts, topographic and other maps. Some maps, mostly folded ones, go to the documents stacks rather than to the maps cabinets. If unsure, check with the Federal Publications Associate.

At the end of the receiving process, you will have checked-off as received, counted, measured, depository date stamped, barcoded, and affixed storage stickers or other labels as appropriate, and added SuDoc call number labels on all the items on each shipping list. 
This physical processing can all be done when you are ready to label and add each item to the catalog, which is the last thing done to the items before they can be shelved. However, I have found it more efficient to unpack shipments within a day of receipt and physically process items as much as possible when unpacked, as described below, so they are ready to label and put online as a batch. These partially processed documents can then be stored until labels are received the following week.
If you can’t unpack and process shipments as they arrive, at least mark today’s date on each box, so that if you get behind you still have some chronological order for unpacking.

Receiving paper shipments from GPO
Open box from the top (this is the blank side; the printed side is the bottom). Look at the number hand written on the box flap, it should read “642”, our depository number. If it doesn’t, you’ve received some other library’s shipment.

Unpack the documents until you reach a shipping list ( 8 ½ X 11” sheet that looks like a packing list). This is the end of the documents on that shipping list. KEEP EACH SHIPPING LIST TOGETHER WITH ITS DOCUMENTS until you have completed processing and the documents are added online to the catalog. It creates many problems if you mix up the contents of the shipments! Typically, there are several shipping list groups in one box. Each shipping list is sequentially numbered and dated with a shipping list date.
Keep unpacking until you reach the next shipping list and keep all those documents separate from other shipping lists. Continue until box is empty. 

On the email you’ve received from Marcive, check-off or highlight all the shipping list numbers you’ve unpacked. This tells you at a glance whether all the shipments for that week have arrived. The week’s shipments aren’t complete until all are accounted for.

Check items you’ve unpacked against the shipping list.  Place a check mark beside each item on shipping list to show it has arrived. If any document we should have received is missing, it will need to be claimed, as described below. Circle or make a “claim” notation on the shipping list in the margin next to the missing item to remind you to claim.
Measure all the documents in the shipment at the spines when stacked atop each other, to the quarter inch. This figure will be used to estimate future needed shelf space. Write your measurement at the top center of the shipping list. You will record this later as part of your statistics at the end of the entire procedure.

Count the number of received documents and compare it to the “Number of Titles” listed at end of the shipping list. Write both numbers separated with a slash at the right top of the shipping list. Example: 12/12 if all 12 documents were received, 10/14 if 4 documents are missing. Later, you will record this figure too.

Remove all plastic wrap or other covering. If the item is three-hole punched but not bound, leave it inside the wrap until ready to put online.
For each shipping list, set the date of the Depository property stamp to match the shipping date. Do not stamp the list itself yet. Next week after labels arrive, you will date-stamp the shipping list itself with the current date when you add its documents to the online catalog

Stamp each document on the shipping list, on the front page if possible, unless it would cover writing on the document. In that case, stamp the inside page. If that is not possible, try the inside of the cover, the back of the cover, etc. If the paper has a slick finish that will smear, you can stamp a blank label and affix it, or use the Dymo label maker template for depository date.

Affix a storage label where appropriate. If unsure whether a document goes to storage, wait to check the item location when you put the document online. The following class stems are sent to storage:

Y

XJH


XJS


TD 2.314

GP 3.8/3:


HE 20.7125/2

and


All CD-ROMs except Census


Oversize and Folio

Barcode all items you are sure will not be recorded on a serials check-in card. If you are unsure, wait until you’re ready to put the item online. Affix barcode on first page inside the document in upper right corner. If that would cover up information, you can place the barcode on the front cover of the document.

Band together all the documents and their shipping list, using sturdy oversize rubber bands, and store them until labels arrive.

Label documents when Marcive SuDoc labels arrive the following Tuesday. Labels come in sheets grouped by shipping list number. You may cut these apart by shipping list number if desired. Working through each shipment separately, pull the shipping list, stamp it as received using today’s date and set it aside, You will use it for statistics later. 
Affix the appropriate label to the upper left corner of the cover of each document. Trim excess from label if needed to fit or to prevent covering of printing. 

If you wish to mix documents from different shipping lists at this point, e.g., to batch all serial issues of one title for check-in, you can safely do so.

Add each item online after files have been loaded, as described by below.
Claim documents we should have received as shown on the shipping list. Make a notation of “no claim” next to the item on its shipping list if it is one of the “do not claim” items on table below.

Claim using the online Web claim form, http://www.access.gpo.gov/su_docs/fdlp/tools/webclaim.html
However, at the time of this writing, a disclaimer on the web site suggests providing the claim form information via email to depository claims. In my experience, only the email claim is reliable at the time of this writing. (Do not send microfiche claims to GPO; see section below on receiving microfiche for claiming from fiche vendors). The email address is depositoryclaims@gpo.gov. I have used the following template for claims

Depository no: 0642

Regional: yes

My name and email:

Linda Fraidenburg

lfraidenburg@secstate.wa.gov
360-704-5216

Checked claims copies exhausted: yes

Legitimate claim: yes

Shipping list no:

PUBLICATIONS CLAIMED:
Item no.:

SuDoc no.:

Title:

There is a 60 day limit from the shipping list date, after which you cannot claim. Expired lists are posted on the FDLP desktop at http://www.fdlp.gov/distribution/expired-sl.html.

Check the Claims Copy Exhausted list before claiming, at http://www.fdlp.gov/distribution/expired-sl.html. Do not claim any copies on this list

 Make a notation next to the item on its shipping list of the date claimed. If the claim is later returned as “claims copies exhausted”, notify the Federal Publications Associate so he can attempt to obtain the document via Needs & Offers.
Do not claim the following items that WSL does not receive because of housing agreements with other depository libraries:
Items we don’t claim:

	Item
	SuDoc
	Title
	Reason

	0508-E                       
	HE 20.3612:
	Index Medicus
	Housed at WSU

	0619-H-12
	I 19.102/12:
	State Map Series (Idaho)
	Housed at TESC

	0619-H-26
	I 19.102/26:
	State Map Series (Montana)
	Housed at TESC

	0619-H-37
	I 19.102/37:
	State Map Series (Oregon)
	Housed at TESC

	0619-M-12
	I 19.81:
	7.5' Series (Idaho)
	Housed at TESC

	0619-M-26
	I 19.81:
	7.5' Series (Montana)
	Housed at TESC

	0619-M-37
	I 19.81:
	7.5' Series (Oregon)
	Housed at TESC

	0619-P-12
	I 19.108:
	County Map Series (Idaho)
	Housed at TESC

	0619-P-26
	I 19.108:
	County Map Series (Montana)
	Housed at TESC

	0619-P-37
	I 19.108:
	County Map Series (Oregon)
	Housed at TESC

	0834-C-01
	NS 1.38:
	Initial reports of the Deep Sea Drilling Project
	Housed at WWU

	0834-C-10     
	NS 1.38/2:
	Proceedings of the Ocean Drilling Program
	Housed at WWU

	0856-A-01
	PREX 3.10/4:
	CIA Atlases and Maps
	Housed at TESC

	1011
	Y 4.AP 6/1:
	Hearings: Appropriations
	Select MF only

	1033
	Y 4.AP 6/2:
	Hearings: Appropriations
	Select MF only


Add a note in the online item record noting the claim date.
Record statistical information from completed shipping lists in the shipping list database on the shared drive, S:\Library\FEDERAL DEPOSITORY\Shipping Lists Database. At this writing, we are recording in the “shipping list data 1” Access file. Select paper shipping lists file. Update when claimed items are received.

File paper shipping lists in appropriate notebook. Shipping lists are kept for current and previous year. 
Receiving non-depository paper documents

We are on the mailing lists of various federal agencies that send us publications not distributed through FDLP. For example, we receive many publications in paper format from US Forest Service research stations, but FDLP distributes these titles only as internet documents. Thus you’ll have no Marcive products or GPO shipping lists with official SuDoc numbers for these documents.

Search the library catalog to see if we already own the document. Sometimes, as in the above example, we will have an internet record for the same title.

Search OCLC for matching cataloging for the paper format. If it exists, download it and add our holdings. If not, note the date of your search and shelve the item to try again later. If no one has cataloged the title after you’ve searched the title several times, give it to Cataloging for original cataloging.

If you’ve found and downloaded matching catalog records, count and measure the documents and record them on your monthly statistics (not the shipping list database).
Barcode and date-stamp using today’s date and the non-depository property stamp.
Assign SuDoc number for a label and for the bibliographic 0860 field and item record call number. If the document is a serial issue for a title already on our catalog, the call number stem has been assigned; the item just needs a volume/issue number or year-month after the stem. Follow the already-established pattern of earlier issues. Print label and affix to document.
If you have not been trained to assign SuDoc numbers, consult with the Federal Publications Associate.

Add the items online as described below.

Receiving microfiche

Most microfiche are produced by independent contractors and sent directly by them in package envelopes. These fiche are accompanied by their GPO shipping lists, usually several per package. Fiche need to be barcoded but not labeled because the SuDoc numbers are printed on the fiche headers. Put storage labels on the fiche envelope for all Y call numbers.
Check against shipping list, count, measure, stamp fiche envelope, affix storage label as appropriate, and barcode fiche envelopes as described above in paper shipment instructions. 
Presently we do not receive SLS records for Congressional document fiche (this can easily be changed by Marcive if needed). The paper copies of these documents arrive before the fiche copy, so no SLS is needed for the fiche. (Exception: House appropriation committee hearings, Y  4.AP 6/1 and Y 4.AP 6/2 stem documents. You will have to download these records from OCLC because these are one of the few item numbers we don’t select). Since you don’t need any labels or files, you can immediately add the items online, record statistics on the shipping list database, and file the print copy of the shipping list.  

. 
Claim missing fiche directly from the vendor producing the shipping list, as directed at bottom of the shipping list. 
Presently, fiche produced by Data Management Internationale can be claimed via email (Telswick@dmi-inc.com) or faxed to 302-656-1169. Voice phone = 1-800-364-4210, ask for Tiffine (pronounced like Tiffany) Elswick.

The other current fiche vendor is

National Archive Publishing Co.

1909 Old Mansfield Rd.

Wooster, OH 44691

(voice) 330-263-9942 X 4056

(fax) 330-263-9932

There are mailing forms and instructions for claiming at the bottom of their shipping lists.
Exception to the above procedure: A few fiche serial title issues are mailed directly by GPO, not a vendor. These will not have shipping lists and arrive in small envelopes by surface mail. These are primarily AE 2.106: (Federal Register), X 1.1/a: (Congressional Record).
Date stamp with the depository property stamp using today’s date, and add these to the check-in card online. Count and measure these and record it on your monthly statistics.
Receiving separates

Separates shipments are FDLP documents sent by contractors in individual packages, rather than in shipment boxes. The shipping list for an entire separate shipment arrives independently, packed in a box with other shipments. Or, you can print separates shipping lists on the FDLP Shipping lister website, http://www.access.gpo.gov/su_docs/fdlp/tools/sl/slister.html
See section below for oversize maps or posters sent as separates shipments. They are handled differently than most separates.

Each separates package mailing label should have the separates shipping list number on it.  If you open the package, label the contents with the shipping list number on a note or post-it. Store all packages or documents with the same shipping list number together until files are loaded and call number labels arrive. 

When all items on list have arrived, check off items against shipping list, count, measure, stamp, barcode, label, add items online, claim, record and file shipping list as above with paper shipments. 

Receiving electronic shipments
Electronic shipments are tangible electronic documents, usually on CD-ROM or DVD-ROMs. They are sent in shipment boxes, often along with paper shipments. 

Check each item off against the shipping list. If a CD or DVD arrives in an envelope or container that is not very sturdy, transfer it to an empty jewel case. Put accompanying material, such as cover insert, into the jewel case if possible.

You don’t need to measure electronic shipments.

Count the total items received and record the number on the shipping list.

Stamp each item with the depository property stamp, using the date on the shipping list. Stamp on the cover insert, or on a blank label, or else print a depository receipt label on the Dymo labelmaker. The stamp should be placed on the inside of the case or container.

Affix storage label to front of container as appropriate. Almost all electronic products, except Census titles, go to storage

Affix call number label after received from Marcive. Place label on the left corner of the hinged part of the jewel case, or folded part of a cardboard container. This is the top of the container as it would be stored inside a cabinet drawer.

Barcode goes inside the container. If container is a jewel case, place barcode beneath the hinged area. 

Add items online after files for shipment are loaded, as described below.
Claim missing items from GPO the same way paper documents are claimed.

Record data from shipping list on shipping list database, selecting electronic shipments file. 

File shipping list in appropriate notebook.

Receiving posters and oversize documents (These may be distributed as either Paper or Separates shipments). 

Oversize:
Oversize documents are received and processed like any other paper document, but will have the prefix OVERSIZ (if spine measures over 30 cm.) or FOLIO (if spine measures over 40 cm) above the SuDoc call number label, and in the item record call number online. All oversize items go to storage, so they need to have a storage label. Check off shipping list, measure as part of the entire shipment, stamp, barcode, count,  label, add online, record, claim and file shipping list as you do with other paper or separates shipments.
Posters:

Most posters are large and so are shipped in mailing tubes. These might be delivered to the first floor map area, along with maps shipped in tubes. If you have a shipping list containing a poster and it hasn’t been delivered to your desk, be sure to check the first floor prior to claiming.
Check off on shipping list, count as part of shipping list.

Stamp, barcode, and label on the back of the poster. 

 Label  prefix =  FED POSTER-6 above the SuDoc call number. 

Claim, record and file shipping list as you do with other paper or separates shipping lists.

.
ADDING ITEMS TO THE ONLINE CATALOG
**NOTE: See also section titled: Superseding.

Any title in any format could be designated for superseding and thus require you to include supersede worksheet slips with the new document to be shelved, then subsequently delete the superseded item. Confirm whether a given document supersedes another at the time you add the new item to the online catalog. 
Overview:
All bibliographic records should have the SuDoc number in the 0860 field. If there is no 0860 field in the bibliographic record you want to use to match your item, you must add it in the catalog. The 0860 tag + subfield indicator  is the only indexed field in Innovative for federal document call numbers. Item SuDoc call numbers are not indexed. Further, if the subfield indicator “0” is not in the first subfield indicator place following the 086 MARC tag, the SuDoc number will not index properly. Examples:

0860  AE 2.106/3: will index as a federal documents call number

086 0 AE 2.106/3: will index as a state document call number

In the 0860 field, a delimiter and “z” subfield code followed by another SuDoc number are used to indicate an invalid SuDoc number. Do not use a SuDoc number preceded by a “z” subfield. The SuDoc number has been reclassed by GPO.

Use GPO cataloged or upgraded bib records whenever possible to avoid duplicate records in the catalog (exception: collective-title USGS topographic map records). The GPO records will be added to our catalog as new or replacement records by Marcive. If you’ve used a non-GPO for a record, you’ll eventually receive a duplicate GPO record for the same title. Also, GPO records with web links will have PURL addresses that will follow the web site if it changes URL.
Consult cataloging about questions or problems with GPO bib records. We cannot alter or upgrade national-level catalog records, but we can make local catalog bib record additions and changes. Bibliographic problems can also be addressed by writing to Ask GPO (http://gpo.custhelp.com) and directing your question to Federal Depository Libraries/Cataloging. If the GPO catalogers feel a change or correction is warranted, they will inform you of what action they’ve taken.
Internet links and internet item records: If you are adding an item record to a full bib record with an internet link in the 856 field, check to see that there is an appropriate “z” subfield in the 856. The 856z displays in the public catalog and should say “View online version” or some variation on that phrase. If there are multiple 856 links,  or if the web link goes to only part of  the document, or if any other more specific explanation is needed, amend the 856z but try to include the words “view” and “online” for consistency.

Examples:


View online text version


View Pt. 1 online


View report tables online

Create an Internet item record (see codes below) for any record with an 856 link that does not already have one. These are suppressed from public display.

When SLS bibs are replaced by full records with 856 links, an internet item record will be created either as part of the file load process, by Database Maintenance during review of the monthly file, or by you when you add your item or when you review either the weekly or monthly file load (see Other Work below).
Codes and prefixes:
BIB AND ITEM CODES FOR FED DOCS
	
	Bib loc
	Bib sup-press
	Icode2
	Item type
	Item loc
	Item status
	Prefix
	Call no. 
	Label

	Paper-main coll.
	wsldf
	-
	-
	50
	wdf
	-
	none
	SuDoc
	SuDoc

	Oversize (spine=

30-40cm)
	wsldf
	-
	-
	50
	wdfov
	-
	OVERSIZ
	SuDoc
	prefix + SuDoc

	Folio 

(spine=

40 cm+)
	wsldf
	-
	-
	50
	wdfov
	-
	FOLIO
	
	prefix + SuDoc

	Fiche-main coll.
	wsldf
	-
	-
	51
	wdfk
	-
	MICRO
	SuDoc
	none

	Paper-storage
	wsldf
	-
	-
	50
	wdfs
	-
	none
	SuDoc
	SuDoc +storage label

	Fiche-

storage
	wsldf
	-
	-
	51
	wdfks
	-
	MICRO
	SuDoc
	none+

storage label

	CD-ROMS
	wsldf
	-
	-
	50
	wdfgs*
	-
	CDROM
	SuDoc
	prefix + SuDoc

	Posters
	wsldf
	-
	-
	50
	wdf
	-
	FED 

POSTER-

(no.)**
	SuDoc
	prefix

+

SuDoc

	Maps and charts , kept at WSL+
	multi:

wsldf

wslq
	-
	-
	51
	wdfq
	o
	FED

MAP-

(no.)**
	
	prefix +

SuDoc

	Any doc sent to

another

library
	wsldf
	n
	n
	51
	wdfe
	o
	none
	SuDoc
	SuDoc

+++

	Topo-

graphic

maps


	multi:

wsldf,

wslq
	-
	-
	51
	wdfq
	o
	FED

MAP-

(no.)**
	quad name + 

Pub date
	prefix + quad name + date



	Rare++
	wsldf
	-
	-
	51
	wdfr
	o
	RARE
	(086) SuDoc
	ID strip:

prefix + SuDoc

	Rare Vault++
	wsldf
	-
	-
	51
	wdfrv
	o
	RARE V
	(086) SuDoc
	ID strip:

prefix +

SuDoc

	Gen Fed
	multi:

wsldf +

wdfg
	-
	-
	51
	wdfgn
	o
	GEN

FED
	(086) SuDoc
	prefix

+

SuDoc

	Internet
	wsldf
	-
	n
	51
	wdfi
	-
	none
	(098)   Internet    
	none


*Exception: Census cd-roms (C 3:) are kept behind Ref desk, code =wdfg

** cabinet number, e.g. FED POSTER-6

+See: See MAPS & POSTERS PROCESSING  INSTRUCTIONS at


http://www.secstate.wa.gov/library/docs/iii/maps.htm
AND   http://www.secstate.wa.gov/library/docs/iii/mapsoutline.htm
++Price field for Rare and Rare Vault=$500

+++ WSL keeps nautical charts for the Pacific Coast states and Alaska. These should exclude item numbers 0191-B-13, 0191-B-16 and 0191-B-17, which are sent to UW. No call# label on UW items.

# See serials section below for serial record codes used for serials sent to other libraries

Monographs

Search catalog by SuDoc number. If your item is has a date in the SuDoc number, try truncating the SuDoc number search, or try a title search.  If we have earlier editions, consult the superseded list (http://www.access.gpo.gov/su_docs/fdlp/pubs/suplist/index.html} to see if they should be superseded. See section below: Supersedes.

If there no record, and SLS records for the week have been loaded, you probably have a serial or multi-part monographic record. In that case, search by title or keyword. If your item is a serial record, go to serials section below. 

Examine and match the record against the item. Check the SuDoc number and title particularly. 

Note: Marcive SLS bib records will have brief or sketchy descriptive information. Match on SuDoc number and shipping list number. The title should match the title on the shipping list, but sometimes only will have a title such as “108-17, Senate hearing”. This is ok; all SLS records should be overlaid with full records later. 

1. Updating  Marcive SLS item records:
The item record should already have appropriate codes resulting from file load tables, but you may need to change one or more bib or item codes. See code table.

Change status field code from “p” (in processing) to “-“ (available). 
Insert barcode field in item record and wand barcode. 
Add a note field containing your initials to each item record you create or modify.

Add a message field if there is accompanying material such as a map or CD-Rom.

Check superseded list if your search turned up an earlier version. If new document supersedes earlier version, fill out superseded form.

2. Creating new item records (no SLS record) :

Attach new item to matching bib record or generate new item using existing item data. 
Modify codes in item record according to code table below. 

Wand barcode.
Add note field for your initials and message field if needed.
Check superseded list as per above.
Miscellaneous instructions for monographs:

· If item has accompanying materials such as CDROMs, maps, or other materials, make SuDoc number labels for them. Make another label for single cover or container if there are multiple contents. Example: “Contains 2 maps + CD-ROM”. Add the same message field to the item record to prompt circulation to check for accompanying items. 
· Items published before 1950 should be non-circulating (ITYPE=51, status=o)

· Transfer and delete duplicate Marcive SLS records so that all parts of a monograph are on one bibliographic record. SLS records will be created for multi-part monographs and sometimes for documents we records as serial issues but which could be (and frequently are on OCLC) cataloged as monographs. If Marcive cannot exactly match a SuDoc number distributed on a shipping list with a full-level bibliographic record, it considers the item to be new and creates an SLS record. 
Examples: 

Monographic multi-part record: 

SuDoc stem in bib record (0860 field) = Y 1.1/8:110-27/PT.
Title: Animal Fighting Prohibition Enforcement Act of 2007

SuDoc of item distributed on Shipping list no.: 2007-0225-P:
Y 1.1/8:110-27/PT.1

These do not exactly match, so Marcive will create a SLS bib for part 1, and it will be a duplicate when a full-level bib record is added. If there is no full-level record yet, use the Marcive SLS. (The duplicate can be transferred or deleted after the monthly file load). If there is one, add the new item to it, or transfer the SLS item record. Delete duplicate SLS bib.
Serial issue that could also be cataloged monographically:

SuDoc stem in bib record: C 55.418/7:18440
Title: United States--west coast, Washington, Puget Sound
SuDoc of item distributed on shipping list no. 2008-0010-S: 

C 55.418/7:18440/2007
Though the title is the same, Marcive does not assume we treat this as a serial issue. This title, a specific edition number, can also be cataloged as a monograph (and regrettably, GPO has recently cataloged these both ways, creating more duplicates). So Marcive will create a SLS record for the new item. Transfer the item attached to the SLS bib to the serial record. Delete the duplicate SLS bib.

Serials
**Note: see also sections on Superseding and Maps
Search catalog by SuDoc stem, title or keyword if needed. 
Verify that bib record is still active (you can check the bib record 362 field, dates fixed field, date/status fixed field, and/or 785 field as well as title 245 and alternate title 246 fields) to determine if serial has ceased publication or changed title. Record serial issues either on a check-in card or with a barcode based on frequency, per the guidelines that follow.
Serial check-in record codes:

In addition to the codes listed in the code table above, serial check-in records may have the following locations:

Legal Reference (wdr)


Reading Room (wcrr)


Reference collection (wcr)


Reference Desk (wcrd)

If the current issue or edition is sent to any of the above locations, but older editions reprocessed to another federal documents collection, use the above location in the check in record.
1. Serials issued annually or less frequently
These generally are put online as barcoded item records. You will find exceptions to the annual barcoding guideline. Example: Code of Federal Regulations (AE 2.106/3:). Many of the CFR titles are composed of several parts all issued annually. We keep the current year in paper format at Legal Reference, and send the fiche format to the Law Library, where by housing agreement all parts are retained. If you find check-in cards established for more complex titles like the CFR, continue to use them. (See also CFR records section below)
Any time you see barcoded serial item records AND a serial check in record, be sure to read the check in record for superseding, routing or other instructions.
· Use the volume field of the item record for any data, such as date, volume or part. Only the SuDoc stem should be in the call number field.

· Create a check-in record (not check-in card—see below) for these serials if retention information or processing instructions is needed, or for Marc-21 summary holdings, providing 

2. Serials issued more frequently than annuals
These are put online on serial check-in cards.  Check-in cards are part of a serials check-in record, created and modified in the serials model of Millenium. The check-in record contains fields for location, identity, call number (with prefix), and internal note instructions, such as retention information and labeling protocol. You have the option to attach check-in cards and Marc-21 holdings information, if known.
·  Attach new check-in record. Use same location code as in code table above. Exception: if issues are sent elsewhere, location code = wdfe and SCODE4= suppress. If latest ed. goes to Reference Desk (wcrd) or Legal Reference (wdr) use that code for check-in record location. Do not fill in “library has” prompt. Use note field for retention instructions, label information, etc.
· Create check in card: modify default prompts in Millenium for frequency, enumeration, etc.
· Create Marc-21 holdings statement, if library holdings for title have been verified.
Summary holdings, including missing issues, should be included in the serials check-in record only when the complete run of holdings has been verified. Holdings should be in MARC 21 format. If needed, replace the “Library has” (h) field in the record with MARC-21 holdings.
· Consolidate check-in boxes as needed.  Make notes of any missing issues in the public note field.
3. Serials on CD-ROM are put online as barcoded item records, regardless of frequency. Create a serial check-in record (not card) with SuDoc number stem, prefix, location, retention instructions, and summary holdings if possible.

4. CFRs  (Code of Federal Regulations, AE 2.106/3:) records:
Fiche format are sent to the Wash. State Law Library, which retains all editions per our housing agreement. Only current editions of the paper format are kept at Legal Reference, but each title has unique retention instructions. Therefore check-in cards were created for both fiche and paper format

Paper volumes of the CFR need a Legal Reference label added to the spine. When checking in newly received volumes, simply use the same record where last year’s volume was added, change the year of coverage and received date, and save. Do not add new check-in boxes for the new editions. 
The following older editions of the paper CFRs should be sent to the L&I Library: titles 7, 10, 21, 23, 29, 37, 40, 42, 46, 47, 49. Include a superseded slip in each volume.
Maps:
(See also: Documents sent to other libraries-housing agreements):
Folded maps, or maps sized to fit on the shelves:

Many maps, including folded maps, (e.g., US Forest Service trail and topographic maps) are of a size that they can be shelved in the regular documents collection, and generally arrive in regular paper shipments. These are received and processed the same as any other paper document. No prefix to the SuDoc call number is needed. Do not use special maps codes or prefixes.
Flat maps: 
At present, due to space shortage, flat maps rolled into mailing tubes are delivered by our mail room to a box container in the maps area of the first floor. You will know they’ve arrived when you sign for their receipt on mail room records, but it is also a good idea to periodically check the area for new arrivals. If distributed on a separates shipping list, the number of that list will be on the tube mailing label.

Stamp, barcode and place call number with appropriate prefixes on the back of all flat (unfolded) maps.  See chart at http://www.secstate.wa.gov/library/docs/iii/mapsoutline.htm for appropriate label prefixes.
1. USGS Topographic 7.5 minute quadrangle maps of Washington State 

These are sent to us by the University of Washington (see Housing Agreements section below). You will not get SLS records for these maps, because UW selects them for us, so they are not on our GPO selection profile (presently this is up for discussion between UW and our Regional librarian). Shipping lists often are not included, but can be found on the Federal Bulletin Board web site (http://fedbbs.access.gpo.gov/fdlp01.htm) Shipping lists have suffix TQ. 

Check maps against shipping list. Find the list online if not included with maps, and print at least the Washington State maps section.

Create label using prefix FED MAP-7, followed on the next line with the quadrangle name, followed by the date of publication. Example:

FED

MAP-7

LUMMI ISLAND 

1978

Stamp, label and barcode these maps on the back side of the map behind the quadrangle name printed in the northeast (upper right) corner of the map. 
Count and record the number or maps received on your monthly statistics (“not on shipping lists” category). 
Search and print matching bib records cataloged with the quadrangle name as the title. Do not use the collectively titled cataloging that GPO has created for USGS topographic maps. Delete holdings on OCLC for collective-title GPO records. 

Give maps to cataloging to enhance subject headings to include county and city names, national forests and parks, Indian and military reservations, etc.
When returned from cataloging, add online: 

Bib location = multi/ wsldf + wslq, Itype = 51, location = wdfq, item status = o, item call no. = FED MAP-7 + quadrangle name + publishing date. Wand barcode.
Claim, record and file shipping list.
2. USGS topo maps for Oregon, Idaho and Montana (I 19.81:) should be sent to The Evergreen State College Library (TESC) per our housing agreement, as are BLM (I 53.11/4) and CIA (PREX 3.10/4) maps (the latter usually go directly to TESC, but sometimes we receive them too. Send ours to TESC, even if they are duplicates of what TESC holds). See Housing agreement section for which maps go to TESC. 
There have been a variety of ways to handle record keeping to track of the receipt and disposition of these items sent to TESC. Sometimes suppressed bib and item records have been created, using the wdfe item location code with a note saying they are housed at TESC. For awhile it appears someone tried keeping a database on the shared drive of what items had been received and sent. With the topos I received, I printed off the appropriate TQ shipping list and marked that the items were sent to TESC (these are in the topo shipping list notebook).

It would be best to create online catalog records, as we do with everything else we receive, even though it is more time consuming. I recommend that this process be adopted.
Stamp with depository stamp on back of map, count and record items sent to TESC on monthly statistics sheet.

The campus mail address is:

Government Documents
Library
The Evergreen State College

TA-00
3. Nautical (navigational) maps (C 55.418/7:)

Nautical maps (also called nautical charts) are rolled up into shipping tubes and generally shipped on Separates shipping lists. The shipping list is not included in the tubes. You can print the list from the GPO shipping lister (http://www.access.gpo.gov/su_docs/fdlp/tools/sl/slister.html) if it has not yet arrived. Eventually, it will arrive packed in a Paper shipment box with unrelated paper shipments.
Note: We do not receive Marcive SLS records for nautical maps. Jim Noel of Marcive and I agreed to this because of the increased number of GPO upgraded serial records now available. If you want to resume getting SLS monograph records, contact Jim Noel, and he will make the profile change. 
Use GPO cataloged or upgraded serial records wherever possible, but if no matching serial records exist, use a matching GPO monographic record. 

A. Nautical maps we keep:

WSL keeps nautical maps for the Pacific Coast states, Alaska and Pacific Ocean.  These should exclude item number Item numbers 0191-B-13, 0191-B-16 and 0191-B-17, which are sent to UW. 
· Unpack maps from mailing tubes.

· Identify by item number on shipping list which maps we keep.
· Add prefix label FED MAP-5 above the SuDoc number label. Try to label, barcode and stamp these maps so that when pulled partially up from the FED MAP-5 vertical storage file, the name and chart number are visible on the front of the map as you roll or fold it toward yourself. Nautical charts are not uniform in size like USGS quadrangle maps, so do your best with positioning the label and barcode.
· Search, match and download GPO cataloged or upgraded serial records from OCLC if needed and available. Delete our holdings from superseded edition records on OCLC.

· All nautical charts are superseded by the newest edition issued so create a check in record (not card) with retention instructions and holdings statement. 

· Add 856 bib field to link to web version at Coast Survey web site. URL = http://ocsdata.ncd.noaa.gov/OnLineViewer/
Select appropriate chart and use URL providing direct link

· Delete any superseded record bib and item records found in the catalog.

· Create item record for map using prefix FED MAP-5 followed by SuDoc number. Bib location = multi/ wsldf + wslq, item location = wdfq, ITYPE 2= 51, status= o.

· Create Internet item record.

· Add barcode, and place it below the label on the verso of the map. Wand barcode.

· Claim, record and file shipping lists
· Make a list of superseded items for the Federal Publications Associate (an easy way to do this is to copy the shipping list and highlight the superseded titles). S/he will pull and discard all superseded maps. You do not have to count or record the discards.

B.  Nautical maps we send to UW:

We send many nautical maps to UW per our housing agreement, but only those with Item numbers 0191-B-13, 0191-B-16 and 0191-B-17. Be sure to check these item numbers.
· Nautical maps sent to UW do not get call number labels per their request. 
· Stamp these charts with the depository date stamp on the back of chart. Do not barcode. 
· Add these charts online (tip: just use the information on the shipping list; since you don’t need to wand barcodes, you don’t need to wrestle with maps at your desk). See information above about which bib records to use. Bib location = wsldf, bib and item suppress codes = n, item location = wdfi, call number = SuDoc. Add note field: Housed at Univ. of Wash.
· Claim, count, record and file as usual. Also record number of maps sent to UW on monthly statistics.
· Repackage UW’s charts back in mailing tubes and mail them to

University of Washington Libraries

Government Documents

PO Box 352900

Seattle, WA 98195-2900

4. All other flat maps 

Miscellaneous maps other than those above may also be sent rolled up in mailing tubes. 

Check against shipping list

Label, stamp and barcode on the back side.

Label and item call number =prefix FED MAP-6 + SuDoc call number. 

Add online:  bib location = multi/ wsldf and wslq, itype = 51, item location = wdfq, item status = o, item call no. = prefis FED MAP-6 + SuDoc no.
Wand barcode.

Count, claim, record and file shipping list.

Documents sent to other libraries (Housing agreements):
These documents can be distributed in all formats and shipment types. General rule of thumb: if a document concerns the Pacific Northwest, particularly Washington or Alaska, we probably keep it here at WSL.

Housing agreements:

Besides sending some documents to WSL branches, WSL has made agreements with other institutions to house certain monographic series and serial titles. These titles are summarized online on the shared “S” drive at S:\Library\FEDERAL DEPOSITORY\Housing Agreements. The Federal Documents Librarian has the original signed agreements.

Items that are part of our housing agreements are generally selected by us as part of our FDLP profile, and sent on to other libraries. However, we have asked UW to select some item numbers because they have agreed to keep most of the documents included in the item number (these are primarily maps). So instead of  us selecting the items and sending what we don’t house here up to UW, they reverse the process: they send us what we want to house, and keep the rest. (What we want to keep are Washington and Pacific Northwest materials).This is why our official selection profile is for 99.23% of all documents offered, not 100% as you might expect for regional depositories. (Notice: our profile selection agreements with University of Washington may change in the near future. If so, this will be handled through the Federal Documents Librarian).
Perfectly clear, everybody?

We are responsible for maintaining records of having received these items and sending them to the housing libraries. You will either add these items to the catalog using the suppression coding described for documents sent to other libraries, or you will at least keep shipping list record printouts of materials sent elsewhere. 
The documents you receive here but send to other institutions will go to Washington State Law Library, University of Washington (UW), and The Evergreen State College (TESC).  See instructions for adding monographs and serials online. All documents sent to other libraries have suppressed bib and check-in or item records, with item location = wdfe.
WASHINGTON STATE LAW LIBRARY houses various serial titles, so instructions to send issues there will be online in the serial check-in record. Send these via campus mail (Consolidated Mail Services) to

Washington State Law Library

40751
UNIVERSITY OF WASHINGTON (UW):  The material we receive from GPO and send to UW include both series monographs and serial issues. You will receive them as GPO shipments with shipping lists, files and labels. See the full list of UW housing agreement documents online on the shared “S: drive at S:\Library\FEDERAL DEPOSITORY\Housing Agreements. The items you’ll most frequently encounter are
1. A 57.38 through A 57.38/51: Soil surveys, except for Washington state (A 57.38/47:), which we keep. 

2. Navigational materials (aeronautical and nautical charts, maps, flight information publications, etc.)  Nautical charts (C 55.418/7:): send to UW only those with Item numbers 0191-B-13, 0191-B-16 and 0191-B-17. Be sure to check these item numbers. 
Most of these titles will already be on serial records with check in record instructions for sending issues to UW. The nautical charts (C 55.417/8:) have not been kept on serial check in cards historically, but instead each new chart (they supersede, so it isn’t necessary to keep old information) is recorded in an item record, with both bib and item record coded for suppression and location. This is because until recently, serial records have not been available. If you have a GPO serial record for the title, you can ambitiously create serial check in records for these too if you like.
The mailing address to send documents to UW is

University of Washington Libraries

Government Documents

PO Box 352900

Seattle, WA 98195-2900

THE EVERGREEN STATE COLLEGE (TESC): these materials are selected and received (on our behalf) by UW then sent to us (see next section below). Thus we do not receive labels or files for them. We send the following to TESC:

· 7.5 minute series and 1:50,000 series topographic maps for Oregon, Montana, and Idaho. I 19.81: and I 19.81/2: Item numbers: 0619-M-12, 0619-M-26, 0619-M-37 

· State Map Series (Idaho). I 19.102/12: item no.: 0619-H-12

· State Map Series (Montana). I 19.102/26: item no.: 0619-H-26

· State Map Series (Oregon). I 19.102/37: item no.: 0619-H-37

· County Map Series (Idaho, Montana, Oregon only) I 19.108: item nos.: 0619-P-12, 0619-P-26 , 0619-P-37

· Bureau of Land Management 1:100,000 scale maps (Idaho, Oregon, Montana only). I 53.11/4:  and I 53.11/4-2: both under item no.: 0619-G-16 
 

· CIA Maps and Atlases. PREX 3.10/4: item no.: 0856-A-01 (As of this writing, these are shipped directly to TESC. We don’t select that item number, they do).

SUPERSEDING
Retention of federal documents distributed by FDLP are governed by guidelines called the 2002 Superseded List and the Update to the 2002 Superseded List—Additions and Corrections (http://www.access.gpo.gov/su_docs/fdlp/pubs/suplist/index.html) WSL must conform to these guidelines, particularly as we serve as the regional depository library. 
Familiarize yourself with the superseding system by reading the home page above, using the superseded list and update, and using the FDLP Guidelines for Determining Superseded Materials (http://www.access.gpo.gov/su_docs/fdlp/coll-dev/supersede.html) 
General rules of thumb for superseding:

· If a document is not listed in the Superseded list, do not discard it. Be sure to check the update to the superseded list, and the guidelines for determining superseded materials.

· If an “R” notation exists in the “R” (Regional) column of the Superseded List, we must keep the material, regardless of instructions for selective depositories. There also are some cases in which we keep all editions, even though the Superseded List allows us to discard. Generally, we keep older items that pertain to the Pacific Northwest, particularly Washington and Alaska, and monographs issued annually with unique information about each year. (example: annual reports).
· If a monograph has date included in SuDoc number, it is possible that older items may be discarded. Check the superseded list. 
· Materials that have an effective expiration date, such as events, meetings and press releases, may be discarded after expiration of the event.

· Titles released as revised editions or versions supersede the originals.
· Bound volume versions or titles that cumulate previously issued materials usually supersede the originals. Note: documents superseded by serial set volumes are handled uniquely. See serial set procedures section.
Most currently received serials should have retention instructions in check-in records indicating if an item should be superseded. Create such check-in records if needed. For monographs, look for multiple catalog records describing earlier versions of the new publication (the new version usually will have a more current date at end of SuDoc). Find these with a truncated SuDoc number search and/or title search. 

Once you’ve determined that an item should be superseded, fill out the pink Supersede Worksheet slip. (EXCEPTION: documents superseded by Serial Set volumes. There is a separate worksheet slip for these. See Serial Set procedures below). Fill in the old SuDoc number of the item to be pulled, and the new SuDoc number of the document in hand. Attach the slip to the new document, or put the slip inside. You can use a printout from the catalog of the superseded item(s) stapled to the pink slip. The Federal Documents Associate will retrieve superseded items and return them to you.
When you receive the superseded documents, verify that the correct titles have been pulled. Consult with the Federal Document Associate if you have any doubts about whether the material should be superseded. 
Delete records in the catalog and holdings in OCLC. Stamp superseded items with discard stamp, preferably over the property stamp. Measure, count and record the discarded items. Recycle discards in the book recycle bin.
If no items are found on the shelves, delete records in catalog and OCLC holdings.
Serial Set Procedures

Serial set overview

The U.S. Congressional serial set consists of bound volumes containing Congressional documents (House and Senate Documents and House and Senate Reports). They are bound together by congressional session. The serial set began publication with the 15th Congress, 1st Session (1817). Many of the earlier volumes are now rare and valuable. If not in kept in Rare Vault, all serial set volumes are in the storage annex and do not circulate. They are intended to be a permanent print archive of Congressional documents. Only regional depositories now receive serial set volumes. 

A list of assigned serial set numbers and their respective document number contents (known as the serial set schedule) is online at http://www.gpoaccess.gov/serialset/schedule.html.  The same information organized in reverse, i.e., by document numbers correlated to the serial set volume that contains them, is found at http://www.gpoaccess.gov/serialset/numerical.html, and called the Numerical list of documents and reports. These GPO schedules go back to the100th Congress (1987-1988); the numerical list to 85th Congress (1957-1958). For information older than that, you must consult the commercially published CIS serial set index located in Reference, or search the serial set inventory database newly created by the University of North Texas Libraries at

http://digital.library.unt.edu/govdocs/ssi/search.php.

 The CIS serial set index also indexes cartographic content. Ask the Federal Documents Associate or Federal Documents Librarian for assistance in using the CIS indexes.
Adding and superseding serial set documents

 All serial set volumes are barcoded and added in sequential order to a single serial bib record for the entire serial set, which serves as a shelf list of serial set holdings. The SuDoc number for all serial set volumes is the stem Y 1.1/2: followed by the serial set volume numbers, e.g. Y 1.1/2:SERIAL 14592.
Earlier paper versions of the documents contained in the bound serial set may be superseded upon receipt of the bound volume, but are handled uniquely compared to other superseded and discarded documents. We retain the original bib records for the documents contained in the serial set volumes, but change the paper document’s item call number to that of the superseding serial set volume. Keeping the original bib record provides more access points, particularly by the SuDoc numbers under which the documents were originally issued. (Also, there is commonly a microfiche item attached to the same bib record or additional items in a serial record).  This library does not add the serial set call number to the bib record, or cross-link records. The paper documents are stamped, measured, counted and discarded after their call numbers have been changed to the superseding serial set volume. See the end of this section. 
When a new serial set volume is received, date stamp with shipping list date, and barcode and affix storage and SuDoc labels. Search catalog for our “shelf list” serial bib record for the entire serial set (by SuDoc number Y 1.1/2: or .b27813034). Create an item record for the new volume (serial set number goes in the volume field) and wand barcode. 
Move the new item record from the end of the item record list to its appropriate sequential place. Do not use the Anzio emulator interface to sort the volumes into ascending order; for some reason it does not fully work. Use the Millenium software if you need to sort a large number of volumes, otherwise, move individual items as added.
Identify the documents or reports contained in the new volume from the serial set title page, which lists the inclusive range of contents. Fill out the serial set supersede form, writing the serial set volume number at top, and listing the call numbers of the documents in the serial set to be pulled for discarding. Determine the call numbers of these superseded documents as follows:

Stem of call numbers:

Y 1.1/3:

           Senate Documents

Y 1.1/4:


Senate Treaty Documents

Y 1.1/5:


Senate Reports

Y 1.1/6:


Senate Executive Reports

Y 1.1/7:


House Documents

Y 1.1/8:


House Reports

The stem is followed by the Congress number (at left top of title page) and inclusive document numbers (also on the title page). 
Example: Serial number 14889 contains House documents nos. 155-178 from the 108th Congress. Your serial set supersede form should designate retrieval of Y 1.1/7:108-155 through Y 1.1/7:108-178. 

Put the supersede form in the serial set volume. The original paper documents are then retrieved by the PAS unit and returned to you for item record alteration and discarding of the superseded paper documents.

When PAS returns the superseded documents, search catalog by barcode if available, SuDoc number or by keyword or title if necessary.
 Change item call number from originally assigned class number to serial set volume number. Example: 

Y 1.1/8:104-138 changes to Y 1.1/2:SERIAL 14889

Leave original 0860 call number in bib record. Change ITYPE to 51 and status to “o” (non-circulating). Delete barcode field. 

Stamp superseded documents with discard stamp, measure and count as discarded.

Other Work:
WEEKLY FILE LOAD CHECK: 


Object: to check that you have added item records for all documents shipped in any given week and that no duplicate or p-status records remain. Use the emails of files loaded sent each Monday by the Consortium System Manager (see Marcive Products above).
After you have processed and added all materials from the week’s shipments:
· Select the Create Lists function in Innovative.  
· Enter the range of item records to be searched using beginning and ending item numbers from the email for the week that the Consortium Systems Manager sent you. 
· Use search strategy of bib location “wsldf” AND item status “p”. 
The only p-status items that should be collected on this list are claimed documents. You should have added a note about the claim to the item record. If there are other p-status item records, check the shipping list (see note field in bib record) to be sure you received the material. Look at the item record. If you barcoded the item but forgot to change the status from p to available, do so now. If the SLS record is a duplicate, verify that you added the actual item to another record, and delete the duplicate. 

MONTHLY FILE LOAD:
Full bibliographic records from Marcive are sent to the Consortium Systems Manager each month. He loads these into the catalog database, where they either (1) match and overlay existing records based on the 035, 001, and 010 fields, or (2) match no existing record and are hence added as completely new records, or (3) match multiple records that are put in an error file and reviewed/resolved by the Systems Manager. At the end of this loading process, he creates item records attached to these bibliographic records with a status of “p” (in processing). 

The Consortium Systems Manager then emails us that he has received loaded the monthly file and creates two separate record lists in Innovative. One list contains records with added 856 web links, the other is a list of records new to the database. 
Review these lists to determine if these items actually exist in the collection so they can be barcoded and added to the catalog, and to de-dupe multiple records for the same item. 

1. P-status items (are these actually in our collection?)
Create a new list of item records using Millenium “create list” function:
Search the review file of new-to-the-database bibliographic records: click “Review” on drop-down menu and select the file.
Store record type: item. 
Search strategy of item status = p and ICODE2 = - (available). 

Sort by item location, call no. and volume no. 
Review each item record and delete or change p-status records that can be corrected without a shelf-check. Remove any records that you’ve corrected from the list. 

 Examples of items with p statuses that can be corrected without searching the shelves: 

· Full bib record that did not overlay SLS record. Transfer item to full bib, delete SLS.
· Microfiche item record for a recently distributed title not yet shipped in fiche but which we’ve received in paper. Suppress fiche item if shipment is imminent. If future shipment date is unknown, delete the fiche item record and then add it later when received.
· Duplicate bib record where we have used a different matching bib (very often the case where we receive paper and fiche formats and consolidated them onto one bib record). Marcive will load all GPO cataloged or upgraded records, and they frequently upgrade multiple format records for the same title. Keep the best bib record that includes GPO as cataloging or upgrading agency). Transfer items to best record, delete all other bibs on catalog and OCLC holdings.
· Monograph record for title we have on a serial bib. Transfer monographic items to serial record, delete monograph bib(s) from catalog and delete OCLC holdings.
Sort list of remaining items by item location, item call number and volume. 

List the following fields:
Item location, call no. and volume, 

Bibliographic title and 300 (description, code r) field

Item status, barcode and record no. (There should be no barcodes but this catches any   barcoded records in which you forgot to change the status to available)

Item record number

Print list and give to Federal Publications Associate to search and retrieve material.

When the list and materials are returned:


Search catalog for p-status record
Change status to “m” if item not found. Insert note into item record recording date missing item was search.

Match found items to record and add barcode

Record statistics of items upgraded
2.  Bib records new to the database: 
Object:  eliminate duplicate records. 

If you prefer working online in an Innovative list rather than creating an Excel spreadsheet file, consider creating a copy of the original file to a working file of your own, so that you don’t lose any original data. The advantage of working from an Innovative list is that you can edit records and modify your list immediately and don’t have to display and use multiple windows. The disadvantage is that while you can sort the records in the list by whatever multiple variables you find useful (e.g., bib level to sort serials from monographs, followed by SuDoc number), you cannot display and manipulate as many record elements as with a spreadsheet.
An alternative method is to export the data to an Excel spreadsheet for easier viewing and sorting of multiple variables. Using Millenium, highlight the new-to-the-database file and click on Export Records. Export the following data:

From the bib record:

Record number (81 on options list)



Bib level in bibliographic record



Federal doc number (g)



Title (t)



From the item record:



Item status



Item call no. 
Click on Field Delimiter and change it to * (i.e, asterisk). Name the file and download to your computer desktop. This will be a text file (.txt)
Open Excel, click on “file” and open your desktop file (change the file type to text file to locate it). A dialog box will open. On the first screen, put a dot on “delimited” and click next. On the next screen, put a check mark in front of “other” and an asterisk in the box. Click next, then finish. Your Excel file will open. When you close it, you need to save it again, this time as an Excel file.
Your object is to compare the records in your file against the catalog to find and delete duplicates. Sort by whatever variables you want to work with. I have sorted first on Bib level in descending order (setting all the serial records into a group, because they are the most likely to duplicate catalog monographic records) After dealing with those (I delete them from the Excel file as I go) I’ve then sorted on SuDoc numbers, to group these together for easier catalog search. Item number sorts identify those Internet-only records. And so on. 
Copy the title or SuDoc (not useful for serials) from the Excel file and search for it in the catalog. If there are duplicates, they should be listed.  Transfer and/or delete duplicate records, delete OCLC holdings. Sort and work through the Excel file (or Innovative review file) until finished. 
3.  New 856 list:
      Object: eliminate duplicate records, check 856z fields.

Review the records one-by-one in the New 856 file in Innovative, searching the catalog for duplicates and modifying the “z” subfields as needed. If there are 2 records for the same title, one in paper and one Internet (electronic resource) record, use the tangible record, making sure that there is an 856 field with a PURL address in the bib record. Delete the Internet record on the catalog and delete OCLC holdings.

Alternate method: follow instructions for creating Excel file above, except specify data you’ll need to identify duplicate 856 records. I’ve used the following, but they may not all be needed:

Bib record number


Bib level


Bib 086


Bib Marc field number 856


Item call number
The file will display multiple 856 fields in the same record (“z” subfields need alteration) and which records are for electronic resources (Internet item call numbers) only. Search Innovative and take action as above.
ADDS, DELETES, STATUS CHANGES, GIFTS, NEEDS & OFFERS ACQUISITIONS

These are documents received from the Federal Publications Associate, the Federal Documents Librarian, Interlibrary loan, in the mail from federal agencies, or from other librarians.

Be sure to check the federal documents shelf in cataloging for documents newly cataloged or upgraded documents. These are given directly to cataloging by the Federal Publications Associate. Cataloging will leave the documents on that shelf for you to pick up, with the Associate’s instructions for adding or changing the record online.

ADMINISTRATIVE NOTES AND TECHNICAL SUPPLEMENT (ANTS)

Periodically GPO publishes the above document to advise FDLP libraries of classification/cataloging updates.They have been sent in shipment boxes in paper format but are also available online at http://www.access.gpo.gov/su_docs/fdlp/pubs/techsup/index.html.

 Identify which documents listed in the ANTS classification and cataloging update section you need to correct by searching the catalog for them. Provide a list to the Federal Documents Associate retrieve the documents (it’s easiest to just highlight the titles on the ANTS document, specifying which titles to pull and in what format). When these materials are retrieved, make the corrections to the document labels and catalog item record as needed.
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