DESK MANUAL:   STATE PUBLICATIONS

LOCATING NEW STATE PUBLICATIONS:

1. Contact state agencies to receive new state agency-produced publications.  For telephone numbers, consult current SCAN directory or try http://access.wa.gov/agency/agency.aspx to locate appropriate agency. 

2.  Keep current by following news items concerning state agencies.

3.  Establish regular contacts at agencies and maintain personal directory.

HOW MANY COPIES DO I NEED?
· For the state publications depository collection:  2 – 3

· Copy 1 is the archival copy and does not circulate.  

· Copy 2 is the circulating copy.

· Copy 3 may be needed if item is in high demand by customers

Whenever 100 or more copies are printed, send 50 copies to the Washington State Library, Distribution Center

Whenever 100 or less copies are printed, send 15 copies to the Washington State Library, Distribution Center

If electronic only, provide electronic file as well as 2 print copies for Washington State Library, State Depository Collection.

LEGISLATIVE ALERT LIST:
1.  Produce list of new state agency publications (“Legislative Alert List”).  List serves to alert public information officers, Legislators, and legislative staff of new state publications.  

a. Work with Agency publications coordinators to make sure that Alert List conforms to current Agency publication guidelines and is produced quickly.  

b. Create draft in Word.

c. Communications Consultant (Jeremy Stroud) converts Word document into format ready for publication.

d. Communications Consultant (Jeremy) creates print requisition for Printer.  

i. Requisition is signed by Program Manager.

ii. PI used is 9740 (PAS – Government Publications).

ELECTRONIC STATE PUBLICATIONS:


1. Use HTTrack to download large batches of E-pubs from agency sites to staging 
area on PubDocs Server.

2. Keep original file names.


3.  Notify E-Pub librarian when items are put into my staging area.  She will 
download, assign accession number and send to cataloging.

CLAIMING STATE PUBLICATIONS:

1. Contact issuing agency publications area or program responsible for publishing 
item.


2. Request original copy, or if unavailable, photocopy.


3. If issuing agency cannot supply, check OCLC for other libraries that may own, 
borrow item, photocopy.


4. Check for publication on the internet, print from there is available.
RECEIVING NEW STATE PUBLICATIONS:

1. If 50 copies are received, distribute to full and partial depository libraries, add 2-3 to permanent depository collection.  Extra give to King Co or if high demand keep several extras in distribution file cabinets for requests
2. If 15 copies are received, distribute to full depository libraries, plus Library of Congress.  Add 2 copies to permanent depository collection.

3. If 2 copies are received add to state publications permanent depository collection.  Contact agency for more if a high demand item.
STATE PUBLICATIONS DISTRIBUTION PROGRAM:

	RCW 40.06.020

Center created as division of state library — Depository library system — Rules
	


There is hereby created as a division of the state library, and under the direction of the state librarian, a state publications distribution center. The center shall utilize the depository library system to permit citizens economical and convenient access to state publications. To this end the secretary of state shall make such rules as may be deemed necessary to carry out the provisions of this chapter. 

[2002 c 342 § 5; 1977 ex.s. c 232 § 9; 1963 c 233 § 2.]

	RCW 40.06.010

Definitions.
	


As used in this chapter:

     (1) "Print" includes all forms of reproducing multiple copies, with the exception of typewritten correspondence and interoffice memoranda.

     (2) "State agency" includes every state office, officer, department, division, bureau, board, commission and agency of the state, and, where applicable, all subdivisions of each.

     (3) "State publication" includes annual, biennial, and special reports, state periodicals and magazines, books, pamphlets, leaflets, and all other materials, other than news releases sent exclusively to the news media, typewritten correspondence and interoffice memoranda, issued in print by the state, the legislature, constitutional officers, or any state department, committee, or other state agency supported wholly or in part by state funds. 

[1977 ex.s. c 232 § 8; 1963 c 233 § 1.]

	RCW 40.06.030

Deposits by state agencies — Exemptions.
	


(1) Every state agency shall promptly deposit copies of each of its state publications with the state library in quantities as certified by the state librarian as required to meet the needs of the depository library system. Upon consent of the issuing state agency such state publications as are printed by the public printer shall be delivered directly to the center.

     (2) In the interest of economy and efficiency, the state librarian may specifically or by general rule exempt a given state publication or class of publications from the requirements of this section in full or in part.
REFERENCE AND RESEARCH:


1. Answer reference questions from state agencies, and libraries, via telephone, 
mail, e-mail, regarding distribution requirements, depository issues and collection 
development issues relating to publications.


2.  Provide knowledge of state publication resources, agency contacts and 
information to libraries, as appropriate. Contact state agencies on behalf of 
libraries as requested.  Identify resources and or publication staff in state agencies 
and provide information to depository libraries.


3.  Fill claims from other depository libraries if possible.


4.  Notify other libraries via depository listserve, letter, etc of changes or 
corrections to publications.


5.  List libraries needs and offers on the state depository listserve.

MISSING STATE PUBLICATIONS:

1. Notify Database Maintenance staff in Technical Services that the publication is missing, and ask to have the status changed accordingly.

2. Use contact list (mentioned in “Locating New State Publications,” above).  Remind state agencies and libraries that the State Library is happy to receive materials regardless of date for our collection.  Many times offices are cleaned out and materials are discarded.  Educating agencies about the depository program ensures that materials are sent to us to fill gaps in our collection.

3. If the publication is available from another library, it can then be duplicated or converted to an alternative format (such as scanning).  To borrow, send a request to borrow@secstate.wa.gov .

3.
If the publication can be borrowed from another state agency you may then make a copy (or copies) for the depository collection by photocopying in-house, sending the item to the printer for duplication, or exploring the possibility of digitizing the item with in-house staff.

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

5. When the publication 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 from a state agency, from another

library, or occasionally from an individual.  

2. When you receive a gift, check Innovative and the shelf to see if we already have the item and, if so, if we have two copies (copy 1 and copy 2).  

3. Also check to see if the gift copy is in better condition than the copies we own.  You may wish to discard the existing copy in our collection and to replace it with the gift copy.

3.
Send item to Technical Services to be cataloged and processed.
BINDERY
1. Several times a year state publications can be sent for rebinding.  As you notice items that need rebinding, pull them from the shelf and have the item record marked “B” for bindery by Technical Services staff.   NOTE:  Since the State Publications collection may contain items found nowhere else, do not send both copy 1 and copy 2 to the bindery at the same time.  Be sure to retain one copy should there be a “mishap” at the bindery or should a shipment become lost.

2. Fill out a bindery form which can be found on shared drive under library, [state publications], bindery form.  Mark what kind of rebind needed.  Note any special instructions or reminders.  Keep a copy for yourself.

3. Provide Program Manager with breakdown of types of work to be done by bindery and number of volumes for each category.  (This will allow Program Manager to compile the total number of items being sent to the bindery so that a purchase request may be created for submission to Fiscal.)

4. 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.

5. If publications need to be processed, give to technician in Technical Services for necessary cataloging, labeling, etc., to be done.

6. Be sure that location is changed by Technical Services staff from “Bindery” to “Available.”

OTHER DUTIES…
1. Provide backup at the reference desk as needed.

2. Attend agency-sponsored training activities.
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