Government Documents
Claim Procedures

Quick View
I.    Check for symbols

II.   Check Claims Copies Exhausted

III.  File claim and confirmation
IV.  Claim fulfillment

Details
I.  Check for symbols that will obviate the need to claim.

A.  If an item is missing from the shipment, first look at the item number on the shipping list.   Is there a + or % symbol to the left of the item number?  Look in the rectangular box near the bottom right of the shipping list to learn the meaning of the symbol.  Note that sometimes items that should be in one box will turn up in another box in the same shipment.  Do not claim any items until after all boxes in the shipment have been opened and contents checked against the shipping lists. 
B.  Be aware that there are some titles that appear on the shipping list which are not shipped to us, and could be ignored.  Examples of this are:  a title with a “JU” call number and titles that include the phrase “Slip Opinion.”  These items are shipped directly to the Law Library.  Occasionally, Ellis will also retain a title with a JU call number, so always double check whether a copy of an item with that SuDoc stem should have arrived and claim it if appropriate.
II.  Check claims copies exhausted list online.

Before you file a claim, you must go to the “Claims Copies Exhausted” list that can be consulted via the World Wide Web at the URL http://www.fdlp.gov/component/content/article/158  This list is not updated on a regular basis, so it is possible that even if you have checked the list, you will receive a response from the GPO saying “claims copies exhausted”.  This possibility does not mean, however, that you should not check the list—in fact the step is a required part of the claiming process.

III.  File the claim.

A. Claims for paper and electronic items or microfiche copies of the Federal Register or Daily Congressional Record are made via the web by visiting the URL:  http://www.fdlp.gov/webclaimform 
See below for how to claim other microfiche. 

B.  The web-based claim form is fairly simple.  Be sure to enter our FDLP number correctly (that is, with 4 digits) and be very sure that you have checked the boxes to indicate that you have checked the claims copies exhausted list and that the claim is a legitimate one.  Failure to check either of these boxes will result in a failed claim.  All the other information you need to make the claim is on the shipping list with which the item should have arrived.  
Note that entire shipping lists may be claimed.  If one or more of the shipping lists enumerated on the GPO list does not arrive by the time the next week arrives, claim the missing list in its entirety.  Be aware that some delays may occur in shipping due to federal holidays, so it is wise to wait a few days before filing the claim. 

C.  An email will be generated as confirmation of the claim submission.  Print out the email.

D.  After you print out the confirmation email, go into the item record for the claimed item(s).  Suppress the item record (ICode2=n) and add a note in a 990, field indicator z, field “Item claimed dd/mm/yyyy” where dd/mm/yyyy equals the date of the claim.  If MU is the only library holding the item, also suppress the bibliographic record (BCode3=n). 
E.   Place the print out in the holder on the processing table.  When the barcodes (if any) associated with the item(s) arrive, staple the barcode (still on its waxy backer) to the claim form.
F.  Note that claiming procedures for microfiche other than the Federal Register or the Daily Congressional Record (DCR) are slightly different: you claim directly from the contractor, NOT from the GPO.  Fill out the form on the bottom or back of the shipping list, and proceed as directed by the form.  Be sure to make and file a copy of the shipping list with the completed form in the claims folder.  
IV. Claim fulfillment

A. If the GPO can fill the claim, the item(s) will arrive along with a copy of your claim in a 12” box along with a regular shipment of documents.  If a claim is filled, remove the copy of the claim form from the holder on the processing table.  After checking in the claimed material, unsuppress the item and/or bib record, and remove the 990 note.
B. If the GPO cannot fill a claim they send a copy of the claim back stamped “CLAIMS COPIES EXHAUSTED”.  If this is the case, put an internal note in the item record that the item did not arrive and that the claim copies were exhausted.  Suppress the item record and/or bib record as noted in Section III D above.
C. If your claim is not filled within two weeks from the date you submit the claim, claim the item(s) again, with a note in the comment box that this is a second claim and giving the date of the first claim.  Repeat as necessary until the item(s) arrive or 60 days from the date of the shipping list have elapsed.  After 60 days it is highly unlikely that the item will arrive since GPO discards leftovers after that time.  
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