Government Documents 

General Information

Ellis Library is a member of the Federal Depository Library Program (FDLP) and is a regional depository library.  The library depository number is 0321.  The library receives almost one hundred percent of the total number of titles available through the FDLP.  
The Packages and their Mailing Labels:

Four general types of materials are sent to us:  microfiche; separates (these are items in various media that will arrive piecemeal over the course of a couple of weeks); paper items; electronic items.  Materials come to the library in a variety of boxes and envelopes; these packages may or may not contain a shipping list, detailing what is in the package.  See the section “The Shipping Lists” below for more information. 
The typical shipment is a box about 12 inches long, 9 ½ inches wide and 9 ½ inches tall. These 12" boxes contain paper documents, folded maps and electronic items.  Separates shipments boxes are a variety of sizes and shapes.
Documents may also arrive in large white envelopes.  Normally, only one or two items will be in these envelopes, and generally those items are not microfiche or electronic items.
Large maps will arrive in tubes or triangular boxes with their shipping lists.  See the “Maps Processing” section for more details.

Microfiche arrives in paper or plastic envelopes.  Microfiche from the Government Printing Office (GPO) arrive in a white paper envelope without a shipping list.  Microfiche provided by government contractors arrive in gray plastic, white cardboard or padded manila envelopes with shipping lists.  
The mailing label on each depository package sent to the library contains important information:

· Non-separates.  Boxes and envelopes will have an official United States Government Printing Office mailing label.  It will have the library depository number on it, but no indication of what shipping lists or items it contains.  These packages are to be processed immediately.
· Separates. Boxes and envelopes containing separates will have official United States Government Printing Office mailing labels on them.  This label will have the depository library number (0321) and the shipping list number, ending in –S.  Place these packages, grouped together by shipping list number, on the Gov Docs shelves.
· Microfiche envelopes will have only the library depository number.  Government mailing labels are not used.  Process microfiche items immediately.
· Maps.  Both tubes and triangular boxes will have a label with the library depository number on them.  Maps arriving in tubes are often separates and should be held for their shipping list; maps in triangular boxes should be processed immediately.

The Shipping Lists:

Most materials sent by the FDLP are accompanied by shipping lists, the exceptions being microfiche arriving in small white paper envelopes and separates shipments.  GPO provides a list of shipping lists sent during a particular week on their website.  Since we subscribe to Marcive service, they will send, via a weekly email, a notice of the shipping list numbers for the week.  The two will rarely, if ever, match.  The GPO list is the official list for the week and should be used to determine whether a claim for a list should be submitted or not.
The weekly notice from Marcive detailing the shipping lists will resemble this:

2008-0006-S  

12/11/2007                    000005

2008-0027-M  
12/12/2007                    000022

2008-0055-P  

12/12/2007                    000017

2008-0003-E  

10/31/2007                    000018

The first column is the shipping list number; it consists of the 4-digit year, the four digit shipment number, and a letter designating the type of material in the shipping list.  S-indicates separates; M-indicates microfiche; P-indicates paper; and E-indicates electronic media.  There will usually be multiple shipping list numbers for microfiche and paper items; there can be none, one, or multiple list numbers for separates and electronics.  
The second column is the date on which the items were shipped to the library.  

The third column indicates how many items are associated with each shipping list.

It is important that you print out the email from Marcive for the week as the GPO site is not necessarily updated on Mondays, and the Marcive list gives you a way to keep track of what has arrived.  Note that shipping lists for separates will arrive in a package of non-separates approximately 2-4 weeks AFTER the items themselves arrive.  When the shipping list for a group of separates arrives, all the constituent parts should have arrived.   There will be a statement, above the first title on a separates shipping list, of the number of packages in the shipment.  This number is not always accurate, so when a separates list arrives, proceed with processing even if you do not have the number of packages stated.
Each shipping list has the shipping list number at the top of the page, the box number, the shipment date and how many pages comprise the list.  (Note that the front and back of each sheet of paper counts as a page, so a two page list is contained on one sheet of paper.)  Below that information is a box with information on claims; see the section on Claiming for more information.  
The list of items is divided into three columns:  Item Number; Classification Number (also known as a SuDoc or Superintendant of Documents number); Title.  More than one title may be part of an item number, but each title will have its own classification number.  

Following the list of items, there will be a statement of the total number of titles included on the list.  At the bottom of the page is the website for making claims, a space for the library depository number to be written, and a key to symbols that may appear after an item number.
See the section on General Processing Procedures for information on what to do with the shipping lists.

Occasionally additional copies of the shipping lists are required.  Shipping lists are available at http://www.fdlp.gov/collections/shipping-lists/145-shipping-lists  Enter the shipping list number of which you would like a copy and print out the pdf that is generated.

Shipping lists for USGS maps may be found at: http://fedbbs.access.gpo.gov/fdlp01.html 
Click on the link to the current year’s lists, then click on the file name (the file name is the shipping list number).  You can then print out the Word document that is generated.
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