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Acronyms

ACQ

LS Acquisitions Directorate

BPR

CO Business Process Re-engineering 

CAD

Copyright Acquisitions Division

CCT

CIP Cataloging Team

CIP

Cataloging in Publication

CO

Copyright Office

CO CAT
Copyright Cataloging

CRU

Copyright Record Unit

CST

CIP Support Team

CPS 

Collection Policy Statements


DA

Deposit Account 

DCSU

Deposit Copy Storage Unit 

FY

Fiscal Year



G&M

Geography and Maps

IBC

Initial Bibliographic Record


ILS

Integrated Library System

JIG

Joint Issue Group

LC

Library of Congress

LCCN

Library of Congress Card Number

LCSH

Library of Congress Subject Headings

LOLA M
Library On-Line Acquisition Manual

LS

Library Services

MBRS

Motion Picture Broadcasting/Recorded Sound 

MC

Materials Control

NSDP

National Serial Data Program

OCLC

Online Computer Library Center, Inc.

OPAC

Online Public Access Catalog

PA

Performing Arts

PCN

Pre-assigned card number

P&P

Prints and Photographs

P&R

Processing and Receiving

RACC

Receipt Analysis and Control Center

RAC

Receipt Analysis Control

RC

Register Claim

RM

Receive Mail

RO

Recommending Officer

SER

Serial and Government Publications

SMCD

Special Materials Cataloging Division

SO

Selection Officer

SR

Sound Recording

SRD

Serial Record Division

TX

Text Deposits (monographs)

VA

Visual Arts

407

Deposit received under section 407 of copyright law; demanded or voluntary

408

Deposit received under section 408 of copyright law; for copyright registration

1 Introduction

Library Services and the Copyright Office formed the Selection Joint Issue Group (JIG) in February 2002 to examine current selection practices. Creation of the JIG based on the Copyright Office (CO) Business Process Reengineering (BPR) recommendation that CO assume some “routine” selection activities. The JIG reviewed current selection practices and identified areas where routine selection by CO is feasible.

Of the material Library Services (LS) currently selects for the collections, a large percentage is received through CO. To accommodate CO’s need for timely registration, LS selects monographs on a daily basis and special formats on an as-needed basis.  The current time constraints on Acquisition Selection Officers (SO) prevent them from searching titles or performing additional research in questionable selection-decision cases while material is in CO custody and often results in a secondary selection decision being made once these items enter the LS workflow.  This frequently results in the ACQ SO making initial selection decisions and later reversing them once they have had an opportunity to perform necessary research.

Recognizing that selection is currently performed by senior Acquisitions (ACQ) staff with considerable experience with the Library’s collection, the Selection JIG needed to determine whether or not any class of routine material could be identified for selection by CO staff based on their understanding of the publishing trade and assumed ability to learn and apply existing collection policy. The JIG began by examining existing selection processes for the three CO workflows:

· Voluntary deposits – deposits voluntarily submitted to CO in compliance with section 407 of copyright law.

· Demand deposits – deposits LC has identified for the collections and CO demands under section 407 of copyright law. 

· Deposits submitted for claim registration – deposits submitted under section 408 of the copyright law. These deposits also fulfill the mandatory deposit obligation stated in section 407.

For each workflow, the JIG looked at monographs, serials, and special format deposits.  Special format deposits include materials collected by the Geography and Map (G&M) Division, Law Library, Music Division, and Prints and Photographs (P&P) Division. The Motion Picture Broadcasting/Recorded Sound (MBRS) Division JIG reviewed the selection practices for moving image and recorded sound material. This document includes the JIG’s selection recommendations.

The Selection JIG defined and reviewed four elements of the selection process:

· Retention. Should the work be retained for the collection? The Selection JIG recognizes that selection and retention are two separate concepts. Selection is defined as a process to determine whether or not a work, and the desired number of copies, should be acquired for the collection. Retention is best defined as a process to determine how long, and in what form, to hold selected items. 

Under current practice, the retention decision process can vary. In most cases, the ACQ SO makes an initial decision in CO to select a work simply to make a final decision later in the process.  The ACQ SO makes a final decision once the work has been searched in the Cataloging in Publication (CIP) Division, or after searching LC’s holdings and other sources.

· Number of copies LC wants and number of copies LC acquires. How many copies of the work should LC retain? Currently, LC bases the decision on the nature of the work and the number of copies presumed to already be present in the collection.

· Cataloging priority or level of cataloging. When and how should LS process the work? Currently, the cataloging priority, including in those circumstances where LC policy is to retain almost all deposits (e.g., Music and Law materials), the SO determines the cataloging priority for the work in the CIP work area. 

· Assignment. Where should the work reside? Unless the ACQ SO assigns the work to an alternate location, the default assignment to the General Collection, Law Library, or the custodial division (Serial and Government Publications [SER] Division, Geography and Map [G&M], Music) applies.

This report documents the Selection JIG’s observations and recommendations.  The JIG believes that CO can assume a significant portion of routine selection activities. In this de-centralization of selection duties, Register Claim (RC) and CAD staff will make the routine selection decisions and the ACQ SO will make the selection decisions for deposits that require searching or a high degree of judgment and knowledge of the existing collection.  This approach may expedite the selection process and accommodate CO’s registration time constraints.

2 Approach

The JIG began its work in March 2002.  From March through May 2002, the JIG reviewed existing Collection Policy Statements (CPS), the Library On-Line Acquisition Manual (LOLA M) at http://lcweb.loc.gov/staff/acq/manual, and existing workflow documentation. The JIG met with the SO for each format to observe and document their selection processes. The Selection JIG mapped current processes and conducted follow-up interviews with the SOs and other staff to determine how they apply the CPS and acquisition guidelines. Appendix A contains the documented “as-is” processes.

To develop a new improved process, the JIG identified objectives to guide their recommendations: 

· Make selection decision on 100 percent of deposits before they leave CO [Decision made by CO with LS assistance]

· Maintain an accurate record of CO disposition

· Allow time and provide capability for searching LC databases for additional information on the work before it leaves CO

· Reduce redundant searching and selection activities.

The JIG used these principles to map out new processes. Some formats did not require much change; others had already undergone review through other JIG efforts (e.g. the Serials Processing JIG).  The JIG consulted with SOs and other stakeholders when it recommended significant revision to current selection processes. 

The JIG identified where and when selection should take place and who should perform selection.  When necessary, the members mapped new processes to illustrate the recommendations.

Selection JIG members conducted stakeholder meetings to gauge response to their recommendations. They met with SOs, the Copyright Acquisition Division (CAD) chief, CO Examining Division management and supervisors, and CO Cataloging Division management.

3 Summary Observations

Through its review, the JIG found that current selection practices vary throughout the Library.  This section provides observations, an overview of who makes selection decisions, and where the selection decisions are made. 

3.1 Observations

According to the Annual Report of the Register of Copyrights, Fiscal Year (FY) 2002, CO received 198,745 monographic items for registration (408) and 68,945 voluntary monographic items in compliance with section 407 of the CO law. Of this material, LC selected approximately 60 percent to retain in the collections and designated 40 percent for the exchange program.  
The JIG members examined current processes, training, and role of the SO for multiple types of deposits. Their observations form the basis of the recommendations detailed in Section 5 of this document.

3.1.1  Disposition and location information in CO and Integrated Library System (ILS) records can be inaccurate and inconsistent.

· CO record does not indicate de-selection of work when it occurs after CO processing.

· Location code in CO record does not necessarily reflect actual disposition of the legal deposit. LC may deselect deposited materials sent to LS from CO thus contradicting the selection decision shown in the CO record.

· ILS record may be inaccurate due to the CIP Division default selection that indicates “acquire two.” Someone making a selection later in the workflow may believe that the default is a true selection decision and acquire an extra copy of a book that is not wanted for the collection.

3.1.2 Duplicative searching and selection occurs.

· Time constraints for CO registration do not permit searching databases for information on a work prior to registration.

· Selection of the work occurs multiple times because duplicate copies travel through workflow independently of each other, even though CO receives them together.

3.1.3 A proportion of the CO deposits are routinely selected for the LC collection.

· Currently ACQ SOs can select a high percentage of the monographs received without searching the ILS.

· LS consistently selects a high percentage of material submitted for registration under a deposit account (DA) because of the quality and subject matter of the submissions. This is less true for material submitted for registration with cash payment (primarily Textual Works [TX]).

3.1.4 Further decentralization of selection duties to CO is consistent with existing LS policy to assign these duties to LS Acquisitions Directorate (ACQ) and CAD.

· Staff in LS ACQ and CAD have received selection training from ACQ SOs. The primary purpose of this training was to develop a larger pool of experienced staff capable of performing selection duties.

· CAD and LS ACQ staff works with LS Recommending Officers (RO) to make selection decisions on questionable works.

· CO staff have extensive experience with published and non-published works in many different formats sent for registration.

3.1.5  Staff in CO is familiar with the general body of work for the formats they regularly examine. 

· Current practice indicates that examiners register deposits after the ACQ SO has made preliminary selection decisions.

· CO receives similar types of deposits on a regular basis.

3.1.6 Unlike material acquired through purchase and exchange, most 408 registration and 407 voluntary material is received unsolicited and contains some material that is out of scope for the collection.

· LC provides no criteria for publishers submitting works in compliance with section 407 of CO law, unless the work is demanded.

· Deposits are not demanded unless LC specifically wants to add the work to the collection. Occasionally works submitted in compliance with a demand request are rejected for the collection once the item is in hand. If selection is done once, the accidental rejection of a work demanded for the collection may not occur.

3.1.7 Past training on selection activities has been effective.

· Some experiential training and training documentation already exists for staff having years of experience with LC’s collections.  LS trained experienced ACQ and CAD personnel to select material through small group observation of ACQ SOs and the selection process, in conjunction with acquisitions guidelines and CPS.

· Current selection documentation provides a high degree of detail that can be used to train others to perform routine selection.

3.1.8 LC will continue to need SOs.

· A body of material exists for which the complexities of the selection decision lie outside the proposed role of CO staff.

· LC needs experienced staff, such as SOs, to perform high-level duties, including non-routine selection, training, coaching, and quality review. SOs play a vital role in LC collection development.

3.1.9 Selection practices vary for special formats or subject areas (e.g., Law, Music)

For TX material:

· Law Library selects all law-classed material.

For Visual Arts (VA) material:

· LC does not formally select photographic deposits. P&P curators review some group registrations for informational purposes.

· Prints are the only special format to undergo selection before CO registration.

· G&M deposits, in excess of what is retained in the collection, are designated and set aside for the exchange program. This program assists the division in attracting interns and graduates students to work at LC, by supplying materials for their schools. 

For Performing Arts (PA) material:

· Currently all music deposits are selected. The only variation is the level of cataloging priority the SO assigns to the item. 

· Recorded sound deposits, in excess of what is retained in the collection, are designated and set aside for the exchange program. 

· LS SO goes to CO to review and select motion pictures.

3.2 Selection decision authority

The current practice of selection demonstrates the variation in who, where, and how the decision is made.  Figure 1 identifies where the selection decision occurs and who makes the decision for each type of deposit. Multiple entries in a box indicate that selection takes place multiple times in the workflow. 

In some cases, the SO must conduct further research to determine a selection decision.  In these cases, the SO sets these works aside for further processing.   

The final column (Assignment) indicates which unit routes the format to LS cataloging and assigns the work to a custodial location.  Appendix A contains detailed descriptions of current selection processes.

Figure 1: Current selection decision authority
	
	Decision authority (who/where)

	Format/type of deposit
	Retention
	Number of copies
	Priority
	Assignment

	· 408 monograph registration deposit


	· SO/Materials Control (MC)

· SO/CIP

· SO/CIP (if marked discard)
	· SO/MC

· SO/CIP (may de-select in CIP)
	· CIP staff/CIP 


	· RO/CIP

	· 407demanded monograph deposit


	· CAD staff/CAD (may consult with RO)
	· CAD staff/CAD: 2 copies or 1 copy of foreign works
	· CAD staff/CAD


	· RO/CIP



	· 407 voluntary monograph deposit
	· SO/CAD 

· SO/CIP

· SO/CIP (if marked discard)
	· SO/MC

· SO/CIP (may de-select in CIP)
	· CAD staff/CAD

· SO/CIP
	· RO/CIP

	· 408 serial registration deposit
	· SER Division SO/Serial Record Division (SRD) (may consult with RO)
	· SER SO/SRD (consult with RO)
	· SER SO/SRD
	· SER SO/SRD (may consult with RO)

	· 407 demanded serial deposit
	· CAD staff/CAD
	· CAD staff/CAD
	· CAD staff/CAD
	· SER SO/SRD

	· 407 voluntary serial deposit
	· SER SO/SRD
	· SER SO/SRD (may consult with RO)
	· SER SO/SRD (may consult with RO)
	· SER SO/SRD (may consult with RO)

	· 407/408 music deposit
	· Music SO/Music Division
	· Music SO/Music Division
	· Music SO/Music Division
	· Music RO/LS Cataloging

	· 408 geographic and cartographic deposits


	· G&M Cataloging/G&M 
	· G&M SO/G&M

· Default acquire one copy, send second to another area or exchange program
	· N/A unless purchase
	· G&M SO

	· 407/408 print, poster, and photographic deposits


	· P&P SO/MC CO Exam, Copyright Cataloging Team (CO CAT) 
	· P&P SO/MC CO Exam, CO Cataloging

· Usually acquire one copy
	· Verbal assignment by P&P SO
	· P&P SO

	· 407/408 legal materials deposit


	· CO/CO 

· Default selection by publisher

· Additional selection by Reference Librarian or Law Specialist
	· CO/CO

· Default: 2 copies
	· Law Specialist/Law Library


	· Law Specialist/Law Library


4 Assumptions

The Selection JIG originated from the joint efforts of CO and LS following the CO BPR initial planning.  This planning resulted in recommendations that will reshape CO processes.  The Selection JIG considered the forthcoming CO redesign as integral to its work and based its recommendations on several assumptions including:

· CO BPR and the other LS/CO JIG recommendations will be in place

· Both deposit copies will stay together through workflow

· Staff members will receive necessary training to perform selection

· Redesigned CO processes will allow CO to meet their turnaround goals and deliver deposits to LS in a timely fashion

· CAD will implement a pilot to select voluntary 407 deposits.

· CO record will include a field for selection decision 

· CO and LS systems will have the capability to share cataloging data

· CO staff will apply prevailing best edition practices

· CO will retain in DCSU, one copy of deposits not selected for the LS collection or exchange program.

5 Recommendations

After reviewing current selection practices, the JIG makes eleven recommendations to ease the transition of routine selection from LS to CO.  The JIG’s charge was to investigate the feasibility of CO staff handling routine selection. The JIG finds no reason to counter this assumption and believes that a significant portion of the material CO receives can be selected by CO staff knowledgeable of the publishing areas without searching the ILS.  With appropriate training, RC/AD staff can incorporate selection of routine cases in their daily duties. RC staff can forward works that require searching or greater expertise to an ACQ SO to search and make the selection decision.  The ACQ SO would then return the work, in a timely fashion, to the RC staff.

5.1 Make a selection decision for all CO materials prior to exit from CO work stream.

Each work should receive a final selection decision before CO transfers the work to LS. This alleviates the need for the ACQ SO to make a secondary selection decision. Additionally, a final selection decision prior to transfer of the deposit allows CO to retain the unselected deposit in the Deposit Copy Storage Unit (DCSU). 

Appendix E includes a table of selection criteria and the corresponding selection decision CO staff should make.  This includes the number of copies to be retained and the person responsible for the selection decision – CO staff or a LS SO.  

5.2 Install ILS workstations in RC for Selection Officer use.

The JIG recommends that the ACQ SO use at least two ILS workstations in the RC area to search questionable works without holding deposits for a lengthy time. This reduces the physical handling and movement of material outside CO. 

5.3 Eliminate manual marking of deposits, e.g. red and blue pencil check marks.

By using a single deposit slip containing the selection decision, cataloging priority, number of copies selected, and the assignment, CO will eliminate the manual marking of approximately 257,167 deposits. When a ACQ SO comes to the RC area to search questionable material, they will slip the deposit with the appropriate selection decision. RC staff will enter these decisions in the online record.

5.4 Reconsider assignment of default selection in CIP Division records.

The JIG recommends that the CIP Division examine its practice of populating the selection field with a default number of copies.  When the CIP Division creates an initial record from a submitted galley, it populates the selection field with a default “2 copies.”  When LC receives a CIP deposit, staff cannot determine whether the material has received a true selection decision in CO or if the selection field represents the default.

5.5 Implement a pilot for 408 commercially published TX and PA music material.

The Selection JIG recommends implementation of a pilot for 408 commercially published TX monographs and PA sheet music material. The pilot will validate initial recommendation assumptions concerning CO participation in routine selection and provide guidance for further implementation.  The pilot also allows LS and CO to collect statistical information to further refine selection.  This material was selected because: 

· 408 TX commercially published deposits represent the largest percentage of material selected by LC.

· A high percentage of CO 408 music material is selected. In addition, RC staff has expert knowledge of music material. 

5.6 Maintain statistics on selection.

The JIG recommends that LC and CO collect various selection statistics to measure the accuracy and relative workload among staff making selection decisions.  These statistics will be used  to assess the success of a pilot and to determine what additional resources are needed for full implementation. General recommended data include: 
· Number of selected/non-selected deposits submitted by major publishers.

· Number of selected/non-selected deposits by type of account.

Recommended SO staff data include:

· Percent of material correctly forwarded for decision.

· Percent of material processed within 24 hours.

Recommended RC staff data include:

· Percent of material correctly forwarded for decision.

· Percent of RC initiated selection decisions reversed by ACQ SO.

· Time required for Examiners to make correct selection decisions.

5.7 Reconsider existing CPS.

The Selection JIG recommends that LC assess current CPS to see if they meet the needs of those performing selection and if they accurately represent LC collection goals. 

5.8 Maintain current motion picture selection procedures.

Prior to examination, the LS SO currently reviews all motion picture deposits in CO to determine the retention decision. The MBRS JIG recommends that this practice be maintained. 

5.9 Select MBRS ancillary materials.

Currently, CO receives many ancillary materials to which MBRS does not have access.  To facilitate MBRS access to these materials, the MBRS JIG recommends that CO staff review and apply LS guidelines (Appendix D) to select the following:

· Movie posters

Press kits

Style guides, including licensing material

Scripts and screenplays

Photographs

Graphic material/graphic design.

5.10 Perform routine selection on sound recording (SR) deposits by CO.

The MBRS JIG recommends that CO RC staff perform selection on routine SR deposits using the guidelines identified in Appendix D. On questionable deposits, the LS SO will make the selection decision.

5.11  Create a separate searching unit for non-CIP selected monographs.

In the current environment, CO sends all commercial-print monographs to the CIP Division for searching, regardless of whether CIP data is present in the deposit.  While the CIP Division and cataloging work streams are not considered within the purview of this JIG, the group makes a general recommendation that only those deposits with CIP data be sent to the CIP Division for searching. Accordingly, the JIG recommends that a new unit be created to search all non-CIP monograph deposits.

All deposits must be searched before they can be forwarded for LS cataloging.  This searching allows LS to determine if a CIP record exists in LC, or if a cataloging record exists in another database such as the Online Computer Library Center (OCLC). 

The JIG believes that separating the searching into two different teams may reduce the burdensome workload on the CIP Division and allow deposits to move through the process more efficiently. This may allow CIP Division staff to focus on validating and verifying the record and on claiming the CIP Division deposits not received from participating publishers. The JIG recommends that another workgroup examine and streamline the workflows within the CIP Division.

Recommended Selection Decision Authority 

Figure 2 identifies JIG recommendations on where selection should occur and who should perform it.  The final column (Assignment) indicates which unit routes the format to LS cataloging and assigns the work to a custodial location. 

Figure 2: Recommended selection decision authority

	
	Decision authority (who/where)

	Format/type of deposit
	Retention
	Number of copies
	Priority
	Assignment

	· 408 monograph registration deposit
	· RC staff/CO RC (may send to TX SO)


	· RC staff/CO RC (may send to TX SO)
	· RC staff/CO RC (may send to TX SO)
	· If CIP, CIP staff/CIP

      (may consult with RO)

· If not CIP TX Registration staff/CO RC (may send to RO)

	· 407 voluntary monograph deposit
	· CAD staff/CAD (may consult with RO)
	· CAD staff/CAD


	· CAD staff/CAD


	· RO/CIP

	· 407 demanded monograph deposit

· Includes demanded deposits for which the applicant requests 408 Copyright registration
	· CAD staff/CAD (may consult with RO)
	· CAD staff/CAD


	· CAD staff/CAD


	· RO/CIP



	· 408 serial registration
 deposit 
	· SER SO
 (may consult with RO)
	· SER SO/CO RC (may consult with RO)
	· SER SO/CO RC
	· SER SO/CO RC (may consult with RO)

	· 407 demanded and voluntary serial deposit
	· SER SO (may consult with RO)
	· SER SO/CO RC (may consult with RO)
	· SER SO/CO RC
	· SER SO/CO RC (may consult with RO)

	· 407/408 Law Library deposit


	· RC staff/CO RC 
	· RC staff/CO RC
	· Law Specialist/Law Library
	· Law Specialist/Law Library

	· 408 special format deposit (e.g. Music, G&M, P&P)


	· RC staff/CO RC 


	· RC staff (may send to LS SO)/CO RC
	· RC staff (may send to LS SO)/CO RC
	· RC staff (may send to LS SO/CO RC)

	· 407 special format demand deposit 
	· RO/CAD
	· RO/CAD
	· RO/CAD
	· RO/CAD

	· 407 special format voluntary deposit 
	· RO/CAD
	· RO/CAD
	· RO/CAD
	· RO/CAD

	· 408 motion picture deposit
	· SO/CO
	· SO/CO
	· SO/CO
	· SO/CO

	· 408 recorded sound
	· RC staff (may send to SO/CO RC)
	· RC staff (may send to SO/CO RC)
	· RC staff (may send to SO/CO RC)
	· RC staff (may send to SO/CO RC)


6 Recommended Selection Processes

The JIG drafted high-level maps for the recommended selection process for monographs and special formats reviewed in CO. Narrative explanations of the workflows preceed the maps.  Figure 3 describes the symbols used in the flowcharts.

Figure 3: Process flowchart key
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6.1 408 monographs submitted for claim registration

In the recommended workflow, the Receive Mail (RM) staff will receive monograph deposits. RM staff will scan applications and create an initial record in the CO system. RM staff will then send both deposit copies to RC. RC staff will examine and determine whether the material is routine and if they can make a selection decision. If they can make a selection decision, they record it, slip the deposit, register the claim, and forward it for CO cataloging.

If RC staff cannot make the selection decision, they will set aside both deposit copies for review by the ACQ SO. The ACQ SO will review non-routine material in RC on a daily basis, and search questionable deposits at an ILS workstation. The ACQ SO will make a selection decision and slip the deposit. RC staff will retrieve deposits from the ACQ SO to complete the selection field of the record, register the claim, and forward the deposits for CO cataloging. 

RC staff will catalog the work, completing the CO record. RC staff will then forward selected deposits and non-selected deposits with CIP data to the CIP Division in LS
. One copy of “do not acquire” deposits, and the remaining copy of “acquire one deposits, will be forwarded by RC staff to DCSU. Deposits arriving in CIP will contain a slip indicating the selection decision, cataloging priority, number of copies to retain, and the assignment.  Additionally, the slip will note whether a copy of the work has been sent to DCSU.

The presence of “1111” in a record indicates that a third copy, or the CIP Division deposit copy, has arrived at the Library. CIP staff will search for a record to determine if the record is “1111’d”. 

If the record is “1111’d” and a third copy has been forwarded to LS, CIP Division staff will review and apply the CO selection decision as follows: 

“Do not acquire:” CIP Division staff will forward the copy in hand to the exchange program.

“Acquire one:” LS has received the desired copy. CIP Division staff will forward the copy in hand to the exchange program.

· “Acquire two:” LS has received one of the two copies requested for the collection. CIP Division staff will forward one copy to LS cataloging for verification, and the second copy to the exchange program.

If the record is “1111’d” and the third copy (the CIP Division deposit copy) has not been forwarded to LS, CIP Division staff will review and apply the CO selection decision as follows:

·  “Do not acquire:” The CO deposit copy will be sent to the exchange program. 

 “Acquire one:” CIP Division staff will apply the selection decision and forward the one CO copy in-hand to LS cataloging for verification.

“Acquire two:” CIP Division staff will apply the selection decision and forward both copies to LS cataloging for verification.

If the selection decision on the third copy and that from CO differ, the ACQ SO should review for final selection decision. CIP staff will forward deposits according to the process just described above. 

Figure 4 depicts the recommended workflow for 408 monograph process.

Figure 4: 408 monographs process flow
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6.2 Demanded monograph deposits

CO law requires remitters to send two copies of published works to CO, regardless of whether the 408 registration is requested. Demanded deposits are usually items LC wants for the collection that were not submitted in compliance with section 407 of CO law. An individual or company, who receives a demand request to submit their deposit to the collection has the option to register the claim on the deposit as well. Once a deposit is submitted for claim registration, even as a result of a demand, it is considered a 408 deposit.

RM staff will scan paperwork accompanying the demanded deposits as well as any materials submitted for claim registration, and use it to create an initial record of deposit. RM staff will forward demanded deposits to CAD upon receipt. The acquisition specialist that demanded the deposit will check-in the deposit, make a selection decision, and slip the deposit. If necessary, the acquisition specialist may confer with the RO on the selection decision. CAD staff will update the bibliographic record and create holdings and item records. If the remitter requests 408 registration, the CAD technician will send the deposit to RC.

If the remitter does not seek registration for the work, CAD staff will review the deposit for CIP data and determine if copy in hand is the best edition. If the deposit contains CIP data, and is the first copy in the workflow, the CAD staff will forward the deposit to the CIP Division for verification. If the deposit does not contain CIP data or the CIP data has already been verified, the CAD technician will send the deposit to LS via CIP Division, to complete cataloging. 

The CIP Division will “1111” the record and validate all first copies to enter the workflow with CIP data. If LC desires copies of the deposit, the CIP Division will send the appropriate number of copies to LS cataloging. If the selection decision is “do not acquire,” the CIP Division technician will forward the deposit to a CIP Division cataloger to close the record. The CIP Division sends unselected deposits to the exchange program.

Figure 5 depicts the recommended workflow for 407/408 demanded monograph deposits.

Figure 5: 407/408 demanded monograph deposits process 
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6.3 407 voluntary deposits

RM staff will scan all paperwork accompanying the voluntary deposits
 and use it to create an initial record of deposit. RM staff will forward all voluntary deposits, except serial deposits, to CAD for processing. CAD staff will make all selection decisions for routine monographs, consulting ACQ SOs as necessary. Due to the nature of 407 deposits and the skill of CAD Acquisition Specialists, we expect that a much higher percentage (90-95%) of 407 deposits will be deemed to be routine rather than the lower percentage (50-75%) anticipated to be routine with 408 deposits.  For special format deposits, CAD will select routine deposits according to criteria established by the appropriate custodial division. Non-routine material must be selected  by SOs from the appropriate special format custodial divisions.

CAD will send selected deposits to the special format custodial division for a final selection decision and further processing. Refer to the specific special format summaries within this section for specific processes for de-selected special format deposits. 

CAD staff will search and create records for monograph titles in the ILS. CAD staff will look for CIP data and search for an existing CIP record. If CAD staff members do not find a record, they will search other databases such as OCLC.  If an appropriate record is found, CAD staff will import the record, if appropriate, into ILS. If a record is not found, they will create an Initial Bibliographic Record (IBC). CAD staff will then create holdings and item records and record the selection decision. 

Some demanded material may be unavoidably found with voluntary deposits. If the deposit is demanded, CAD staff update and close out the demand order. Next, if claim registration is requested, the work is forwarded to the Register Claim area.  If claim registration is not requested, the deposit is forwarded to CIP for searching and verification of the record.

Figure 6 depicts the recommended workflow for 407 voluntary deposits. 

Figure 6: 407 voluntary deposits process flow
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6.4 Serial deposits

Serials are a unique format. They are time sensitive, recurring, and their detailed publication information can change. Approximately 95 percent of the serials LC receives through CO are recurring. As such, the Serial SO only needs to review the remaining five percent that are new serial titles and those with title changes. 

The Serial SO will need to review all new serial titles and serials undergoing title changes in conjunction with a RO, as needed. For recurring serial titles submitted for 408 registration, RC staff will search the ILS for the existing selection decision, record receipt of the issue and slip the deposit accordingly. The primary change the JIG recommends for new serials and serials with title changes is that the Serial SO will come to the location where serials are processed to make selection decisions rather than have the serials sent to the Serial SO. Appropriate space with ILS workstation must be available in the CO processing area for Serial SO use. In addition, the JIG recommends that the LS selection decision be recorded in the CO database so that it is accessible.

The Selection JIG will include a process map for the recommended serial process when the Serials Processing JIG completes their recommendations.

6.5 Music deposits

The JIG recommended selection procedures for 407 and 408 deposits as outlined below. 

407 deposits

RM staff will scan all paperwork with receipts, accompanying voluntary and demanded deposits and materials submitted for claim registration and use it to create an initial record of deposit. RM staff will forward 407 voluntary and demanded music deposits to CAD. 

407 demanded deposits 

The CAD acquisition specialist who originated the demand will apply the selection guidelines, consult with the RO if necessary, slip the deposit, and close out the demand order. A CAD technician will update the bibliographic record with the selection decision and create the item and holdings records and close out the demand order.

If claim registration is requested, CAD staff forward the deposit to Register Claim for the deposit to complete processing (see 408 deposits). If claim registration is not requested and the work is not selected, the deposits will be forwarded to the exchange program. If claim registration is not requested and the selection decision is to “acquire,” the deposits will be forwarded to SMCD for cataloging.

407 voluntary deposits

RM staff will receive voluntary deposits and forward them to CAD for review. CAD staff will create a record in the ILS for the deposit and will review it for selection. CAD staff will select and de-select deposits based upon established criteria.  CAD staff will input the selection decision in the record. The technician will forward selected deposit to the custodial division and non-selected deposits to the exchange program.
408 deposits

In the recommended workflow, RM staff will receive CO deposits. RM staff will scan applications and create an initial record in the CO system. RM staff will then send both deposit copies to RC.  RC staff will examine the material and make a selection decision. RC staff will record the selection decision, slip the deposit, register the claim, and forward it for CO Cataloging. RC staff will catalog the work, completing the CO record. 

If the deposit is not selected for the collection, one copy will be sent to DCSU and the second copy will be forwarded to the exchange program. 

If the deposit is selected, and needs further cataloging, and the selection decision is:

·  “Acquire one.” RC staff will forward one copy to the Special Materials Cataloging Division (SMCD) for cataloging and the second copy to DCSU.

· “Acquire two.” RC staff forward both copies to SMCD for cataloging.

If the deposit is selected and does not need further cataloging, and the selection decision is:

· “Acquire one.” RC staff forward one copy to DCSU, and one copy to the Custodial Division to be cataloged by registration number.

· “Acquire two.” RC staff forward both copies to the Custodial Division to be cataloged by registration number.

If the deposit is not selected, RC staff forward one copy to DCSU and one copy to the exchange program.

Deposits sent to SMCD Cataloging, will be cataloged and forwarded to the Custodial Division.

Figure 9 depicts the recommended workflow for music deposits.

Figure 9: Music process flow
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6.6 Geographic and cartographic deposits

LC considers geography and cartography deposits to be special formats. Cartographic materials are defined as maps, relief maps, atlases, etc. According to the G&M SO, most material received in this custodial division comes from government publications and only five percent of deposits enter through CO.  

407 demanded/voluntary deposits

RM staff will scan all paperwork accompanying voluntary and demanded deposits and materials submitted for registration and use it to create an initial record of deposit. RM will send both voluntary and demanded geographic and cartographic deposits to CAD for processing.  

If the item was demanded, it will be assigned to the Acquisition Specialist who initialed the demand. The specialist will review the deposit for retention against the guidelines established by the G&M Division. The specialist will update the record with the selection decision. If the item was not demanded, it will be reviewed for de-selection according to the criteria established by G&M.  A CAD technician will create holdings and items records, close the demand order, and forward selected items to G&M.

The CAD technician will forward the deposit to RC when registration is requested. If the remitter does not request claim registration, the technician will forward the deposit to the G&M Division. The G&M cataloger will confirm or change the default selection decision in consultation with RO, if necessary.

If LS only wants one of the two copies submitted for the collection, RC will forward selected copies to the custodial division and excess copies or non-selected demand/voluntary deposits to the Exchange program. 

408 deposits

In the recommended workflow, RM staff will receive deposits. RM staff will scan applications and create an initial record in the CO system. RC staff will examine and determine whether the material is routine (see Appendix E for G&M guidelines) and if they can make a selection decision. If they can make a selection decision, they record it, slip the deposit, register the claim, and forward it for CO Cataloging.

If they cannot make a selection decision, RC staff will set aside both deposit copies for review by the G&M SO. The G&M SO will review non-routine material in RC on a regular basis, and search questionable deposits at an ILS workstation. The SO will make a selection decision and slip the deposit. All deposits will receive a selection decision by the time they leave CO. RC staff will retrieve deposits from the G&M SO to complete the selection field of the record, register the claim, and forward the deposit for CO Cataloging

RC staff will catalog the work, completing the CO record. RC staff will process selected deposits similarly to demand and voluntary deposits. CO will retain one copy of the deposits de-selected in CO and send them to DCSU. 

Figure 10 depicts the recommended workflow for geographic and cartographic deposits.

Figure 10: Geographic and cartographic deposits process flow
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6.7  Print, photograph, and poster deposits

RM staff will scan all paperwork accompanying voluntary and demanded deposits and materials submitted for claim registration and use it to create an initial record of deposit. 

407 voluntary/demand deposits

RM will send both voluntary and demanded print and photographic deposits to CAD for processing.  CAD will review the deposit for retention and may refer it to the RO as needed. A technician will update the bibliographic record with the selection decision, create holdings and items records, and close the demand order for those items where a demand was initiated. 

The CAD technician will forward the deposit to RC if the remitter wants to register the claim. If the remitter does not request claim registration, the technician will forward the deposit to the P&P Division. The P&P cataloger will confirm or change the default selection decision in consultation with RO, if necessary. Photographs are not currently selected for inclusion in the LC collection.

The custodial division staff will shelve selected deposits. If LS only wants one of the two copies submitted for the collection, the custodial division will shelve the selected copy and forward the excess copy or non-selected demand/voluntary deposit to the exchange program.

408 deposits

In the recommended workflow, RM staff will receive prints and photographic deposits. RM staff will scan applications and create an initial record in the CO system. The SO will review the deposit for selection in RC. RC staff will examine, complete the registration and record the selection decision. 

RC staff will catalog the work, completing the CO record. RC staff will forward selected deposits to LS. CO will retain one copy of deselected works in CO and forwards them to DCSU.  

Figure 11 depicts the recommended workflow for print and poster deposits. Photographs are not included in this workflow, since they are not selected for the collection.

Figure 11: Print & Poster deposits process map
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6.8 Law Library deposits

CO treats legal deposits the same as other monographs and serials. Both copies of the monograph deposit will travel together through RC.  Registration staff will apply a default selection of two copies for all legal material, including deposits classified as Law or published by one of the major publishers. The major publishers include: 

· Thompson, including West Group and RIA

· Lexis Publishing, including Matthew Bender

· Shepards

· William S. Hein & Co.

· Oceana

· Bureau of National Affairs.

Legal serials will travel the same route as other serials and receive a selection decision when they are new or have a title change. See Figure 4 for recommended monograph workflow and the recommended serials workflow map (to be inserted at a later date).

6.9 Motion Picture Broadcasting and Recorded Sound (MBRS) deposits

The MBRS JIG outlined the following selection process for MBRS materials, using the Selection JIG’s overall recommendations. The current selection process for motion picture material will be maintained. LS staff in MBRS will continue to review motion picture deposits in CO and make the subsequent selection decision. RC staff will register the claim and complete the catalog record. RC staff will forward acquired deposits to LS cataloging and deposits not acquired to the CO storage facility. 

For recorded sound, RC staff will review and make a selection decision on routine material. MBRS outlined the characteristics RC staff should review when making a selection decision (Appendix D). If RC staff can make a decision based upon these guidelines, they will record the selection decision and forward the work to CO cataloging. If RC staff are unable to make a selection decision, they will set aside the deposit for a LS SO to review and make the selection decision. The SO will return the deposit to RC staff to record the selection decision and forward on to CO cataloging. Upon the completion of the CO catalog record for unselected deposits CO staff will forward the deposit for storage at DCSU.  If the deposit is selected, CO will forward it to LS cataloging. 

Figure 12 depicts the recommended workflow for MBRS deposits.

Figure 12: MBRS deposits process map
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Description of Recommended Slips

LS uses slips to identify key pieces of information when the deposit is checked-in and cataloged. LS determined that the increased number and usage of slips warranted review and formed a sub-group under the Selection JIG to examine the issue.  LS and CO tasked the Slipping sub-group to review the slips currently used.  Appendix B contains a table of the current slips.

The Slipping sub-group recommends that CO insert a slip in selected 407 and 408 deposits upon transfer from CO to LS. The slip will contain all fields related to selection, including: 

· Selection decision 

· Number of copies

· Cataloging priority, if relevant

· Existing bibliographic records, if relevant

· Assignment, if relevant.

The slip will serve as a visual cue for LS staff who search records before LS cataloging.

Because CAD works in ILS, CAD staff will slip selected demanded and voluntary deposits with a newly designed slip that consolidates requisite information, some elements of which are derived from searching the ILS.  Appendix C contains the revised slip.

Appendix A – Current Selection Processes

408 Monographs submitted for claim registration

Monographs submitted for claim registration undergo the selection process multiple times. When CO receives the deposit; the ACQ SO reviews the item in CO MC and makes a preliminary selection decision.  A preliminary selection decision is necessary due to the amount of material that the ACQ SO must review in a limited time frame. The ACQ SO may select the deposit because CIP data is present in the monograph. Monographs that contain CIP data are designated cataloging priority one.  The ACQ SO sends cataloging priority one monographs to the CIP Division. 

Other reasons for selecting the deposit temporarily includes (1) the need for the ACQ SO to search the deposit to see if either similar types of works or other works by a particular author are in the LC collection, and (2) the need to search to determine the number of copies of the work already in the collection.

If the ACQ SO selects at least one copy, the MC technician splits the two copies and forwards one for claim registration and the second to the CIP Division. The CIP Division staff review the deposit for CIP data. During the CIP verification and validation activities, the ACQ SO has the opportunity to review deposits he or she preliminary selected in MC. The ACQ SO may search ILS at this stage for additional information and de-select a title that they had previously selected in MC. If the ACQ SO does not initially select a deposit, or if it is de-selected in the CIP Division, CIP Division staff sends the deposit to the Exchange program. 

CO forwards selected deposits (copy 2) to the CIP Division for the same verification and de-selection process that the first copy underwent after claim registration. If LS did not select copy 2, CO sends the copy to DCSU.

CO records a “selected” decision in the CO record based on ACQ SO’s temporary decision done in CO MC. If the deposit is de-selected in the CIP Division, CO has no way of knowing about this and does not update the record to reflect this disposition change. Therefore, CO record acknowledges that the copy was sent to LC, not necessarily that the copy became a part of the LC collection.

Figure 12 depicts the current workflow for 408 monographs submitted for claim registration.

Figure 13: Process flow of monographs submitted for claim registration
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407 Voluntary and demanded monograph deposits 

The acquisition specialist who originated the demand deposit receives the demand and cancels the outstanding request.  With the item in hand, the acquisition specialist checks-in the deposit and makes the selection decision. If necessary, the acquisition specialist may confer with a RO on the selection decision.  When a RO requests a title be demanded, that request is often based on summary information. When the demanded title arrives at the Library, it may not fit with the Library’s collections and/or may not be what the RO anticipated when he or she entered the request. However, most demanded deposits are selected for the collections.  

If the remitter requests CO registration of a claim CAD demanded, CAD sends one copy to CO for examination, cataloging and numbering. 

CAD routes the deposit (copy 2, or both copies, if claim registration not requested) according to the format:

· Monographs with CIP information to CIP for verification and validation 

· Serials to Serial Record Division (SRD) for processing

· Special formats proceed to a shelf or holding area for custodial retrieval.

Figure 14: Process flow of (407) voluntary and demanded monograph deposits
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Serial deposits

Serials enter LC through a variety of acquisition methods, including CO, purchase, Exchange, Gift, the National Serial Data Program (NSDP), or overseas offices. CO sends voluntary deposits it receives to SRD for immediate processing. CO splits deposits submitted for claim registration in MC. One copy is sent to SRD for selection and processing and the other remains in CO for registration. 

Upon completion of registration, CO sends the second copy of the serial to SRD. Processing and Receiving (P&R) technicians in SRD to review each serial. If a record already exists for the serial in the ILS, P&R considers it a recurring serial and P&R checks it in and completes the processing. Serials without a record in ILS are considered new and sent to the Serial SO for review. The Serial SO reviews the deposit, confers with ROs in the specific subject, if necessary, and records the selection decision. The SO sends serials not selected, including those received through NSDP, to CAD.  CAD notifies the publisher that LS will not retain the deposit in the collections. SRD completes the check-in and cataloging for selected serials and sends deposits received through CO to the appropriate custodial division. SRD sends selected serials received through NSDP to CAD for correspondence to inform publisher to send two copies to LC, whether or not registration is sought.  When CAD completes its work, it sends the selected serials to the appropriate custodial division.

Figure 15: Process flow of serial deposits
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Music

If CO receives music deposits that CAD demanded; CO forwards the deposit to CAD to process (see CAD above). CAD staff record voluntary deposits, approximately 1,065 in FY 2000, in a stand-alone database and then set them aside for the custodial division. CO examines, catalogs and numbers music deposits submitted for claim registration and sets them aside for the custodial division. In FY 2000, this number was 45,161.

The music SO goes to CO PA cataloging and reviews all published deposits registered in class PA (not PAu – unpublished). The music SO deselects some material (which remains in CO) and sorts the remaining selected items by level of cataloging: 

· Brief

· CO Registration number

· Core 

· Priority 2

· Priority 3.

The music SO sends Brief, Core, Priority 2, and Priority 3 deposits to SMCD cataloging.  Music staff shelve deposits by CO registration number in the custodial division. The music staff sends unwanted deposits and instrumental parts to the exchange  program. The music sends non-music deposits back to the ACQ SO.  SMCD sends the deposit to the custodial division after cataloging
.

Figure 16: Process flow of deposits classified as music
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Geography and Cartography

In 2000, CO received 4,801 maps for registration and 42 voluntarily. Unlike Music, however, CO delivers G&M deposits to the custodial unit for selection. The Collection Control Unit in G&M checks-in and distributes deposits to catalogers based on geographical area assignment. The cataloger performs the initial selection conferring with the RO, if necessary, to make the selection decision. If LC wants two copies, custodial staff catalogs and shelve both copies. If LS only selects one copy for the collection, custodial staff sends the second copy, along with non-selected 407 deposits, to the exchange program. G&M staff sends non-selected claim registration deposits back to CO.

Figure 17: Process flow of deposits classified as geography or cartography
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Prints, Photographs and Posters

Posters and Prints: Posters include items such as movie posters and advertisements. Prints encompass artwork, advertising, etc. In 2000, 2,881 deposits were received for registration and 194 were voluntarily submitted in compliance with section 407. The SO reviews posters and prints in MC. This is the only time selection is performed prior to the completion of claim registration. If selected, the SO takes one copy back to custodial division with them.  (Note: if only one copy is received, CO hand carries the deposit through the process and delivers it to the custodial division). The second copy proceeds through claim registration and is then delivered to the custodial division. 

CO forwards deposits received in response to a CAD demand to CAD to process (see CAD narrative). CAD staff checks in voluntary deposits into a stand-alone database and set them aside for delivery to the custodial division. Photographs: Photographs do not undergo a true selection process. Demand deposits proceed through CAD (review CAD description), but these are rare.  If registration is requested, CO registers the claim and sends it to the custodial division. If registration is not requested, CAD sends the photograph(s) directly to the custodial division. If submitted voluntarily, CAD staff check-in the deposit into a stand-alone database, and set aside the prints and posters for the SO to review. CO examines, numbers, and catalogs deposits submitted for claim registration. 

After the claim is examined, the photograph curator comes to CO VA examining and reviews deposits submitted under group registration and identifies any material wanted for the collection. A selection decision is not made on reviewed deposits. CO forwards one copy of the deposit to DCSU and the other to the exchange program, in the rare instances where two copies are received. (Group registration only require one copy be submitted).

Figure 18: Process Flow of deposits classified as prints, photographs, or posters



Law

Law 408: MC splits the two copies of Law deposits submitted for claim registration. Copy one is sent for claim registration. If it is a serial, CO sends it to SRD. If the deposit is a pocket part or loose-leaf, Law Library staff pick-up the deposit from TX Examining. Law Library staff also pick-up copy 2 of monographs in MC and process the deposit if able, (i.e., non CIP). If the deposit is CIP, the Law Library staff is unable to process the deposit and send the monographs to the CIP Division and the serials to SRD.  

The remainder of the process is similar to that of Law (407) in that the CIP Division processes the deposits from the Law Library and the 407 demands from claim registration and sends them to Law cataloging. For law material to be cataloged, the Reference Librarian must initial it. If initials are not present, the Law cataloger sends the deposit to the Law Reference Librarian.  The Law Reference Librarian initials the deposit and assigns it to a Law specialist for priority assignment. The Law specialist sends the deposit to Law cataloging, which catalogs the deposit and forwards it to the custodial unit. Law cataloging reviews the deposits for initials of Law staff; if present, they catalog the deposit and send to the custodial division. Law 407: RAC sends one copy of all non-serial Law deposits (voluntary and demand) to CAD (see CAD narrative) and holds the second copy for the Law Library staff to pick-up. If the deposit is a serial, RAC sends it to SRD. The Law Library staff separate the deposits into those it can process immediately (i.e., non CIP) and those that it cannot (i.e., CIP).  For the deposits it can process, the Law Library staff complete the processing and retain the copy in the custodial division. The Law Library staff sends the deposits it cannot process to the CIP Division. The CIP Division processes the deposits from the Law Library and the 407 demands from claim registration and sends them to Law cataloging. Law cataloging reviews deposit for initials of Law staff; if present, they catalog the deposit and send to the custodial division. If initials are not present, the Law cataloger sends the deposit to the Law Reference Librarian.  The Law Reference Librarian initials the deposit and assigns it to a Law specialist for priority assignment. The Law specialist sends the deposit to Law cataloging, which catalogs the deposit and forwards it to the custodial unit.

Figure 19: Process flow of Law deposits received voluntarily or demanded
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Figure 20: Process flow of Law deposits submitted for claim registration
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CIP

Deposits enter the CIP Division from either direct mail receipt from the publisher, CO or from CAD.  Deposits may or may not contain CIP data. The CIP Division receives deposits with CIP data to close out their records, including insuring that cataloging reflects the physical item.

CO receives material submitted for CO registration (408) and an ACQ SO reviews it. The CO processing workflow varies based upon whether the deposit contains CIP data and the number of copies to be acquired.

If the deposit contains CIP data, one copy is forwarded to the CIP Division unit. The second copy continues through the CO claim registration process, and is eventually sent to the CIP Division as well.  ACQ SO sends deposits to the CIP Division regardless of their selection decision. Deposits are searched, and for those deposits determined to be the first copy received, a CIP Division technician adjusts the bibliographic record to indicate receipt of the first copy. CIP Division staff then forward the item for selection review, after which the item is sent to complete the cataloging based on the item in hand:

· If the 408 deposit does not contain CIP data and two copies are to be acquired, CO processes one copy for claim registration.  The CIP Division receives the second copy for further processing and searching

· If only one copy is to be retained for the LC collections, CO processes one copy of the deposit for claim registration, and sends it to the DCSU in Landover. The CIP Division receives the second copy for further processing.

· If ACQ SO does not want any copies of the deposit for the LC collections, CO processes one copy for claim registration and sends it to DCSU. The ACQ SO sends the second copy to the exchange program

Deposits received as a result of a demand request undergo selection by CAD staff, in coordination with the ACQ SO and ROs. The ACQ SO selects 407 voluntary submissions. For 407 voluntary submissions and demand request deposits that contain CIP data, CAD staff sends both copies to CIP. The first copy is used to close out the record, regardless of the selection decision. If the deposit is not the first copy received and additional shelf copies are needed, the deposit is sent to LS cataloging via the CIP Division. If LS receives the number of shelf copies it wants, the deposit is sent to the exchange program.

CAD staff routes 407 demanded deposits that do not contain CIP data, but are selected for the collection, based upon the number of copies to be acquired:

· If both copies are acquired, both books are sent to cataloging teams via the CIP Division.

· If only one copy will be acquired, one copy is forwarded to cataloging via the CIP Division and the remaining copy is sent to the exchange program.

· If any demanded 407 deposit is accompanied by a request for claim registration, one copy of the deposit is sent from CAD to claim registration, where the deposit is forwarded to the CIP Division.

· Currently, all 407s received voluntarily are routed to CIP.

The ACQ SO performs an initial selection decision of 407 voluntary submissions and 408 registrations before the deposits arrive in the CIP Division. The ACQ SO does not make an initial selection decision for materials that arrive directly in the CIP Division. The latter non-CIPs are slipped priority 2 (may be changed) and, along with 407 and 408 receipts, are set aside for selection review.  Deposits to be acquired are searched by CIP Division staff. For deposits discovered to be a first received the CIP Division copy, the record is “1111’d” to indicate receipt of at least one copy. Holdings and items records are created and the material is placed on a truck for review by the ACQ SO. The ACQ SO reviews the deposit to determine if it should be retained for the collection, and the number of copies to acquire. The ACQ SO decisions are marked on the material with slips. The ACQ SO then sends the item to LS Cataloging to complete the cataloging.

If the copy is not the first received, the technician reviews whether the copy is in excess of the number of shelf copies to be acquired. If yes, the copy is slipped as a surplus duplicate and sent to the exchange program. If uncertainty exists regarding whether there are enough copies for the collection, the deposit is slipped as a duplicate and referred to the ACQ SO. CIP staff often forwards additional copies for cataloging as a safeguard with no notation made in the bibliographic record.

The CIP Division technician determines if an IBC record exists. If yes, the technician passes the deposit to the CIP Division staff to complete the IBC record for the item in hand, create holdings and items records, and forward the deposit to the appropriate cataloging division.  If no IBC record exists, a technician searches for a record in OCLC. If an exact-match record is found, the technician downloads it, assigns an LCCN, creates holdings and item records, and forwards it to the appropriate cataloging division. If no exact-match record is found, the technician passes the to the CIP Division cataloger who conducts another search. If a record is found, the cataloging staff downloads and processes it.  If no record is found, the cataloger creates an IBC record and holdings and item records and forwards the deposit to the appropriate cataloging division.

If the new work is not to be acquired, but is represented by an IBC record, action is taken against the record to suppress it from the Online Public Access Catalog (OPAC). CIP staff sends the deposit to the exchange program. If no IBC record exists for a new work that is not selected, CIP staff sends the deposit immediately to the exchange program.

An additional condition for deposits to be acquired is “another copy.” If the deposit is not the first to be processed, the technician determines if LC has received enough copies. If it does, CIP staff slips the item as a surplus duplicate and sends it to the exchange program. If the technician is unsure if LC has enough copies, they slip the item as a duplicate and sends it to the ACQ SO who makes a selection decision and processes accordingly. If an item which is not the first processed is represented by a record that indicates ”do not acquire,” CIP staff sends the item to the ACQ SO for further review. The ACQ SO re-reviews the deposit to reverse “do not acquire” decisions made at the prepublication or galley stage for material that should be acquired.

The last option for a deposit is to determine if it is “another edition.” If the deposit is a definite “another edition” to be acquired, CIP staff processes it and sends it to cataloging. If it is “to be acquired”, but it is unclear whether or not it is “another edition,” CIP staff sends the item to the ACQ SO for further review. If selected, CIP Division cataloging completes the IBC and forwards it to cataloging divisions. If the deposit is not selected and an IBC record does not exist, it is sent to the exchange program. If a record does exist, action is taken against the record to suppress it from the OPAC and the item is sent to the exchange program.

Figure 21:Process flow of monographs in the CIP Division
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Figure 21: Process flow of monographs in the CIP Division (Continued)
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Appendix B – Description of Current Slips

Figure 22: Slipping summary 

	Functionality
	Name of slip/mark
	Person/place inserted
	Comment

	Selection
	Copyright both copies
	SO working in CO
	Two copies are received and are to be acquired; this slip is inserted in the copy forwarded directly to LC (CIP).

	
	Copyright copy 2
	SO working in CO
	Two copies are received and are to be acquired; this slip is inserted in the copy forwarded to Copyright Examining Division for completing registration (six months to one year) before being forwarded to LC (CIP).

	
	Blue check in book
	SO working in CO
	Two copies came in but LC wants to acquire only one shelf copy; for 408 receipts (registration), one copy is forwarded to LC (CIP) and one copy is forwarded for Copyright processing, after which it goes to Landover to be retained for five years; for 407 receipts (deposits), one copy is forwarded to LC (CIP) and one copy is forwarded for disposition through exchange.

	
	Red check in book
	SO working in CO
	The material is in a category for which only one copy needs to be submitted for copyright purposes; that copy came in, LC wants that copy, and it is unlikely that LC can get another copy through copyright.

	
	Red X in book
	SO working in CO
	Discard; for 408 receipts (registration) one copy is forwarded for Copyright processing, after which it goes to Landover to be retained for five years, and one copy is forwarded for disposition through exchange; for 407 receipts (deposits), all copies are forwarded for disposition through exchange.

	
	Acquire 1 copy (1652 1999/11)
	SO working in CIP mail room
	Default selection for CIPs at pre-publication stage is 2; at book-received stage SO may decide to acquire only 1; slip is inserted to alert cataloging team to change 925 field to acquire 1 copy.

	
	Book in Fascicles 6-2g (rev. 6/92)
	Selection/Cataloging
	Work issued in temporary divisions for convenience in printing or publishing, usually in small installments over time.  This slip signals very special procedures to get fascicle recorded in Serial Record Division and then forwarded to appropriate custodial unit (usually Serial & Government Publication)

	
	Special Attention C-741 September 1998 5,000
	SO working in CO
	Inserted by Selection Librarian for CO and CIP Materials asking CO staff to request a Best Edition, a 2nd Copy, a Disk, or a preference indicated as “Other.”

	Priority/Routing/In-Process
	From CAD (M-246) August 2000 -- 5,000
	CAD staff processing demands at book-received stage
	First copy received of an item in CIP program; slip alerts CST staff to do 1111 procedure (indicates receipt of at least 1 copy) on a timely basis and other IBC slipping.

	
	Hand Carry 342 (1996/10)
	CIP Publishers’ Liaisons; CIP Support Team (CST); CIP Technical Assistant
	Used to expedite completion of cataloging in selected cases of CIP applications, Loan Division alerts (e.g., Congressional Request), and electronic resources receiving CIP treatment.

	
	Priority slips for priorities 1-4

1 - 338 (1992/12)

2 - 339 (1992/12)

3 - 6-9b (rev. 12/92)

4 - 6-9c (rev. 12/92)
	SO working in CIP mail room; CAD staff doing demands
	Material in the CIP program receive priority 2; CAD staff doing non-CIPs use priority 1-3; SOs doing non-CIPs use priority 1-4.  Each title handled receives a priority slip.  The slip also contains a brief description of what each cataloging division does and is used to route to that division (via CIP for demands processed by CAD).

	
	Priority Reference Assignment (343 10/91))
	Reference Specialist technicians who have determined previous editions have reference assignments
	All reference assignments are priority 2; this slip used to alert all staff to process before any other priority 2 materials.

	Bibliographic orientation of the item in hand

All of these slips are headed by the phrase “Report of Searcher”
	Added Volume (371 (2001/06)
	CST; CAD staff
	Signals an added volume to a multipart item (other than loose-leaf).

	
	Duplicate 370 (2001/09)
	CST; CAD staff
	Signals that item in hand is an exact match of an item already held by LC; based on assessment of searcher, item in hand discarded or forwarded to responsible cataloging division for further consideration (not clear at this point if LC holds requisite shelf copies based on selection decision).

	
	Edition or Translation 369 (1993/04)
	CST; CAD staff
	Signals that the Library holds another edition or a translation; entails selection/referral for selection in some cases; cataloging of edition in hand can probably be based on that of previous edition.

	
	Legal Loose-leaf Monograph 373 (1993/06)
	CST; CAD staff
	Signals a legal loose-leaf; applies to those that are new and to updates; entails selection and routing matters.

	
	Loose-leaf Monograph 372 (1999/02)
	CST; CAD staff
	Signals a loose-leaf; applies to those that are new and to updates; entails selection (including reference assignment) and routing matters.

	
	New Work 363 (1991/12)
	CST; CAD staff
	Signals an item new to the Library (no other edition, translation, copy, not a duplicate).

	
	Odd Volume/Supplement 362 (1999/02)
	CST
	Signals first physical volume of multipart item but item in hand is not volume 1(or is a supplement for which LC does not hold parent item).  Need to refer for selection decision; if acquire, refer to appropriate acquisitions source.

	
	Reference Book 368 (12/91)
	Unknown
	

	
	Replacement Copy 364 (12/91)
	Acquisitions staff
	Signals a replacement copy; routed to CPSO to determine cataloging treatment (except as replacement or treat as another edition).

	
	Technical Report 367 (12/91)
	CST
	Signals a technical report; referred to Science and Technology for decisions re to catalog (or not) and if to catalog to analyze (or not).

	Type of external source record used to create IBC record
	Library Services copycat 393 (1999/07)
	CST; CIP Cataloging Team (CCT); CAD staff
	Copy cataloging; cannot predict state of authority work

	
	Library Services gpocoop 1644 (1999/07)
	ANAD/GOVDOCS
	Cataloging of Congressional hearings by GPO; route to SSCD/Law Team.

	
	Library Services origres 394 (1999/07)
	CST; CCT; CAD staff
	External record but language of cataloging (Not language of item) is not English or subjects not Library of Congress Subject Headings (LCSH)

	
	Library Services pccadap 1345 (1999/07)
	CST; CCT; CAD staff
	Record done by a PCC participant; authority work should be done; item sent for end-stage processing in most cases.


Appendix C – Recommended Slips

Appendix D – Guidelines for Selection of MBRS Material

Guidelines for Selection of MBRS Material

MBRS has existing guidelines to select deposits for the collection.  RC staff should apply these guidelines to determine whether the deposit should be acquired for the collection. If RC staff is unable to make a selection decision using these guidelines, staff should set aside material for review by a  SO.

1. Does the deposit looked published? [regardless of whether the remitter stated so on the application.]

2. Does the songwriter have an affiliation with a major publisher (i.e., BMI)?

3. Have you heard of the songwriter?

4. Is the deposit topical?

If the answer to any of questions one through four is yes, select the material and forward it to MBRS. If the answers to questions one through four are all no, do not select the material and forwards it to DCSU.

5. Is the deposit Law?

If constitutional or copyright Law, select deposit and forward to MBRS 

For all other Law material, forward to DCSU

6. If CO staff cannot determine the selection decision, staff should defer the work to the SO. 

7. If the work is a production library music staff should retain only one copy. Production library music is pre-recorded music cues, that producers use in motion picture, video, and audio-visual productions, instead of hiring a composer, performers or studio.  For all other music deposits, acquire two copies.

8. If material does not meet any of the criteria above, mark deposit “do not acquire” and send to DCSU. 

Appendix E – Reference Guide for Selection in Copyright 

The following represents guidelines for selection based on Collection Policy Statements (CPS), Acquisition guidelines or Library On-Line Acquisition Manual (LOLA M) and guidance from ACQ Selection Officers (SO). They are not exhaustive and do not represent an automatic guide for selection. They do not negate or replace the judgment involved in determining selection for the LC collection. This is a reference tool that can be used in accordance with routine selection.

Monograph selection

In reviewing material for selection decision, first answer these questions:

1. Is material to be registered with Deposit Account (DA) payment?

· Recognize that the majority of DA works are typically selected, and most cash published monographs are held aside for the ACQ SO. Regardless of whether payment is DA or cash payment, continue to review following questions. 

2. Is material a serial? 

· If yes, send to ACQ SO in appropriate serials processing location

· If no, continue to next question

3. Is material a trade publication? Trade publications are those published by a major publisher (such as Random House) or would this be found in your major bookstore?

· If yes, then selection decision is to acquire two copies

· If no, continue to next question.

4. Is material published by academic press? Examples include: Harvard University Press, Yale University Press, Oxford University Press, and University of Michigan
.

· If yes, then selection decision is to acquire two copies.

· If no, continue on to next question.

5. Is material published by Vanity press or on-demand self-publishers? Examples of Vanity publishers include: firstbooks, Ex Libris, Xlon Press, Writers’ Bloc Press, infinity.com, Elton Wolf, Christian Living Books, Vantage, Dorrance, Morris.

· If yes, set material aside for ACQ SO to review for selection decision

· If no, continue on to next question.

6. If material is submitted as PA or VA and is a monograph review for selection based on questions above.

· If you are unable to make a selection decision, material should be set aside for ACQ SO.

Selection Criteria Guidance for Monographs

	TX material
	Source of information
	Guideline selection decision

	
	Selection Officer
	Collection Policy Statements
	LOLA M
	Acquire 1
	 Acquire 2
	Do Not Acquire
	Send to Selection Officer

	General
	
	
	
	
	

	Trade publications
	(
	
	(
	
	(
	
	

	University/Academic Press
	(
	
	(
	
	(
	
	

	Large Print
	(
	
	
	
	
	
	(

	Cookbook
	(
	
	
	(
	
	
	

	Puzzle books
	(
	
	
	
	
	
	(

	Crossword Puzzles
	(
	
	
	
	
	(
	

	Crossword puzzle dictionaries
	(
	
	
	
	(
	
	

	On demand publishing
	(
	
	
	
	
	
	(

	Custom press
	(
	
	
	
	
	
	(

	Vanity press
	(
	
	
	
	
	
	(

	Material that disappears easily (e.g., astrology, UFO, photography, minorities, adult material)
	(
	
	(
	
	(
	
	

	Titles with anticipated heavy usage
	
	
	(
	
	(
	
	

	Comic book/graphic novel 

	(
	
	
	
	(
	
	

	Blank and form books, appointment books, fill-in journals or diaries, albums
	(
	
	
	
	
	(
	

	Blank and form books, appointment books, fill-in journals or diaries, albums – keep only if Law
	(
	
	
	
	(
	
	

	Computer program (only ID material received)
	(
	
	
	
	
	(
	

	Print out web page
	(
	
	
	
	
	(
	

	Types of Publications:
	
	
	
	
	
	
	

	Directories

	
	
	
	
	
	
	

	Government directory
	(
	
	
	
	
	
	(

	US phone directory
	(
	
	
	
	
	
	(

	Foreign phone directory
	(
	
	
	
	
	
	(

	International organization catalog
	(
	
	
	
	
	
	(

	Government agency catalog
	(
	
	
	
	
	
	(

	Union lists
	(
	
	
	
	
	
	(

	Foreign directories
	(
	
	
	
	
	
	(

	College alumni directory
	(
	
	
	
	
	
	(

	High-school alumni directory (local DC area)
	(
	
	
	
	
	
	(

	High-school alumni directory (private, historically significant, prestigious/military prep schools e.g., Boston Latin, Philips Exeter, Briarly)
	(
	
	
	(
	
	
	

	High-school alumni directory (other)
	(
	
	
	
	
	(
	

	Directory of all private schools
	(
	
	
	
	
	
	(

	All other directories
	(
	
	
	
	
	
	(

	Textbooks
	
	
	
	
	
	
	

	K – 12 in American History
	(
	
	
	(
	
	
	

	K – 12 other subjects
	(
	
	
	
	
	
	(

	Undergraduate (Introductory level)
	(
	
	
	
	
	
	(

	Graduate (Introductory level)
	(
	
	
	
	
	
	(

	Readers (i.e. adjunct to college text)
	(
	
	(
	(
	
	
	

	Readers (substantial text)
	(
	
	
	
	
	
	(

	Undergraduate (author is big name in field/destined classic)
	(
	
	(
	
	
	
	(

	Graduate (author is big name in field/destined classic)
	(
	
	(
	
	
	
	(

	Instructors manual, student’s workbook
	(
	
	
	
	
	(
	

	Law Instructors manual, student’s workbook
	(
	
	
	
	(
	
	

	How to teach ESL, knitting, car repair, etc.
	(
	
	
	
	(
	
	

	Write in material (i.e. lab book)
	(
	
	
	
	
	
	(

	Answer book, workbook, test, teacher’s manual, correspondence school lesson, syllabi, textbook issued for use by a particular teacher’s class
	
	(
	
	
	
	(
	

	Dissertation 
	(
	
	
	
	
	
	(

	Loose-leaf
	
	
	
	
	
	
	

	Loose-leaf (not including assignment for reading room)
	(
	
	(
	
	
	
	(

	Law Loose-leaf

	(
	
	
	(
	
	
	

	Reprint
	
	
	
	
	
	
	

	US imprint more than 10 years since original edition
	
	
	(
	
	(
	
	

	Foreign imprint more than 20 years since original edition
	(
	
	
	(
	
	
	

	US imprint for work first published in UK (or other non-English edition) then published in US
	
	
	(
	
	(
	
	

	New preface or afterward, with significant new material
	
	
	(
	
	(
	
	

	Edition
	(
	
	(
	
	
	
	(

	Subject areas:
	
	
	
	
	
	
	

	Agriculture
	
	
	
	
	
	
	

	Popular works – layman (organic gardening, parks and public reservations, horses, pets, sport fishing, hunting, riding and camping) US editions
	
	(
	
	
	(
	
	

	General agricultural topics
	
	(
	
	
	
	
	(

	Anthropology
	
	(
	
	
	
	
	(

	Archaeology
	
	(
	
	
	
	
	(

	Bibliography and Library Science
	
	
	
	
	
	
	

	Promotional literature from commercial vendors
	
	(
	
	
	
	(
	

	In-house documents from other libraries (i.e. staff training, how to catalog a book) 
	
	(
	
	
	
	(
	

	Works publisher by Library (i.e. Montgomery Country Library)
	(
	
	
	
	(
	
	

	Newsletter

	
	(
	
	
	
	
	(

	Publishers sales catalog
	
	(
	
	
	
	(
	

	Catalog of holdings of National Libraries
	
	(
	
	
	(
	
	

	All published bibliographies
	
	(
	
	
	(
	
	

	All bibliographies submitted for CO
	
	(
	
	
	(
	
	

	Foreign bibliography
	
	(
	
	
	
	
	(

	Personal bibliography
	
	(
	
	
	
	
	(

	Current and retrospective monographs, reference works (all languages)
	
	(
	
	
	(
	
	

	Statistics
	
	(
	
	
	
	
	(

	Business/Technology
	
	
	
	
	
	
	

	Data issued by and concerning individual firms (Addressed primarily to advertising agencies and their clients e.g., sales figures of company products, figures of magazine circulation)
	
	(
	
	
	
	(
	

	Individual company publications including market surveys, sales manuals, price sheets, collection systems, advertisements
	
	(
	
	
	
	
	(

	Bank and investment house publications designed for customers
	
	(
	
	
	
	
	(

	Minor mail order house catalog
	
	(
	
	
	
	(
	

	Local shipping directory
	
	(
	
	
	
	(
	

	Bookkeeping system (industry wide, multiple companies)
	(
	
	
	
	(
	
	

	Bookkeeping system (individual company)
	(
	(
	
	
	
	(
	

	Radio and television ratings not produced by major firms
	
	(
	
	
	
	(
	

	Computer Book
	(
	
	
	
	(
	
	

	Computer game
	(
	
	
	
	(
	
	

	Commercial computer program (complete packet with discs or CD-ROM)
	(
	
	
	
	
	
	(

	System based game (i.e. Nintendo)
	(
	
	
	
	
	
	(

	Web-based training submitted only on CD/Diskette
	(
	
	
	
	
	(
	

	International conference
	
	
	(
	
	(
	
	

	Industry wide market reports
	(
	
	
	(
	
	
	

	All other market reports
	(
	
	
	
	
	
	(

	Children’s Book – U.S. material
	
	
	
	
	
	
	

	Commercial picture books
	(
	
	
	
	(
	
	

	Commercial juvenile literature
	(
	
	
	
	(
	
	

	Juvenile non-fiction
	(
	
	
	(
	
	
	

	Juvenile non-fiction (subject specific, e.g., terrorism, MLK)
	(
	
	
	
	(
	
	

	Ephemeral or insignificant
	(
	
	(
	
	
	
	(

	Reader
	(
	
	
	
	
	
	(

	In foreign language
	(
	
	
	
	
	
	(

	Coloring book with more than 50% text or from major museum (i.e., Smithsonian, Museum of Natural History)
	(
	
	
	(
	
	
	

	Coloring book (less than 50% text)
	(
	
	
	
	
	(
	

	Paper doll
	(
	
	
	(
	
	
	

	Children’s Book – Foreign publication
	
	(
	
	
	
	
	(

	Commercial Firms

	
	
	
	
	
	
	

	House organs of aviation firms only
	
	(
	
	
	(
	
	

	House organs all other firms
	(
	
	
	
	
	
	(

	Other material, review subject guidance or refer to SO
	
	(
	
	
	
	
	(

	English Language from International Publishers
	
	
	
	
	
	
	

	Major presses (i.e. Oxford, Brill, Kluwer, Cambridge, World Scientific, Routledge) whose work have scope outside country of origin
	
	
	(
	
	(
	
	

	Ephemera

	
	(
	
	
	
	
	(

	Ethnic publications
	
	
	
	
	
	
	

	Works created by, for, or about any ethnic group living in the US from earliest time to present
	
	(
	
	
	(
	
	

	Bibliography
	
	(
	
	
	(
	
	

	Statistics
	
	(
	
	
	(
	
	

	Genealogy
	
	(
	
	
	(
	
	

	General ethnicity
	
	(
	
	
	(
	
	

	Immigration (all aspects)
	
	(
	
	
	(
	
	

	Publication of ethnic organizations of national scope; ethnic newspapers, magazines and yearbooks of national circulation

	
	(
	
	
	(
	
	(

	History, economic and social status, traditional culture, influence on and contribution to U.S. society of the various ethnic groups
	
	(
	
	
	(
	
	

	Publication relating to local groups
	
	(
	
	
	
	
	(

	Non-book material -  illustrative 
	
	(
	
	
	
	
	(

	Ethnic publication - foreign
	
	(
	
	
	
	
	(

	Fantasy and Science Fiction
	
	(
	
	
	
	
	(

	Fine and Applied Art
	
	(
	
	
	
	
	(

	Folklore
	
	(
	
	
	
	
	(

	Folklife
	
	(
	
	
	
	
	(

	Foreign Language
	
	
	
	
	
	
	

	Reference value (e.g., bibliographies, dictionaries)
	
	
	(
	
	(
	
	

	Significant title in field
	(
	
	(
	
	
	
	(

	All other foreign language material 
	
	
	
	
	
	
	(

	Genealogy
	
	
	
	
	
	
	

	From historical association
	(
	(
	
	
	(
	
	

	“Mom and Pop” publication
	(
	
	
	
	
	
	(

	Human Nutrition and Food
	
	(
	
	
	
	
	(

	International Organizations
	
	
	
	
	
	
	

	OAS publication in English
	
	
	(
	
	(
	
	

	OAS publication in Spanish
	(
	
	
	(
	
	
	

	UN publication
	
	
	
	
	(
	
	

	Publication of Economic Commission for Latin America in Spanish, English
	
	(
	
	(
	
	
	

	Publication of Economic Commission for Africa in French, English

	
	(
	
	(
	(
	
	

	Publication of specialized agencies and related bodies of UN issues in English, multilingual, or issued in language other than English
	
	(
	
	(
	
	
	

	Publication of Western European intergovernmental organizations issued in English, multilingual form, or issued only in language other than English

	
	(
	
	(
	(
	
	

	Other material from international organizations
	
	(
	
	
	
	
	(

	Law
	
	
	
	
	
	
	

	Major publishers include: Thompson, including West Group, RIA; Lexis Publishing, including Matthew Bender; Shepards; William S. Hein & Co.; Oceana; and Bureau of National Affairs
	(
	
	
	
	(
	
	

	Literature and Language 
	
	
	
	
	
	
	

	Important reference work, scholarly monograph and serial, bibliography, dictionary
	(
	(
	
	
	(
	
	

	Work of American literature by established and new writers, regarded as having literary merit or representing current trends in writing
	(
	
	
	
	
	
	(

	Foreign literary work with high degree of literary merit, or which represent important current trends in writing—less selective for works published in developing countries (see CPS for Developing Countries)
	(
	(
	
	
	
	
	(

	First edition, with dust jacket, of major American and British authors, and more selected list of Commonwealth authors, 
	
	(
	
	
	(
	
	

	Mass market paperback - fiction

	(
	(
	
	(
	
	
	

	Mass market paperback – non fiction (i.e. true crime)
	(
	
	
	
	(
	
	

	Philology and linguistics
	
	(
	
	
	(
	
	

	Non-English language and literature
	
	(
	
	
	
	
	(

	U.S. Local History
	
	
	
	
	
	
	

	History of counties, cities, towns, districts, including those which deal only with a specific period, such as early settlements, the Civil War, etc.
	
	(
	
	
	(
	
	

	Transcription of local records
	
	(
	
	
	(
	
	

	Federal Census
	
	(
	
	
	(
	
	

	Information on specific aspects of locale, including architecture, historical sites, ethnic groups, etc.
	
	(
	
	
	(
	
	

	Substantial genealogical information such as history of churches and patriotic organizations, published funeral home records, church records, indexes, abstracts
	
	(
	
	
	(
	
	

	Local history which contribute to an understanding of events, movements, of national and international importance, or which serve as unique sources for research on ethnic groups, cultures, customs
	
	(
	
	
	(
	
	

	Local history that have little or no national significance
	(
	(
	
	
	(
	
	

	History of local organizations such as schools, clubs, banks, trade unions, temples, etc.

	(
	(
	
	
	(
	
	

	Local guidebook  - major cities

	(
	(
	
	
	(
	
	

	Local guidebook – all other cities

	(
	
	
	(
	
	
	

	History
	
	
	
	
	
	
	

	U.S. history
	
	
	(
	
	(
	
	

	U.S. War memoir (Holocaust, civil rights) major publisher
	(
	
	
	
	(
	
	

	U.S. War memoir (Holocaust, civil rights) minor publisher
	(
	
	
	(
	
	
	

	Constitutional history and administration – General and U.S.
	
	(
	
	
	(
	
	

	Constitutional history and administration foreign countries
	(
	
	
	
	
	
	(

	U.S. Local government
	
	(
	
	
	(
	
	

	Colonies and colonization
	(
	
	
	
	
	
	(

	Emigration and Immigration
	
	(
	
	
	(
	
	

	International law and international relations
	
	(
	
	
	(
	
	

	New preface or afterward, with significant new material
	
	
	
	
	(
	
	

	Manuscripts (TXU)
	
	
	
	
	
	
	

	Contains substantial U.S. local history
	(
	
	
	
	(
	
	

	Contains genealogical information
	(
	
	
	
	(
	
	

	Medicine 
	
	
	
	
	
	
	

	Clinical
	(
	
	
	
	
	
	(

	Lay (e.g., medical policy/ethics, beauty, self-help, home care, abused children)
	(
	
	(
	
	(
	
	

	Military Science
	
	(
	
	
	
	
	(

	National Associations (i.e. National Educational Association)
	
	
	
	
	
	
	

	Pamphlet
	(
	
	
	
	
	(
	

	Other reports/documents
	(
	
	
	
	(
	
	

	Ephemeral
	(
	
	
	
	
	
	(

	Numismatics and Philately

	
	
	
	
	
	
	

	Scholarly journals from societies or associations, regardless of language or country of origin

	
	(
	
	
	(
	
	

	All major museum catalogs: exhibition, cataloging holdings, or other
	(
	(
	
	
	(
	
	

	All minor museum catalogs: exhibition, cataloging holdings, or other
	(
	(
	
	(
	
	
	

	All major auction catalogs, including those which list pre-auction prices bid or survey auctions of previous year
	(
	
	
	
	
	
	(

	Yearbooks and almanacs
	(
	
	
	
	
	
	(

	Albums meant to house collections
	
	(
	
	
	
	(
	

	Sales catalogs of individual dealers
	(
	
	
	
	
	
	(

	All other numismatic and philately material 
	
	(
	
	
	
	
	(

	Political Science
	
	
	
	
	
	
	

	Politics 
	(
	
	
	
	
	
	(

	Current reference work, monograph or serial in all languages in field of political science
	
	(
	
	
	(
	
	

	Subject bibliography and research level general work and collections
	
	(
	
	
	(
	
	

	Political theory
	
	(
	
	
	(
	
	

	Constitutional history and administration – General and U.S.
	
	(
	
	
	(
	
	

	Constitutional history and administration foreign countries
	
	(
	
	
	
	
	(

	U.S. Local government
	
	(
	
	
	(
	
	

	International law and international relations
	
	(
	
	
	(
	
	

	Psychology
	
	(
	
	
	
	
	(

	Religion
	
	
	
	
	
	
	

	Work of research value
	
	(
	
	
	(
	
	

	Publication of scholarly interest at national or international level, including those dealing with local religious groups, practices, beliefs and controversies
	(
	(
	
	
	(
	
	

	Significant edition and translation of the Bible, Koran, Talmud, Tripitaka, Vedas, Upanishads, other major sacred writings
	(
	(
	
	
	(
	
	

	Variant edition or reprint of translation already in LC’s collection
	(
	(
	
	
	
	
	(

	Individual or abridged edition of the Bible or other sacred writings
	
	(
	
	
	
	
	(

	Official service material
	(
	
	(
	
	
	
	(

	Devotional material or self-published inspirational work
	(
	
	(
	
	
	
	(

	Works on churches themselves or church history, self-published, genealogy
	(
	
	(
	
	
	
	(

	Religious material for students in vacation church schools, devotional instruction, catechism and question books, religious textbooks unless authored by important trade publisher
	(
	(
	
	
	
	
	(

	Science & Technology 
	
	(
	
	
	
	
	(

	Societies and Associations
	
	(
	
	
	
	
	(

	Sociology
	
	(
	
	
	
	
	(

	Sports and Recreation
	
	
	
	
	
	
	

	Olympics, Good Will Games, Ryder Cup, Pan-American-related
	
	(
	
	
	(
	
	

	International games US does not participate in (ASEAN games, Commonwealth Games)
	
	(
	
	
	
	
	(

	Official report from any international competition
	
	(
	
	
	(
	
	

	Non U.S. publication for juveniles
	
	(
	
	
	
	
	(

	Scholarly work on sports, physical education, recreation, and leisure
	
	(
	
	
	(
	
	

	History, current or future state of official national sport policy of any country
	
	(
	
	
	(
	
	

	Scholarly and popular biography of nationally renowned sports figures, both athletes and administrators
	
	(
	
	
	(
	
	

	Foreign directory of sports and recreational facilities providing coverage on national level

	
	(
	
	
	(
	
	

	Work detailing the government funding of sport
	
	(
	
	
	(
	
	

	Statistical work which address sports participation or attendance at sporting events
	
	(
	
	
	(
	
	

	Work on manufacture of sporting goods, including labor practices involving their manufacture
	
	(
	
	
	(
	
	

	Any work relating to national or international broadcasting of sporting events
	
	(
	
	
	(
	
	

	Work on Individual sports
	
	(
	
	
	
	
	(

	Work on individual leagues and teams which compete on the national or international level
	
	(
	
	
	
	
	(

	Foreign directory of sports and recreational facilities which provide coverage on a regional level
	
	(
	
	
	
	
	(

	Publication by or about international governing bodies for individual sports
	
	(
	
	
	
	
	(

	Technical reports, working papers, and preprints
	
	(
	
	
	
	
	(

	Theater
	
	
	
	
	
	
	

	Published textual material
	
	(
	
	
	(
	
	

	Play text
	
	(
	
	
	(
	
	

	Theatrical theory
	
	(
	
	
	(
	
	

	Analysis and criticism
	
	(
	
	
	(
	
	

	History
	
	(
	
	
	(
	
	

	Biography
	
	(
	
	
	(
	
	

	Intellectual, social, economic history as it relates to theater
	
	(
	
	
	(
	
	

	Play script, playbill, script, personal and business paper, promptbook, photograph, poster, herald, billboard, etc. 

	(
	
	
	
	
	
	(

	Stage diagram, blueprint, lighting plot, technical drawing, set and costume design
	(
	
	
	
	
	
	(

	Translation
	
	
	
	
	
	
	

	Into English (i.e., scholarly work/literature)
	(
	
	
	
	(
	
	

	Into English (i.e., tourist brochure)
	(
	
	
	
	
	(
	

	From lesser known language into better known (only if there is not an English translation) e.g. Basque translated into Spanish or Catalan, Tajik into Russian or Swedish into French
	(
	
	
	
	
	
	(

	Greek and Latin classics
	(
	
	
	
	
	
	(

	Masterpiece - all languages translated into English (e.g. Milton, Dante, Cervantes, Goethe, Homer) 
	(
	
	
	
	
	
	(

	Poetry (all translations)
	(
	
	
	
	
	
	(

	Novel (famous translator only)
	(
	
	
	
	
	
	(

	Coffee table book (English – limited, trend, re-print)
	(
	
	
	
	
	
	(

	Coffee table book (first received if not in English)
	(
	
	
	
	
	
	(

	Traveling exhibition (typically art catalog)
	(
	
	
	
	
	
	(

	Any version or language with new material (e.g., objects added to collection, new commentary, new criticism)
	(
	
	
	
	
	
	(


Selection Criteria Guidance for Geography and Map Collection

Goals of the collection

Acquire a worldwide collection.

Document history of cartography.

Represent earth and planets through globes, atlases, charts, raised reliefs, microfilm, and digital data.

Document global change through cartographic and geographic resources.

	G&M material
	Source of information
	Guideline selection decision

	
	Selection Officer
	Collection Policy Statements
	LOLA M
	Acquire 1
	 Acquire 2
	Do Not Acquire
	Send to Selection Officer

	Aerial photography
	(
	
	
	
	
	
	(

	Atlases
	(
	
	
	
	(
	
	

	Cartographic software
	(
	
	
	
	(
	
	

	Globes
	(
	
	
	
	(
	
	

	Large scale interactive or cadastral maps
	(
	
	
	
	
	
	(

	Maps
	(
	
	
	
	(
	
	

	Raised relief models
	(
	
	
	
	(
	
	

	Remote sensing imagery
	(
	
	
	
	
	
	(

	Thematic atlases
	(
	
	
	
	(
	
	

	States and major city maps
	(
	
	
	
	(
	
	


 Selection Criteria Guidance for Music Collection

Goals of the collection

Create a comprehensive and universal collection of materials in the performing arts including music, dance, and theater.

Collect musical scores; books and serials on music history, theory, and methods; and manuscripts and other special collections in the performing arts.

	Music material (SR, PA, TX)
	Source of information
	Guideline selection decision
	Guideline Cataloging Priority Decision

	
	Selection Officer
	Collection Policy Statements
	LOLA M
	 Acquire 1
	 Acquire 2
	Do Not Acquire
	Send to Selection Officer
	Copyright registration number (no cataloging record)
	Core
	Priority 2
	Priority 3

	Major publisher and/or composer in chamber music 
	(
	
	
	
	(
	
	
	
	(
	
	

	Major publisher or composer with high research value 
	(
	
	
	
	(
	
	
	
	
	(
	

	Major author or composer with high research value 
	(
	
	
	
	(
	
	
	
	
	(
	

	Major publisher
	(
	
	
	
	(
	
	
	
	
	
	(

	Major author or composer 
	(
	
	
	
	(
	
	
	
	
	
	(

	Solo art song 
	(
	
	
	
	(
	
	
	
	
	
	(

	Pedagogical 
	(
	
	
	
	(
	
	
	(
	
	
	

	Music monograph
	(
	
	
	
	(
	
	
	
	
	(
	

	Sheet music 
	(
	
	
	
	
	
	
	(
	
	
	

	Choral music 
	(
	
	
	
	(
	
	
	(
	
	
	

	Instrumental music with full score and parts

	(
	
	
	(
	
	
	
	(
	
	
	


Music materials have a separate cataloging assignment than other materials.  When denoting the selection decision on the slip, mark the appropriate level of cataloging priority, as defined in the table above.

Defined level of cataloging:
Core – Includes major publishers, major composers in chamber music arrangement; this material is less than a full score. Material designated as Core, receives more than minimal level of cataloging, but less than full cataloging. The record includes subject headings, classification, bibliographic notes, additional intellectual contributors, and authority control.

Priority 2  – Includes major publishers and major authors that have high level research value. This material is cataloged within two months and the record includes a full description and bibliographic information.

Priority 3 – Includes major publishers and major authors, and possibly some vocal parts (i.e., soprano). This material is cataloged within three to six months. The record includes a full description and bibliographic information.

Selection Criteria Guidance for Prints and Photographs Collection

Goals of the collection

Create a comprehensive and universal collection of prints and photographs.

	P&P material
	Source of information
	Guideline selection decision

	
	Selection Officer
	Collection Policy Statements
	LOLA M
	Acquire 1
	Acquire 2
	Do Not Acquire
	Send to Selection Officer

	Prints
	(
	
	
	
	
	
	(

	Photographs
	(
	
	
	
	
	(
	

	Movie Posters
	(
	
	
	
	
	
	(


Appendix F – LS Cataloging Priority

Priority for Cataloging

One assigns a cataloging priority of 1 or 2 for the majority of routine deposits. A deposit is priority 1 if Cataloging in Publication (CIP) data is present or if there is a special request (i.e., Congressional). All other deposits are priority 2 with exceptions noted in the table below. 

	Priority for Cataloging
	Material Description

	Priority 1
	· Contains CIP information

· Requests for titles by:

· Members of Congress

· Congressional staff

· Supreme Court Justices

· Division Chiefs (or higher offices of LC)

· Agency heads (or higher officers of Executive Branch)

	Priority 2
	· Includes titles or materials described as:

· Reference assignment

· First number or volume of numbered monographic series

· First and subsequent volumes of a multi part monograph 

· High need and/or research value

· Major publications in the humanities, social sciences, law and physical, natural, and behavioral sciences, both primary and secondary sources

· Substantial publications of topical interest (official and non-official)

· Dictionaries: English or English foreign language or foreign language English

· All titles destined for Rare Book and Special Collections Division

· Rare titles destined for other custodial units

· U.S. Congressional publications

· Genealogies

· Substantial travel guides

· Local records with genealogical value

· U.S. Federal, State, and local materials that are primary sources or search tools

	Priority 3
	· Encyclopedias

· Almanacs

· General reference items not identified as higher priority

· US local history

· Foreign local history

· Foreign language dictionaries

· Research publications

· U.S. Federal documents (not given higher priority)

· Official publications of foreign countries and their major subdivisions

	Priority 4
	· Include materials that have a low research value. Additional texts include:

· Children’s books

· College level textbooks

· Official publications of foreign countries

· Privately printed works

· State and local government publications

· Art exhibition catalogs of fewer than 50 pages

· Most belles letters

· Anthologies

· Applied arts and crafts

· Secondary level textbooks

· Popular instructional and devotional publications

· Popularizations in all subject fields

· Sports and recreation

· Unrevised reprints


A











Decision point – Process branches based on a decision





In process connectors – Used to show linkage within process





Boundary – Primary input or output point





Direction of flow – Direction and order of activities; label input/output





Task – action taking place in the process





Input/output














� Only new serials or serials with title changes are separated from the main workflow to receive a selection decision. Serials with an existing record are processed according to that record.  Selection decisions for serials with title changes are routinely reconsidered.  


� The location where the Serial ACQ SO will perform selection activities is not yet determined.


� The CIP Division is charged with providing some LC cataloging information. Additionally CIP assigns a Library of Congress Control Numbers (LCCN) to those publications for which the publisher has requested an LCCN for printing in the pre-assigned card number (PCN). Publishers are asked to submit a final copy of the work when published.  Items with unverified CIP data, even though not retained for the Library’s collection must also proceed to CIP for verification. 





� CO law requires publishers (individuals and companies) remitters to submit two copies of domestic publications to CO in fulfillment of 407 CO law. However, 408 registration of the work is not required. Demanded deposits are domestic publications that LC wants for the collection, for which CAD writes and demands from the appropriate entity (generally the publisher or copyright owner), those titles not submitted in compliance with section 407 of CO law.


� Voluntary deposits are deposits individuals or companies submit in compliance with the CO law.


� The Music Division made several changes and improvements to their current process during the JIG’s review: (1) Lyrics denoted as published on the CO application that are not commercial publications now proceed directly to DCSU. They are no longer selected. (2)SOs now review deposits in CO instead of waiting for deposits to arrive in the custodial division





� The Music Division made several changes and improvements to their current process during the JIG’s review: (1) lyrics denoted as published on the CO application that are not commercial publications now proceed directly to DCSU. They are no longer selected. (2) SOs now review deposits in CO instead of waiting for deposits to arrive in the custodial division.


� University of Michigan Press publishes a lot of English as a second language (ESL) material. This material has selection decision of “Acquire 1.”


� Comic books are typically serial and should be forwarded to ACQ SO in SRD. The exception is a monograph that is a collection of comic books or graphic novel.  In these cases, two copies should be acquired.


� All directories with the exception of those from non-local high schools are considered serials and should be forwarded to ACQ SO in SRD.


� For preservation purposes, Law Library needs to receive two copies of the work, one for binding and one to be permanently retained in the collection. The second copy is filed in the Law Library until it is bound.


� Newsletters are serial in nature, refer to ACQ SO in SRD


� Typically, house organs are treated as serials and are forwarded to ACQ SO in SRD for review.


� Ephemera are defined as non-commercial, non-book publications in the form of pamphlets, handbills, leaflets, broadsides, position papers, minutes of meetings, information sheets, bulletins, newsletters, posters, moving images, photographic documentation, etc. Such materials are typically published outside of official or normal channels


� These are serials and should be forwarded to ACQ SO in SRD.


� Publications in English “Acquire 2”


� Publications in English “Acquire 2”


� Mass-market fiction requires special routing. Currently these materials are routed directly to rare-book division.


� Example: If history of New York Fire Department or District of Columbia Fire Department, acquire 2 copies. If small town USA, acquire 1 copy.


� Many guidebooks such as Fodor’s are now treated as serials


� Many guidebooks such as Fodor’s are now treated as serials


� Typically, auction catalogs, yearbooks, and almanacs are considered serial in nature and should be forwarded to ACQ SO in SRD for selection review.


� Journals have seriality. Forward to SRD


� Directories are serial, forward to SRD


� Playbills are typically serial in nature and should be referred to ACQ SO in SRD for review. Play scripts are typically submitted as PA’s.


� Only full score is retained.
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