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Section 14911 of the Government Code requires you to check and correct your mailing lists each year.  You must do this to every mailing list and to all people on your mailing lists.  The only exception is for those lists that are made up for distribution of a publication that has been specifically defined by a different law.  You must carefully review each case where a name on a mailing list is at the request of the person or organization that receives the publication.  This Section of the Government Code does not apply to depository libraries.

You must use the same method to check your mailing lists that you use to send your publications to State agencies and officials, even if you do not use the U.S. mail to send the publications.

Each agency must provide its own forms and procedures to comply with the Government Code.  A sample post card design that you can use to check your mailing lists is shown in the Appendix at the end of this SAM Chapter.  When designing your own forms and publications, you must comply with the following rules.

1.	The publication must contain a notice to the Postmaster that return and forwarding postage is guaranteed.
2.	The publication must contain within it a separate verification card.  You should bind the card with the publication by use of a tear-off stub.  Since cards that are printed as part of a page are often overlooked, do not use this method.  Due to the high cost of postage, do not separately mail individual cards.
3.	The verification card must state that the mailing list will be purged once a year as required by state law.  The card must also have a place for the person to place a stamp when returning the card.  This will help ensure that only those really interested in receiving the publication will stay on the mailing list.
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FREE DISTRIBUTION OF PUBLICATIONS  	3161
(Revised 2/93)

Even if the Department of General Services Publications Section is selling your publications for your agency, you may give out the following types of documents, directly and for free for any of the following reasons:

1.	You are distributing copies as required by the Library Distribution Act.  See SAM Sections 3120 and 3121.
2.	You are giving the copies to other government agencies.
3.	The copies are part of a package for which a license fee or other fee has already been paid.
4.	You are giving the copies to the public, and the publication was designed and published to promote compliance with State laws.
5. 	The publication provides information on issues of general statewide importance.
6.	The publication provides answers to recurring questions at less cost than by repetitive specific correspondence.
Even though many publications may qualify for free distribution, you must try to keep a good balance between cost and benefits for all free distributions.
The DGS Office of Procurement, Publications Section, cannot give away publications free.  It must sell all publications in order to recover its distribution and printing costs.
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	** CALIFORNIA STATE DOCUMENT DEPOSITORY LIBRARIES **

Under the provisions of the Library Distribution Act (Government Code sections 14905, 14906, and 14907), the libraries listed below have contracted with the Department of General Services to serve as complete or selective depositories.  They agree to provide adequate facilities for the shelving and use of the publications deposited with them, render reasonable service without charge to qualified patrons, and retain all publications received until authorized to dispose of them.
There are 138 depository libraries: 16 complete depositories and 122 selective depositories.

Complete Depository Libraries

One copy of each state publication as defined in Government Code section 14902 must be placed on deposit with each complete depository. In addition, provisions of the State Administrative Manual authorize those libraries marked with an asterisk in the list below to receive the number of copies recorded after the entry.

1. California State Archives, 1020 O Street, Sacramento, CA 95814 California State Archives to receive two copies of both monographs and serials.
2. California State Library, Government Publications Section, P.O. Box 942837, Sacramento, CA 94237-0001  (IMS: 914 Capitol Mall, E-29) California State Library to receive three copies of monographs and two copies of annual reports and periodicals.
3. California State University, Chico, Merriam Library, Government Publications Dept., Chico, CA 95929-0295
4. Council of State Governments, P.O. Box 11910, Lexington, KY, 40578-1910 Council of State Governments to receive one copy.
5. Fresno County Free Library, Government Publications, 2420 Mariposa St., Fresno, CA 93721-2285
6. Library of Congress, Anglo-American Acquisition Division, Government Documents Section, 101 Independence Ave S.E., Washington, D.C., 20540-4172  Library of Congress to receive two copies of monographs and serials.
7. Los Angeles Public Library, Serials Division, 630 W. Fifth St., Los Angeles, CA 90071-2002
8. San Diego Public Library, Science and Industry Department, 820 E St., San Diego, CA 92101-6478
9. San Diego State University, Malcolm A. Love Library, Government Publications & Maps Division, 5500 Campanile Drive, San Diego, CA 92182-8050
10. San Francisco Public Library, Government Information Center, 100 Larkin St., San Francisco, CA 94102
11. Green Library, Receiving, Stanford University Libraries, 557 Escondido Mall, Stanford, CA 94035
12. University of California, Berkeley, Government Documents Technical Services, 250 Moffitt Library, Berkeley, CA  94720-6000
13. University of California, Davis, Shields Library, Government Information and Maps Department, Davis, CA 95616-5224
14. University of California, Los Angeles, Reference & Instructional Services Department, Young Research Library A4510, PO Box 951575, Los Angeles, CA  90095-1575
15. University of California, San Diego, Government Documents Unit, 9500 Gilman Drive 0175P, La Jolla, CA 92093-0175
16. University of California, Santa Barbara, Library, Serials Receiving, Santa Barbara, CA 93106-9010
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