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Each department, board or commission must assign one person as its "Publications Representative."  Each December 
1st, your organization must send the name, mailing address and telephone number of your Publications 
Representative to the following: 
 
1. The Documents and Publications Unit of the Department of General Service's Office of Procurement. 

2. The Librarian at the Government Publications Section of the State Library. 

If you are your Department's Publications Representative, you must set up and use procedures that comply with the 
Library Distribution Act.  Each of your published documents must state how to get a copy of the document.  This 
includes having on each document the name, mailing address, and telephone number of the agency that distributes 
the document.  You should try and place this information on the front or back of the title page. 
 
If your publication is to be distributed according to the Library Distribution Act, you must indicate this on either the 
Printing Requisition–Invoice, STD. 67, or on the Reproduction Order, STD. 51. 
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