Publishing & Distribution

Oregon Documents Depository
DEPARTMENT OF ADMINISTRATIVE SERVICES

Archiving Printed Documents

ORS 357.090 requires agencies to submit 10 copies of all public documents to the State Library

of Oregon and make available electronic versions. ORS 357.004 (3)(a) defines public documents
as “informational matter produced for public distribution or access regardless of format, medium,
source or copyright.” Follow these steps to add these 10 copies to your P&D print order and have
them shipped directly to the State Library of Oregon:

1 In the upper left corner of
the Order screen, update
the Quantity. Include the
desired quantity plus ten
printed copies for the Oregon
Documents Depository.

@ 2 Under Shipping Information
' E 2 ; click “Add Address.”

i Se‘l::l:::;:;:‘:::ress: R " "
| —— — = 3 Choose “Select an address.
L Search [ ) Show Global Contacts [¥. | 4 |n the search box, type
i = “Oregon” and check the box
e < &  Oregon Documents , o 250 Winter St NE ”ShOW Global ContaCtS," C“Ck
[ conce | “Search”. Click on "Oregon
Distribution Delivery Estimsate Documents”.
@ 5 Select the desired shipping
Shipping Information methOd fOl: your agency"
1 would like my order by (select a date): 05/18/2018 and SeleCt State ShUttle for

Note: Ship date defaults to four days out. You may adjust dat

the calendar. Only dates when the print center is open may be selected. "O reg on DOCU me ntS ) " N ext,
_—— 0 click on the quantity under
either shipment.

05/18/2018
6 In the pop-up box, adjust the

total quantity for your agency
and update the quantity for

o ‘Your Name Here
Your Agency Here
Depatment
Address
City, Satet ZIP
United States

Delivery Estimate

a Oregon Documents Select a Shipping Method

g;;gmj:tsetlﬂlémy State Shuttle B "OregOﬂ DOCU mentS" tO ten

Sal_em, Oregon 97301 Delivery . .

Unied taes 05/18/2018 Ten copies of your printed order
Ordered ltems Quantity will be shipped directly to the

@ Special Orde State Library of Oregon.

Specify ltem Quantity

Special Order Item

1. Your Name Here |60

Note: Be sure to email an electronic PDF copy of your document

i) en to the State Library of Oregon: oregon.documents@slo.oregon.gov.
f: For more information on the types of documents that are

B 3 required to be submitted visit: https://www.oregon.gov/library/
05/18/2018 collections/Pages/State-Government-Publications.aspx
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