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DEPARTMENT OF EDUCATION 

Colorado State Board of Education 

ADMINISTRATION OF THE STATE PUBLICATIONS DEPOSITORY AND DISTRIBUTION 
CENTER 

1 CCR 301-28 

[Editor’s Notes follow the text of the rules at the end of this CCR Document.] 

Amendments to these rules are in Track Changes. Publication instructions/notes are 

blue and italicized. 

Amendments to 1 CCR 301-28 are as follows: 

Amendments to Rule 100.00 specifying both the State Publications Library’s and the 

State Board of Education’s responsibilities: 

_________________________________________________________________________  

100.00 Statement of Basis and Purpose 

Section 24-90-201, et seq., C.R.S., establishes a State Publications Depository and 
Distribution Center as a section of the State Library and directs the State Board of 
Education to adopt rules necessary or appropriate to the Center’s purpose of identifying, 
collecting, cataloging, distributing, preserving and making state publications available to 
the public. The Rules address state agencies' deposit of publications, and depository 
libraries' designation and responsibilities. 24-90-203(3) C.R.S. requires the State Board to 
adopt rules to accomplish the provisions of 24-90-203(2) C.R.S. 

The amendments to 1 CCR 301-28 conform the rules to current statutory authority found at 
24-90-201 C.R.S. et seq. 

2490-R-200.00  State Agencies' Deposit of Publications 

Amendments to Rule 200.1 updating library processes to reflect current practice, and 

modernizing language referencing digital formats: 

200.01  Who Shall Deposit 

200.01 (1)  State agencies supported wholly or in part by state funds are required by 
Section 24-90-204, C.R.S. 1973, to deposit immediately upon publication the digital 
copy or, if printed, at least four copies and preferably twenty (20) eleven (11) copies 
of their state publications with the State Publications Depository and Distribution 
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Center, Colorado State Library (Depository Center), within ten (10) days of 
publication. 

200.01 (2)  “State Publication”  means any information for public distribution, regardless of 
format, method of reproduction, source, or copyright that is produced, purchased 
for distribution, or authorized, with the imprint of, or at the total or partial expense of 
the agency, with the exception of correspondence, interoffice memoranda, or those 
items detailed by section 24-72-204. “State Publication” includes, without 
limitation, information available electronically by means of computer diskettes, 
compact discs, computer tapes, other electronic storage media, or a public 
telecommunications network.  

[Not shown: no changes to rules 200.02 through 200.04] 

200.05  Number of Copies to be Deposited 

Amendments to Rule 200.5 updating library processes to reflect current practice: 

200.05 (1)  Every state agency shall, within ten (10) days of publication, deposit at least 
four, and preferably twenty (20) eleven (11), copies of each of its state publications 
(with the exception of audiovisual materials) with the Center. One copy of each such 
audiovisual material shall be deposited with the Center. The State Librarian or 
designee may require additional copies of certain state publications to be deposited 
when deemed more than four or twenty (20)eleven (11) copies are required to fulfill 
the purposes of this part 2, (Section 24-90-204, C.R.S. 1973). 

200.05 (2)  Whenever any report is required or allowed to be made to the General Assembly, 
the filing of such report in each House of the General Assembly plus copies to those 
legislators requesting such, shall be deemed to be sufficient compliance with the 
direction or authority to make such report. 

[Not shown: no changes to rules 200.06 through 200.08] 

200.09  Standard Format for State Publications 

Amendments to Rule 200.09 to reflect current practice and requirements regarding state 
publication format and digital accessibility  

200.09 (1)  To assure that the identity of a publication can be ascertained in terms of the 
issuing authority, author, and subject matter, the following information should be 
included on the title page or other suitable place near the beginning of each state 
publication which is required to be deposited with the Depository Center: 
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200.09 (1) (a)  Full name of the issuing agency, including the division or subdivision 
responsible for publication, and the parent body. 

200.09 (1) (b)  Name of any personal author to whom credit is intended to be given. 

200.09 (1) (c)  Title of the publication. 

200.09 (1) (d)  Date, month and year and Place of publication. 

200.09 (1) (e)  Frequency and number of issue if a periodical, that is, weekly, 
monthly, etc. 

200.09 (1) (f)  Volume and number of issue, if appropriate. 

200.09(2) Preservation of State Materials. The Center serves the important purpose of 
collecting, preserving, and providing public access to materials published by state 
agencies.  To carry out these duties, the Center relies on state agencies to provide 
complete, accurate, and archivable copies of state publications, regardless of the format in 
which the state agency originally published the information. The Center has the authority to 
specify the form in which materials must be submitted. § 24-90-204(1)(b). 

200.09(3) Archivable Format. State publications must be submitted to the Center in 
archivable format. This means the format of published content must be suitable for the 
purposes of long-term preservation and support long-term access to content for future 
generations. State agencies must provide textual works in print or PDF format, and MPEG 
for digital video content. Materials submitted to the Center should be in non-proprietary 
formats.  

200.09(4) Conversion of Non-PDF Publications. When a state agency publishes a state 
publication in the form of a dashboard, table, online tool, or any other electronic non-PDF 
format, the state agency is responsible for converting the publication into print or PDF 
format before submission to the Center. If the original state publication cannot be 
converted to print or PDF format, the state agency is responsible for creating a print or PDF 
report which conveys the same information as the original state publication for submission 
to the Center.  

200.09(5) Digital Accessibility. State agencies are responsible for ensuring that state 
publications deposited with the Center meet the accessibility standards identified in § 24-
85-103(3), C.R.S.  

2.09(5)(a) The Center will not remediate state agencies’ materials that do not meet 
the accessibility standards. If a state agency provides inaccessible materials to the 
Center, the Center will accept the materials as provided; however, the Center will 
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refer any requests for accessible copies or accommodations for the materials back 
to the state agency that created the publication or other material in question.  

 

200.10 Confidential or Legally Protected Information  

Amendments to Rule 200.10 describing library processes for handling legally protected 
information in state publications and requests to remove confidential information from 
state publications  

200.10(1) The Center is committed to making its collection complete and open to all users 
to the fullest extent allowed by law. However, if state publications contain information that 
any federal or state law classifies as confidential or not open to public inspection, then the 
Center may apply restrictions or may redact or remove the information from its collection.  

200.10(2) Responsibility of State Agencies. State agencies are responsible for ensuring that 
the state publications they deposit with the Center do not contain any information which 
federal or state law classifies as confidential or not subject to public inspection.  

200.10(3) Responsibility of the Center. The Center makes no guarantee that materials 
deposited and preserved in its collection will not contain confidential or legally protected 
information. However, if the Center discovers information in its collection that federal or 
state law classifies as confidential or not open to public inspection, the Center may redact 
or remove the information from its collection.  

200.10(4) Requests to Remove Information from the Collection. The Center will redact or 
remove information from its collection only when such removal or redaction is required by 
law. Any person, state agency, or other interested party may submit a written request to the 
Center requesting that the Center remove certain information from its collection. The 
written request must include the following information: 

200.10 (4)(a) The title of the publication containing the information sought to be 
removed or redacted; 

200.10 (4)(b) A specific description or statement of the information sought to be 
removed or redacted;  

200.10 (4)(c) Citation to the federal or state law which classifies the information as 
confidential or not subject to public inspection; and 

200.10 (4)(d) A brief explanation of why the information sought to be removed or 
redacted falls within the law’s classification as confidential or not subject to public 
inspection.   
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2490-R-201.00  Depository Libraries' Designation and Responsibilities 

Amendments to Rule 201 concerning grammatical changes: 

201.00 (1)  The Colorado State Library will designate depository libraries. Each designated 
depository library will enter into a formal agreement with the State Publications 
Depository and Distribution Center, Colorado State Library. 

201.00 (2)  Depository libraries shall be open to the general public for the free use of 
depository publications. 

201.00 (3)  Depository libraries shall have the interest, the resources (including staff, 
equipment and space), and the ability to provide public service and custody of state 
publications. 

201.00 (4)  Depository libraries shall keep the documents collection open for public service 
the same hours as other major parts of the library. 

201.00 (5)  Depository libraries must provide loan service of documents to any library in the 
State that is unable to obtain the material from another library. 

201.00 (6)  Each depository library, in conjunction with the publications liaison officer, shall 
notify the Depository Center of state publications not appearing in the distribution 
program and, upon the request of the Depository Center, shall provide the Center 
with copiesy(ies) of said publications. 

[Not shown: no changes to sections 201.01 through 201.03] 

GUIDELINES FOR DEPOSITORY LIBRARIES 

Amendments to Guidelines repealing Guideline #9: 

1.  The Depository Center will notify depository libraries of forthcoming monitoring visits. 

2.  Depository libraries which notify the Depository Center of documents not distributed 
through the program will provide the Center a copy of the cover, the title page and 
other information needed to identify the issuing agency. A complete copy of the 
document will be provided upon request of the Depository Center. 

3.  The Depository Center recommends that depository libraries organize the state 
documents collection according to the classification numbers assigned to each 
publication by the Center in order to facilitate use of the index to state publications 
provided by the Center. 
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4.  Depository libraries shall provide for the orderly processing and custody of state 
publications provided by the Depository Center. 

5.  Claims for missing items should be made to the Center within three weeks of receipt of 
each shipment. 

6.  Depository libraries will assume the responsibility for the replacement of lost or 
damaged depository documents except for those items missing from the original 
shipments made by the Depository Center. 

7.  Depository libraries will retain state documents provided by the Depository Center 
indefinitely, or until permission to discard or distribute to other libraries is received 
from the Center. 

8.  Superseded items will be identified by the Center and those items shall be discarded 
unless needed for the collection of the depository library for historic purposes. Such 
items shall be marked as superseded. 

9.  Depository libraries shall send status reports of activities on forms supplied by the 
Colorado State Library to the Depository Center at least once each year. 

 




