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I.  PURPOSE.

The purpose of this plan is to establish principles for the development of the Marine Corps University Libraries' collections.  It will guide those responsible for collection development in the selection of materials of significance and value to the collection, and will inform library users about the principles upon which selections are made.  This plan is subject to revisions as changes occur in the mission of the U.S. Marine Corps, the Marine Corps University, the Marine Corps Research Center, and the role of the Libraries in the University's instructional and research environment. 

A.  SCOPE. 

1.  These policies and procedures not only serve as guidelines for adding to the present book, periodical, microform, non-print, and web-based collections, but also help determine which gifts to encourage, which lost or worn-out materials to replace, which materials to bind, and which materials to weed from the collection. 

2.  The Libraries recognize their responsibilities to collect, organize, and make available their resources, to give guidance in the use and the interpretation of materials, to provide interlibrary loan service, to provide instruction in information availability, and to assist in local, national, and international data base searches. 

B.  MISSION. 

1.  The mission of the Marine Corps Research Center is to support the study of expeditionary and amphibious warfare throughout the Marine Corps by providing comprehensive storage, retrieval, analysis, and distribution of warfighting-related information.  Its intent is to provide world-wide patrons with ready access to an extensive collection of monographs and journals, historically significant archival documents, products of current scholarly research, and operational lessons learned in order to support their professional military education and stimulate the development and implementation of concepts, doctrine, tactics, techniques, and procedures.

2.  The mission of the Marine Corps University (MCU) Library is to serve the students, faculty and staff of the Marine Corps University, as well as Marine Corps patrons throughout the world in their pursuit of excellence in academic and research projects.  The Library acquires, accesses, organizes, publicizes, and disseminates research information resources with its broadly based multi-disciplinary collection of books, serials, databases, and other non-print media. 

3.  The mission of the Family Library is to assemble, organize, preserve and make available to all Marine personnel and their families a balanced, unbiased collection of library materials and services in support of educational and leisure pursuits. 

C.  LIBRARY GOALS. 

1.  The basic goal of the MCU and Family Libraries is to provide the Quantico Base community with free and easy access to information supporting the MCU mission and curricula, as well as information essential to personal growth and career development within the limitations of space, personnel, and budget available. 

2.  Additional goals are: to support the full accreditation of graduate military instruction in the Marine Corps University; and to provide a comprehensive and up-to-date collection of resources in multiple formats for the education, study, and research of Marines at Quantico and throughout the world. 

3.  Multiple objectives support these goals:

a) For the MCU Library: 

1) To supply sources of information in specialized fields of knowledge in multiple formats.

2) To encourage and develop research skills. 

3) To organize and maintain a research level collection relating to the Marine Corps and Marine Corps operations and history. 

4) To acquire and maintain a current and historical periodical and serial collection relating to and supporting the MCU curricula. 

5) To select electronic formats of research and study materials whenever practical and whenever it provides enhanced access for the Library’s users. 

b) For the Family Library: 

1) To encourage intellectual, aesthetic, and creative growth. 

2) To stimulate the use of library resources.

3) To facilitate the career and personal development of Marines and their families through continuing education.

4.  The MCU Library accepts its responsibility to provide adequate and readily available library resources and enhance this effort by engaging in cooperative consortia, currently the Military Education Coordinating Council (MECC) Library Working Group and the Consortium of Naval Libraries.

D.  CRITERIA. 

1.  The MCU Library, an academic library, accepts and is guided by the criteria for adequacy as determined by the Association of College and Research Libraries of the American Library Association.  These standards are set forth in the Association's Standards for College Libraries, interpreted by professional library consultants and confirmed by accreditation bodies in the state of Virginia and the Southern Association of Colleges and Schools, a regional body for higher education in the United States.  The MECC Schools has a working group of Library directors who engage in library development, inter-library cooperation, and the sharing of resources for the benefit of students, faculty and staff at each of the eight schools. 

2.  The Family Library is guided by the criteria for adequacy as determined by the Naval General Library Manual, NAVEDTRA 38021. 

3.  Both Libraries abide by the American Library Association’s Library Bill of Rights and its Freedom to Read statement.  The libraries do not exclude materials based on the race, nationality, sex, social, political or religious views of the author, editor(s) or publisher(s).  The credibility of the author, the value, and the appropriateness of the content to the library’s patrons’ needs are the essential criteria for purchase of individual items or acceptance of gifts.

4.  The libraries will acquire books and other formats of information that present many points of view on a single subject and also those that address the immediate problems, events, and issues of the day.  In doing so, existing strengths of the libraries are built upon and new areas of collection begun only after reflection upon the consequences they will have upon existing collections.  The curricula of the Marine Corps University and the mission of the Marine Corps Research Center are basic guidelines for collection development. 

E.  COLLECTION PLAN REVIEW.
Collection development policies are reviewed and revised as frequently as needed, usually on an annual basis.

II.  GENERAL SELECTION POLICY.
A.  BUDGET.
The Library uses its funds for: (1) current purchases; (2) rounding out the collection (scope); and (3) filling in gaps (retrospective).  The amount of materials purchased is in direct proportion to the size of the Library's budget in each fiscal year.  The budget for purchase of Family Library materials comes from Marine Corps Community Services (MCCS) funds rather than from the University.  The ability to purchase materials for the Family Library will be determined by the level of funding received from MCCS.

B.  FORMATS COLLECTED. 

1.  Hard Copy.  Emphasis is on works of scholarly and enduring value in subject areas pertinent to the curricula and to the present and potential interests of the faculty and students. 

2.  Paper Copy.  Paper copies are acquired when: (1) the title is original; (2) out-of-print editions are available only in paper and there is an immediate need to fill; and (3) additional copies are required to meet user demands.  Paper copies are not acquired when the work is an abridgment of a complete work held by the Library. 

3.  Photo Copy.  Photo copies are acquired when hard copy is not available, e.g. out-of-print editions, doctoral dissertations, and reports purchased from the Defense Technical Information Center (DTIC), the National Technical Information Service (NTIS), or other document suppliers. 

4.  Microform.  Microfilm and microfiche are acquired when: (1) materials are not available in any other form; (2) it is more economical; or (3) for reasons of preservation or space. 

5.  Electronic Format.  Digital or web-based versions of serials, document collections or individual titles are purchased as licensing and budgetary limitations permit when this format is deemed most useful for library patrons. 

C.  FOREIGN LANGUAGE PUBLICATIONS.

On a highly selective basis, significant scholarly foreign language monographs, periodicals and newspapers are acquired in areas of particular relevance to the collection.  Normally, only titles in major foreign languages are added.  Titles in other languages are considered if their subject matter is important to the University mission or curricula. 

D.  CHRONOLOGICAL LIMITS.

Except for enduring works, the Library’s focus is on currently published materials.  Retrospective purchasing is made in areas of major emphasis (military and naval science); when reprints of  classics become available; when a geographic area or subject becomes more significant; or, when a new subject field is added to the curricula or research program. 

E.  MATERIALS NOT ACQUIRED.

The MCU Library does not acquire subject areas and/or formats that do not support the curricula and research needs of the students, staff and faculty of the University.  The Family Library does not acquire popular videos or CDs.

F.  MULTIPLE COPIES. 

1.  Within reason and budget limitations the MCU Library acquires multiple copies at the request of course directors for basic curriculum or advanced courses.  They are usually placed on reserve for specific course assignments.  The Library may also acquire multiple copies of heavy demand titles, current or projected.  The Library does not purchase multiple copies for distribution to students and/or faculty.

2.  The Library acquires at least five copies of each available title on the Commandant's Reading List and may obtain more when demand dictates. 

G.  SELECTION OF MATERIALS. 

1.  Criteria for Selection. 

a)  Relevance to present or potential needs. 

b)  Relation to the collection and to other publications on the subject. 

c)  Reputation and/or significance of the author. 

d)  Social significance and point of view (for controversial issues). 

e) Authoritativeness (primary source or secondary material; personal or researched 

account).

f)  Availability of information on the subject. 

g)  Date of publication. 

h) Inclusion of bibliographies, indices, illustrations, maps, charts, appendices, etc. 

i)  Publisher's reputation. 

j)  Price. 

k)  Format including price per format type and restrictions on access, use, and archiving by format type. 

2.  Library Staff Responsibilities for Selection. 

a) All librarians share in selecting materials for the collection.  The Heads of Collection Management and Public Services Co-Chair the Collection Development Working Group consisting of all professional librarians on the staff.  The Head of Collection Management coordinates the entire selection procedure and acquisition process.  Final responsibility rests with the Library Director. 

b) Each professional librarian regularly examines specific journal and book review publications and advertisements to select materials for the collection.  The librarians also screen other sources for selections, e.g. Navy Times, New York Times, and Washington Post.  Each Librarian is assigned specific regional and subject areas for which they are primarily responsible.

3. Library Advisory Committee Role in Selection.


a) The Library Advisory Committee (LAC) consists of representatives from each of the University Schools, a Chair, and the Library Director.  The role of this committee is to serve as an advisory board for collection development and other major library initiatives, provide input on the needs of the individual schools, and provide liaison between school faculty and the library.  The committee meets at least once a quarter to review the collection development plan, suggest new purchases, give input on curriculum changes within their respective schools, and review the periodicals subscription list and recommend additions/deletions.

4. Faculty, Staff, and Student Participation in Selection.

a) MCU Faculty and staff are encouraged to submit suggestions for purchase to the LAC representative of their school or directly to the Library staff.
b) Students should submit requests for purchase to the LAC representative of their school.

c) Suggestions for purchase from faculty, staff, and students will receive the same review as all other purchases.  Recommendations and requests fall into two categories:



1. Materials requested by faculty intended to support specific courses. These will generally receive a higher priority than general recommendations.  The Library will not purchase multiple copies of titles to hand out to students for the duration of a course; the library will purchase an appropriate number of multiple copies for items instructors expect to be used heavily by students.


2. General recommendations of titles for inclusion in the collection. 

5.  The Head of Collection Management maintains a desiderata file, a backfile of unfunded titles on a wide variety of subjects and in different formats. 

6.  Interlibrary Loan (ILL) requests are used as a guide to selection.  The ILL technician informs the Supervisory Reference Librarian of any title requested two or more times on ILL within a three month period. 

7.  When a book is available in both paper and hardcover, hardcover is preferred.  Exceptions include frequently updated reference items, and books with low anticipated use. 

H. GIFTS.

1.  The Library accepts gifts of book and non-book media with the proviso that the materials will not necessarily be added to the Library’s collection.  Those items, which are to be added to the collection, will undergo the same selection process that governs the purchase of materials.

2.  The Head of Collection Management and/or the Head of Public Services screen gifts, determining whether to retain or dispose of them.  The Library retains all presentation items, such as gifts from International Fellows or special visitors.  Gifts are accepted with the understanding that the Library staff will determine their location and future disposition.

I. RENTAL/LEASING SERVICE AGREEMENTS. 

Rental or leasing plans are intended to make current best-seller type books available to Family Library patrons in a timely fashion.  As far as is possible and practical, the selection standards are applied to selection from pre-publication lists.  If the materials are later purchased from the rental or leasing service, the selection criteria outlined above apply. 

III. RETENTION AND WITHDRAWAL CRITERIA.

1. Materials are withdrawn from the Library to maintain a current, active, and useful collection reflecting the goals of the Library.  In line with national standards, the Library will attempt to withdraw 3%-5% of the book collection annually.

2. The following types of materials are considered for weeding: 

a.  Works containing obsolete or misleading information. 

b.  Superseded editions. 

c.  Worn or extensively marked materials. 

d.  Excess multiple copies of seldom used titles. 

e.  Works no longer relevant to curriculum and research or other needs of MCU Library

 patrons.

f.  Individual volumes of a set or partial sets.

g.  Books requiring reclassification. 

h.  Items too superficial or too advanced for graduate use and not relevant for faculty

 research. 

i.  Periodical weeding standards are similar to those used for books. 

3.  Books and periodicals which meet one or more of the criteria for weeding will be considered for retention if they are:

a.  Occasionally requested on ILL by other libraries. 

b.  Indexed by journal indexes, abstracts, and bibliographies in the MCU collection. 

c.  Recommended for retention by MCU faculty. 

d.  Viewed as potentially useful for future curriculum development. 

e.  Somewhat unique to the MCU collections. 

4.  This policy is not intended to sanction removal of library materials based upon any controversy surrounding the material. 

5.  The Library will not automatically replace materials withdrawn from the collection because of loss, damage, or wear.  The decision to replace an item will be based on the following consideration: 

a.  Demand for the title. 

b.  Number of copies already held. 

c.  Existing coverage of the subject. 

d.  Availability of newer and better materials. 

e.  Cost and availability of the specific title. 

f.  Availability of funds. 

IV.  COLLECTION LEVELS AND GUIDELINES BY BROAD SUBJECT AREAS.

1.  To assist librarians and faculty in selection and weeding of the collection, the MCU Libraries divide the collection into four collection levels.  The Library of Congress (LC) Classification Schedules have been arranged within these four levels to give a general subject based outline of the type of collection the libraries will attempt to develop and maintain.  These Collection Levels with their subject breakouts are used as general guidelines in selection and weeding and always within the context of the overall mission of the libraries.  They are subject to change as curricula and funding change.

2.  The Collection Levels are:

a. BASIC COLLECTION – which provides surface knowledge or an overview of a subject.  It is English language only and primarily consists of dictionaries, encyclopedias, and overviews of the subject and some current titles in the subject.

b. GENERAL INTEREST COLLECTION – which provides current knowledge of a subject in broad outline as well as the most important historical aspects of the subject.  It is generally English language only and contains more historical and current titles than a Basic Collection as well as some periodical or serial subscriptions.  A General Interest Collection may have concentrations approaching Research Collection level on sub-areas relating to the University mission or curricula or to Military topics in general.

c. RESEARCH COLLECTION – which supports advanced students of the subject, and provides many materials required for the preparation of theses and/or independent research.  It may contain other language materials and should have a strong periodical and serial presence, a wide variety of monographs, and major encyclopedias, bibliographies, compendiums, and databases, etc. 

d. COMPREHENSIVE COLLECTION – which supports historical as well as current research and tries to be as inclusive as possible of all aspects of the subject and of all resources available for research in that subject.  It will include dissertations, newsletters, proceedings and professional publications, digital, web-based and microform historical collections and databases as funding allows, and documents from U.S. and other governments or organizations that relate to the subject.

3.  Following are the subject breakouts by LC Classification Schedules for each collection level including any selection of weeding guidelines specific to a subject area and beyond those guidelines given in sections II and III above.


a.  BASIC COLLECTION.
B-BD, BH, – (Philosophy)

Collection Note: Most philosophy books do not become outdated.  Circulation is often low and is not necessarily a guide for weeding. 

BF (Psychology)

Exception:  BF 636 – 637 (Applied Psychology) is in General Interest

Collection Note: Low circulation should not be a cause for weeding classic titles.  Titles relating to leadership and to military or war psychology will not be weeded. 

BL-BX  (Religion)

Collection Note: Material does not generally become outdated.

C (Auxiliary Science of History)

F 1-975 (U.S. Local History)

F 1001-3799 (History of the Nations of the Western Hemisphere)

G-GR (Geography)

Collection Note: Areas of geography which are collected include: cartography, physical geography, political geography, economic geography and remote sensing systems.

GT (Manners and Customs)

Collection Note: Titles relating to military uniforms, customs or etiquette are not weeded.

GV (Athletics)

HF-HJ (Commerce, Finance, Public Finance)

HS (Secret & Benevolent Societies)

HQ (Marriage & Families)

K (Law) 

M (Music)

N (Art)

P, PE, PN, PR, PS, PZ  (English Language Fiction and Literature)

Collection Note: Collection should be primarily in the areas of public speaking, composition, and mass media.  The Family Library maintains a popular fiction collection that is weeded as demand for titles dies.  Military fiction is generally not weeded.

PA-PD, PF-PL, PQ, PT (Foreign Languages and Literature)

Collection Note: Primarily supports language instruction and cultural information.

Q (Science)

QA 9-74, 78-939 (Mathematics)

QB (Astronomy)

QC (Physics)

QD (Chemistry)

Collection Note: The Chemistry collection concentrates on military uses of chemicals and is generally cataloged into other areas of the collection.

QE (Geology)

QH-QR (Biological Sciences)

R (Medicine)

S (Agriculture)

T (Technology, General)

TA-TH (Engineering, General, Civil Engineering)

TJ (Mechanical Engineering and Machinery)

TK (Electrical Engineering, Electronics, and Nuclear Engineering)

TL (Vehicles)

Collection Note:  Emphasis is on Marine Corps and some Army and Navy vehicles.

TLB-TLG (Aeronautics)

TN-TS (Mining, Technology and Photography)

TT (Handicrafts, Arts and Crafts)

TX (Home Economics)

Z 1-1000 (Library Science) 


b.  GENERAL INTEREST COLLECTION.
A (General Works)

Collection Note: Copies of significant editions of earlier major encyclopedias are kept.  Major American newspapers and local area newspapers are collected on microform and in current paper editions, along with their indexes when available.  Current issues of selected other  U.S. and foreign newspapers are also maintained.  The majority of U.S. and international newspapers and wire services are accessed through commercial full text databases.

Periodicals collected will include general news magazines and other periodicals that have broad, comprehensive contents.  Popular periodicals are kept in the Family Library.

BF 636-637 (Applied Psychology)

Collection Note: The collection concentrates on leadership, human engineering, learning types and cognitive behavior, neural networks as it applies to military planning and strategy, and some counseling and personality type information.

BJ (Ethics)

Collection Note:  Ethics is studied in relation to military training and leadership and the collection concentrates in these areas.

CB (General history of Civilization and Culture)

CT (Biography)

Collection Note: The collection concentrates on military biography and the biographies of world leaders and other players in the international arena.

E American History 


Exceptions: The following are included in the Research Collection:



E 181-183 (Military & Naval History, American)



E 206-221 (American Revolution Biography & Diplomatic History)



E 230-241 (American Revolution, Military Operations)



E 271-281 (American Revolution, Naval Operations)



E 301-453 (American Revolution to American Civil War History)



E 456-655 (History of the American Civil War )



E 714-735 (Spanish American War)



E 745-746 (Military History of the 20th Century)

H-HE (Economics)

Collection Note:  The collection focuses on defense economics, international and regional economic issues, and public and international finance.  Management Science focuses on operations research, human resource management, and organizational and administrative theory.

HM-HX (Social History, Communities, Social Pathology, Socialism, Communism, etc.)

J-JX (Political Science)

Collection Note: In the areas of American Defense Policy, comparative defense policies, international relations, American Foreign Policy, and political violence and revolutionary change the collection approaches research levels.

L (Education)

Collection Note: The collection will focus on institutional planning and evaluation, curriculum development and evaluation, and distance learning.

QA 75-77, TK 7885-7895 (Computer Science)

c.  RESEARCH COLLECTION.

Collection Note for all Schedules in this Collection Level: Some consideration may be given to collection strengths in other military libraries, especially MECC libraries when purchasing or weeding in this collection.  Retrospective purchase, to fill in gaps in the historical collections, are made as funds are available.

History books are more often kept than withdrawn.  However, the historical collections should be periodically reviewed and weeded of no longer useful multiple copies, damaged items, and some superseded items.  When reviewing for weeding the following additional guidelines apply to the historical collections:

a)  Keep older items that reflect the ideas and expectations of an earlier era to lend perspective to modern interpretations of historical events.



b)  Keep earlier editions of classic or standard works.



c)  Keep otherwise inappropriate items if their bibliographies, appendices, maps, 

illustrations or other supplementary features are still useful.

D 839-893 (Post War History, 1945-)

D-DU (Area Studies) 

Collection Note: The emphasis is on collecting current histories and economic studies for all areas.

E 181-183 (Military & Naval History, American)

E 206-221 (American Revolution Biography & Diplomatic History)

E 230-241 (American Revolution, Military Operations)

E 271-281 (American Revolution, Naval Operations)

E 301-453 (American Revolution to American Civil War History)

E 456-655 (History of the American Civil War )

E 714-735 (Spanish American War)

E 745-746 (Military History of the 20th Century)

V (Naval Science)


Exception:  VE (Marine)

d.  COMPREHENSIVE COLLECTION.

Collection Note for all Schedules in this Collection Level: The collection note for the Research Collection applies here as well, although even more stringently.  Great care should be taken in weeding in these areas, and in general only multiple copies of no longer high use items should be weeded.

D 25-27 (Military & Naval History)

D 95-110 (Naval History)

D 431-437 (Modern Military History, Naval & Air Warfare)

D 501-838 (WWI and WWII)

U (Military)

VE (Marines)

V. COLLECTION LEVELS AND GUIDELINES FOR SPECIFIC COLLECTIONS.

A. PERIODICALS, SERIALS, AND NEWSPAPERS. 

1.  General Policy.

a)  As periodicals, serials and newspapers represent substantial and continuing costs, the level of library funding directly affects the number of new orders placed and of titles continued, in any given year.  All possible efforts are made to continue titles most directly related to the curriculum. 

b) The Library acquires and maintains subscriptions to periodicals relating to and supporting curriculum studies, faculty and student research, and other official needs of the Library's patrons. 

c)  The Library recognizes the need for continuous and long-term periodical coverage in areas of research.  Many periodicals supporting research are bound, purchased in microforms or in digital format (with archival rights), and kept indefinitely to give the essential depth and continuity needed for this work.

d) Where economically feasible and when it best serves the needs of library patrons, periodical subscriptions are purchased in a digital and/or web-based format.

e) United States newspapers are selected to provide news coverage at the national and international level and for the State of Virginia and Washington, D.C.  Foreign newspapers are selected on a limited basis.

f)  Public relations periodicals from various sources and nations are kept for one year and then discarded.  Public relations periodicals from corporations or businesses are discarded.  Newsletters received due to periodical subscriptions are discarded after one year.

2.  Annually, as part of the renewal process, the Library considers faculty and Library staff recommendations for additions and deletions using the following criteria: 

a)  Relevance to the curriculum and to MCU research. 

b)  Favorable reviews. 

c)  Reputation of publisher, editors, and authors. 

d)  Index accessibility - on-line and via book indexes. 

e)  Subscription cost. 

f)  Usefulness and breadth of interest. 

3.  Decisions for renewal or termination of a subscription will be based on the following criteria: 

a)  Mission essential nature of a title. 

b)  Usage, individual, and course support. 

c) Availability of other titles on the subject. 

d) Cost of title, conservation, and index support. 

e) Availability through document supply services.

B. MAPS, ATLASES AND GAZETTEERS.

1.  Collection Level: Basic

2.  General Policy:

a.  The Library map, atlas, and gazetteer collection is provided to support student briefings and general research as well as some conservation and environmental protection issues directly affecting the base.  It is not meant to provide support for military operations.  Support for military operations is provided by the National Imaging and Mapping Agency (NIMA) representative at Quantico.  

b.  Maps collected  include: Central Intelligence Agency and National Geographic maps of world areas, countries, and regions; general historical maps and atlases; maps and atlases of military operations and wars; maps of military installations, especially Quantico; and some Virginia National Forest and/or topographic maps of the area surrounding Quantico.  

c.  The Library will be working with NIMA to establish a CD-ROM based collection of

 maps.

d.  All maps held in the Library are Unclassified/Unlimited. 

e.  Not much weeding is done unless maps are worn out or replaced by new editions.  Due to space limitations, many duplicate copies of maps are not retained.  Atlases are not weeded.

C.  REPORT LITERATURE.

1.  Collection Level: Basic to Research, depending on the subject area or agency providing the materials.

2.  General Policy:

a.  The MCU Library generally collects documents and report literature relating to military and international relations topics.  The subject emphasis will fall into LC Schedules U, V, D, E, and occasionally H.  The primary suppliers of documents to the Library collections are: DTIC and NTIS, both of which are secondary suppliers of government produced documents; RAND, the Center for Naval Analyses; other private, semi-private or federally funded “think tanks”; the Department of Defense (DOD) , National Aeronautical and Space Administration, and other government agencies.

b.  The Library orders report literature for students, faculty, and staff of the Marine Corps University, staff of the base, and other registered users.  Items ordered become the property of the Library and must be checked out and returned to the Library.

c. The Library staff also reviews bibliographies and selection tools from the major suppliers and orders items which fit into the Collection Development Plan.  The librarians review unsolicited submissions or gifts of documents and determine which items should be added to the collection.

d.  Interim reports, briefing slides, short-term feasibility reports, classified materials, and DOD internal working documents are normally not collected.  Exceptions are when faculty request them for curriculum support or they are the only format for receiving and maintaining major doctrinal or policy statements.

e.  U.S. Marine Corps internal working papers are forwarded to the Archives Branch for evaluation and appropriate disposition. 

f.  Recognizing the more ephemeral nature of many documents, weeding is more rigorous than in the regular collection.  The long-term collection goal is historical rather than technical.

D. SPECIAL COLLECTIONS.

1.  Collection Level:  General Interest to Research

2.  General Policy:

a.  Special Collections consists of books or documents considered to be of high value because of content, inscriptions, binding, or other factors, and fragile or damaged items whose content is deemed too valuable for disposal. 

b.  Types of Material Excluded:


1) Most photographs, negatives, slides, tapes, and movie films.

2) Personal papers of Marines, the organizational records of the University, including student papers, and the organizational records of the Marine Corps Combat Development Command (MCCDC) are maintained in the Archives Branch and will not be collected by the Library.  Exceptions could be for some high use items, but these will be kept in the circulating collection.

c.  Books signed by the author with no inscription as well as books inscribed to the University, the Library, or a present or past Commandant will be placed in Special Collections.  Books given to the Library with inscriptions to the giver will be evaluated for inclusion in Special Collections based on the potential value of the signature and the noteworthiness of the giver.  The Library will make every effort to purchase a circulating copy of current signed titles held in Special Collections.


d. Generally, items in Special Collections are not weeded. 

E. MILITARY PUBLICATIONS.

1.  Collection Level: Basic to comprehensive depending on the source and content of the publication series.

2.  General Policy:

a.  DOD has directed that most military publications be published in digital format only.  Some are available on CD-ROMS and many are being posted on the Internet.  The entire publications area is in a great state of flux and the outcome of this change will affect how and what the MCU Library collects and holds.

b.  The Library will request or order any publication that it does not have for authorized patrons.  The Library retains paper copies of superseded Marine Corps doctrinal publications and a few from other services in a Military Publications Reference Collection.  These are located by Military Publications numbers and lettering systems and do not circulate.  Other copies, particularly current editions, are catalogued and located in the stacks on the 2nd deck. 

c.  The MCU Library tries to maintain as complete a collection as possible of current and historical:



1) Marine Corps Regulations (MCO's).  Many are available on the Internet.



2) Fleet Marine Force Manuals (FMFM's).  Many are available on the Internet.

3) Fleet Marine Force Reference Publications (FMFRP's).  Many are available on the Internet.



4) Handbooks (HB's)



5) Instructional Publications (IP's)



6) Operational Handbooks (OH's)

e.  The MCU Library also tries to maintain a selective collection of military publications with somewhat limited holdings of: 



1) Joint Chief of Staff Publications (JCS or Joint Pubs).  Some are available on



 CD-ROM and the Internet.



2) Naval Regulations and Instructions



3) Army Field Manuals (FM's).  Some are available on CD-ROM and the Internet.

4) DOD Directives and Instructions (DODD’s and DODI's).  Many are available on the Internet.

f.  Superseded and obsolete Marine Corps FMFMs, FMRPs, HBs, IOs and OHs are not weeded.  Other superseded military publications will be weeded selectively.

g.  The issue of how to retain archival copies of digital publications is one still under discussion here and throughout the military library community.

F. GOVERNMENT PUBLICATIONS.

1. United States Government Publications.


a. Collection Level: Basic to Research depending on subject area covered.


b. General Policy:

1) The Library is a selective depository and receives most of its U.S. government publications through the Federal Depository Library Program (FLDP).  In past years the Library selected from 12-14% of the publications available through the FLDP but lacked the staff to adequately process and provide access to these items.  The Library is cutting its selections to about  5-7% in order to provide better access to those items that are received. 

2) The Library will select major reference works and general interest items.  Many series selections will be reviewed as received and selectively added to the collection.  The Library will concentrate on military publications available through the FLDP, but even here, will not attempt to be comprehensive. 

3) If staffing increases in the future, the Library will consider increasing the percentage of items selected.

2. Publications from other Governments or International Organizations.


a. Collection Level: Basic.


b. General Policy:

1) As funding and staffing permit, the Library will attempt to develop a small collection of publications from such organizations as the United Nations, North Atlantic Treaty Organization, European Economic Council, and Organization of American States as well as some documents from other governments.

2) At present collection in this area is minimal and generally confined to what is available through standard commercial book publishing channels.
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