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Keeping up without overloading (on U.S. Government Information)

5 State Conference, Boulder, CO

Why?

In the spring, I increased my review of our professional literature (which included reading blogs and subscribing to RSS feeds).  I also felt I needed a working knowledge of some of the social software being used by our users and students.  GPO too, was getting more in tune with 21st century internet tools: finally getting an ILS, providing RSS feeds, etc.; while others concerned with dissemination were posting government related news online.  My concern about what will happen to the program was further increased at the last fall and spring GPO conferences were GPO seemed to be still thinking inside the “depository” box if you will.  Long story short, I overloaded, which lead me to seek out some tips to keeping up…

Tips

Mail – sort every day into piles of:

· what to look at soon,

· what to look at someday, 

· what needs a response/reply, 

· etc.

· keep only latest of stuff in you must – publisher’s catalogs

Boxes and Shipping lists -- Scan shipping lists and review items in depository boxes  (now that we are getting less) to see the types of tangible items still being received  

Routed Prof. Lit.

· only keep getting the stuff you’ll use/read (colleagues will appreciate getting journals passed on in a timely fashion) 

· scan journal for articles of interest and copy (/look for electronic version and save/print) to read later 

· RANT (Read And Note Take) – read abstract first, if interesting move on to reading intro and conclusion, if still interesting read the 1st sentence of each paragraph or other sections 

· set up Alerts from databases for the TOC of specified journals (these will often link to the articles which you can download)

This is helpfully for me with government  related journals – many which my library doesn’t subscribe to in paper.  Often I don’t read any articles but this way I am aware of the research being conducted.

E-Mail 

· folders (to store and to send to directly), 

· set up a folder (for every committee, every listserv) to filter emails or send some messages directly to trash
· set emails to notify from important people (spouse, boss, co-worker)

· rule out cold callers (like mail from web sites),  CC’s and Fwds

· storage only emails you will need later 
· empty sent mail folder 
· review messages in folder periodically – delete ones you don’t need/use
· For more about folders see: http://www.lifehacker.com/software/top/geek-to-live--essential-

 HYPERLINK "http://www.lifehacker.com/software/top/geek-to-live--essential-email-filters-190416.php" \t "_parent" email-filters-190416.php
· flagging in-box messages with dates to-do-by and with other notes 

· listservs

· use digest options when available  

· delete messages from listservs with archives (they are backing up for you!)

· use other email related functions to keep track of things to do and what’s been done
· task tool

· calendar
Blogs – use reader for RSS feeds or get via your email

· Did you know you can create a feed from any html web page with Ponyfish http://www.ponyfish.com/
Here are a few you may be familiar with including Jennie Gerke’s blog here at UC

· Government Publications Library, University of Colorado at Boulder (Jennie Gerke’s)   http://cubgovpubs.blogspot.com/
· Free Government Information (FGI)  http://freegovinfo.info/blog
· FDLP Desktop News & Updates  http://www.access.gpo.gov/su_docs/fdlp/index.html
· (One of many ) Index of blogs  http://www.globeofblogs.com/
Ideas

1. Getting Things Done by David Allen
Methods like GTD try to help us ask, and answer, the question: 
"Do your time/action choices match your goals and purpose in life?"

· End-of-book summary:

· "keep everything out of your head;
· decide actions and outcomes when things first emerge on your radar, instead of later; and
· regularly review and update the complete inventory of open loops of your life and work."
DO IT NOW! 

1. Get an in-box
( Everything goes into it

a. 1 idea per sheet

2. Process ( Review in-box

a. No action

(
toss, file, put in Some-Day folder
b. Less than 2 minutes 
( 
take care of

c. More than 2 minutes 
( 
move to Action List or put on TO DO list 

d. If more than 1 action 
( 
Project List or Next Action List
3. Organize

a. Next Action 

( 
very next thing to take care of

b. Projects

(
more than 1 – start Next Action List
c. Waiting

(
write it down on a list so it’s not forgotten

d. Someday/maybe
(
idea/long-term goal you have no time for now

e. Context sensitive 
( 
lists – “Phone calls”, “Errands” etc.

f. Calendar

(
daily – appointments, deadlines, etc. 

g. Filing


(
keep simple, 1 item per folder ok

4. Review

2. Don’t reinvent the wheel 

· Use USB drives loaded with your favorite applications and important documents:

· for working on files on several different computers 

· when you don’t have administrative rights to install software

· when going on a trip/vacation and you want access to your files

· to back up files and store them offsite (USB drive in a safety deposit box!)

· so you don't have to install an application at every computer you use

· to carry the latest episode of a TV show/digital music mix 

     (USB drives are more portable and durable than DVD's, CD's or VCR tapes.)

3. Share your wisdom

· Use guides created by others and post yours, write short newsy articles for publication

· Use GoDort: Handout Exchange & Clearinghouse 

http://www.lib.umich.edu/govdocs/godort.html
Suggestions

· Do 1 thing before you read your email
· Julie Morgenstern, author of Never Check Email in the Morning suggests spending the first hour of your workday email-free. Choose 1 task - even a small one - and tackle it. Accomplishing something right off sets the tone for the rest of your day and guarantees that no matter how long you have to spend on email, you still can say that you got something done. 
· Turn off the “new email” sound so you aren’t distracted by each and every new message the instant it appears
· Pass the buck - so many of my colleagues sheepishly mentioned this point.  I assured them that everyone I talked with said something similar: Pass things on to the more appropriate person; but not only that, also share interesting articles and discuss
· Pick 1 thing: 1 project, 1 listserv, etc. to follow in-depth; 
· Focus your attention on 1 area to develop expertise in; be the go-to for that thing. This can change over time, yesterday you were the PDF person, today you’re the pod-casting guru, tomorrow you’re the master of Instruction 
· Pass stuff onto more appropriate person
· Try new things but drop them if they don’t work
· Multitasking is not for everyone or for everything 
· Set time limits for how long to work on a project – a little work frequently done gets the project completed
· Find incentives to do new things and get someone to support your work
Get Help

1. Know where to get help - Who are the experts nearby? Use it! Use them!

· Ask Colorado - is a free online information service provided by Colorado libraries 
· GPO help – all sorts available from the FDLP desk and other sources 

· Listservs - GovDoc-L and other listservs – reply off the list to people as well 
· Government Publications Interest Group (GoPIG) – anyone can subscribe!
· Ask an Expert! – web page from UC lists all sorts of online help
http://ucblibraries.colorado.edu/govpubs/experts.htm
2. Attend conferences – with an agenda and with specific goals in mind, plan out what you’ll do; then when to get back to work, write up a brief report – share the ideas with colleagues, pick 1 thing to implement or explore
There are plenty of online options for these and for training also. Such as:
· OPAL: Online Programming for All Libraries  - an international collaborative effort by libraries of all types to provide web-based programs and training for library users and library staff members.
  
http://www.opal-online.org/
· Marketing the library – web-based training for public libraries. Six self-paced library marketing training modules, resources, examples, quizzes and exercises. Create market plans.  http://www.olc.org/marketing/
To-Dos

· Make to-do lists, in paper or in your email or online; there are many (free) options out there to use:

· An article with links to other “note” software http://www.solutionwatch.com/368/fifty-ways-to-take-

 HYPERLINK "http://www.solutionwatch.com/368/fifty-ways-to-take-notes/" \t "_parent" notes/
· Tasktoy  http://www.tasktoy.com/index_html
· Backpack  http://www.backpackit.com/
·  Set short term and long goals; review periodically
· Try using those non-paper formated items – see just how useable a cd or dvd is

· Review GPO Access and other databases and resources now and again
· Write some tip sheets or borrow guides from colleagues and rework if necessary
What else?

Work groups

Work in teams

Use wikis for group work

Cross train reference with tech services and vice versa


Have people work/meet people in other departments

If you saw my presentation and miss the comics, most are from Toothpastefordinner.com 
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Keeping up without overloading (on U.S. Government Information)
     To date, living through the changes of the information age’s impact on libraries and watching GPO and the FDLP deal with new technologies and infinite amounts of information, resources and knowledge has been challenging. There seems to be no letting up of the increasing amounts of information generated by our federal government agencies and departments. More is available and more difficult to find. Demand for information is growing. How does one keep up with all that’s going on?
     I'd like to outline some tips and tricks to managing the flow of data coming at us everyday and discuss with the audience how to integrate that information to aid our patrons in finding the information they seek. The overarching aim of this program would be to provide some background in which to frame concerns of information overload and keeping up with developments to stimulate discuss, provide an opportunity to network with colleagues, and share individual suggestions and remedies.


Presenter:
McKinley Sielaff (BA, MLS, MPA) is librarian at the Tutt Library for the Colorado College. McKinley has built her career around US Government information from filing transmittals as a student worker at Rugters University to being the first Electronic Government Resources Librarian at the University of Wyoming to heading the FDPL programs at the University of Richmond and currently at the Colorado College.

