Setting Up a GPO Deposit Account

Authors may obligate funds to GPO to cover publication costs in the next fiscal year. By law, once these funds are obligated to GPO, the funds can be used ONLY for printing, AND the funds cannot be returned. Publishing Services does not handle money or set up the accounts, but we do provide instructions (below) on how to set up these accounts. Authors should be advised that only Forest Service appropriated funds may be used. Funds for various publishing projects can be drawn from this deposit account. As long as the publication process for each manuscript that will require funding for printing has commenced before the end of the fiscal year (as documented by the Program Manager’s signed approval, most suitably on the Manuscript Approval Form), the “bona fide needs” rule is satisfied.
1. Determine the estimated cost of printing you expect to order during a period of time. (Only estimates of printing costs can be given in advance by GPO through Publishing Services. All print jobs are subject to bids from printing companies brokered by GPO. Therefore, the actual printing cost is never known until after GPO has awarded the page layout to the successful bidder.)

2. You will need to get a deposit account number from GPO before you obligate the funding with ASC. Contact GPO WO at 202-512-2010 or 202-512-1854 and explain that you want to set up a deposit account.

3. Contact Connie Lemos or Nancy Chadwick (RMRS Publishing Services) and ask for an SF-1 form to establish a GPO Deposit Account. You will need to provide the GPO Deposit Account number and a job code. Connie or Nancy will fill out the SF-1 for you (that also includes a requisition number). They are the only ones authorized by GPO to sign the SF-1.

4. Connie or Nancy will send you the completed SF-1 and then you will need to fill in the amount of dollars you want to deposit and then fax the form to GPO. (Ask GPO for a fax number when you initially contact them.)

5. You also must obligate the money with ASC by faxing ASC a copy of the SF-1 (with your deposit account number on it) and form FS-6500-224 (the commitment & obligation request form).

6. ASC will send you a Miscellaneous Order/Obligation (MO) number. This MO number is for your records.

7. GPO will give you a password to its website so that you can track how your money is spent out of your account.

8. When an individual publishing project is actually submitted to GPO for printing, Publishing Services will fill out another SF-1 with your GPO Deposit Account number for GPO. This SF-1 will contain the printing specifications unique to that publication set by Publishing Services (binding, paper, number of copies, etc.).

If you need to replenish your GPO Deposit Account, begin with step #4 above.

This process takes time, so don’t wait until the end of the year. 
