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CHAPTER 1., GENERAL

l. The LIBRARY AND INFORMATION DIVISION, Office of General Services,
Assistant Secretary for Administration, provides the full range of

: library, technical information, program information and documen-
tation resources and services to the Department and the constitu~
ency it serves. It provides functional guidance, support and -
services to the Regional and Area offices in library and program
i information matters. Tt provides documentation and technical
& information services on housing and community development litera-
¥ ture on a national basis, It serves as principal advisor on
H library and bibliographic information systems matters in the
L Department and, as required, to outside agencies, It represents .
& the Department on library and technical information system matters
i on interagency committees and with outside groups, It is organi-
E
£

B P T

~ s

nized as follows: Director's Office, Technical Services Branch,
Reader Services Branch, Program Information Branch, Details on
organization and authority may be found ink HUD HANDBOOK 1150.11,

g 2. IOCATION. The Library and Information Division is in the HUD
i Bullding, 451 Seventh Street, S.W., Washington, D.C, 20410,
(Post Office Stop 98) _

Library - Room 8141
Program Information Center - Room 1202
Quick Information Desk - South Lobby

3. TELEPHONE NUMBERS (Area Code 202) :

- ~ Outside Govemment‘
loans . 755-6380 138 x56380 ! J
Reference 7556370 138 x56370
Law - T55-6313 138 x56373 ‘
Bibliography 755=5793 » 138 x55793
Aequisitions | | 155-69%8 138 xs6938
Program Information Center - 7556420 138. x56420

e Page 1 9/n
Bnante s BN 6
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Outside Government, ‘
Telephone No, Information 755-5111 138 x55111 j
’ !
Director 7556376 138 x56376 ‘
; 4o HOURS, "Services are available from 8:30 AM to 5:15 PM Monday :
through Frig y except legal holidays, The Program Infomation !

Center opens at. 8:45 AM,

T e ————— ..
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9.

CHAPTER 4. THE COLLECTIONS

NATIONAL RESOURCE. The Library is, in a broad sense, a national
rescurce for the literature of housing and community development.
It includes over 450,000 pieces of recorded information, developed
for research and administrative use. The resources include
American and foreign studies on housing; city, county, state,
regional and national planning; metropolitan area problems; law;
community and construction finance; land use; real estate; zoning;
minority groups; statistics; urban transportation; and related
subjects,

FORMATS. The resources of the Library, in Room 8141, are in a
variety of forms. The collections contain books, documents,
reports, periodicals, pamphlets, microfilms, microfiche, maps,
slides, films, telephone books, college catalogs.

ORGANIZATION.

The' following categories a.-e., are shelved by Universal Decimal
Classification number, : C

a. The General Collection contains books (other than law), pamph-
lets, documents, and technical reports.

b. %r%&tm. The Equal Opportunity section brings
gether for convenience, recent books about minority groups.
The section consists of about 500 rotating books, with &

special print-out catalog. Duplicates of some of the books
are in the General Collection.

c. Reference.,- This collection consists of a group of highly
selected publications useful in answering reference questions.
They are primarily dictionaries, biographical directories,
trade directories, encyclopedias and periodical indexes.

d. Vertical File. This collection of about 5,000 pamphlets is
‘separated and housed on special shelving because of the
fragile physical format of the material.. o

e. Folios are a collection of oversize books and repofts. Large
atlases may be found here.
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Comprehensive Planning Reports are reésearch reports Prepareg
by state, met-opolitan and local Planning agencies under
grants from HUD for Conprehensive Planning Assistance under
Section 701 of the Housing Act of 1954, as amended. These
reports, now numbering over 30.%0, are being cataloged and
arranged by accession number rather ihan the Universal Deci-

mal Classification, Some previously cataloged reports are
the General Collection, :

Law, The Law Collection containg treatises, state ang federa)
statutes, regional reporter series, law periodicals, law
reference materials, etc, These are shelved by categories

in the usual law library arrangement. For more details, seg
Chapter 10, : .

Periodicals, Tnig collection consists of over 1600 signifi.
cant domestic ang foreign journals dealing with housing and
communi ty development, ranging from 1887 to the present, They
are shelved alphabetically by title, with those pertaining
10 law in g Séparate area, A monthly updated "Alphabetical
List of Periodicals” ig maintained for reference by Library
staff and users, A published index is available in the "HUD
Library Periodicalg List,"

Periodical Disglgx. About 300 latest issues of periodicals,
chosen for their importance to Hyp staff, are kept on display
arranged in an attractive browsing area, Thus, the periodicals
are conveniently availsble for consul tation, About 20 law
periodicals are displayed Separately in the Lay Section,

College Catalngs. Recent catalogs from prominent American
colleges, eangfany. those with departments of,architecture,

11
urban ‘Planning, ete, » are kept,

‘,Telgghoneﬁrectoms.- This is a collection of about. '200
- telephon: - ctorigs of major cities in e United States,

Maps. “hig collection of m&ps éhcme topographic ang: geologic
Trisrmation and includes Geological Survey quadrant maps,

A commercially prepared highiay maps and street maps for major
‘eities, - o T T TN e T

Microfilm and Microfiche, A collection of the "New York Times"
slnce 1980, on microfilm, plus other microforms ape kept.
Equ:l.pment for viewing and copying peges of the uderofilm op
microfiche ig available, .

am
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ne. Slides, Motion Picture Films, Other Non Print Media. A small
e s eSS B, _LNI6r Non Print Media,
collection of these is in the Library. Most films are deposi~
ted with Modern Talldng Pictures. :

Oe ?eeches. A collection of speeches of officials of HUD and
ts predecessor agencies is maintained, arranged by speaker,
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CHAPTER 5. LITERATURE SELECTION AND PROCUREMENT

I 10, %SITICN RESPONSIRILITY, The Library is responsible for

{ ac g recorded materials to meet and anticipate the require-
ments of HUD and its constituency, To this end, it obtains both
free and purchased publications and other recorded materials,
Funds for the purchase of books, documents, reports, maps, micro-
films, subscriptions and related recorded materials are provided
for the central office in the budget of the Library and Infor-
mation Division. Funding and procurement actions for most of

the above materials for libraries in HUD Regional and Area
Offices are the responsibility of the respective Regional Offices,
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HUD staff, who, in their official capacity, receive publications
or who attend meetings at which proceedings and other publica-
tions are distributed, should deposit these in the Library for
records They will be sent back to the contributor on Indefinite
Loan if he wishes, '

1. %MG MATERIALS., Requests for publications, regardless of
ether the publication is believed to be obtainable with cr

] without cost, are directed ‘to the Library by memorandum (:{UD-96),
o Only those required for official use are ordered. The Library

,)' determines the best source and method of obtaining publications
1 needed for retention in offices or for addition to the Library
collections. Suggestions are welcomed for new materials that
should be in the Departmental collection,

12, EXCHANGES AND GIFTS. The Library obtains valuable free documents
. ormation from its exchange relations with other institu-
tions and from government &gencies, both U.S. and foreign. Since
HUD is a free Depository ILibrary for Federal documents, a primary
source is the Government Printing Office. Many foreign publica-
tions are procured through the Office of International Affairs,

13. HUD PUBLICATIONS AND HUD SPONSORED REFPORTS, Copies of HUD publi-
cationsandtecﬁreportspuparedmﬂerﬂ@contncteor
grants must be sent for permanent retention, indexing and armounce-
ment to the Library, Room 8141, Copies must also be sent for
informational use and publication distribution, where appropriate,
to the Program Information Center, Room 1202,

14 HUD DEFOSITORY LIBRARTES, The library cooperates with the Office
of Commmity Flanning and Management in establishing policies and
procedures, and in detetmining which libraries throughout the
country may receive HUD sponsored reports on automatic distri-
mmc o o ) . N R C

-~




g s

CHAPTER 6. CATALOGING SERVICES

15. CATAIOGING, The Library catalogs and classifies materials to
provide a bibliographic record. for information retrieval.
Subjects are assigned from the ™Urban Vocabulary,”

eadings created and developed by the Lib
the special needs of the Department and the groups it serves.
Books are classified according to the Universal Decimal Classi-
fication system, again modified to meet the special needs of the
Department, and its client groups. The catalogs contain infor-
mation rogarding all of the Library's collections, incéluding
legal and legislative materials., The public card catalog is
arranged alphabetically by author (personal and corporate),
title, and subject. In addition, a computer produced book
catalog that lists the HUD Comprehensive Flaming Reports (701
Reports) is maintained and filed rear the public catalog.

T AL T R A T

CATALOG CARDS, HUD Library catalog cards are sent to the Library
of Congress and to the Library of the Centro Interamericano de
Vivienda y Planeamiento in Bogota, Coloubia. The Library of
Congress reproduces HUD cards in its publication "Nationsl Union

Catalog" which is used by libraries and other institutions over
the world. . ’ '
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CHAPTER 7. LOAN SERVICES

17. LENDING. Most of the Library materials—books, periodicals,
: reports, films, and documents—are available for borrowing by
HUD Central Office personnel, The loan period varies with the
i type of material and the demand., The Standard loan period is
for three weeks, If other requests are not waiting, the loan
period may be extended upon request. A one-week period is
observed for law books, and thoge books which have reserves on
them for other readers,

Most HUD-owned films are deposited with Modern Talking Pictures
in Washington, D.g, and are available on loan from them,

2N

A T

18. INDEFINITE IOANS, Material required for constant use in an office
wiliT be assigned for an indefinite loan period, when requested
with sufficient Justification, Items are to be returned when no

ffice holding such material will

make it available to other HUD personnel if an urgent need arises,

19. RESERVES, Remsmayasktobeputonthereservenstto
Teceive a charged out publication upon its return,

b LT ©- ton,
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CHAPTER 8. PERIODICAL ROUTING

PERTODICALS ROUTED. The Library receives about 1600 periodicals.
Newly arrived periodicals are routed to HUD individuals at their
office locations, upon request based on official need. The
Library encourages the sharing of these publications and asks

users to pass the copies along quickly, so that all may have
access to new information.

HUD LIBRARY PERIODICALS. A list of titles from which selections
can be made is available in the publication "HUD Library
Periodicals List." Copies will be supplied upon request.

.

yoe
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CHAPTER 9., REFERENCE AND RESEARCH SERVICES

25. CLIENTELE SERVED. The Library serves the HUD Washington staff,
and gives aid to Regional, Area and Insuring Office personnel,
The facilities are also available to reseaichers, the academic
and the business communities, public interest groups, Federal
officials, other government libraries, Congressmen and their
constituents, civic organizations, local public agencles, pro=
fessional organizations, private research firms, and anyone
interested in housing and community affairs, It provides access
to facts and to the thinking and experience of others.

26, RESEARCH AND REFERENCE. Users may consult the Library by letter,

by telephone, or by personal visit. Reference librarians will
help in finding specific books and reports. They clarify and
refine requests according to the type and volume of material
available, indicate persons or organizations the user may reach
for more information, suggest sources that the user may be
unaware of, and for the benefit of the HUD staff will try to
borrow from other libraries material that is not in this Library.
Reference librarians will also do research and select materials
relating to subject inquiries. They evaluate research sources
and supply answers as well as indicate appropriate publications.

The Reference staff can point out periodical indexes and pub-
lished bibliogrephies that will be useful to readers who are
preparing reports, and suggest materials that are of proven
value in specific subject fields. In sone cases, brief biblio-
graphies can be prepared, or bibliographies that have been pre-
pared in the Library supplied. See also CHAPTER 10,

27. RELATED REFERENCE SERVICES., The Reference staff assembles
exhibits, book displays and prepares many of the book reviews
of outstanding new literature. In scamming current periodicals
for articles td be included in the Library's bi-monthly biblio-
graphy "Housing and Planning References," the staff is often
a:+73 of the most recent literature that may be helpful to the
UMHiva

28, SUGGESTIONS FOR COLLECTION DEVELOPMENT., Readers may suggest new

y reports or other media that the Library may acquire to
serve the HUD staff., The Library staff is constantly on the
alert to suggestions from readers and scans the literature for
new materials to augment the Library's collections. See also
c 5.
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NEW BOOK DISPLAY, The Reference Section maintains a rack of new
M

ooks, put on display for a week so that Library users may learn -

of recent acquisitions, Thege books may be reserved for later
use, In addition, new acquisitions are circulated to HD
personnel with a known interest in certain specific types of
material. More information on this service is in Chapter 11,

STUDY ROOMS, Persornel especially outside researchers engaged
in Eng Projects req:irj’.ng library materials, may request the
assignment of a study room from the Chief of the Reference
Section, These rooms assure quiet and privacy. They have

B N Ly
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CHAPTER 10. LAW SERVICES

1AW REFERENCE, The Law Section of the Library and Information
Division provides reference and research services to Central
Office Personnel and in particular to HUD attorneys. See also
Chapter 9. .

RELATED SERVICES. The following additional services are pro-
Vvided: Advance Sheets of the "National Reporter System" are
routed upon request. Law journals are kept for use, while the
Tables of Contents of selected ones are reproduced and circu-
lated.

1AW COLLECTION. Approximately 80 journals and services are
received, The "United States Law Week" is maintained as a
reference service. The Law Section contains all Federal laws;
Federal decisions; selected Administrative decigions; all with
digests, indexes and Shepard’s Citators to the Reporter Systems.
A complete set of "National Reporter System" with "American
Digest" and regional digests, excluding the "Abbott's New York
Digest," is maintained. Complete sets of all state codes are
maintained. There is a complete bound set of the "Federal
Register," along with the current "Code of Federal Regulations."
Superseded sets of the "United States Code" as well as current
ones, including a Reference set, are maintained for current and
retrospective searches. The "Congressional Record" from 1934 to
date is available. Legislative histories of housing acts and
appropriations acts are maintained, to be used only in the

Library.

More than a thousand law treatises, legal encyclopedias, diction—
aries and constantly updated specialized services augment the
collection,

RELATED MATEHTALS., Since the Law Section is an integral part of
The Library’'s total resources, all the information contained in
the general collection complements the law materials.
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CHAPTER 11, SELECTIVE DISSEMINATION OF INFORMATION

35 SPECIAL SUBJECT INTERESTS. Staff members msy advise the Library
of special subject interests, in which case related publications
subsequently received will be brought to their attention. These
may be for permanent assignments or for short term projects,
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CHAPTER 12, BIBLIOGRAPHIC SERVICES

HOUSING AND PLANNING REFERENCES, The Library and Information
Division produces six issues a year of "Housing and Planning
References," a bi-monthly selection of approximately a thousand
publications and periodical articles received by the Library
during the two-month period, Selections are arranged by subject
content with cross references, and indexed by author and geo-
graphic location., HUD publications, HUD-sponsored reports, and
nevw periodicals are listed separately. The publication is
printed and sold by the Government Printing Office at $4 for
domestic, $5 for foreign subscriptions, ST

DISTRIBUTION OF LIBRARY PUBLICATIONS. The above bibliography
an¥ others are also distributed free, as issued, to a selected
list of interested organizations through their libraries, © HUD
personnel may receive them if they indicate their need to be - -
Placed on the distribution list., The Bibliography Section con=
trols the mailing 1list and requests may be made to them, - Indi-
vidual copies are furnished in response to mail, telephone calls
or personal requests, .

SPECTALIZED BIBLTOGRAPHTES, The Library develops extensive
printed bibliographies on special subjects of current interest
in the fields of housing and urban development, The literature
is searched, evaluated and analyzed, The resulting bibliographies
are distributed to selected mailing 1ists, and are also sold by -
the Superintendent of Documents., Recent es are: "Citizen
and Business Participation in Urban Affairs™ 575¢); "Environment
and the Community" (65¢); "The Landlord-Tenant Relationship"
(60¢); and "Me Built Environment for the Elderly and the Handi-
capped," .

BOOK OF THE WEEK, ﬁeI.i.braxyprodueee"BookoftbeWeek" for
Central and Regional Office distribution. These are objective
long reviews of current publications considered to be of parti-
cular interest to HUD personnel, :

m- Pr)'ief. highly selected, typewritten biblio-
graphies (10 to 30 items arecomp:l.ledinresponsotomqueats
and current need. Copies are available from the Bibliography
Office or msy be consulted at the Reference desk,

BOCK LISTS, The Library provides a salected list of books
brie?ly amotated, for the "In Print" page of the monthly "HUD
Ghnnenge,"unnumogitsbookma.
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CHAPTER 13, OTHER LIBRARY PUBLICATIONS

URBAN VOCABULARY. The "Urban Vocabulary," published in 1971,
contains the subject headings used in the public catulog of the
HUD Library, Included are cross references to related terms
and corresponding Universal Decimal Classification numbers used
in the HUD Library for each term. The "Urban Vocabulary" is
divided into two main categories: an alphabetic list of subject

headings and a reverse index of classification numbers with

43.

45.

corresponding subject terms, Copies are available from the
Library and Information Division.

PERIODICALS LIST, The "HUD Library Periodicals Iist," published

» notes the titles found in the periodicals collection of
the HUD Library. The List consists of three parts: alphabetic
list of titles, with partial holdings and name of publisher;
subject categories, with full title repeated under each subject;
and publishers' names and full addresses. Coples are available
from the Library and Information Division.

COMPUTER ASSISTED PUBLICATIONS., The Library and Information
Division produces 1ists of periodicals, of geographic subject
terms, of books on equal opportunity, and of planning reports,
through punch card and computer techniques. These are largely
developmental in nature and for internal use of the Library staff,
It is anticipated that in the future some may become formal
publications,

SPEECHES, Speeches by members of the staff of the Library and
Information Division before various groups of librarians, infor—
mation scientists, and others, both here and abroad, are printed
and available for distribution from the Library amd the Program
Information Center, -
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CHAPTER 14, PROGRAM INFORMATTON CENTER SERVICES

PUBLIC SERVED, The Program Information Center serves as the main
TiaTson between the public and the Department for information )
about the Department's programs, organization, functions and
activities, The group it serves includes official visitors,
public interest groups, consumer groups, the business and
academic communities, other governmental ‘agencies, as well as
the general public. o _

INFORMATION CALLS. The Center responds to telephone calls
received by the Department which are not directed to specific .
employees or offices. It answers inquiries direct or refers the
caller to appropriate program area when indicated,

VISITORS. It receives visitors and advises them about the
Epartment'g and related agencies' programs, When indicated,
appointments for visitors are made with appropriate program
officers for more specific data,

FREEDOM OF INFORMATION. HUD information and records are made
avallsble to the public under the regulations established pur-
Suant to the "Freedom of Information Act s" (Public Law 90 - 23,
Public Information Act). Requests and complaints under the Act
are handled or referred,

HUD PUBLICATIONS., Copies of Departmental reports and issuances,
and oredreportsahouldbemttothe(!mterforreview
by the public, or d:l.stx:_lbuti_.on_’ld:'en the supply is adequate,

s to appropria
offices tl':e preparation of publications and cther informational
material and the reprinting or revision nt existing mgteﬁala.
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CHAPTER 15. QUICK INFORMATION DESK

53, THE QUICK INFORMATION DESK serves the public and HUD employeess

- 19

As a reception area for visitors to the Department, locating

HUD personnel and calling to make appointments when appro-
priate, .

~ The staff receive telephone calls and give general infor—

mation about the Department,

In response to requests, publications, fact sheets and other
informational material are furnished,

The staff maintain the official telephone and room locator
file for the Department, and respond to telephone and
visitor inquiries for such information. Notice of changes
in room and telephone numbers should be sent to it by admin-
istrative officers to keep the locator file current. ‘
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CHAPTER 16. SERVICES TO REGIONAL AND AREA OFFICES
SERVICES TO LIBRARTES. The Central Office Library and Infor-

mation Division provides general policy and procedure guide-

lines for the establishment, development and maintenance of

HUD Regional libraries and Area Office collections. It renders
technical assistance in all facets of library operation including
persomnel selection, orientation and development, specialized
furniture and equipment, book selection and procurement,, cata-
loging, reference, and bibliography.

It purchases yearly a limited number of significant books in

the fields of housing and community development for each Regional
Library. It distributes duplicate Central Office materials,
particuleiZl- %o newly established Regional libraries. It gives
Special assis.ance to newly established libraries and those
lacking full-time or professional library staff. Central Office
staff visit Regional Office libraries to provide technical
guidance. Regional librarians, especially when newly appointed,
are sent to the Central Office for orientation.

SERVICES TO FIELD PERSONNEL. Regional, Area and Insuring Offic:
personnel sh first seek assistance from their Regional or
Area libraries., The Central Library will lend publications,
reproduce articles, perform reference and research services anc
compile brief bibliographies. The recurrent "Housing and
Planning References," "Book of the Week" reviews, specialized
bibliographies, and other Library-produced aids, assist field
personnel in keeping abreast of latest developments.
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CHAPTER 17, HUD REPRESENTATION IN TECHNICAL
INFORMATION AND LIBRARY MATTERS

INTERAGENCY COMMITTEE REPRESENTATION. The Library and Infor-
mation Division staff represent the Department on documentation,
technical information transfer and library matters.  They serve
on interagency committees, such as the Committee on Scientific
and Technical Information and its Panels; Federal Library Com-
mittee and its Task Forces; Washington Metropolitan Council of
Governments Librarians Technical -Committee; FLC/COSATI Ad Hoc
Group on the President's Departmental Reorganization Program;
Urban Studies Libraries, _ : S

PROFESSIONAL SOCIETIES, The Library staff are spokesmen for HUD
at professional societies, such as the American Library Associa .
tion, American Association of Law Libraries, American Society -

for *nformation Science, Council of Planning Librarians, Special
Libraries-Aschiation. Co T - )

'They represent HUD on the International Federation for Documen-
tation ?FID) Universal Decimal Classification Subcommittee,. _
TECHNICAL ADVISORS. The Library and Information Division staff
also serve as technical edvisors on HUD contracts and on HUD
assisted projects involving information trangfer, libraries,
computerized information storage and retrieval systems, and
related matters, o -
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CHAPTER 18. -ASSISTANCE TV LOCAL PUBLIC
AGENCIES AND OTHERS

59. ASSISTANCE AND ADVICE. In addition to the usual library and

program information services, as requested, Library and
Information Division staff adiise and assist Local Public

Agencies and others in planning, developing, orgenizing and

» managing library end program information centers or files.

also advise on planhing and equipping the physical facilities.

They
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CHAPTER 19, TRANSMITTAL OF HUD TECHNICAL KEFORTS _ .fj‘
10 THE NATIONAL TECHNICAL INFORMATION SERVICE '

60. HUD TECHNICAL REPORTS TRANSMISSION. In addition to the services
of storing, retrieving, -announcing and distributing HUD-sponsored
reports, previously described, the Library and Information
Division is the central office for transmittal of HUD technical
reports to the National Technical Information Service (NTIS).
This function is for other than the reports submitted direct
to NTIS by HUD contractors or grantees, .

These responsibilities and procedures for HUD program offices
and the Library are set forth in HUD Circular 2160.11, "Submission

of HUD Technical Reports to the National Technical Information
Service," August 13, 1971, : ' '

61. RECORD OF NTIS ACCESSION ﬁUMBERS. - The Library and Information
sion maintains the central record of the Accession Number
(PB Number) necessary for ordering reproduced HUD documents from
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