2265.02 REV-2

_______________________________________________________ __________

Paragraph                                                    Page

                             Table of Contents

                             CHAPTER 1. GENERAL

1-1  Overview . . . . . . . . . . . . . . . . . . . . . . . . 1-1

1-2  Location . . . . . . . . . . . . . . . . . . . . . . . . 1-1

1-3  Hours  . . . . . . . . . . . . . . . . . . . . . . . . . 1-1

1-4  Telephone Numbers  . . . . . . . . . . . . . . . . . . . 1-2

                CHAPTER 2.  REFERENCE AND RESEARCH SERVICES

2-1  Clientele Served . . . . . . . . . . . . . . . . . . . . 2-1

2-2  Reference and Research . . . . . . . . . . . . . . . . . 2-1

2-3  Related Reference and Research Services  . . . . . . . . 2-1

2-4  Suggestions for Additions to the Collections . . . . . . 2-2

2-5  New Book Display . . . . . . . . . . . . . . . . . . . . 2-2

2-6  Recent Acquisitions  . . . . . . . . . . . . . . . . . . 2-2

2-7  Selective Dissemination of Information . . . . . . . . . 2-2

2-8  HUD Program Information Service  . . . . . . . . . . . . 2-3

2-9  Freedom of Information Act (FOIA) Requests . . . . . . . 2-3

                      CHAPTER 3.  CIRCULATION SERVICES

3-1  Registration . . . . . . . . . . . . . . . . . . . . . . 3-1

3-2  Borrowing by Non-HUD Personnel . . . . . . . . . . . . . 3-1

3-3  Loan Periods for HUD Personnel . . . . . . . . . . . . . 3-1

3-4  Non-Circulating Items  . . . . . . . . . . . . . . . . . 3-2

3-5  Keys . . . . . . . . . . . . . . . . . . . . . . . . . . 3-2

3-6  Extended Loan  . . . . . . . . . . . . . . . . . . . . . 3-2

3-7  Retained Loan  . . . . . . . . . . . . . . . . . . . . . 3-3

3-8  Looseleaf Materials  . . . . . . . . . . . . . . . . . . 3-3

3-9  Overdues . . . . . . . . . . . . . . . . . . . . . . . . 3-3

3-10 Reserves . . . . . . . . . . . . . . . . . . . . . . . . 3-3

3-11 New Book Reserves  . . . . . . . . . . . . . . . . . . . 3-3

3-12 Interlibrary Loan  . . . . . . . . . . . . . . . . . . . 3-4

3-13 Copying Services . . . . . . . . . . . . . . . . . . . . 3-4

3-14 Clearance  . . . . . . . . . . . . . . . . . . . . . . . 3-4

_________________________________________________________________ __________

                                                                       3/96

                                     i

2265.02 REV-2

__________________________________________________________________

Paragraph                                                    Page

                       CHAPTER 4.  PERIODICAL ROUTING

4-1  Periodical Collection  . . . . . . . . . . . . . . . . . 4-1

4-2  Current Periodicals Routed . . . . . . . . . . . . . . . 4-1

                          CHAPTER 5.  LAW SERVICES

5-1  Law Collection . . . . . . . . . . . . . . . . . . . . . 5-1

5-2  Law Finder . . . . . . . . . . . . . . . . . . . . . . . 5-1

5-3  Law Reference Assistance . . . . . . . . . . . . . . . . 5-1

5-4  Computer-Assisted Legal Research . . . . . . . . . . . . 5-1

              CHAPTER 6.  LITERATURE SELECTION AND PROCUREMENT

6-1  Acquisition Responsibility . . . . . . . . . . . . . . . 6-1

6-2  Requesting Materials . . . . . . . . . . . . . . . . . . 6-1

6-3  Gifts  . . . . . . . . . . . . . . . . . . . . . . . . . 6-2

6-4  HUD Publications and HUD-Sponsored Reports . . . . . . . 6-2

                CHAPTER 7.  CATALOGING AND INDEXING SERVICES

7-1  Organization of Collections  . . . . . . . . . . . . . . 7-1

7-2  Public Catalog . . . . . . . . . . . . . . . . . . . . . 7-1

7-3  Special Reports Indexes  . . . . . . . . . . . . . . . . 7-1

                   CHAPTER 8.  SERVICES TO FIELD OFFICES

8-1  Services to Field Office Personnel . . . . . . . . . . . 8-1

FORMS REFERENCED:

HUD - 21019, HUD Headquarters Library Retained Loan Request

_________________________________________________________________ __________

3/96

                                     ii

                                                              2265.02 REV-2

_________________________________________________________________ __________

                      Forms Required By This Handbook

HUD - 21019, HUD Headquarters Library Retained Loan Request

_________________________________________________________________ __________

                                                                       3/96

                                    iii

