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1k-OO-OOF'UBFOSE

!Chis chapter sets forth the scope, organization, and
functionofthe  Library system at Headquarters.

A.

B.

c.

Depwtment Ubrsry
and reference room
and t&e respective
at Headquarters.

system- sJl Ubraries, branches,
of the Office of the Secretmy
principsl  operating components

Librarymaterials -books,periodicals,andother
materials  acquired and processed for placement in
any of the library uaits for service to Depart-
- personnel. Does not include desk reference
materials required by individuaJ.s  for continuous
or long-term  use in their respective offices.

SpeciaUzed program  needs - books, periodicals, etc.,
needed in the respective subject areas for those
programs or projects cnrrrently  in progress or in the
pl stage-

14-00-20  SCOPE OF LIBRABP  SERVICES

!&eDeparkmtLibrarySystemprovides  library  services
to aXLDepubentpersonnel,  either directlyorthrough
libraries at other buiMings, and on a reciprocal basis,
tQoth~Govemment, educational, and research agencies.
It also services Departmat field personnel on request.
As requiredbytheDepositorylaw,  the Depaxtrnent
Library makes Governnent  publications available for the
free use of the general public. The public may also
inspect Federal advisorycoxmnittee  reports.
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14-00-30 ORGAKGUGOB

The Depwbenk  Librsry  systemis ccxuposedof:

A . The Dep&znentLibraxyinthe HEXRorthBuflding.

B. Rducationsl  Resewch  Librsry  Branch in FOB 6.

c . Food and Drug Administration, Bureau of Foods
Librarg, inFoB8.

D. REILibraryUsers  Council - anadvisorygroup  comprised
of a .represe&ative  and an titernate fkorn  each user
ele!nentservedbytheLibraryDirectoraadhis
specisllzed  St&f. The Council~aidthe Librarian
in upgrading services and serping as ldaison  with
user orgaxxizations.

14-m-40 l!uI!mToHs

A . The Dew Library  will:

1. Provide:

a. Research, general reference, and biblio-
pphic  services to alloffices andpersonnel.

b. Specialized services required by the Head-
quarters stsffofthe Office ofthe Secretaxy
and the respective principal operating
camponexts.

c. Assistance in &tomated  searches.

2. Acquire, process, house, and s&ce:

a.

'b.

C .

d .

e .

General reference, historical., and bibliograph-
ical materials for sJl Headquarters offices.

Resesrchandprogrammaterials  which substantially
cub across subject interests of two or more
agencies.

Selechd  materieJ.s  no longer needed for current
reseamh  programs in'the branches and reference
roomS.

Congressional and legislative materials, federal
and slate lawandcourt  decisions, and supporting
legal treatises and reporting services.

An extensive document aud microform coUections
(ERLC,CIS,l%wsbank).
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(&00&A  contimed)

3 .

4.

4.

6.

7.

Mainbin  a ccmprehensive  collection  of the
ofYkial  publications issued by the Depwkmeti
for public infom.t&ion  (see HEW Manual, General
Administration, Chapter 14-10).

Rwlde  cerrkraU.zed  interlibrmyloanse~ce  for
all library units, unless otherwise assigned.

RepareandkeepuptodatealistofperiodicaLs
cume&Iyreceived;prepare  andissue  aperiodic
list of selectednewacguisitio~;perfonnother
zelated bibliwaphic  actitities.

Parkicipate  in cooperative studies and projects
wilzh  other libraries of professional organizations,
r(onite3ns forXkwSeria3.Titles  or the
Union List of Serials; Ohio College Library
Cataloginq  system (O.C.L.C.); etc.

Within its capability provide adzvice on organization
ofllbrargsemices  andmaterials  to Headquarters
library units and to vwious  field offices or
others.

B, The branch libraries of the National Institute of
Education and the Food and Drug Ad&d&ration  will:

1 . Acquire, process, house and servkce the specialized
subject materials rewed for their respective
current programs as well as setice  within their
collections' scope as required by other Deparkuental
personnel., in accordance with the established
standards and unifona  procedures.

2. Adxise, assist, and cooperate with the Department
Librszy  and other Ubrazy  units in their fuUiUment
of Depsrtment-wide  Ubrary  needs and services.

14-W-50  COORDl2WL!ION

A. The HEW Librsxy  Users Council, representing the respec-
tive principal operating components and ofFices, shnt
give advise and counsel to the Department Librarian
and other staff offices OK policy matters affecting
Hews' Ubrary  needs and semices.

B. The Depa&mentLibrarian~haU.:

1. 8eme in an advisory capacity to the staff offices
of the Office of the Secretly  and the heads of the
principal operating components on matters involving
library facilities and services at Headquarters.
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2. Establishandp2xx&gatestandardssndunifo~
procedures, for application throughout Headqusrkrs,
relatedto establishment andoperationoflibrarg
units and the acquisition, weeding, processin& a.nd
servicFagofboolssandpex=iodicaLs.

3. Reviewproposalsandmakerec omendations,  as
appropriate thereto, for establishmentofnewor
revision  of &sting librsry  organization units at
Headquarters,inrel.ationtostafflag, space, and
eqcrfpmeatplms;rcviewproposedZibrargbudget
'esMmates developedby the principal operating
corqonents  andthe  Office ofthe  GenerslCounsel.

4. Dmelop  a scope andcovragepolicgstatemerrt, for
the Depedant Librasg  system, indicating the
contentanddepthofthevarfous  lib-unit
collecfions  .

5. provide  leadership, guidance, advice, snd coordi-
nation of activities for the Headqyrters library
units.

6. Representthe~ onthe  FederalLibrarg
CcmmitteeandinotherUbrarymattersoutside
the Deparbent  with okher Depezkents,  agencies,
Ubrezies, and professional organizations.
Cooperate with 0th~ libraries,~both  in the
Depadantandcmtside, incoordinating  services
andcooperative  studies inthe  interest of economy
and effectiveness.

Otherlibraries  ofthe Departmxt (whichare not considered
withintheHeadquarter sarea)are:

A. Hational  Library  of Medicine, Bethesda, Maryland.
Holdiqs  intheliterature  ofthemedical  sciences
exceed one mUlion  items. Provides nation-wide services
thmughint;erllbrargloans,andaa~ensivepro~~of
publication of indexes, catalogs, and bibllographics.

B. National Institutes of Health Library, Bethesda,
Mary-. Contains scientific collections ofapproxi-
mately100,000vo1umes  selectedto support laboratory
imestigations  andprograms inthebiornedicsl  and
related sciences conducted by the Iktioaal Institutes
ofHealth. provides reference, cAxul.ation, and
bibliographical services.

-e-
-p-
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14-00-60 (continued)

c.

D.

E.

F .

Saint Hlzabeths Homital  Library, Washin&on, D. C.
Contains a medical collection with special emphasis
on pmbiatv, =-low, psgchoaaalgsis,  PsgchologY,
and nursing. Rovides reference andloansemice  to
the Hospital staff and operates a patients' library.

Social Security Administration Library, Baltimore,
MaryUnd. Contains a collection which includes
materials onsocisl ixmrrance, economics, statistics,
personnel ad&&.&ration,  managenent, and related
subjects. Provides reference andloan  sezviceto the
B&atimore staff.

PsrUawn  Medical Lib-,  Bethesda, Maryland. Contains
a collectionwhich  includes materials onthe  health
sciences, public health, health and social statistics,
chronic diseases, nursing hospitals, socioeconomics
ofheaUhandmedicineandmentalhealth.

Educationsl  Research Library> m, Washington, D. C.
provldesU.brszy,technical  infonnationanddocmen-
tation resources-and services to the DHEW Education
Diyision  and its constiixencies.  Its resources
hclude:

1 .

2.

3 .

4 .

5 .

~0,000 volume book collection ti education and
related fselds.

550 periodical  and newspaper titles received
=wJJ=JY.

Extensive  document and microform coUections
(ERIC,  CIS, Ikwsbank, etc.).

Rare educationalbooks and textbooks.

Audiovisualloanserv&ze.
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M A N U A L . . . . . General Administration
PART  14 . . Library Systems and Services

CHAPTER 14-10
ACQUISITION, PRESERVATION, AZiD CIRCULATION OF
DHEW.PUBLICATIONS  BY TEE DEPARTMENI LIBRARY

14-10-00 PURPOSE

This chapter provides policy and information on the acquisition,
preservation, and circulation of DHEW publications by the
Department Library.

14-10-10

A .

RESPONSIBILITY

The Department Library has the responsibility to:

1 .

2.

3.

4.

5.

Collect Department publications that have historical value
and/or value for current use.

Organize publications by classifying and cataloging them.

Maintain an historical, noncirculating collection.

Maintain a circulating collection with sufficient copies of
each publication for Library users. Many of these publications
are in microform.

Maintain a selected government documents collection of
legislative materials and Federal advisory committee reports.

14-M-20

A.

ACQUISITION OF PUBLICATIONS

The acquisition and retention of Department publications by the
Department Library is governed by the continuing historical value
and/or the value of current need of these publications.

B. Types of Materials Acquired by the Library

14-10-00 Purpose
10 Responsibility
20 Acquisition of Publications

1. Annual reports *

2. Periodicals

3. Series' publications

4. Bibliographies

5. Selected special reports

6. Selected special surveys
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T (14-10-203 continued)

7. Reproduced speeches and.addresses  of the Secretary, Under
Secretary, Assistant Secretaries, Inspector General, and
Heads and Deputy Heads of Principal Operating Components.

8. Selected press releases

9. Directories

10. Selected miscellaneous publications

c. Types of Materials Not Acquired by'the Library

1. Records

2, Correspondence and forms

3, Posters

4. Other material which is preserved by the Department's
records management program.

D. 'Number of Copies of Materials Required by the Library

The Library requires at least two copies of each DHEW
publication--one for the historical, noncirculating collection
and one for the circulating collection. When necessary, the
Library will acquire additional copies for the circulating
collection.
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