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PART 701—PROCEDURES AND 
SERVICES 

Sec. 
701.1 Information about the Library. 
701.2 Acquisition of Library material by 

non-purchase means. 
701.3 Methods of disposition of surplus and/ 

or duplicate materials. 
701.4 Contracting Officers. 
701.5 Policy on authorized use of the Li-

brary name, seal, or logo. 
701.6 Loans of library materials for blind 

and other physically handicapped per-
sons. 

AUTHORITY: 2 U.S.C. 136; 18 U.S.C. 1017. 

SOURCE: 69 FR 39838, July 1, 2004, unless 
otherwise noted. 

§ 701.1 Information about the Library. 
(a) Information about the Library. It is 

the Library’s policy to furnish freely 
information about the Library to the 
media. All requests from the media, for 
other than generally published infor-
mation and Library records, should be 
referred to the Public Affairs Office. 
For information about access to, serv-
ice of, and employment with the Li-
brary of Congress, go to http:// 
www.loc.gov. 

(b) Public Affairs Office. The Public 
Affairs Office shall have the principal 
responsibility for responding to re-
quests for information about the Li-
brary from representatives of the 
media; giving advice to Library officers 
and staff members on public-relations 
and public-information matters; keep-
ing the Librarian and other officers in-
formed of important developments in 
this field; and promoting the resources 
and activities of the Library. 

(1) During regular office hours (8:30 
a.m. to 5 p.m.) telephone operators 
shall refer requests for information, 
from the media only, about the Library 
to the Public Affairs Office. All other 
requests for information shall be re-
ferred to the National Reference Serv-
ice or other appropriate offices of the 
Library. 

(2) All other Library offices and staff 
members who receive inquiries directly 
from representatives of the media for 
information about the Library, other 
than generally published information, 
shall refer such inquiries to the Public 
Affairs Office. 

(3) The Public Affairs Office shall re-
spond directly to inquiries concerning 
the Library, calling upon other offices 
to supply information to it as nec-
essary, or shall arrange for other of-
fices or staff members, as appropriate, 
to supply such information directly 
and report back to Public Affairs after 
the contact has been made. Requests 
for Library of Congress records, how-
ever, shall be made in accordance with 
36 CFR part 703. 

(4) When the Public Affairs Office is 
closed (evenings, Saturdays, Sundays, 
and holidays), requests from the media 
for information about the Library shall 
be referred to the Public Affairs Officer 
at his/her home. In the event that per-
son is not available, inquiries shall be 
referred to the Acting Public Affairs 
Officer, or, in turn, a designated public 
affairs specialist. 

(c) Other Library Units and Staff Mem-
bers. All Other Library Units and Staff 
Members shall be responsible for keep-
ing the Public Affairs Office fully and 
promptly informed of contacts with the 
press, except in those instances of rou-
tine reference inquiries; supplying the 
Public Affairs Office with any data it 
requires in order to respond to inquir-
ies from representatives of the media; 
and reporting promptly to the Public 
Affairs Office substantive contacts 
with media representatives about the 
Library and its policies or activities. 

§ 701.2 Acquisition of Library material 
by non-purchase means. 

(a) Gifts. It is the policy of the Li-
brary of Congress to foster the enrich-
ment of its collections through gifts of 
materials within the terms of the Li-
brary’s acquisitions policies. In imple-
menting this policy, division chiefs and 
other authorized officers of the Library 
may undertake, as representatives of 
the Library, preliminary negotiations 
for gifts to the Library. However, re-
sponsibility for formal acceptance of 
gifts of material and for approval of 
conditions of such gifts rests with The 
Librarian of Congress or his designee. 
The Chief, African/Asian Acquisitions 
and Overseas Operations Division, 
Chief, Anglo-American Acquisitions 
Division, and Chief, European and 
Latin American Acquisitions Division 
are responsible for routine gifts in the 
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geographic areas covered by their divi-
sions. 

(b) Deposits. (1) The Anglo-American 
Acquisitions Division is the only divi-
sion in the Library authorized to make 
technical arrangements, formally ne-
gotiate for the transportation of mate-
rials and conditions of use at the Li-
brary, and prepare written Agreements 
of Deposit to formalize these negotia-
tions. The term ‘‘deposit’’ is used to 
mean materials which are placed in the 
custody of the Library for general use 
on its premises, but which remain the 
property of their owners during the 
time of deposit and until such time as 
title in them may pass to the Library 
of Congress. A deposit becomes the per-
manent property of the Library when 
title to it is conveyed by gift or be-
quest. A deposit may be withdrawn by 
the owner rather than conveyed to the 
Library. A deposit shall be accom-
panied by a signed Agreement of De-
posit. 

(2) It is the policy of the Library of 
Congress to accept certain individual 
items or special collections as deposits 
when: permanent acquisition of such 
materials cannot be effected imme-
diately; the depositors give reasonable 
assurance of their intention to donate 
the materials deposited to the United 
States of America for the benefit of the 
Library of Congress; the Library of 
Congress determines that such ulti-
mate transfer of title will enrich its 
collections; and the depositors agree 
that the materials so deposited may be 
available for unrestricted use or use in 
the Library under reasonable restric-
tions. 

(c) Conditional Gifts of Material to the 
Library. In cases where donors wish to 
attach conditions of use, negotiating 
officers cannot commit the Library to 
acceptance of such conditions. The Li-
brarian of Congress or designee will 
consult the appropriate division and 
service unit officers and the General 
Counsel to ascertain whether the con-
ditions are generally acceptable. 

§ 701.3 Methods of disposition of sur-
plus and/or duplicate materials. 

(a) Exchange. All libraries may make 
selections on an exchange basis from 
the materials available in the ‘‘Ex-
change/Transfer’’ category. The policy 

governing these selections is that ex-
change be made only when materials of 
approximately equal value are ex-
pected to be furnished in return within 
a reasonable period. Dealers also may 
negotiate exchanges of this type for 
items selected from available exchange 
materials, but surplus copyright de-
posit copies of works published after 
1977 shall not knowingly be exchanged 
with dealers. Offers of exchange sub-
mitted by libraries shall be submitted 
to the Chief of the African/Asian Ac-
quisitions and Overseas Operations Di-
vision, Anglo-American Acquisitions 
Division, or European/Latin American 
Acquisitions Division, or their des-
ignees, as appropriate, who shall estab-
lish the value of the material con-
cerned. Offers from dealers shall be re-
ferred to the Chief of the Anglo-Amer-
ican Acquisitions Division. Exchange 
offers involving materials valued at 
$1,000 or more must be approved by the 
Acquisitions Division Chief; offers of 
$10,000 or more must be approved by 
the Director for Acquisitions and Sup-
port Services; and offers of $50,000 or 
more must be approved by the Asso-
ciate Librarian for Library Services. 
The Library also explicitly reserves the 
right to suspend, for any period of time 
it deems appropriate, the selection 
privileges of any book dealer who fails 
to comply fully with any rules pre-
scribed for the disposal of library ma-
terials under this section or any other 
pertinent regulations or statutes. 

(b) Transfer of materials to Government 
Agencies. Library materials no longer 
needed by the Library of Congress, in-
cluding the exchange use mentioned 
above, shall be available for transfer to 
Federal agency libraries or to the Dis-
trict of Columbia Public Library, upon 
the request of appropriate officers of 
such entities, and may be selected from 
both the ‘‘Exchange/Transfer’’ and 
‘‘Donation’’ categories. Existing ar-
rangements for the transfer of mate-
rials, such as the automatic transfer of 
certain classes of books, etc., to speci-
fied Government libraries, shall be con-
tinued unless modified by the Library. 

(c) Donations of Library materials to 
educational institutions, public bodies, 
and nonprofit tax-exempt organizations in 
the United States. It is the Library’s 
policy, in keeping with the Federal 
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