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GENERAL MEMOKANDUM NO.3

SUBJECT; Standard Qperaﬁfﬁg Procedure on Use of Library
(Room 306) of the Documentation Divisicn.

1. Appr&kimatc pertinent statistics concerning the
Central Library, Documentction Division, as of this dato
are as follcws:

ae Accessioned German publicaticns.... 400 Titles

be German publicaetions being
aCCCSSiQnOdooa-ooooooonoooooao 150 "

ce English books on Nazi Stateeeeeeses 50 "

d‘ R & A studieSooooonoooooooooooouo.o 40

e+ Blographlcal Studies of Important
Nazis..b.0.0..‘.!000...0..‘0.. 190

fo. Other BEnglish Studies and Reports.. 100

ge Number of items on loen to staff

i MEeNMbDEYSeceecoscsassssscsscsnsscns 06
he Average daily luans and requosts
for publicatiohs.............. 12

1. Roughly screened German volumes
~ temporarily stockpiled in
Court House outside of
Library..c...;............... 40’000

2. Those statlatics reveal a tremendous problem of
orgenizing and kecping track of publicaticns, particularly
the German publications. It is anticipated that e learge
number of German publicaticns will be arriving within the
next month or more and that the livrarian will continuc
to have o substantial becklog of importsant unaccessicned
German publications. Over 100 ncw titles srrived during
the lzst week. From time t. time, revisdd accession lists
of German publications will be lssued permltting members of
all staffs to mske e¢fficient use of the Central Library.

3, The efficlency of the librery system is being
markedly reduced because some borrowers retaln books for
days and even weekse This is shown by both the eharge
1i1st and the low turn-over of German titles. Effective
immecdiately,”no publication will be retained beyond 0930
hours of the second dey focllowing the loan. (For example,
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a book borrowed on Mondey must be’ returned to the Librery
not later than 0930 Wednesdey morning.)

4. Certain key books, such as thosge from which trans-
laticns have been made ¢r important books of which the
Library has no seccnd copy, must be controlied so that no
pessibllity exists of thelr loss before the triul, at which
time they may be introducod in svidence. These hocks are
classified ss controlled reference books and may be used
only in the Librery. ' -

5. staff members end thelr sssistents should work as
much es possible on German publicatlions in the Library
itselfls OSuch practice peimits the greatest avallabillity
of publications to the greatcst number of staff nembers.

It further reduces th¢ alrcady heavy burdens placed upcn
the limited Librory staff, Books taken from shelves shpuld
be left on tables and not returned to shelves by the uscr.

6. Requests for Germen publicaticns which are not on
the accession 1llst should be addressed in duplicate to the
Librarien, Room 308, The Librarian will then check these
requests agalnst known accessinn lists of cother libroriss
and agencles before placing them on the general Target List.

7. A4l1ll publications should bLe returned to the Return
Shelves at the Librarian's desk in Koom 306. It 1s only
necessary tc lnsert the borrower's name on a slip of paper
inside the cover of the returned books.

8¢ No brucks shall be remcved from the library before
they are checked out by o member of the Idbrary staff. No
markings will bec made Iin any books, for obvious rcoasons.

9. Requests for translations of portions of hooks
or of decrees are governed by the proccdure sect forth in
parecgrepli 6 of Cenersl Menorandum No. 2, 22 Scptember 1945,
subject: "Trarslatiocns and Procsssing of Documents™, us

. follows;

"Members of the translating steff will honor
no request for translatlon that does not come
through the proper channel; i.es., all requests for
translations from German to Znglish will be meds
ln Room 3086 &g heretofore provided, except thet
requests for such transletions will be henored
only when mede by the following:
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(a) Members of the four international

‘ Committces. ‘ g

(b) U.S. Diviaion Chiefs or a person i
deslgnated by them for this purpose.

(¢) The Chiefs of the thrce Subcommittess
of U.S. Cf‘)mlitte() "f":q

(d) Branch and Section Chiefs of the Ducu- o
mentaticn Division" E

FOR THE UsS. CHIEF OF COUNSEL$
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RUBERY J. (fetd,
Colonel, CLip 5

Iixecutive Officer. i{

DISTRIBUTION: . ) ;E
All members of the '%
Combined Prosecution 3
Staffs. \‘}.

(Requestsd by Documentation Division)
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