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Ahen you tr nsfer .c I
S g g
Tell the c [ller to who ,, you rg tr nsferring the ,, why you jre tr ns
ferring the}h MNd the persons & tendion nu_,,,;‘ erin c ,se they wént to € |l

the ,, g in & g 3 g
g 8
Never le ve the ¢ Jller with voice ,,,],il unless you h ve deter,,ined this is
the ¢ Jler& preferefice g g
S

Befqre * eing disconnected, every c ller should h ve either -Ir’,n nswer or
<&~ ' |ndic tion of who will ¢ [I theé,,]* Cck with §n nswer “nd when they
_,:],ye pect #he c |l g g g & 3
g 3
M_il ncluding E M il-Requests
3 3
H ndle _,n,jl requests pro_~ptly Lccording to these guidelines
3 g 3
Deter_,,ine if the request f lls within your units responsi* ility If not,
forw rdto the ppropri te undt
g g 3
Answer |l requests within ,week of their receipt If you receive ,letter
tht lredy h,s*een t Heé dqu rters .nnd the request is outsidé your
uni¢ s purdiew g* you kndw it wont 8e nswered th td y. write orc | the
person ,nd e pl in who will respond #d when thé induirer ,, ,y e#pect
N Nswér g 3 g
g g
In Person Requests

Switch* o rd ,nd reception st ff should ,cco s d te persons who co £ to
ALA He ®&u gters ccording #® Ad ,,{'nistc tive Services procedures

g 3 3 3
Routine Requests
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Develop infor,,],gtion shgets you C ,jile fil)],,,]il on topics 'I'ed%f‘n\ LA I—le,fq'ﬁ&gfﬂdm?'cs
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