
The Library is located on the 6th Floor of 100 Church Street with smaller collections maintained 
at the Borough Offices. The main Library houses a full range of Federal, State, and City print 
resources including case reporters, statutes, regulations, treatises and historical materials. Many 
of these same resources, as well as several items not in the print collection are available online 
from Lexis (see access information below). 
 
The print collection is organized by jurisdiction. Federal materials are located directly across 
from the Reference Desk, with New York State materials to the right. Work tables and seating 
are available in both areas. 
 
The New York City and Treatise collections are shelved in the center stacks. We also maintain a 
“Bill Jacket” collection in a separate room (6-310G adjacent to the Copy Room). This collection 
consists of legislative history documents for selected New York State and City laws. Bill Jackets 
not in the collection can be ordered at the Reference Desk. 
 
The Microform collection contains additional legislative history resources: New York State laws 
from 1777-1950, and New York City local laws from 1924-1950. Also available on microfilm is 
the New York Law Journal from 1947 to the current year. 
 
Newspapers are available on a rack across from the Reference Desk. We have daily, print 
editions of New York Law Journal, The City Record, The Chief, New York Times, and the Wall 
Street Journal, as well as the weekly Crain’s NY Business and various magazines and 
newsletters. 
 

Reference Desk 
 
The Reference Desk is staffed by at least one librarian, Monday through Friday from 9:00 until 
5:00. The Reference Desk phone number is: (212) 356-2001. Reference Requests may also be 
submitted by email to anyone on the Law Librarian staff. The Library collection is available for 
research at any time by Law Dept. employees. We also extend research privileges to other City 
Agency employees by request. The Library is not open to the public. 
 

Reserve Desk & Circulation Policies 
 
Directly behind the Reference Desk is the Reserve Collection which includes copies of the most-
used statutes, administrative rules and treatise volumes. If you wish to take material out of the 
library for use in your office, you must sign out the volume(s) at the Reference Desk. Please fill 
out the book’s card with your name, the date you borrowed the book and your office and phone 
numbers. 
 
Circulation Policy: Reserve Collection material (the items located behind the Reference Desk) 
must be returned within 3 days: all other volumes within 1 week. Under no circumstances 
should Library material be kept in an office or work area on a long-term basis. We reserve 
the right to retrieve overdue books from your office on an as needed basis. Because of the 
extraordinary cost of replacing material (usually between $100-400 per volume), and in fairness 
to your co-workers, we ask you to please comply with these policies so that the Library resources 
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are readily available to all.  The Library also reserves the right to designate high-use, limited-
copy, fragile or other material as Non-Circulating. 
 

Use of Area Libraries & Inter-Library Loan 
 
Our Library collection is based on providing research sources for Law Dept. core practice areas, 
and developed with an eye to both frequency of use and availability of the same or similar 
resources online. Titles not available in the print collection or online may be found in nearby law 
libraries such as New York County Lawyers Association, the New York Law Institute or New 
York Law School. Contact a librarian for information about passes or other means of access to 
these libraries. 
 
For materials not available in the immediate area, we can request inter-library loan. Please 
remember that if we obtain an inter-library loan for you, you must return the material 
promptly.  
 

Library Purchase Requests 
 
Requests or suggestions for new Library materials must first be approved by your Division or 
Office supervisor. The Library staff will then ask you to fill out a form with as much purchase 
information as possible (title, edition, publisher and price). The Chief Librarian will then review 
the request and approve or disapprove it, depending on the budget and availability of similar 
resources in the collection. The Library will not assume payment for purchase not approved 
under this process. Payment for any order submitted independently to a publisher by an attorney 
or staff member will be charged to that individual. 
 

Online Resources 
 
Online legal research is available on Lexis, either through the Law Department’s customized 
access page, http://www.lexis-nexis.com/clients/nylaw/ (on our Law Dept. intranet page under 
“Practicing Law”), or directly via the internet at www.lexis.com. 
 
To obtain a Lexis ID and temporary password, please contact a Librarian. Upon first sign-on, 
you will be asked, for security and privacy reasons, to change the temporary password to one of 
your choosing. For help with access or technical problems, research tips, etc. contact Lexis 
Customer Service at 1-800-543-6862. In-house Lexis training is held several times a year at 100 
Church Street and one-on-one trainings can be scheduled by contacting one of the Librarians. 
  
Other Lexis Files and Westlaw: Because of cost, access to some Lexis files (such as 
newspapers and public records for states other than New York) are available only to Library 
staff. Similarly, Westlaw is not available Law Dept. wide. However, the Library staff will be 
happy to perform a search for you in either of these online sources. 
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Cases & Points Collections 

 
Appellate Records and Briefs (“Cases & Points”) for all cases litigated by the City are 
maintained by the Law Dept. in one of three forms: hard-bound volumes (cases from the 19th 
century to mid-1990’s); soft-bound paper copies (mixed 1990’s); or copies stored electronically 
on Filesite (current). 
 
For hard-bound volumes, please consult the Cases & Points card index in the hallway just 
outside the Library to find the volume number. Many of the hard-bound volumes are also 
shelved in that area. Older volumes are shelved in the basement or in offsite storage. Please ask a 
Librarian for help in locating older volumes. The soft-bound volumes are also located in the 
hallway, shelved alphabetically by case name. For more recent cases, search Filesite, accessible 
via Microsoft Outlook. 
 
Records and Briefs for New York state cases in which the City was not a party are available on 
microform from area libraries such as New York Law Institute and New York County Lawyers 
Association – please ask a librarian about requesting these items. U.S. Supreme Court Briefs are 
available on Lexis. You might find selected appellate briefs, especially for high-profile cases, 
with a general internet search (e.g. via Google). Also, when a national organization is a party to 
the case (e.g. ACLU or National Education Association) they will often post briefs or court 
documents on their websites.  


