


THE INTERLIBRARY LOAN REQUEST FORM & HOW BEST TG USE IT
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The standard ALA Interlibrary Loan request form shown above is available
from librery supply houses. (See the address list in your packet.) It can
be ordered with your library's address imprinted in the top address box.

This L-part form is designed to be used both for loans and for photocopy,

and is the only request form you will need, although some libraries continue
to use for photocopy requests the blue, 3-part photoduplication form. Notice
that brief instructions are given at seversl points on the form, especially
down the left side. Each of the 4 parts has a different letter designation

and is a different color.

In requesting loen or photocopy of librery materials through Interlibrary
loan, use a seperate request form for each request.
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Above is an interlibrary loan request for a book properly filled out by the
borrowing library. All of the necessery informetion should be typed eccurately
and erranged clearly so that the lending library will heve no doubt as to what

you are requesting and to whom it should be sernt.

(1) Date of request:

(2) ¥ot needed efter:
arrive after a certaln date, say so here.

The date the form is being typed and mailed.

If your patron cannot use the material if it should
This will help the lending library

decide whether you have time to wait for an unavailable book to come back into

their library, etc.

(3) Requester's order no.:
GLIN transection number!

This is a good plasce for GLIN members to add the
If you have en order numbering system, put your
order number here, but find room for the GLIN number nearbdby.



(4) Request for LOLN or PHOTOCOPY: Check %he proper box.

(5) Call no.: Leave blank (unless you are sure of the lending library's
call number). The lending library will fill in the call number.

(6) Borrowing library's address: It is & real timesaver to buy forms imprinted
with your library's address. Include "Interlibrery lLoan Service" or whatever
you call your operation at the top of the address, whether typed or imprinted.

(7) For use of: Your patron's name goes here.

(8) Status: A simple request for college end university libraries, this cen
be a problem for public libraries. Whereas college libraries f£ill in "faculty"
or "student" or "staff," public librery petrons do not fall into such neat
categories. Most lending libraries do not insist on an occupational descrip-
tion for your requester; the word "patron" is acceptable. However, because
some academic libreries may lend, for instance, e generally noncirculating
book to & college professor and not to & high school student, it may be to &
public library's advantage at times to include an occupational deseription.

(9) Dept.: Another easy slot for academic or special libraries to £ill:
"history," "research," etc. Public libraries may leave this blank unless it

is a useful spot for regional libraries to name the branch for which the loan
is intended, etc.

(10) Book author: (NOTE: See later section for requesting periodical
articles; this discussion applies to books. Also, please refer to other packet
materisl on VERIFICATION AND LOCATION--it is necessary to the understanding of
this and following sections.)

In the "book author" space goes the author's complete name (last name.
first, please) insofar as you can determine it: "Smith, Albert Greham" not
"Smith, A. G." There may be fifty or a hundred A. Smiths in the lending
library's catalog. The author may be & corporate author: "International
Reading Association"or "Georgia State University. College of Business Adminis-
tration," etc. (Be sure to include the punctuation, the periods. They meke
a difference in the way entries are filed in the catalog.) Note: If the main
entry is the title, do not put anything in the "book asuthor" place. Leave it
blank.

(11) Book title, edition, place, series: In this place goes the remeinder of
the information ebout the book: the title, the place of publicetion, the
publisher, and the date. ALL the available informstion should be included.
If the book is part of a series, include that informetion in parentheses.

(12) This edition only: If your patron can use ornly the edition you have
cited on the request form, say so here. If you do not specify, the lending
library mey send another edition which happens to be available. If eny
edition will do, leave the box blank.

(13) Verified in: In this space go two pleces of information, answering
questions important to the lending library:

(a) How do you know that the information you have given about the book
is correct (the esuthor's neme, the title, etc.)? In what source did you
verify it? Books in Print? the National Union Catalog? information from
GLIN? If possible, the source of verification should be something the borrow-
ing library can check--a standard source--end for that reason ycu need to be



specifiec (not "Books in Print" but "Books in Print 1980/81, p.392"; not "Nwuc"
but "NUC Pre-1956 80:289"). Or copy onto the form the verification you have
received from GLIN.

(b) The second part of the verificetion stetement concerns location. How
do you know that the library you have selected to receive your request asctually
owns the book? It 1s possible that the verification and location sources are
one and the seme. In the National Union Cetelog you will find not only the
correct entry for the book you want but a list of the libraries reporting to
own the boock. Through OCLC you can not only identify the book but find e list
of libraries which have used the system to catalog their copy of the book.
However, if you are requesting the book from, for instance, Valdoste State and
the verificetion source does not include them esmong the holding libraries, you
will need to tell them how you know they have it. Often the information will
have come from AAUC, directly or through GLIN. (The GLIN form uses "Union
Catalog" to refer to AAUC.) Transfer that informetion to the request form.

You mey wonder why all this is so important! Here is an example. Perhaps
you have sent & request with & slightly misspelled esuthor's name ("Robinson"
instead of "Robison") to a busy lending library, end & quick but careful check
of their catalog has turned up nothing. If you have not included verification
end location information, the lending library, not knowing whether the biblio-
graphical information is incorrect or whether they just don't have the book,
will feel no obligetion to check further. Wherees if you had given the
source of verificetion (an NUC citation, an OCLC number, etc.) which the lend-
ing library could check, the problem due to the misspelling might be easily
solved.

(14) ISBN ... OCLC number: Another part of the verification/location stetement,
the most often used number is the OCLC number. ' If you heve access to an OCLC
terminel, or if GLIN sends you an OCLC number, by &ll means put the number in
this space. The OCLC data base is a source both of the verification of biblio-
graphic information and the location of materials. Each record in the date
bese (each book or periodical, etc.) has an identifying number usually referred
to as its OCLC number.

(15) If noncirc & cost does not exceed : If you are requesting & periodi-
cal aerticle and for your patron the sky is not the limit, say so here: g3, #10,
whetever. Requesting from other Georgie libraries, we can be fairly certain
what charges to expect, but requesting out of state--with charges regularly
going up--any educated guess you share with your patron may be wey off the mark.

(16) Lending library's address: Type in the complete address of the library to
which the request is directed. Include "Interlibrary Loan Service" (etc.) at
the top of the address. Be specifie: 1f you know the needed material is at
the Medical lLibrary at Emory, address it to the Medical Library, not just to

+he Emory librery.

(17) Copyright compliance: When you sre requesting photocopy of a periodical
erticle or part of & book, it is necessary to show by checking one of the two
boxes that you are in compliance with the law or the guidelines. (see packet

material on the Copyright Law.)

(18) Authorized by: The ILL librarian or person approving the request should
sign here. This signifies to the lending library thet the information given
is accuraete and that the request is authorized by the staff member responsible

for Interlibrery Loans.




Thet covers it for books!

Now let's go taeck to #10 and consider periodicels.

Status Dept.

For use of Patron

teve Jackson
Book author: OR: periodical title, vol. and date

Educationgl Review. Vol. 29, no. 3, June 1977.

Book title, edition, place, year series: OR: periodical article suthor, titie, pages. [ This edition only.

Leach, David, "Teachers' perceptions and "problem" pupils,"
pp. 188-203.

s;zwdm:OR:hwndwdin Ed Idx 28:500 {1977/78); NST 1950-7C 2:1872.
ISBN, or ISSN, or LC card, or OCLC, or other number if known
If non-circulating, & cost does not exceed $ _)-L.QQ__ , please supply [0 Micrefitm El Hard copy

O Copying not permitted [

D n use
O Not Owned

NOT SENT BECAUSE:

ONon Circulating
O Request of

Estimated Cost of: [JMicrofilm
O Hard copy
BORROWING LIBRARY RECORD:

Date received

Date returned
— T

(iC) Book euthor: OR: pericdical title, vol. end date:

In this slot goes the

title of the periodicel, the volume number, the issue number, and the date--
ell of the informetion necessery to identify the particular pert of the periocdi-

cel in which the needed article will be found. DO NOT put the name of the

suthor of the erticle in this space.

(11) Book title ... OR: periodicel article euthor, title, pages: Add the infor-
metion in the order staeted above: the auther of the article, the title of the
erticle (in quotation markg), end the page numbers on which the article begins
and ends. If you heve been able to verify only the beginning pege number, but
want the complete article, say so ("p.3Lff" or "p.34 to end of erticle," etc.)

(13) Verified in: Another element is added to the verification stetement

for periodical articles. Not only do you need to assure the lending library
that yocu are giving the periodicel title in the correct and standerd wey, and
that you know they have the volume of the Journel you need, but you need to
show how you know that the erticle you are requesting is in the periodical
end on the pages you have clted. A citetion to & standard index is much pre-
ferred (Education Index, vol.29, p.392; or Reader's Guide L3:72, ete.) but

if that is not possible, give instead the patron's source ("cited in Stephen
Spender, Year of the Young Rebels (N.Y., 1969) p.23") If for some reeson the
bibliographic information is sufficiently inaccurate to prevent the lending
librery from identifying it, correct and complete verification which the lend-
ing librery can doublecheck means you mey receive the photocopy after all,
(See the packet materisl on VERIFICATION AND LOCATION.)

Notes~-where to put them? Any necessary notes should be brief, clear, and
noticeable. The very top of the form is a usual place for & note. Or if the
note concern the bibliographic information given, it might be best to put it
in eny leftover '"book title" svpace.




THE RIGHTHAND SIDE OF THE [LL FORM:

COMPLETING THE ILL TRANSACTION

Reports: This section is to be filled in by the lending
librery. The librery staff person hendling the request

initiels "checked by." The form of delivery is desig-
nated. Any charges end the amount of insurance ere
edded. Next, the "date sent'" is filled in, followed
by the due date. The due dete cen be shown two ways:
a specific dete (2/13/81) or e length of time (3 weeks'
use). In either case, according to the Netional ILL
Code, generslly 'the duration of loan...is the period
of time the item may remain with the borrowing library
disregarding time spent in transit." The item due
2/13/81 need not be sent away from the borrowing
librery until thet date.

Restrictions: Any restriction imposed by the lend-
ing librery must be observed ty the borrowing library.
However, & lending library should not burden the
borrowing librery with unnecessery restrictions.

The lending library should be &s
If the periodical volume is at
the bindery, say so. If the book is on class reserve
until the end of the quarter, say so. Estimated cost
of: A lending library does not usually send & cost
estimate unless it is requested. ©Some libraries
charge for cost estimates. The borrowing library
should try to enticipete charges and authorize them
on the original request.

Not sent because:
explicit as possible.

Borrowing Library Record: The date of the receipt
of the loan by the borrowing library goes in the
"Date received" slot. Add that information when the
book errives. When the book is being prepared for
return to .the lending library, fill in the "Date
returned" and merk the form of delivery. Postage:
Do not send postage unless it is requested; most
lending libraries do not ask to be reimbursed for
postage. Insurance: If the book came to you
insured, insure its return for the same samount,

Some litraries heve insurance policies covering librery
meterials in the mail. If there is scme indication
of that, it is not necessary for the borrowing
libraery to insure the return of the materiel.

Renewsls: Renewals, according to the Nationel ILL Code,
should be asked for "only in unusual circumstances."

We should try to educate our ILL patrons on that point.
But if the lending librery has not checked "No renewals
end you feel that your petron has & real need for =
loan extension, fill in today's date after "Requested
on" and mail pert C (pink) to the lending library.

"

REPORTS: Checked by BF-

SEND BY: Library rate (O
Charges $ —_— Insured for $. 80—
Date sent /Z ‘3 /&1

DUE "2 f13/ ¢/
7 N

RESTRICTIONS: LZFOI’ use in library only
O copying not permitted [

NOT SENT BECAUSE:
[ONon Circulating
[JRequest of

DO yse
IZ(ot“‘Owned

fiauh—yulr.Z:'#E
ﬂﬂéy

Estimated Cost of: [JMicrofilm
DHardcopyeo

BORROWING LIBRARY RECORD:

Date received f)'a/?’\ . A~
Date returned Feb. %

By K Library rate 0

—_  _lInsured for § .&_

Postage
enclosed $

RENEWALS:

Feb 48|

Requested on

/7 [ 4/

Renewed to.

T, 7
(or period of renewal)
Note: the receiving library assumes responsibil
for notification of non-receipt.



Do this in time for the form to reach the lending librery before the due date.
The lending librery will return the form with a new due date, following
"Renewed to." Should the lending library not answer, you mey keep the material
for a second period es long as the original period.

THE ILL REQUEST FORM—A, B, C, AND D

After you (the borrowing library) have accurately and completely filled out

the request form, remove the gold part D. It is your record of the transaction
et this point. Please, if you are using forms with carbon paper, remove only
the cerbon between parts C end D. Parts A, B, and C (still held together on
the left side) are mailed to the lending library, along with a self-addressed
mailing lebel.

The lending library will return the yellow part B (report), mailed first cless
in a window envelope, to let you know (1) that the material is on its way, or
(2) thet for the reason they give on the form they cannot supply what you have
requested. If the material is coming, & self-addressed meiling label will
usually accompany part B for you to use when you return the material.

Gererally part C (pink) is used as a packing slip and is sent with the book.
It is called "interim report" and is alsc used in that way--for instance, to
say that the book you asked for is checked out but thet 1t will be sent as
soon as it is available, etc. If you have requested photocopy, most librearies
will send parts B and C attached to the photocopy insteed of sending part B
separstely.

When you have received the material you requested, you will have 3 of the &
perts of the request form together egain (B, C, and D). Should you need an
extension of the loan period, part C, properly filled out with the date of

the renewal request at the lower right, should be mailed to the lending
library--ceveral days before the due date. Part C will be retwurned to you with
e new due dete.

Part B is your permanent record of the ILL trensaction. When you are ready to
return the borrowed meterisl, include part C (pink) with the material as a
packing slip. Mail part D (gold) separately as the notice of return.

When the returned meterial is received in the lending library, perts C end D
are discerded. Part A (white) is the permanent record of the lending library.
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REVISED INTERLIBRARY LOAN FORM, JUNE 29, 1977
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DUE
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O Request of
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