INTER-LIBRARY LOAN

Our Patron request to borrow:

When a patron needs material he/she thinks is not available through the University Libraries:

1. Have the patron fill out an ILL form on the web at these sites www.nd.edu/~ill/forms/illbook.htm & www.nd.edu/~ill/forms/illphoto.htm
either for a book or a photocopy with as much information as available. Look for ISBN or ISSN in green Cassi (Chemical Abstracts Service Source Index) books in ready reference section for serials or a web search in World Cat for books. (Patrons should not use any abbreviations in their requests.) You may also find these numbers in Amazon (www.amazon.com). The patron can also fill out an Ill form in paper format located in the hanging file folder in the bookcase to the right of the circulation desk. 

2. Search opac to be sure we do not own it.

3. Search British Libraries database.  If they have it, order it from there. Use your discretion and/or consult the supervisor when ordering from this source, as it costs the library approximately $30 per article.  User log on name and password – see supervisor. Use the 24 hour fax option.  Print a copy of the request. Put the patron’s name, today’s date, your initials and the confirmation number at the top and place it on the clipboard above the typewriter.

4. Fax handwritten forms to ILL (1-8887).  Place the form in the “ILL request” (blue) folder in the bottom drawer to the left of the circulation desk alphabetically by patron.  Record the number you receive and the number you send over to ILL and the British Libraries requests on the stat form.  Such as rec’d 3 requests, 2 sent to ILL - 1 British Libraries. 

5. If we have a request on the web we must make a printout of the request.  When we have checked that we don’t own it and after updating the information (1) who has it. (2) ISBN or ISSN, we forward the request to ILL ILL.1@ND.EDU.  Write today’s date and “fwd” on the top of the sheet and place it in the “ILL request” (blue) folder in the bottom drawer to the left of the circulation desk alphabetically by patron. 

6.  If the request is a rush forward it to ILL and call Ken Kinslow, supervisor of ILL (1-9832) to let him know that it is a high priority item.  If the request is on a handwritten form, fax it to ILL (1-8887) with the word “rush” written in black marker on the top.  Call Ken to let him know it is coming.
When items come in:
If the material is a photocopy: for the Chemistry and Physics department patron, pull the original request out of the “ILL request” (blue) folder.  Doc Del and other special requests (British Libraries, etc.) are kept on the clipboard above the typewriter until we receive the item.  Write “rec’d”, the date, and your initials on the form and place it in front of the brown expandable folder in the drawer to the left of circulation desk.  (We keep them for about 3 months for reference and then throw them away)  Place the photocopy in an envelope with the patron’s name, department and status (for grad students and faculty) on it and place it in the patron's departmental mailbox.  For undergrads and other department patrons, send it through campus mail.  

If the material is a faxed rush request:  ILL calls us to let us know it is in.  A Chemistry/Physics staff member or student will walk over to pick it up as soon as possible.  We then notify the patron by e-mail or phone that the item is in his or her mailbox.

If it is a book:  fill out an ILL Book Tracking Form (located on inside flap of blue folder) and staple to request.  Fill in pertinent information.  Send an e-mail to the patron using the “New Message With…” option in Eudora.  Choose “ILL Book Available” message.  Keep the request form with the book until the patron comes to pick it up. There is no recall option available on an ILL item.  
1. When the patron comes in for the book, remove the form, fill in the pertinent information and put it in the “ILL outstanding” (red) folder in the drawer. 

2. These forms must be checked each day, and if past the due date, send an overdue notice to the patron.  To send an overdue notice, go to “new message with in Eudora and click on “ill-overdue.”  

3. The white slip with the due date that comes with the book from ILL remains in the book.  This slip must be intact when we return it to ILL.  Put the book in an envelope and send to Linda Gregory. 

4.  If the slip is missing, write the patron’s name on a piece of paper and put it in the book. 

5. Write in the return date on the notification form found in the “ILL outstanding” red folder and put it in the brown expandable folder that holds completed requests.   


When the item is returned to the library:
1. Pull the corresponding form from the red “ILL outstanding” folder.  Fill in the   date returned and file in the brown expandable “finished” folder.

2. If the item originated at the Hesburgh reference desk and not chem./phys, send the item directly to Susanna in ILL.  She will take care of it.
Other Libraries request loans or photocopies
Requests from other libraries for us to loan material are faxed to us first thing in the morning from the Hesburgh Library ILL department.

1. Search for the material.

2. E-Mail the reply (go to “New message with” and select “ILL response” ) to "ILL" Subject line: Sheila (i.e. 2 of 3 or 4 of 4)

3. If the answer is no, give the number (1 of 1, etc.) and a brief reason why, i.e., New Book Shelf (we do not loan out items to ILL which are currently on the new book shelf), bindery, missing journal or reference book.

4. If the answer is yes and the request is for a photocopy, make the copy with the Ill photocopy card located in the top drawer to the left of the circulation desk (students can do this when they are available), stamp it with the copyright stamp (if copyright not on article) or copy inside cover page with copyright information.  Send it to ILL (Sheila).  If the article is more than 20 pages, charge the journal out to the ILL patron card (located in the top drawer to the left of the circulation desk) and send it to be photocopied in the Hesburgh Library.

5. If the request is for a book, charge it to the ILL patron card, write "sent to ILL" and stamp with the 28 day stamp (even though there is a longer due date showing on the screen) on the date due slip. Send to Sheila ILL Hesburgh Library.

NOTE: If many requests by one patron, process five or six a day depending on available time.
6. Record the number on the daily statistic sheet.

Contact People:  ILL supervisor, Ken Kinslow (1-9832)



    ILL Senior Library Specialist, Linda Gregory - (1-6260)

Special note: On occasion, people from outside of ND will contact the Chem/Phys library directly to ask us to send them materials.  It is the general policy of the library to direct that person to use Interlibrary loan, either through their local library or the institution to which they belong.  
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