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«° PART I. INTRODUCTION
A. FORWORD

L
This manual results from th: efforts of many Indiana librarians.
Specifically, the Network Coordinating Committee (NCC) of .the Indiana”
State Library Advisory Committee (ISLAC) appointed a Task Force tp
review ‘interlibrary 1 in Indiana. The specific charge to the task
force was:

"To gather, review and analyze pertinent statistics

in order to gecamend a new phased-in statewide ILL .
plan for all Indiana libraries. Suggested topics for
study and review include among others:’ TWX, OCLC, the
present ILL code, camunications, and standards for ° ] ,
statistics."”

The results of the Task Force deliberations are presented 1n this
report. '

'Ibe compos1t10n of the Task Force changed over a period of time.
Former members of the Task Force are: Harold Baker, Indiana State
University Library; Dan Fast, Stone Hills Area'mLibrary Services
Authority; Sharon Wiseman, Indiana State labrary; and larcy Griffin and
Jim Self, Indiana. University Libraries. The Task Force was appointed by
_ Earl Tannenbaum, Indiana State University Library, who served as
Chairperson of the Network Coordinating Cammittee. The support given to
the Task Force by Mr. Tannenbaum was vital 1n getting its work underway
and ‘he 1s hereby acknowledged. Mr. Ray Bwick, Director of the Indiana
State Library, in addition to encouraging this effort, made available
the resources necessary to issue and distribute this publicatiﬁon.

We also with to acknowledge assistance provided to us by the staff
of the Extension Division of the Indiana State Library, ALSAs, INCOLSA, '
and the many librarians who helped throughout ‘the study. )

And finally, special mention is due Debra Renbarger of INCOLSA who
formatted and typed this manual. Comments about this report should.be
sent to the attention of the Network Coordinating Cammittee 1n care of
the Indiana State Library.
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Interlibrary Loan Task Force

Barbara Evans Markuson (
{Chairperson). W
Elizabeth Booth-Foor (,'Bartholanew

County Public Library)”

Dave Bucove (Anderson-Anderson

- Stony Creek Twp. Library)

Peggy Curran (Naval Weapons Support
Center Library) :

Adele Hoskins (Scientific Library,
4 Eli Lilly & Co.) ‘

v

.

Jim Kennedy (Lilly Libra'ry,
Earlhan College)

Sara Laughlin (Stone Hills Area
Library Services Authority)

Robert Miller (University of
Notre Dame Library)
-
Macry Oppman (Portage Twp. .
School s) .

Martha Roblee (Indiana State .
Library)




B. RESOURCE SHARING IN INDIANA

) . .
A long-range objectivé-of the Network Coordinating Committee of the
. Indiana State, Libracy Advisory Council is improved services to users

through effective interlibrary cooperation. Traditionally, resource
sharing has been a focal point of interlibrary cooperation. Network
technology, the information explosion, and econamic pressures have sti-
mulated increased resource sharing activity. It seemed useful, there-
fore, to trysnto bring t:ogether in one document a description of current
‘resource sharmg act1v1t1es in Indlapa.

This manual reflects our current state of resource sharmg The,
section on interlibrary loan is quite detailed; in contrast there is at
present little to say about’ document delivery as a statewide service. N

Both the Indiana Governor's Conference on Library and Information ~
Services and the White House Conference on Library and Information - ¢
Services emphasized the need for improved interlibrary networking to 2
meet the information needs of our citizens. This manual is an effort
toward this larger goal.



" . C. USE OF THIS MANUAL .
7~ “
This manual concentrates on resource sharing fram a statewide
perspective. Its objective is to encourage appropriate and informed
use of resource sharing mechanisms and services. As each library adopts
and follows cammon policies ahd procedyres, rore efficient sharing

should result and user services should improve. - B

Since no statewide resource sharing or ILL Code now exists, fhis
manual codifies general practices and provideg guidelines based on
existing interlibrary loan patterns. The intent of this manual is not
to impose rigid guidelines, but to offer several options as described
along with recommended procedures for each. . -

To, facilitate revdew, use, and revision, this manual is organized
so that each major aspect of resource sharing, is dealt with ina .
separate part. Within each part, the material is arranged so that the
policy governing an operation is presented” before the procedure by which
it is carried out. , .

To facilitate use of the manual, policies, and procedures are
interleaved but printed on paper of different color. The Appendix pre-
sents additional reference material which either could not be readily

accomodated in the text or which might. be of interest to the majority of -

users.
[4

»

* Plans are to issue revisions and updates to this manual on an
annual basis. A comment sheet js provided in Appendix M. Please dupli-
cate this sheet and forward your suggestions so that this manual can be
improved each year. R :

This manual may be éupllcated for wider dissgmination within each
library as required. Questions or interpretation of 'the manual¥ should
be referred to the Extension Division of the Indiana State Library.

)
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PART II - IL® GUIDELINES
N\ Section A: TNTRODUCTION

v,
» -

Background Information : . .

Library users have the right to pursue all possible avenues

in seeking information. T help them overcome the information

limits inherent in any given local collection, libraries have s
negotiated over the years various interlibrary arrangements to
open other collectigns to their'users: These arrangements
incllde:. visiting privileges, reciprocal borrowing, deposit and
revolving oollections and interlibrary loan. This sectionsfocu-
ses on the interlibrary loan metho® of user access.

» To help prevent possible abuses of this cooperatlve service
it is common to negotiate certain protocols, p011c1es, and proce-

* dures. Thus, the National Interlibrary Ioan Code describes those

arrangements that have been negotiated at the broadest, i.e. f
nationwide, levet. This code, in general, restricts interlibrary .
loan privileges to users needing material for "serious study" and
"resetrch." (The Natlonal Interlibrary Ioan Code is presented in
Appendlx A of this manull.)

To suypplement this code, many states have adopted codes that
are more liberal., These codes allow usérs to seek materials on
interlibrary loan for educational, recreational, and cultural’ ) »
purposes in 2ggitlon to serious study and research. As well,
these state es have tended to be more liberal in the types of
materials that may be borrowed.

Thus, the fradition has been established that the state
responsibility. for meeting user information needs through
interlibrary loan is broader than the national responsiblility.
Among factors contriputing to this tradition are:'v - .

bl

1) the idea that the user should be given- as
rapid service as possible and that docu-
ment delivery is distance dependent,

-~
2) the belief that resources should be
accessed in a hlerarchlcal fashion -
€.9., local area, state, regional,
national, and intermational, both to
distribute the load and to improve‘ speed
. of delivery as noted above,

LY

3) the fact that, when information about
holdings was limited, a few large )
research librariés bore’the brunt of ) * !
national interlibrary loan, and

4) Federal funding for interlibrary secvices

(e.g. LSCA) was distributed at the state

level, whereas no national funding is Co— ’
101




made available for: inter-state
interlibrary loan services. -y

Over the past several decades, then, interlibrary. loan has
become an essential servicq forlibraries of all types that want
to help their users obtain information without being limited by
the budget am#l -scope of “the local collection. However, it is a
strong tenet of librarianship that interlibrary loan is an
adjunct to, and not a substitute for, collection development at
the Tocal library. . Each library must maintain a collection ade-
quate to meet most of the information needs of its primary clien-
tele. P

Users are best segrwed when interlibrary loan operates effi-
ciently, with as few restrictions as possible. Both users and
libraries share responsibility if the interlibrary system is to
work well. While interlibrary loan is one of ti# best examples
of public and private resource sharing, it fests basically on the
assumption of equity. When all iy said and done, no library is
funded to serve another library's users and interlibrary loan is
inherently far more exgensive than a local loan. In general,
interlibrary loan has not been recognized as a likrary function
requiring’a line item in the budget - 1t has been supported from
"good will." As users make more sophisticated demands on local

’

collections, interlibrary loan has increased and the need for o~

more consistency and standardization of procedyre has become
apparent. (This manual recommends actions needed and practices to
be followed to promote an increasingly effective 1interlibrary
loan service for Indiana library users.

. If your library should ehoose to participate 1n interlibra[y
loan, serveral maxims should quide your provision of an ILL. -
service. , N

, . - )

1. Each library should inform its ygers of the purpose of
interlibrary loan and of the library's interlibrary
borrowing poliey. , .

2. The interlibrary loan staff of each library should be
familiar with, and use, relevant interlibrary loan
policy and procedural documents and aids.

Since interlibracy loan costs time and money, policies$
and procedures need to be planned carefully to increase
efficiency.

Keep the users' needs 1n mind because they are the
ultimate beneficiaries pof 1nterlibrary loan services.

. Before initiating each interlibrary loan request each -
library should to consider four other alternativesg
1. Has there been a reference interview which uncovered
the fact that the prospective interlibrary loan
borrower did not use your own library-effectively and .
that yop% collection can actually meet the user™s
“needs? - .

Is there a continuing demand for the requested material

o \.102
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so that your libracy should buy it rather than borrow
it? .
'3. Is ceciprocal bdrrowing a better solution for the user
than integlibrary loan? , . '
4. Would it be more efficient, in theé case of requests for )
periodical and serial articles, to purchase the needed
article or issue from a reprint Supplier? * -

[y

A consideration of these alterhatives can reduce the expense and ~
increase the effectiveness of interlibrary }oan service,

There are two general sets of circumstances leading to an
ILL request: 'The librarian may independently determine that ILL
'is necessary to satisfy user needs; or a patron mgy< specifically
request such service. Ioeal policies and procedures are needed
for both situations. This manual is designed to aid the library
in dealing with both of .these approaches to ILL. -

~

ra/
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[ 4
CRGANIZATION OF PART II

Part II, Interlibrary loan Guidelines, is divided into sections by the
borrowing and lendi:!g,d;unction, and their two related concerns of statisti-.
cal record keeping fingncial support. The borrowing ‘and lending sec-
tions are divided into subsections by individual steps. Within each

i+gubsection, the material is divided into policy statements and-grocedures
to be followed. The policy statements are printed first on white paper.
Inmediately following each policy are sZcif'ic Procedures relating to thé
policy. SThe procedures are Printed on a different color paper to enable
the réader.of this manual to’'readily distinguish policy from procedure., It
is hoped that this arrangement will facilitate the use of the manual in
staff trai‘ning by allowing a staff member to easily find the correct proce-
dure to*follow for each policy.

Y

\ 8
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Séction B: BORROWING POLICY

T

1. BORROWING POLICY - Responsibilities of Borrowing Libraries -

1.

A, General (BORROWING PFOLICY - Responsibilities) ”

1)

user .

Interlibrary bbrrcwing does' not relieve any li‘b‘rary of the -
ges;;)réibilityhof developing its own oolléction and pz?kriding T
r'efefen‘pe service so that the collection may be.us‘e_d/effec-‘ '
tively. Each libr.ary is expected to provigie the cesourcés to
meet the u;ual needs of its psers,

Borrowing libraries are responsible for defining users eli~

gible for interlibrary loans but, -are encouraged to make

ingerlibrary loans as broadly accesslble as possible to every

)

N

Unless permitted by local or regional agreements, borrowing

-

libraries will not o'rdin'arily 'reqlfest:

a) Items in recurring demand in their own libraries;
h) Rare materiéls;

c) A large number of 1tems and/or copies for one person at

any one time from any skngle library;

-d) 'mplicateé of titles already owned, unless . the local copy

* is missing;
%) Unique materials that would be difficult or impossitle to

replace.

105
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. : Section B: BORROWING, PROCEDURE -
s 1. BORRGNIM;‘PR(IEDURE - Responsibilities of Borrowing Libraries

.

1. A. General (BORROWING PROCEDURE --Responsibilities) .
Each library shall estiblish local ‘procedures to ens{)‘re compliance
with the 'mlicies,articulatéd in Section B:l.A,

4 ) . 4
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ILL Interview (BORROWING POLICY - Responsibilities) .

Borrowing libraries are responsible for irgt'ervieblinq ‘prospective
interlibrary loan users to be sure that they have used‘ﬁheir local
library effectively and that their requests are directly relevant

to their needs. ¥}

|

O
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ILL Intecview (BORROWING PROCEDURE - Responsibilities) '

An interview is an important first gtep when a user asks for an
interlibrary loan. Goals of this interview are to determine
whether the local library has been used effectively and whether the
material requested is likely to satisfy the user's needs. Both of

4
these goals can be met if the interviewer asks questions to elicit

the following information: )
1) Any deadline for the receipt of material.
2) The extent to which local resources have been utilized.
3) The specific(purpose for which material is requested.
4) Source of cited publications
Depending on the answers to these questions, the library may recom-

mend ILL or other modes of resource sharing. (Sample ILL interviews

are 1ncluded in Appendix B.)

108




1.'C. Item Identification and Verification (BORROWING POLICY -

‘A '4 . Responsibilities)
The borrowing library should use standard bibliographic techniques ®
to provide as camplete a bibliographic verification as possible of
v requested materials. This will enable the lending library to

determine quickly and easily if it has*the item requested.

109




1. C.- Item Identification and Verification (BORROWING PROCEDURE -

. Responsibilities)

1)

- .

General guidelines for citations.

If possible do not use initials or abbreviations unless these

initials or abbreviations are the actual title of the item.

[

Abbreviated citations, when the borrowing library is unable
to interpret the abbreviation, must be cited exaétly as given
;n the original reference. There will be times when all the
information needed on a request will not be available,
however requesgs should contain as much information as
possible.

]

Item Verification

Verification means to establish the existence of a particulsr

item and to supply a complete bibliographical citation. If a
réquest cannot be verified, indicate this fact on the ILL
request form with a notation of the sources checked, and 1if
possible the specific source of reference from which the user
learned about the 1tem.

o

When an item is located in one of the verification tools,

—

give ‘the standard abbreviation or name of the source and as

much information as necessary to verify the citation.

Suggested Tools and Sources

Below is a list of suggested tools and sources for ‘a‘,;j‘

hafs

bibliographic verification, Libraries having access ta com-
puter data bases will generally make this their first

priority in searching.




\\ ) 1

«. Monograph Verification Tools and Sources
STANDARD
PUBLISHED SOURCES . ABBREVIATION
I;merican Book Publisfuing Record y ABPR
Cumulative Book Index . . CBI
National Union Catalog NuC
Monthly Catalog of U.S. Government Publications MC
Wilson Standard Catalogs
Applied Sciences and Technology Index ASTI
Art Index a— . ARTI
Business Periodicals ‘Index < BPI
’ Education Index EDI,
; General Science Index /‘ GSI
Humanities Index - * HI
Social Sc'%ence Index SSI
Abstracting and indexing sources such as:
Readers' Guide RG
Index Medicus, M
Biological Abstracts, | BA
1 Books in Prfint BIP .
Forthcoming Books FB
Pape.rbound!, Books in Print . ~ PBIP
JBooklist ' . |
Library Jbumal ‘ ~ LJ
Book Peview Digest . BRD
Publishqés' '.I‘rade List An;mual . - PTLIA




®

Monograph Verification Tools and Seurces (cont'd)

COMPUTER DATA BASES

OCLC data base
Bibliographic Resrieval Services
Lockheed Information Systems

L

System Development Corporation

W

L

ocLC

BRS

\/

DIALOG

SpC




Periodical and Serial Verification Tools and Sources

+

/
PUBLISHED SOURCES s

Abstracting and indexing sources, ssuch as
Ulrich's Intemational Periodicals Director)}

-

~ Indiana Union List of Serials )
New Serial Titles
Other union lists

COMPUTER DATA BASES

{ OCIC data base

*Indiana Union List of Serials (OCLC)

Audiovisual Materials Verification Tools and Sources

¥

PUBLISHED SOURCES .

Bowke;"s E‘ducatior'ual Film lLocator

Limbacher's Feature Films on 8mm, lémm,
and videotape

National Information Clearinghouse for

. Educational Materials

National Union Catalog

COMPUTER DATA BASES

OCI( data base
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Iocation-Adentification (BORROWING POLICY - Responsibilities) . * >

1)

2)

To make ILL work effectively, the borrowing library will nor-

The borrowing library agrees to make every effort to locate

»

material cequested using locally available sourges.

. mally follow a hierarchical order in its quest for materialss -

. ( . . . .
i.e., local, ALSA\area, state, regional, natipnal and international

L)
sources . \

k)
v

The State Resource\Center libraries will not normally handle

. an ILL request for which location has not been verified. -

114
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1. D. Location Identification (BORROWING PROCEDURE - Responsibilities)

1)

2)

Y

The borrowing library or 'ALSA Center is expected to use -all

=
-

sources available to - it to detemin\e the location of the
_material being requested.

When a specific location of a requested item is found, idenh-
’L t/l/fy the holding library clearly and eite the source where.
the location information was found. When a location for a

“request t;as not been found indicate specifically on the

reque§t form: "Location not verified."” N
Some sourcgg of lgcation information are the following:
OCLC data base

Indiana Union List of Serials (IULS)

National Union Catalog (NUC) ’

National Library of Medicine Current Catalog (.CA‘ILINE)
Un.ion List of Serials

Chemical Abstracts

ﬁew Serials Titles .
i Regional, State, ALSA and Local Union Lists ",
Union Catalogs ' ’

Specific Library Catalogs

115
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4

Copycight law * (BORROWING POLICY - Responsibilities)

The borrowing library is responsible for complying with the

.
Copyright Law (Title 17, U.S. Code), and its accompanying guide-

lines. Further references on cgpycight are provided in the

\

bibliography in Appendix N.
Curcent compliance policy requires that:
1) The borrowing library must indicate CCG or CCL on every

request ., .

The borrowing‘library must maintain records of all requests ,

for copies. These records must be retained for three calen--
dar "years. ‘ , : *

-

Libraries are responsible for displaying.copyright notices as

required by the Copyright Law.

[ 4




Copyright law (BCRRCW?NS PROCEDURE - Responsibilities)

1) Compliance with Copyright Law and Guidelines (CCG/GGL) -

When making an interlibrary loan requesf, the requesting
library must indicate either CCG (Conforms to Copyright
,{, Guidelines) or 3CL (Conforms to Copyright Law) on the request.

a. CCG: Conforms to Copyright Guidelines - CCG will indicate

" that the request is in conformity to the "Guidelines fdr'
the Proviso of Subsection 108(g)(2)." These guidelines
were developed by the National Ca:missidn on New .
Technological Uses ®f Copyrighted Works (CONTU), have
become known as the CONTU Guidelines, and relate directly
to interlibrary loan. '

CCG -is checked on the interlibrary loan request form, or

the code CCG transmitted,” when the request is 1n con-

formity with the CONTU Guidelines. Keep in mind that
¢

these Guidelines applcy only to two general categories of

materials: Copyrighted periodicals pL;blished within five
years prior to the date pf request, and excerpts from
other printed works under copyright protection. /E\CG
should be checked when:

i. A copyrighted periodic:al article.less than five years
old is requested., A lib ry may receive frpm another
library or archives up to-five copies per calendar
year of articles published in a given periodical
within the last five calendar years. (h\ly five may

be ‘réceived fram that five year run. If the demand
' ‘ 3

117



.

— E. Copyright law (BORROWING PROCEDURE - Responsibilities)

ii.

iiig

is greater than five per year, the borrowing library .

should consider a subscription.

A copyrighted article or excerpts from a book which
the requesting }ibrary owns or has on order but which
the borrowing library ;s unable to supply promptly.
CCG is checked on the bthx of the form, bﬁéﬂihese
requests are not charged against the five per year
limitation. »
Excerpt from a copyrighted book. Every year for as .
long as that book is copyrighted, a,library may
receive five interlibrary loan photocopies of
excerpts. If demand is beyond five per yéar, the
requesting library should try to purchase the full

work.

b. CCL: Conforms to Copyright Law - Use of the code CCL

will mean that the request is legitimate because it is

authorized elsewhere in the copyright law.

( CCL is checked on the interlibrary loan request\ngTi or

the code CCL transmitted, when the request is legitimate

because it is authorized by parts of, the Copyright Law

. other than the CONTU Guidelines. CCL is transmitted

under the following circumstances:

~ i,

The request is for periodical material older than
five years. A library mightemeed and could receive
more than five copies a year, according to the needs

of the local users. ’/
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E. Copyright law (BORROWING PROCEDURE.- Responsibilities)

. iii,

iv.

Use of Records
Before making a request, the borrowing libréry

4
+« must check its records.
Y

1f the number of previous requests filled does not

exceed the CONTU Guidelines, the request may be made.

1f the request exceeds CONTU Guidelines, at least
three ocourses of action are possible.
a) The library may borrow the original work.

b) The library may request permission from the

copyright holder to make copies, with or without

~  payment of a royalty.

c) The library may obtain the copy and pay the
rsyalty through the Copyright Clearance Center.
(See Appendix C.) .

Retentiodn of Records
The Qppyright request file and the master file of

interlibrary loan requests must be kept until the end

of the ;hird complete calendér year after the enhd of
the calendar year in which a request shall have been

made . ‘Fhus, for a fequest made on any date in 1978,

the record must be retained until December 31, 198T,

Information contained in the records should be sta-

tistically summarized before records are destroyed.

The summary may be useful for the five year review

mandated by Subsection 108 (i) of the Copyright Law
}

\as well.as for intefnal ﬁanagement purposes.
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E.Copyright law (BORROWING PROCEDURE = Responsibilities)

2) Copyright Notices and Warnings ' ‘
The C‘opyright Revision Act of 1976 requires four (4) war-
nings and notices for libraries and archives’in the reproduc-
tion or distribution of photooopi;ed works. In instances a.

t . and b. below, the }suggested languagé was developed by the
American Library Association/Reference and Adult Services

Division/Interlibrary loan Committee and approved by ALA. 1In

’ instances c. and d. below, the lanquage is a final requlation

from the Copyright Office, Library of Congress, published in

the Federal Register, November 16, 1977, p. 59264-5.

a. A notice of copyright must be included on thé reproduc-
tion of any copyrighted work according to Subsection 108
(a) (3): The suggested wording is:

Notice: This material may be protected by ‘
’ copyright law (Title 17 U.S. Code).

A library may choose to stamp this sentence on the first

.pie_ce of ®ach item photocopied, to attach it to the glass

r ) on the photocopying equipment so that it is automatically
"transferred to each sheet, to attach a sticker bearing
this notice to each item photocopied, or to use same
other method whereby this/amestsage is affixed to all
repcoductions.' This notice does not apply, however, for
reproéuction on unsupervised reprociucing equipment, but
only when the libracy o.r one of its employees 1is repro-

_ducing or distributing. (See b below)
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E. Copyright law (BORROWING PROCEDURE - Responsibilities)

iii. Use of Records
Before making a request, the borrowing libra;y
must check its records.
If the_rl:ny(of previous requests filled does not
exceed the CONTU Guidelines, the request may be made.
" If the request exceeds CONTU Guidelines, at least
thp:ge courses of action are possible.,
a) The library may borrow the original work.
b) The library may request permission from the
copyright holder to make copies, with or without
« payment of a royalty.
c) The library may obtain the copy and pay the
P
~ royalty through the Copyright Clearance Center.
! (See Appendix C.)
iv. Petentilon of Records
’Ihé oopyrlg'ht request file and the _master file of
in.terlibrary loan requests must be kept until the end
of the third complete calendar year after the end Qf
the calendar year in which a request shall have been
made. Thus, for a request made on any date in 1978,
Yhe record must be retained until December 31, 1981.
Information contained in the records shou}d be sta-
tisticélly summarized before records are destroyed.
h The sumnary may be useful for the five year review,
mandatea by Subsection 108 (i) of the Copyright Law

as well as for 1internal management purposes.’
.121
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E.Copyright law (BORROWING PROCEDURE - Responsibilities)

2) Copyright Notices and Warnings ’ .
The Copyright Revision Act of 1976 requires four (4) war-
nings and notices for libraries and archives in the cepz?oduc-
tion or distribution of photocopied works. In ingtances a.
and b. below, the suggésted language was developed by the‘,
American Library iation/Reference and Adult Services
Division/Interlibrary Loan Committee and appr?ved by AlLA. In
instances c. and d. below, the language is a final regulation
from the Copyright Office, Library of Congress, published in

the Federal Register, November 16, 1977, p. 59264-5.

a. A notice of copyright must be included on the reproduc-
tion of any copyrighted work according to Subsection 108
(a) (3): The suggested wording 1s:

Notice: This material may be protected by .
copyright law (Title 17 U.S. Code).

A library may choose to stamp this sentence on the first
piece of each item photocopied, to attach it to the glass
on the photocopying equipment so that it is autamatically
transferred to each sheet, to attach a sticker bearing
this notice to each item photocopied, or to use scome
other method whereby this message is affixed to all
reproductions. This notice does not apply, however, for
rgproduction on unsupervised reproducin; equipment, but
only when t.he‘ library or one of its em[;loyees is repro-

ducing or distributing. (See b below)
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E.

Copyright law (BORROWING PROCEDURE - Responsibilities)

L3

b.

*
A copyright warning notice must be displayed on unsuper-
vised reproducing equipment located in a library or

archives as required in Subsection 108 (f) (1).

Notice: The copyright law of the United States
(Title 17 U.S. Code) governs the making of photo-
copies or other reproductions of copyrighted material.
The person using this equipment is liable for any
infringement .

This does not mean that the above notice must be
displayed in or on departmental reproducing machines
which are unsupervised, but only those which are located

in a l‘i'brary or archives,

c. A "Display Warning of Copyright" is to be displayed at

the place where orders for copies or phonorecords are
accepted, e.g., interlibrary loan departments, copy cen-

ters where library staff accept orders from users, etc,

other reproduction. One of these specified conditions is

NOTICE
Warning Concerning Copyright Restrictions

The copyright law of the United States (Title 17, United
States Code) governs the making of photocopies or other
reproductions of copyrighted material.

Under certain conditions specified in the law, libraries
and archives are authorized to furnish a photocopy or

that the photocopy pr reproduction is not to be "used for
any purpose other than private study, scholarship, or ]
research."” If a user makes a request for, or later uses,”
a photocopy or reproduction for purposes in excess of
"fair use," that user may be liable f@r copyright
infringement. ?

This institution reserves the right to refuse to accept a
oopying order if, in its judgement, fulfillment of the
order would involve violation of copyright law.




E. Copyright law (BORROWING PROCEDURES - Responsibilities)

The warning shall consist of a verbatim reproduction of
the above notice, printed on heavy paper or other durable
material in type at least 18 points in size, and ghall be
displayed promin!‘tly, in such manner and location as to
be clearly vidible, legible, and comprehensible to a
casual observer within the immediate vicinity of the
place where orders are accepted.

For the "Order Warning of Copyright" required by
Subsections 103(d) (2) and 108(e) (2):

The identical language i; c. above, the "Order Warning of
Copyright™ is to be included on printed forms supplied by
certain libtaries and archives and used by their patrons

for ordering copies or phonorecords. ,/[The warning shall

!
be printed within a box located praminently on the order
form itself, eithe:von the front side of the form or
immediately adjacent to the space calling for the name 6:
signature of éhe person using the form. The notice shall
be printed in EQpe size no smaller than that used predo-
minantly throughout the form, and in no case shall the
‘type size be smaller than 8 points. The notice shall be
printed in such manner to be clearly legible, comprehen-
sible, and readily apparent to a casual reader of the

form.
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Form of requests (BORROWING POLICY - -Responsibilities)

Requests may be made by mail on the standard American Lib,rary

Association (ALA) form or on %ther printed forms used within locai
cooperative arrancjement:; by teletype (TWX); by OCLC; by telephone,
when the lending library agrees; or by any other method agreed upon -
by borrowing and lending libraries for use within local oooperati\}e

arrangements .,




l. F. fbrm of requests (BORROWING PROCEDURE - Responsibilities)

A sample ALA ILL request form is shown below. Sample completed ALA

" ILL forms are in Appendix E. These forms may be purchased fram

¥

libracy suppliers.




1. F, Form of requests ( BORRONING PRCIJEIIJRE Responsibilities)

The elements necessary to complete the form for various types of ‘

ma_tecial are listed below.

MONOGRAPH REQUESTS //
When submitting author/title requests, includé the followiﬁg
information:
Requesting library
* Date of request
Author
Title
Publisher
Date of Publication
Edition
ISBN (if available)
Source of verification or source of reference .
Date after which material is no longer needed,”if apvplicable‘
Maximum cost
For government publications, include the following additional
information:
Superintendent of Epocunents classification number
Item number

% ‘ .
Issuing Agency .

Date of issue

'
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F. Form of requests (BORROWING PROCEDURE - Responsibilities)

) PERIODICAL AND SERIAL REQUESTS v
When submitting periodical and serial requests, include the
following information:
Requesting 1ibranjy
Date of requt;st
Title of periodical (serial)
Volume number i
Date, incf‘luding month and year, of article
& Pages of article *
Author of article
Title of article

.

ISSN (if available)

- Source of verification and/or source of reference
' . Date after which material is no longer needed, if applicable
Maximum cost ' .

' . Notation concerning compliance with copyright laws
CCL if. request adheres to copyright law
CCG if request adheres to ocopyright guidelines*

L J

*Any type of request that will result in photocopies being provided must carry
- the appropriate notation. -
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F. Form of requests (BORROWING PROCEDURE ~ Responsibilities)

A-V MATERIALS

Requesting 1ibcar; ’
Date of request

'Title ) Lo
Distributor or producer

Format

Date needed

Alternate date -

Source of verification and/or source of reference

Maximum cost 1

T
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SUBJECT REQUESTS. (BORROWING POLICY - Responsibilities)

Subject requests, which are Q&Es‘lde the scope of the n,ational ILL
.code,’ are appropriate interiibrary' loan requésts only when thgre is
 an existing agreer;\ent for such services between the borrowing and
. lending libn:ary. .This service. is providedyto member l.ibraries by

Area Library Service Authorities/ILI Reference and Referral |\

Centers and to all libraries by the Indiana 'State Library. The,

borrowing library should make the subject request as specific as

Rsible . ' 2

-




2. SUBJECT REQUESTS (BORROWING PROCEDURE - Responsibilities)

2. A. Because the processing of a subjecf request Aath the lending library
is an atypical ILL routine, it generally will require referral to a
reference librarian. To facilitate the efficient selection ‘of

Y" appropriate'. material, the borroding' library should p'rovide the
‘following information:
Subject area of request with as much specificity as possible.

Appropriate user information, e.g. level of expertise, juve-
nile -or adult.

Type of material required:

i. Beginning,-general or advanced
ii. Popular ¢r technical

iii. Format '

-_

Sources already used by requesting library or patron. -

Intended use of material.

Deadline for receipt of material.
Maximum cost. ‘i .

Number of items desired. '
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3. C.

REQUEST TRANSMISSION (BORROWING FOLICY - Responsibilitieg)
The borrowing library should follow policies set forth in '

& - . . .
Section B:1.D.2) above in seeking prospective lenders. In selecting a

prospective lender t‘;he borrower should avoid placing an undue bur-

den on any liBrary that is not designated as an interlibrary loan -

resource center., In addition, ALSA members should familiarize

. themselves with transmission procedures and resource libraries

within their own area. ’ )

For libraries transmitting requests through their ALSA center the
following general policies apply. )

The Area Library Secvices Agthority Interlibracy Loan/}bferencé
Referral Centers (ALSA ILL/RR Centers) will search both épecific )
item requests and subject requests. These requests will be

accepted from member libraries of all types and from non—meqber

\

\ bublic libraries. The Centers are not required to search- further

than the oontracting ~1ibrary oollectit%ﬂs for non-member publ.ic
libraries, but will forward unfilled requests to the State Library.
Non-manber school, special, and academic libraries within the area
should submit their requests to other channels or directly to the ‘
Indiana State Library.

The Indiana State Library will search its own collection for any
¢

. /

\request received,
1)’ For author/title requests referred to it by an ALSA Center,'g
the .Indiana State Library will also 'attempt to- locate a \\)
holding library if the material is not found in its own
collection. The State Library will refer rec;uestft'oge’r

State Resource Centers when an RISA Center does not have

access to an (IZLLi_‘3§enninal for ILL purposes. - . -



»

2) For subject requests, the Indiana State Library will search
only its own collection.

Id

The State Resource Centers will function as statéwide resource
"‘collections for interlibrary loan item requests. The State *
Résource Centers will accept only verified author/title requests;
subject requests will not be accepted. Such requests must meet the
following conditions.

. v

_ 1) The request must be chan‘neled through an ALSA, except that
libraries with CCIC terminals may transmit requests directly.

2) The State Resource Center must be verified ax holding the
title in its collection.

Health Science Libra;ies

1)° The major gesource 1n Indiana'for medical literature 1s the

"Indiana University School of Medicine Library. Because of

its special responsibility as the /ndiana resource library i;u
the Midwest' Health Science Lfbr,ary Net;ﬂork, it has
established policies and procedures to cover ILL services.

These are spelled out 1n Appendix F. .

2) " For individuals and 1nstitutions lying outside- tee scope of
the Indiana‘University School of Medi\cine Library service,
access to medical lip‘erature is avaiiablg through regular ILL
“channels from larger public and academic libraries and
libraries affiliated with health care institutions.

Information on local spegial arrangements can be obtained

. through ALSA offices.

-
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3. REQUEST TRANSMISSION (BCRROWING PROCEDURES)

The steps outlined below describe normal request transmission pat-
terns. A library should follow the steps appropriate to its N
situation in the order in which the steps are listed.

3. A. Public Libraries (BORROWING PROCEDURES - Responsibilities)

" 1) Iocal level
| a) All ILL requests should be checked for compliance with
all appropriate policies.k
b) Branch libraries should follow policies of the main
lip;ary for request transmission.
c) If material 1§ available in another library in your ledeal
area, refer the reqguest to that librarcy 1fllocal

.

agreements allow.
-

- Pt

2) Area level
a) Requests which cannot be filled at the local level should
be referred to the Area Library Services Authority (ALSA)
v
in your area. For members, ALSAs will follow proéed_res
outlined in 2 below‘:Ed for non-members,procedures in 3
" below. (see Appendix G for list of ALSA centers)

b) For members, the ALSA ILL/RR Centers will search the
contracting library as well as other libraries for the
items requested. The ALSA Center will follow this proce-
dure for member public library requesté that are not
filled at the ocontracting library.

i. For a Fitle request for which a location is verified,

. the request should be referred in the following

order:




REQJESI‘ TRANSMISSION (BORROWING PROCEDURES) Public libraries
- ) ) a. kfer the request to libraries within your ALSA
. ‘ b. Refer the reqflest. to the Indiana State Library or
to other ALSA ILL/RR Centers. '
c. Refer the request to a State Resource Center
known to hold the item.

" d. Refer the request to other libraries within the

state. .
< M ) - .
‘ e, Refer the r/equest to libraries outside of
! Indiana. ’
ii. For a title request for which a location cannot be

found, the request should be referred in the

following order: f

a. Refer the request to member libraries as
practical ' / . .

b. For fictior}, popular nonfiction, children's

" ) materials and paperbacks refer the request to .
. another ALSA ILL/RR Ceqter.. '
c. For other haterials refer the request to the
Indiana St';ate Library. )
iii. Subject requests not filled at the ALSA level shc;uld
be referred to the Indiana State Library or another

AISA center.

c) For requests from non-member public libraries, the
ALSA will search the contracting library and will forward

unfilled requests to the Indiana State Library.

| " @
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3. REQUEST TRANSMISSION (BORROWING PROCEDURES) Public libraries
2) State level /
a) Indiana State Library
‘i. Requests received at the Indiana State Library will
. be searched in the Indiana State Library collecton
‘ _ and sent if fouﬁa in a circulating collection.
ii, If the requested item is not found at the Indiana #
" State dLibrary, an attempt will be made‘ to locate
other sources for the information or item.
iii. Information on the final status of any request will
be sent to the referring ALSA Center. The requesting
library will also be notified if material is being
sent.
b) . State Resource Centers '
i. Title reqguests received at a State Resource,Center
with location verified w}ll be filled if the material
is in the circulating collection and currently
available or if photoocopying can be done.
ii. Requests without location verification or which can- ,
not be filled will not be referred to another source,
.

but will be returned to the requesting agency, i.e.,

! Indiana State Library, ALSA Center or individual

¢ library, as appropriate.
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3. REQUEST TRANSMISSION (BORROWING PROCEDURES)
B. Elementary and Secondary School Libraries
1) Local level / \
a) All ILL requests should be checked for compliance with
all appropri.ate policies.
School libraries should follow policies of the school

-

system for request transmission. \
If material is available in another library in your local
area, refer the request to that library if local
agreements allow, '
Area level
a) Acea Library Services Authority (ALSA) member school
libraries' should follow these procedures.. Requests which
cannot be filled on the local level should be referred to
the ALSA Center in your area (see Appendix G) For mem-
bers, the ALSA ILL/RR Center will search the contracting
library as well as other libraries for the items
requested, \
The Center will search requests following the procedures
described below.
i. For a title request for which a location is verified,
the following order will be followed.
a. Refer the request to libraries within the ALSA
b. Refer the request to the Indiana State Library or
to otk.rer ALSA ILL/RR Centers.

Refer ‘the request to a State Resource Center

to hold the Rem.




" J
3. - REQUEST TRANSMISSION (BORROWING PROCEDURES) School libraries

'd. Refer the request to other libraries within the
state,
Refer the request to libraries outside of
'Indiana. ,
fbr a title request for which a location cannot be

found:

ay Refer the request to member libraries as
practical
For fiction, popular nonfiction, children's

materials and paperbacks refer the request to

v ~ :

anoth’ ALSA ILL/RR Center.
For other materials refer the request to the

State Library

iii. Subject requests not filled at the ALSA level should

be referred to the Indiana State Library or another
ALSA Center . -

’”

c) Non-ALSA member school libraries should refer their ILL
requests to the llocal public library, or the India;\a‘
State Library if there is no local public library.

State level .

a) Indiana State Library
‘i . School library requests received at the state level

will be searched in the State Library collection and

sent if found in a circulating collection.

If the material is not found at the Indiana State




.
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3. REQUEST TRANSMISSION (BORROWING PROCEDURES) School libraries
‘ Library, an attempt w;ll be made to locate other
sources for the:information or material.
For ALSA membegs, information on the final status of

a request will be sent to ‘the referring ALSA Center

and, if materizl is being sent, the requesting

library will also be netified.
For requests received from non-ALSA school libraries,
the Indiana State i&bcary will search its oollection
only. The reqbesting librar? will be sent requested
items or information on the final status of the
request. ‘ ’

b) State Resource Centerg

i. Title requests received at a State Resource Cenéer

with location verified will be filled 1if thé material
is in the circulating ocollection and curréntly

available or if photocopying can be done,

Requests without location verification or which can-

not be filléd will not be referred to another source,
but. will be returned to the requesting agency, i.e.,
Indiana StatelLibrary, ALSA Center or individual

library, as appropriate.




3. REQUEST TRANSMISSION (BORROWING PROCEDURES) .

C. Academic Libraries
1) focal level ( : .

»

a)

b)

c)

<

2) Area level

a)

. b)

All ILL requests should be checked for compliance with
all appropriate policies.

Academic libraries should follow policies of the academic

" library system for request transmission.

If material is available .in another library in your local

area, refer the request to that library if ldcal

agfeements allow. ‘

)

Academic library requests which cannot be filled on the

local levei may be referred to the Area Library SertVvices

aythority (ALSA) in your area (see Appendia‘( G) if the

academic iibrary is a member. The ALSA Center will

search member reduests following the procedures described

in 2 below. Non-member academic libraries may transmit

requests to other libraries or to the Indiana Stéte

Library.

For members,'the ALSA Center will search the contracting

library collection as well as other libraries for the

items'nequested.

i. For a title request for which a location is verified,
the following order should be followed.

a, Refer the request to libraries within the ALSA
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3. REQUEST TRANSMISSION

. J

(BORRCWING PROCEDURES)
or to other academic libraries, consortia or net-

works as appropriate.

Refer the request to the Indiana State Library or

to other ALSA ILL/RR Centers.
Refer the request to a State Resource Center
known to hold the item.

Refer the request to other libraries within the
i

state. \

Refer the request to libraries outside of

Indiaria.

ii. PFor a title request for which a location cannot be |,

3

found:

a.

Refer the request to member libraries as
practical

For fiction, popular nenfiction, children's
materials and paperbacks refer the request to
another ALSA ILL/RR Center.

For other materials refer the request to the

Indiana State Library.

iii. Subject requests not filled at the ALSA level should

~

be referred to the Indiana\State Library or another

AILSA Center. :

3) State level

a) Indiana

Staté Library

-

i. Requests received at the st/a’tp_ level will be searched

in the Indiana State Library collection and sent if

an
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" 3. REQUEST TRANSMISSION (BORROWING PROCEDURES) Academic libraries

found in a circulating collection.

If the material is not found at the I:l'\diana State
Mbra}y, an attempt will be made to locate other -«
sources for the ir;fonnation or matefial.

Far ALSA members, information on the final sj:a_ltus of
any request will be sent to the referring ALSA Center
and, if material is being sent, the requesting .
library will also be notified.

For requests received from non-ALSA academic

libraries, the Indiana State Library will search its

collection only. The requesting library will be sent
requested items or information on the final status of

the request.

b) State Resource Centers -

i,

Title requests received at a State Regource Center
with location verified will be filled if the material
is in the c;irculating collection and currently
available or if photocopy‘mg can be-done,

Requests without location verification or which can-
not be filled will~ not be referred to another source,
but will be returned to the requesting agency, i.e.,
Indiana State Library, ALSA Center or individual

~

library, as appropriate.
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3. REQUESTTRANSMISSION (BORROWING PROCEDURES)

\

D. Speciad libraries, including instétﬁtional libraries .

1)

2)

SN

Iocal level

a) All ILL requests should be checked for compliance with

i . v

k

[
all appropriate policies.

b) Special

libraries should follow policies of the library

for request transmission. .

c) If material is available in another library in your local .

area, refer the request to that library if local

s

agreements allow.

Area level’

a) Area Library Services Adthority (ALSA) member special

library requests which cannot be filled on the local

level may be referr;-:»d to the ALSA Center in your area

e—

(see Appendix G) which will search member requests ‘

~

following the procedures desctibed below.
, EY

itle request for which a location is verified, .

i. For
the following order will be followed. ' -
Refer the request to libraries within the ALSA

a.

or to other area consortia, as appropriate.

Refer the request to the Indiana State Library or

to other ALSA ILL/RR Centers.

Refer the request to a State Resource Center’ ' N

N

known to hold the item.

r s M

Réfer the request to other libraries within the

‘state.
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TRANSMISSION (BORROWING PROCEDURES) Special libraries

e/. Refer the request to. libraries outside of

\ r‘\ ) Indiana.

d ’ ’ ii. For a title request for which a location cannot be

found:
" a. Refer the request to member libraries as
practical .
b. For fiction, popular nonfiction, children's
o ‘ materials and paperbacks refer the request to ﬁ
N B ' - ar;other ALSA ILL/RR Center.

,  c. For other materials refer the request to the

A / ‘ . . State Library ; .
‘ iii. Subject requests not filled at the ALSA level should
/ ¥ ‘ ) ~ be referred to the Indiana State Library or another
‘ . ‘ ) ’ 'ALSA,Center. P .

b) Non-ALSA members special libraries may refer requests to
o their local public library, other libraries and to the
Indiana ,State Library. '
3) State level

a) Indiana,State Library )
~

L]

i. For requests from ALSA r special libraries the
o following procedures agply: /
9 a, Requests received at the State level will be

searched in the Indiana ‘State Library collec-

| _ tion and sent if fothd in a circulating collec-

| 4 . ‘ tion.




3. REQUEST TRANSMISSION (BORROWING PROCEDURES) Special libraries
b.y If the material is not found at the Indiana
. . State Library, an attempt will be made to
locate other sources for the information or
) material. : '
c. Information on the final status of any request
will be sent to the referri.ng &SA Center and,
, o if material is being sent, the requesting
1fbrary will also be notified.
ii. For requests received from non-ATSA mer‘nber school
libraries, only the Indiana State Library collection
will be searched.

b) State gesource Centers . ,

i. Title requests received at a State Resource Center

& with location verified will be filled if the material

y is in the circulating oollection and currently
available or 1f photocopying éan be done.

ii. Requests ‘without location verification or which can-

{
not be filled will not be referred to another source,
" : but will be returned to the requesting agency, i.e.,
. Indiana State Library, ALSA Center or individual
’ libragy, as appropriate.
\ -
- ~N

¢

v . )
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3. REQUEST TRANSMISSION (BORROWING PROCEDURES)
' E. Health Science Libraries ) _ .
1) For procedures governing use of the Indiana University School
of Medicine' Library for ILL, see Appendix F. /,\
2) For ILL :"equests for medicélrand health science literature
handled through regular channels, t;he procedures outlined in

these GQuidelines should be utilized.

7 146
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4.

‘CONDITIONS OF LOANS (BORROWING POLICY - Responsibilities)

The borrowing library agrées to honor any limitations on use placed
by the lending library.

Unless specifically forbidden by the lending library, it\is assumed
that copying of .materials by the borrowing librafy is perézzted,
broviding that it i_s\in accordance with the copyright laws 4of thej
United States and no damage to the original material will result.
The bc‘;rrowmg library will make an ‘effort to anticipate charges and
authorize them on the initial request and should be prepared to
assume any costs charged. ‘

The safety of borrowed materials is the responsibility of the .
borrowing library from the time the material leaves the lending
library until 1t is réceived back at the lending library.

The borrowing library agrees to meet costs of repair or?epl&:ement:_

/

in accordance with the preferénces of the lending library, if the
material is damaged or lost. ' ,

The duration of loan, unless ’otherwise spec}fied by the lending
library, is the' period of time the item may remain with the
borrowing library disregarding the time ‘épent 1n transit.

No acknowledgement of receipt of ILL items is necessary except in
the case of very valuable shipments and the automated OCLC-ILL sib-
system which requires ackrgvledgement. ] )

If there is undue delay 1n receipt of a shipment, the borr%wing
library shall notify the lending library so that a search may be

initiated.
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CONDITIONS CF LOANS (BCRROWING PRIEII?RE‘- Responsibilities)

The borrowing library should adopt’policies for materials received
on interlibrary loan consistent with policies articulated in II.A.
4. Upon r?ceipt of loan materials, the borrowing library should
note and apply any restrictions placed by the lending library. The

loan period specified by the lending library should be honored.

b




5. RESPONSE TO USERS (BORROWING POLICY - Ibsponsibilitiés)
. # A. The borrowing library is responsible for keeping a record of all
tloans, infonnfﬁg the user of the status of the request, cir-
culati‘ng the bor:rgwed item to the user and retrieving the borrowed
item from the user.

B. Each local library is encouraged to develop its own policies

regarding ILL for its users and to publicize these widely.

These policies should be as libegal and as unrestrictive as &
o practical to ensurfe ‘that ILL bbrrowing Jfor its users 1s as .

accessible as possible.

)
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RESPONSE TO USERS (BORROWING PROCEDURE - Responsibilities)
The borrowing library should establish control procedures for

materials received on ILL to ensure that the user receives the

¥

.requested material and returns the material by the due date

designated by the lender.

Fach local 1ibra;§iq pcouraced to develop and dociment its cwn

intemal procedures regarding ILL for its users. An ILL us€r pro-

cedure should include the following information:

1) A definition of the interlibrary loan clientele if different

— ne

from the library's borrowing clientele.
2) The fees charged the user, 1f any, and how the fees will be

assessed and collectedl

3) A procedure for informing the user as.to the status of the
request.

4) A circulation and overdue procedure specifically for ILL
ltems.

wn

A procedure for handling lost or damaged ILL items.
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6. RENBWALS (BORROING FOLICY - Responsibilities)
‘ 6. A. Renewal requests for.ILL materials shall be ke;t to a minimum.
| Renewal requests ghould reach tge\lendi library before the origi-"~
nal due date, ‘

.
If no response is jreceived fram the lending library within an
appropriate lengtékqf)time, the borrowing libragy can assume that
the reﬁewal is granteé for the same period of time as the original
loan. '

6. B. Renewal requests should provide sufficient information to allow

rapid processing.




6. RENEWAL REQUESTS (PROCEDURE) ‘-

1) The borrowing libracy should establish control procedures for
materials received on ILL to ensure return by the due date
designated by the lender. If a renewal must be requested, it
should be sent in time to reach the lending library not later

‘\\\\ than the original dué date.
. N\ 2) The general procedure’is to request the renewal from the
lending library. However, if the original loan has been
- requested through a referral center, (e.g. ALSA), thj'library
should follow the ILL renewal procedure established by the
center,
6. B. Renewal requests should include the following i1nform\tion:
Name of borrowing library
. Author and title of item

Call number or other identification

Original date due

152
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7. RETURN (F ‘MATEIRIAI.S f BORROWING FOLICY - Responsibilities) ’
‘ 7. A. The borrowing library is responsible for retuming interlibrary

loan material pramptly and in good condition.

A~ '
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7. A, RETURN OF MATERIALS (BQRROWING PROCEDURE - Responsibilitie.s)

Ry

1)

All materials should be shipped back by the due dates set
by the lending library.

'
All material should be packed well and returmed in an
appropriate shipping container. *
All correspondence and shipments should be conspicuously
labeled "Interlibrary Loan." \
The material should be insured if requested by the lending

library.

The Notice of Retu& when required, should be sent under

separate cover, not 1n the parcel with the item, at the time

the item is returmed.

The general procedure 1S to return, the 1tem to the lending :

library. However, 1t the Ioan has been requested through a
referral center, (e.g. ALSA), the library should follow the

procedure established by the center.




PART II. INTERLIBRARY GUIDELINES

Section C: LENDING POLICY

. 1. -~ RESPONSIBILITY OF LENDING LIBRARIES (LENDING POLICY)
: "1. A. -Indiana Libraries are encouraged to establish a liberal and

&
unrestrictive interlibrary loan policy.

-

1. B. Each library should formuli;g an official polity regarding
interlibrary lending. Libtaries are encouraged to keep restricted
1tems to a minimum. The following guidelines are suggested.

1) The library may not ordinarily wish to lend:

a) Rare or valuable material, including manuscripts;

b) Bulky er fraélle items that are difficult or expensive to

ship;
‘ c) Material 1in high demand at the lending library;
d) Material with local circulatiom restrictions;
M * e) Unigque material that would be dlfflcufz\br impossible to
replace. . ‘
2) The library should make 1ts policy known to 1its staff'ana tol

interlibrary loan unlts wlth which it works. (A recommended
/ .

ILL policy report form 1s provided in Appendix D.)

155




1.

Section C: LENDING PROCEDURES

4

RESPONSIBILITIES OF LENDING LFBRARIES - (LENDING PROCEDURES)

At present no state wide procedure exists,

156
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FILLING REQUESTS (LENDING POLICY)

A. Lending libraries should fill requests without regard to the status

5 the individual for whom the r@est is made. I:‘:xceptions to thisj‘l
policy should be made Jnly where a clear legal restrietion exists.,
B. Unless a prior agreement exists, the lending libracy'has the right
to return subject requests; unanfwered. | .
C. The library is not obligated to make a special effogt to identify
requestgd itgms where the borrowing library has failed to follow
" bibliographic and verification procedures. The request may be

returned. ’ : v

° 157

(G

(O

~




4 ’ 4
2. FILLING REQUESTS  (LENDING PROCEDURE)

At present no state wide procedure exists.,
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3.

\

RESPONSE TO BORROWERS ({LENDING POLICY)

3. A. -To préomote fair use of the ILL privilege, lending libraries are

encouréged to inform borrowing libfaries of any failurg\Qé follow
A .

the provisions cutlined in this manual’

The lending library should establish a reasonable loan periods.

)

The duration of loan, unless otherwise specified by the lending
. o : :
library, is the pergpd of time the item may remain with the

& . ~ .
borrowing library disregarding the time spent an transit.

S

—

=4

“°

159




.
.

3. RESPONSE TO BORROWERS (LENDING PROCEDURE)

‘ 3. A. Prompt attention to ILL requegts is encouraged. The lending library
shall notify the borrowing‘librafy as soon as possible concerning
the action to be taken on its request ., This’Fesponse should be
made for materials that can be provided and for requests which can—)

A not be filled. If the requested material cannot be supplied, the

’ lending library should state the reasoh. Most ILL request formats
allow notes ta be added by the lending lib;aryi% .

3. B. Information about the loan period, renewals, cost, restrictions#

and shipping should be enc{osed with the item shipped.

(34 . - ' . e
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) 4.  C(HARGES (LENDING POLICY) ) .7
‘ P 4. A, 1If charges are necessary, the lending library is encouraged to keep

_them to a minimum.

161
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- 4. CHARGES (LENDING PROCEDURE)

. 4, A, If there are any charges, the invoice should itemize all charges ‘

and 1include enough information to properly identify the item.

4. B. If the lending library charges;, other than for insurance and
postage, exceed th;a authorization on the request form, the lending

' library should notify the borrowing library and obtain a new

authorization before proceeding with the transaction.,

’
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A'

RENEWALS (LENDING POLICY)

The lending library should establish a reasonable rengwal policy.

163
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5. RENEWALS (LENDING PROCEDURE) ,
‘ 5. A, Libraries are encouraged to respond to renewal requests. If a
response is not made, the borrowing l¥bfafy may assume that the
renewal is for the same period of timé as the original loan.
The éutomated OCLC-ILI, subsystem requireg an explicit response to a

renewal request.

14
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RESPONSIBILITIES FOR MATERIALS (LENDING POLICY)

The safety of borrowed materials is the responsibility of the

borrowing libraEy from the time the material leaves the lending

library until it 1s received by the lending library.

‘

<
borrower's responsibility

H i
l lender | {Borro«uer |

“—

borrower's responsibility

1€¢




-

6. RESPONSIBILITIES FOR MATERIALS (LENDING PROCEDURE)

. At present no state wide procedure exists.

16€
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Section D: ILL REPORTING & STATISTICS

: »
The ILL Task Forc¢e has begun to study the requirments for a state-wide

ILL reporting and statistical standard. However, it was not possible to

-

develop, test, and recommend a standard to odincide with the issuance of

. ’ )
this manual. Work will continue and, should a recommended standard result,

it will be submitted to ISLAC for future pramulgation in this manual.

In the meantime, Indiana libraries are encouraged to report
interlibrary loan statistics as accurately as possible following.the stan-

dards that currently are 1n force 1n their library systeqps or ALSA reglons.
}
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_Section+E. ILL GLOSSARY .

=

- 'v‘. « 1 : ) .
ALA (American Libracy As‘so‘c\[atlon) - ALA 18 the largest library dssoclation

", 'z win the U.&ylts headquarters are in Chicago and it main-

tainssan office in Washington, D.C.. ALA is wpvolved 1n

Iy

national aspects of library services, materials, persgnnel ,
funding, and legislation. It publishes and promotes the

national ILL code.

-
13

A Y

;1Sh (Brea Llbrarv Services Authority) - ALSAs are cooperative multitype

A
illrrary orgarizatinn® providing interlibrary loan,‘reference

e

referral , continulng educatlor and other servicei _for member
Merbersilp 19 avallable to any'library 1n an
(&4 list »f AISAS 1S proﬁde&i 1n Appendix G.)

¥

cor (Copyrigrt Clearafce Center) - A non—pm?lt organization formed to act

BT an intectediary retween copyrlght owners and photocopy
usere., “YC 1s a sincle source for conveylng photocopy

auttnrizatione from trousands o mp*/r}qk.t Wners,

.
N

TCG (Conforms to -C‘opyn&}ft uidelines) - A cnde used on 1nterlibrary loan

rcx;bastc.%o indicate trat the request 1< 1n conformity to -
' J
tre Rouidel ines foc the Proviso of Subgectlon 108(q)(2)."

-

.
s

(Y

A ‘ ) &
CCL (Cggforms to Copyright law) - A code used on interlibrary loan requests

- to 1ndgcate that the request 15 legltimate hecause 1t 1S
- ‘ ”
¥ auttorized by parts of the Copyright Taw.

a
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COLA (Council of Library Authorities) - Members represent INCOLSA, the nine
AfSAs, and Indiana Library Film Service. Organized in 1982,
COLA's objective is to pramote increased and imprO\;ed

interlibrary services to members by coordination of coopera-

tive programs.
7

CONTU (National Commission on New Technological Uses of Copyrighted Work) -

A commission which developed guidelines to be used in con-

Junction with the Copyright Law.

JILL (Interlibrargy lLoan) - A service 1n which libraries agree to lend and
borrow materials to fill the needs of users for whom

materials cannot be located at their local libraries.

ILL/RR Centers (Interlibrary Loan/Reference Referral Centers) - A service

center managed by an ALSA to receive, handle, and respond to
member ILL and refer-ence inquiries. (A list of ILL/RR
Centers is provided in Appendix G.) Each ALSA has one or
two‘iLL/RR Centers generally located 1n a large library 1n

1ts reglon.

INCOLSA (Indiana Cooperative Library -Serv1<£es kAuthority)“ - A multitype net-

work for automated library services within Indiana. INCOLSA
' is the state oontcac\tingl liaison with the OCLC negzork for
- the provision of autcomated interlibrary loan, cataloging,
and other services. INCOLSA provides training and other

support services for ILL througﬁ the online OCIC network.

;<
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ISIAC (Indiana State Librafy Advisory Council) - This council includes mem-

bers representing all types of Indiana libraries as well as
users Of libraries. It provides general advice to the
Indiana Sta‘te Library on state pianning for library services
and spécific advice on requesté for LSCA funds and eva-
luation of the services which these funds support.. The

council meets quarterly.

LSCA (Library Sérvices and Construction Act) - A Federal law through which

the U.S. Department of Education provides funding for

various library services.

MURL (Major Urban Resource Libraries) - A grant program through which

Indiana public libraries serving populations of 100,000 and

making their collections available for interlibrary loan use
P

‘receive Federal funding from the Indiana State Library.

NCC (Network Coordinating Committee) - A committee of ISLAC members

designated to review and provide advice on LSCA proposals

related to cooperative interlibrary servicés. Areas of spe-
(2

cific. concern include: 1nterlibrary loan, access to films,

document del ivery, data bases, etc. ‘\
| \

OCIC (Online Computer Library Center) - OCLC is a non-profit orgapization

located in Dublin, Chio, providing a computer network and

cooperative data base for autamation of library éurvices
: «a

such as ILL, cataloging, union list of serials, etc. Users

buy these se{vices directly from OCIC or through networks
- such as INCOLSA, 170
¥
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State Resource Centers - Designated large research libraries which have

. ’ agreed to lend materialg withoug charge to ALSA member ’
libraries through the Indiana State Librar}; and/or ALSA
ILL/RR Cénters. The Indiana State Library designates the
centers for the state, maint-a'ins statistical reports; and
provides liaison. (A list of State Resource Centers is pro-

7 vided 1n Appendix G.)

TWX (Teletype Netwo;k) - A network of some 20 teletype send/receive sta-

>

tions in Indiana libraries to provide ILL message
transmisiion services., This system-is being pk{ased out as
newer technology is available. ' -

-

Unserved Area -~ An area that does not have a publig library for services to

the general public. ILL service to pepple in unserved areas .
1s provided by the Indianma State Library.

-
-

e ., : -
User - Any adult or child who is 1included 'in the service area or
service group of a library. . . A
\
|
“ \ ’ *
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] | . PART IIT - RECIPROCAL BORROWING R

" Section A: INTRODUCTION & DEFINITIONS.

’ » 7 : ‘ ' -

Introduct ion - o . .

- . The s‘tate\:ide'mg:iprocal Borrowing Program began October 1, l97‘9\. .ft
is designed to’ allow bo‘rrw’ing of materials from a participating public
libra:’y»by persons holding a valid resident b;rrwer's_card of another par-
ticipating public library..‘ The program-was begun to [grovide a méthod for
iibrafy.users to obtain materials direc;tly from a public library’.when it is
desirable or fe‘asible. .:Izqis program does not rep\_lace imterlibrary loan,
but sr}ould be viewed as a separate ﬁossi'bility for obta’ir\uing materials for

» v

patrons when travel between libraries is oonven'ien‘t.

J - The st:.a,;ewide Reciprocal-Bos\(wing Program is administered by the
Indiana State Library. As of January, 1982, 50% of the public libraries’in

Indiana have joined the program.
-~ l '

L

The following section ig organized with policy first and procedure

second. There is not necessarily a written procedure for every, policy

: JEEEN

statemeni: .

L
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Section B: -POLICY

-POLICY

A. The intent of the reciprocal borrowing program is to ovide ‘a
«vehicle through which public libraries may offer” to their patrons
the additional service of access to the materials of other.par-
ticipating pobl'ic libraries. The i)rogram is designed' as a benefit
only for resident card holderé of participating libraries; there-
fore patrons residiné in contracting fo»mships or those who pay a

fee to use the library are defined as non-resident card holders and

are not eligible for the service. ~

B. Public l{braries'who wlsh to particlpate 1n reciprocal borrowlr?g

must be  a member of an ALSA and sign the ﬁec1procal Borrowing
4

Ky

Covenant. NS

C. 'The Reciprocal Borrowlng covenant requires only that the par-

-

ticipating library circulate materials to ellglble patrons. Other
)

llbra?y services such as the reserving of materials, 1nter11brary

loan, reference a551stance and avallablhty of special programs. or

services may be offered to rec1procal borrowlng patrons, but these

are not requlred.

ol
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1. RECIPROCAL BCORROWING - POLICY

\ D. Reciproecal borrowiné users are ‘expected to: .-
: { " 1) conform to the rules and regulations of the institution from ‘
which they borrow. _
-4
2) ' presén; a valid resident borrower's card or other iden-

tification issued by their‘local library as evidence of thgir
' eligibility for this service. o
. 3l) pay pramptly all delinquency charges which may accrue against .
them.,

4) return materials borrowed through this program to theé lending .

library.
E. Participating libraries should assist each other, 1f necessary (on i
request), in recovering materials.
F. Participating libraries are required to keep statistics of the

f -~

number of items loaned through reciprocal borrowing and report them

to the Indiana State. Library. * .
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’ Section B: PROCEDURE,

—~

1. PROCEDURE
l. A. Each public libracy spould check with their ALSA to see if any spe-
cific ALSA procedures, cards and #Jport service forms and. items

are ayailable to facilitate reciprocal borrowing.

B. The Reciprocal Borrwi;\g (ovenant (see Appendix K) is available-on
request from the Extension Division, Indlaka State Libraryl. It is
signed by the Librarian and President of the Board of Trustees of a
Public Library wishing to participate in the program. The Covenant

remains 1n force until either the Indiana State Library or the

% public library wished it modified or cancelled, 1n which, case
. ninety days written Rotice must be given. A copy of the Covenant
= . .~ must be filed with the Indiana State Library.

. [
C. Each library joining reciprogal borrowing 1s responsible for
. setting a local policy defining the types of materials that will be
N, loaned, the services of the library available to reciprocal v

borrowing patrons, and th(ijdentlflcation patrons of the library

s will carry to allow them fo use .other member library's services -

A member library must vo:xnﬁleté and' return to the Extension
Division, Indiana State lez:ary, agReciprg;cal Borrowling
. Restrictions form (see Appendix K) listing the tyées'of materials
that\will be loaned under. the reclprocal borrowing program. Any ,
. chamges in this policy sl“;ould be reported to the Extension Dlvis@n

immediately. , ' ¢
i N *
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1. RECIPROCAL BORROWING - PROCEDURE

* D. Public library members issuing cards to non-resident patrons or ‘
persons in contracting townships must mark patron cards clearly to

indicate those users with non-resident status, and therefore ineli-

gible to use reciprocal borrowing servides.

The user is expected to show 1dentification indicating his status

and library when using the reciprocal borrowing service.

E. Users who flagrantly'abuse the reciprocal borrowing seryice by
accumulating $100 or more 1n fines or losses should be reported to -
the Extension Division, Indiana State Library.

? »
Users of materials through recippocal borrowing should return

borrowed materials directly to the library from which the obtained
- heimaterlals, except 1n cases 1n which the partilcipating l{brarles- (
in an area agree to another method to facilitate return of ) ‘

“~

o - 'mater;,al's: - .

F. Participatlng libraries must record the number of 1'té?ns loaned
ﬁthrough reciprocal borrowlng durlnq'the year. If/poSﬁlble," these
statistics should be kept by the "home" ‘lzb;ét}; of the patfdn 50 :
. A tha}f‘:, at the end of the reportl.ng cycle, data acé“évaﬂab-le on the
b number of 1tems and the libraries whose patrons }rxake use’ of 't;r{e

‘
service, 'Ihése statistics,will be collected once a year by the

Extension Division and used as basis for reimbursing libraries when

funds are available for that purpose.

» - Py
- 2
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1. RECIPROCAL BORROWING - PROCEDURE - .
™~ ¢ The Extension Division of the Indiana State Library will mail to
. /\ all public libraries, at least once per year, a complete li'sting of 1
all reciprocal borr;bwlng particip:ants, including use restrictions
and borrower's ¢ard requirements of eacﬁ. A monthly update to the

list will also be sent when needed.

o . - * 206 _




Section C: GLOSSARY ‘ :

~ )

Glossary .

Contracting township - A township that is not taxed directly by a libracy
for secvice, but that recelves library secvice through a contract

between the township trustee and the library board.

Reciprocal”Borrowing Covenant - An agreement between a local library and
' -

the Indiana State Library which allows direct borrowing of mategials by

users of participating libraries fror other participating liktraries

- & - -

Resident Card holder - A library user who recelves services frar a pukblic

library on the bagis of residence within the library Jistrict or the

ownershlp of property within the district,
) , ¢
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PART IV: DOCUMENT DELIVERY

Section A: [Document Delivery Statement
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*

e

PART IV ~ DOCUMENT DELIVERY

Document Del ivei’y ,

At present, no state-wide document delivery system ex1st;$~. Various
-~

. local and area systems are in operation., Check with your ALSA Center,
: . !
or other local consortiamto determine if this service exists in your
' J

~

area. ‘
4
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PART V. DISTRIBUTION AND REVISION POLICY AND PROCEDURE

. Section Ar DISTRIBUTION AND REVISION OF THIS MANUAL
) 1. DISTRIBUTION POLICY - N
. ‘ . /
1. A. Mailing List - e
The Indiana State Library shall be responsible for developing and
- maintaining the official mailing list of recipients of the Indiana
/ .
- Resource Sharing Manual. : *

1. B. Distribution
1) Responsibility. The Indiana State Library shall be respon-

sible for distributing or ensuring the distribution of this
¢

manual and all revisions.

2) Initial. The initial distribution shall be 1n single copy to

-«
the interlibrary loan cffice of all idenglflable academic,
public, school, and special library systems 1n the State of /

. Indi1ana, and to INCOLSA and all AISA reference and referral

centers. Reclplents may make additional copies for branches,

etc. as needed. ‘ -
3) Changes. Any additions or changes to thils manual , upon

approval by the Sub-committee on Resource Sharing of the
Network Coordinating Committee of ISLAC, shall be distributed

by the Indiana State Library to all holders of tre manual.

"\.’/\,

401 - / .




.

a

.24 o~ Ré;;SION RESPONSIBILI?Y ( POLICY) S / .
2.. A. PResponsibility, .A SuB—ax%vittee‘ on lieéégrqe Sharing G.xi'delinigr
. shall be appointed by the ISLAC Network Coordinating Oamittée N

(NCC). It shall consist of seven members representing the Council )
of lLibrary Authorities (éOIA), special libraries, State Resourée

Centers, health science libraries, school libraries, small or - ’

\/ medium sized public libraries and Major ‘Urban Resource Librariés A
(MURL). This Sub-committee shall be responsible for maihtaininé c
the currency of this marlmal. The Sub-éonmz;tee should have an

e
Indiana State Library liaison.

‘o o ¢ L -

2. B. Annual Review. The Sub—committee shall soliclt commeris and: PRSI

= e

suggested changes or additions to this mfanual on an annyal basis acf ]

a mmimumi . )

2. C. Changes ahd Additlons. The Sub—comittee shall review -afid récom-
mend any changes or additions to thé manual prior to distribution.

2. D. ‘Repoztlng. The Sub—committee shall report at least on an annhal \ “"_a_f
Basis to the NCC of ISLAC and the library cor;mumty in Ind.iana on — :

the resource sharing policy and procedures and changes in the

“guidelines. !
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. APPENDIX A

National, xnterhational , ané Other
Interlibrary Loan Codes -

. Introduction: The American library Association has pramulgated information
about three ILL codes. The first is a national code, tle text of which is
printed in full in this appendix. The second is a statement of principles and
guidelines for international interlibrary loans. The third is a model code for
use at the local, state, or regional level. These codes were used as sources in
developing Part /11 of the Indisna Likrary Resource Sharina Manual.

., These documents were pt/inte(‘ in RQ, wl. 20, no. 1, F‘g],l 1°80; and are
available 1n & pamphlet from AIA. Purchase information follows:

*Interlibrary Toan Codes, 198C ((t icago, American Librarv Association, p
1981). 16 p. Order from ALA, S0 Fast Buron Street, (ricago, IIJ © €061}, for
$§1.50.
- «
[ ]
* =
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. APPENDIX A

National Interlibrary Loan Code, 1980

) Adopted by Reference and Adult Services .Division
Board of Directors, New York, 1980.!

INTRODUCTION

Interlibrary Joan is essential to the vital-
ity of libraries of all types and sizes and is
a means by which a wide range of mate-
rial can be made available to users. This
code is designed primarily to regulate
lending relations between research librar-
ies and between libraries operating out-
side networks or consortia. It is recog-
nized that through specific agreements,
libraries organi geographically, by
mutual subject interest, or other bases will
have developgd codes of their own. It is
not the intent of this code to prescribe
the nature of interlibrary lending under
such arrangements. (See “Model Interh-
brary Loan Code for Regional, State, Lo-
cal, or Other Special Groups of Librar-

The effectiveness of a national system
of interlibrary lending is directly related
to the equitable distribution of costs
among all the libraries involved. Interli-
brary loan 1s an adjunct to, not a subst-
tute for, collection development im indi-
vidual libraries. Requests to national and
research libraries or requests beyond net-
works and consortia should only be made
after local, state, and regional sources
have ‘been exhausted. It i3 understood
that every library must maintain an
appropriate balance between resource
sharing and responsibility to its primary
chentele. .

This national code contains general
guidelines for the borrowing and%end‘mg

of library material. Details of procedures °

to be used in implementing the code will
be found in the / Loan Procedure
Manual published by the American Li-
brary Association.® All libraries participat-

ing in interlibrary loan should have -
., copies of this publicaion and should fol-

low these recommendations. The manual
alio provides information on internation-
al interlibrary loan. -
The Reference and Adukt Services Divi-
sion, acting for the American Library
Association in its ad8ption of this code,
recognizes that the exchange of material
between libraries is an imponant element
in the provision of hbrary service and be-
lieves it to be in the public interest to en-
courage such an'exchange.
1 Definition

An interlibrary loan is a transaction
in which library matenal, or a copy
of the material, is made available
by one library to another upon re-
quest.

1I.  Purpose ’
The purpose of interlibrary loan as
defined in this code is to obtain,
for research and sernous study, li-
brary material. not .available
through local, state, or regional b-
braries. . .

lIl. Scope

A. A loan or a oppy of any mate-
rial may be requested from
another library in accordance
with the published lending pobi-
¢y of that hibrary. The lending
library will decide in each case
whether a particular item can
be provided.

B. Most libraries will not ordinari-
ly lend the following types of
materials: .

1. Rare or valuable material,
induding manuscripts;

2. Bulky or fragile items that
are ‘difficuilt or expensive to
ship; ‘

1. Endorsed by the bosfds of directors of the Association for Library-Service to Chil-
dren and of the Young Adult Bervicea Division, both divisions of the American Library

tion, June 1980, New York, and by the membership of the Association of fe-
Libraries, May 15, 1980, Salt Lake City. N *

2. -Copies of the code are available in Interlibrory Loan Codes. 1980,.In¢emationd

Lending Principles and Guidelined, 1978 for $1 60 fro
Library Association, 50 E' Huron Street, Chicago, llinois 60611 (I8

Order De ent, American

0-8389-6587-8).

3. A revision of this manual (Chicago, 1970), prepared by Sarah Katharine Thomson

. for use with the "*National Interliibrary Loan Code, 1968," is now in process.

A2
» (' 7

AV

(Reprinted by permission of the, Amencan Library Association; copyright #1981 by the
American Library Association.) ’ r N
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8. Matérial .in high demand at
the lending libtary; !

. 4. Material with local circula- .
e pb tion restrictions; .

Unique material that w

~~' be difficult or impossible to

replace. | \

1V. ] Responsibilities of Borrowing
Libraries .

Al

‘Material
another library under this code -
- should generally be limiied 0 -

Each library should provide the
resources to aneet the study, in-
structional, informational, “and
normal research needs of its
primary clientele. This cin be
accomplished through its own
collection or* through local,
state, or regional cooperative
resoutce-sharing agreemenis.
requested from

those items that do not con-

form to the library’s collection. -

development policy and for
which &cre is no recurring de-
mand. . ‘
The imerlibrary loan staff of

each library should be famihar

with, and use, refevant interh- -
brary loan documents and aids
These include this code, the In-

L Loan Procedure Manual,

- lendin licies of the major
_ research libraries, and stgndard
bibliographi tools and services.

Each-litrary should inform its

.users of the purpese of interli-

brary loan. and of the Library’s
interlibrary borrowing policy.
The borrowing library-is re-
sKomible for compliance with
the copyright law (Tide 17,
U.S. Code) and i tccom‘pany-
ing guidelines, and should in-
form its users of the applicable
portions of the faw. An indica-
tion~ef compliahce must be
‘provided with all copy requests.
uested material must be de-
scribed completely and accy-
rately following accepted, biblio-
graphic_practice as qutlined in
the cuvrent Interlibrary Loan
Procedure Manual. If the item
cannot be verified, the state-

RLIBRARY LOAN CODE, 1989

4

ment “cannot verify” should be
included along with complete
information as to the original
source of the ctation. -

The borrowing library should

- carefully screen all requests for

Joans and rejact any that do not
confdrm to this code.
Standard bibliographic tools,
such as union catarogs, com-
uterized datd bases, and other
isting services, should be used
in determining phe location of
material. Care should be taken
to avoid concentrating the bur-
den of requests on a few librar-
ies.

. Standard interlibrary loan for--

mats should be used for all re-
quests, regardiess of the ggeans
of trarismission. N
The safety of borrowed mate-
rial is the resgonsibility of the
borrowing library, from the .
time the material leaves the

"lending library until 1t is re-

cewved by the lending library.
The borrowing library is re-
sponsible for packaging the
material so as to ensure its re-
turn in good condition. If dam-
age or loss occuis, the borrow-
ing library must meet all .c

of repair or replacement, 1n
accortrance with the preference
of the lending hbrary. ‘

J. “The borrowing library and its

"

; unrs.mustlcomply with the

conditions of loan established -
by the lending library. ‘Unléss
specifically fqrbidden by the
lending library, copying by the -
borrowing library is permitted

" provided that it is in accord-

ance “ith the copyright law and
no damage to the original
magerial will result.

. The borrowing library should

encourage library users to

‘travel to other libraries for on-

site access_to material when_ex-
tensive use of a collection is re-
quired or the nature of the
material réquires special han-
dling.- The borrowing library
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NATIONAL INTERLIBRARY

should assist the user in making
the necessary arrangements.

AN CODL, 1980 11}

B. It is recommended that nomi-

nal costs, such as postage. be
absorbed by the lending hibrary.

V. :f'po"l.'bdm“ of Lending . If the charges are more than
nominal and not authornized by
A. The deasion to loan material 13 ( the borrowing library, the lend-
at the disgretion of the lending ing library should inform the
library. Each library is encour- requesung library and agk for
aged, however, to interpret as authonzation to proceed.
generously as possible 1ts own .
lending policy with due consid- /1. Duration of Loan .
eration to the interests of is A. The duration of loan, unless
pnmary chentele. - otherwise specified by the lend-
B. A statement of interlibrary loan ing library, is the period of
policy and charges should be time the item may remain with
made available upon request. the borrowing library disre-
C. The lending library should pro- garding the time spent 1n tran-
cess requests promptly. Condi- st
tions of loan should be stated . . Interhbrary ~ loan materiak
clearly and matenal should be should be returned promptly.
packaged carefully The lend- . The borrowing library should
ing hibrary should noufy the ask for renewals only 1n un-
borrowing hbrary when unable usual circumstances. The re-
to fill a request; stating the niewal request should be sent 1n
reason for not filhing the re- time to reach the lending k-
quest. brary no later than the date
D A lending hbrary 1s responsible due [f the lending library does
for informing any borrowing not respond, 1t will be assumed
library of 1ts apparent failure to that renewal, for the same
follow the provisions of this period .as the ongnal loan, 1s
, code. grlamed n;] oa
All mate on loan 1s suby
V1 Expenses to immediate recall, andbjlehcet
A The borrowing library assumes borrowing library should com-

responsibility for all costs
charged by the lending library,
including transportation, nsur-
ance, copying, and any service
charges. The borrowing library
should try to anucipate charges
and authorize them on the
onginal request

ply promptly.

Violation of Code

Continued dusregard of any pro-

vision of this code 1s sufficient
reason for suspension of borrowing
pnvileges

-
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THRFF SAMPIF INTERLIBRARY LCAN INTFPVIFVIS

, . The First I\nferview ‘ _
. User A: I understand the¢libracy can aet me hooks that aren't in the

librédcy. _

Librarian 2: Trat's right, We can also get phatocopies from periodicalg thet
the library doesn't own. Tell me what you need. p

User A: 1 just need a hook cdlled Modern Act E_‘l Nmerica, bv Martha
Cheney. o

. “
# librarian A: Tris library has several books on American art. May I ask why you

reed this particular book? ’

User A: It was mentioned in the ercyclopedia.we rave at hame. But I ves -

* hoping the library had comething more recent.

’ Cheney's hook was published in 1030, TDid vou nay the library had
lots of hooks on American art? I coulén't find ary of them in
the card cataloa.

fitrarian A: Did you look under the surject heading "Act, comra, American™?
. l

Q :

User N3 Mo, T looked under "American art". T noticed lots of books on

' "American drame", so I fiqured the litrary 1ust didr't have any

borks on American art. d
* ILibrarien A: I vonder if we don't bave a cross reference card to lead yod fram
+ . "American art" to "Act, American”. Tell me, what exactlv do vou
want fram a book on American art? l
User A: Actually, I'm wanting to write a term paper On, Grandma Moses,
Y the self-taught painter.
Lirrarian A: Let me show you how to find what hooks and articlaes we have on

) .Grancma Moses.

Y

_the the following points:
~N

1) This apparently legitimate’ interlibrarv loan request led th a reference
interview in which the librarian discovered that the user's real question was
quite different from the fir?/questlon asked.

2) 7Tbve librarian helped the user find matecials 1n her own library which
che 4@ not ¥now how to find for herself,
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The Second Interview- \
\ 13 13 ‘ :
User B: I hope you can help me. 1I'd like to some periodical articles
' that aren't in this libracy. ~ . ”

Librarian B: I'll try to help you. What topic are you working on?
User B: Tre Holy War.

!
Librarian B: The "Holy War"™ is an “Ihteresting idea. Is your tdpic rany

narcower than this? 1Is it for an assignment?
}

User B: My Cld Testament professor let the class choose f@ a list of
. term paper tapics. I chose "The Concept of the Holy War in
o Deuteronamy” . ) . -
- * b .
/ ’ Librarian B: Tell me where you've looked.
User B: ?Jell, I've been using the list of kasic referenée sources that

one of the other librarians handed out in.class. You know, he
demonstrated how to use the library for our assignment. Let's
see, I started with The Interpreter's Dictionary of the Bible.
’ ‘* Then I tried the card catalog under "Eible. Old Testament.
) Dewteconamy—Commentacies”™. Finally, T looked in Religion Index
One: Periodicals.. s -

. 13
Librarian B: It sounds like you are making effective use of this libraryly Ace
you finding enough materials on the shelves? o
. . pN
User B: Yes. So far, my only problem jn finding stuff is that we don't \
own same of the periodicals that have the most relevant articles.
X .
Librarign B:  Have you checked the hibliographies and footnotes attached to the
hooks and articles we have that are on your topic?

User B: Yes, and they added same stuff I didn't find elsewhere.

Iibrarian B: I'm wondering if you haven't found.as much as you can use in this
library. Maybe you don't need thol®' other articles after all.
It takes a qood deal of time and money to get photocopies from
other libraies. -

v

User B: Well, there is one of the articles T really warlt to see, All the
writers on the Holy War in Deuteronomy fefer to von Rad as.the
leading authority on this topic and this article, according to

*  the abstract, "asks whether the Holy War as-.defined by him ever
existed|"” , ” .

Librarian B: That sounds like an important article, all right. Tell me how
soon you need it, ) '

A6

) .
" ERIC | 1o
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€ User B: Well, the term paper is due in a month, so I should have it

wighin the next three.weeks, :
T Librarian B: That should give us enough hme. But scmetimes we miss people's
deadlines because of quantity of interlibrary requests and

the slowness of the mails. Would you please fill out this form.
It haa a place for your deadline an it also asks the volume and
page whece you found the article cited. .

:

- i L4

User B: Why do I need to tell where I-found it?
/librarian B:  If the a[",ticle isn't on the page you say, a librarian can;go back
to the source and.see if there is an error in transmission,

%rser B: Is there any charge? .
. .4

Librarian B: No. The library ahsorbs the cost as part of its service. Notice

that the form has a warning about copyright restriction.

’ User B: (after filling out the form) I hope this is okay.

Librarian B: lLet me read thcough it and® see if I notice anything that needs
. Co changing. ... (b yes, you repotrt the periodical title as Vet |
~ Test, but I think you didn't look up its full title 'in the front
. ‘ of Religion Index (ne., The correct title is Vetus Testamentum.
Everything else looks fine. We'll send the photocopy to your box

~ y : when it arrives.
. 1 User 'B: ~ Many thanks for your help. .
- 3 Note that .the following foints were qoverec"i in the interview:

1) The precise topic on wtich the patron was working.

2) The purpose for which the material was wanted. ~
— 3) The reference sources already used. -

4) Other reference sources that might be consulted.

5) The list of requests reduced to the most significant titles.

6) The time and cdst involved in processing an interlibrar§ request.

7) ‘The patron's deadline and the possibility that the deadline will not be
met . )

8) The source in which the hook or article was cited.

’ 101
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v

0) Copﬂight restrictions,

R Y
- 10) Errors on.the campleted form,

11) The method of notifying the patron when the material arrives.

-

.
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lTilgarian C:-

Ucer C:

Iibrarian C:

-

User C:

Librarian C:
User C:

Iibrarian C:

User C:

Iibrarian C:

User C¢

Librarian C:
USer.C: S

Iibrarian C:

The Third Interview p

v \

(Approacting User C who .was wandering around the Peference Area)..
‘vév 1 help you fincé samething? ’ "

-

This .ie only the second time I've heen to the public library.

Woul@ you please help me find Acmics of the Red Night, by William
Manchester? - T T ,

Iet's see if we can find it listed in the card catalog. We have
cards in our catalog for authors, titles and subjects. . {The
librarian and the patron look in the card eatalog together . )
viell, we aren't finding an author card or a titleé card. Is this
a new puvbhlication? : ~

I don't know. My friend was telling me about it and I thought I
would enjoy reading it. Mavbe I don't have the title quite '
Cig}‘t. -

Can you tell me what it's about?
It's abo'ut.puh'lic opinion on the Vietnam War. {

- ' - 1
let's see if wercan find it in Books in Print, which lists-all
hooks curcently available for purchase from U.S. publishers.

(The librarian and patron look at Books in Print together.) T
don't seg Armies ofs the Red Night In the list of titles, but I do
see Armies of the Night,,hy Norman Maller. Do vou suppose that
could be the book you want? ' e

- - . . 4

Maybe, How can we tell it it's about the Vietman War?
. . ), . .

The PMmerican Book Publishing Recorr® will tell what subject
Feadings have been assianed to the book. Books in Print tells us
it was published in 1968, so we'll look in the 19¢8 vclume of the
American Book Publisking Récord. Ckay, Fere it is — and the
Fibject heading 1s "Vietnamese Conflict, 19€1- —putlic
opinion.” ‘

Trat 's the book then. Sorry I gave you the wrong title, -
Somctimes my mind‘is Pike & sieve. T.sure bope the library bas
that h(Dk. . -~ '

If ve don't have it, we-can get. it for vou from another library.

A

Really? How much would that cost? .

Nothing. Interlibrary loans are part of our reéaular secrvice. But

let 's see whether Armies of the.Night is-in our ‘caré catalog.’

-
-

A-8a
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(After looking.) Sorry, |it's not here. If you want us to borrow
it for you just fill our this interlibrary loan slip. Where it -
says "verified in," frite "American Book Publishing Record, 1968,
page 760." We'ld give you a call or send you a card when it
arrives., Mearwhile, would you like me to-help you find otrer
things to read that deal with publio opinion on the Vietnam War?
a
User Cr- Yes I would. I've got 20 minutes before my mother picks ‘me up to
- go to she Girl Scout meeting.’

Note the following pointc-

1) The 11bcar1an took the initiative in offecmq help to a patmn who
) ’

appeared to be confused,
" J
s Z2) Tre patron needed reference acsistance even to discover that the libracy

did not own the desired book.
”

.3) The librarian, not the user, suggested the interlibrary Joan service.

4) The librarian offered to find other” readings on the patren's topic and
the patron accepted. ’ |

|

5) 'The patron was a junior hlgh school girl.

at

A-8b
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Tris appendix 1dent1f1es potential sobcces of cocuments for -
purchase as an alternative tc interlibrary loan. For current serv1ce‘; and
prices, contact the appropriate suprlier. .

Section 1-lists sourcés affiliated with the Copygight Clearance
Center and is reprinted with its permission. Section 2 lists sources S
available in ccnju?ctlon with the DIAIOC and SDC online 1nfonnat10n )
cetrieval secvicesl. Section 3 lists other sources.

e

d
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-

Copyright C) 1981 Copyright Clearance Center, Inc., 21 Congress Street,
Salem, Massachusetts 01970; 617/744-3350 '

Reprinted by .permission of Copyright Clearance Center.
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INTRODUCTION . * . -

The need for timely information in today's rapidly changing high—technoiogy
society is of paramount importance to both businesses and individuals. The
myriad forms that information takes--scholarly journals, sc¢ientific papers,
patents, trade and business magazines and newsletters, as well as ot@er non-print
materiéls-—make it difficult for information users to oftentimes possess that
piece of data which'is needed. ' ’

®

B
A ~

Organizations have evolved in both the public and private sector which
satisfy this need. Called information brokerg, document ‘retrieval sources, or
document delivery services, these organizations provide the information-user
with particular items "on demand", often in the form of photocopied documents.

More often than not, the material provided is fTotected by copyright. Under
the Copyright Act of 1976, permission must be obtained by the document supplier
from the copyright owner for material provided in this manner.

The Copyright Clearance Center was incorporated in 1977 as a ron-profit
organization. It acts as an intermediary between copyright owners and photocopy
users, such as corporations, information brokers, academic and public libraries
and government agencies. Facilitating the flow of 4nformation from creator to
user, CCC is a single source for conveying photocopy authorizations from thousands

of copyright owners.

PURPOSE

Many end-users of photocopied material have expressed concern to CCC as to
whether documents they request from document delivery services are lawfully ,
provided. They want to know that copyright owners are receiving thg appropriatéj'
share of the fees they pay for supplied documents. Thus was this publication,
the Guide to CCC-Participating Document Delivery Services, born.

SCOPE

The Guide is meant to be a single, convenient source of information on
gservices which provide authorized copies. Document suppliers whg have accounts
with CCC and provide authorized copies through either direct photocopy-license
agreements with publiéhers, or the CCC Photocopy Permissions Service, are given

free space in each issue to advertise‘and promote their businesses.

Each document delivery service provides CCC with information for its own
listing. CCC assumes no responsibility for the accuracy of the ipformation, nor- _
does the listing imply any endorsement by ccc.

FREQUENCY K

This Guide to document delivery services which participate in the CCC

Photocopy Permissions Service is updated and distributed quarterly. ’
,
N »
i A-11

T
<

] ll\/ . ’
t




N\
- , w

Gulde to CCC-Participating Document Delivery Services- APPENDIX C: Section 1 (cant'd)
”

- -

ACCESS INNOVATIONS, INC.: ‘ '
P.Q. Box 40130, Albuquerque, NM 87196
Diane Soblick op (505) 265-3591 ) : -
Comprehensive document'delivery services irrespective of discipiine
or database. Orders accepted by mail, phone and DYalordet.
ABI/INFORM RETRIEVALS (DATA COURIER, INC.): . -
620 Sough Fifth St.,"Louisville,‘yY 40202
Befry Gaskins on (800) 626-2823 ’
.Full-text coples of most articles cited in ABI/INFORM since 1/75
* are 'available. 48-hour turnaround. Order by mail, telex, Dialorder,
or Electronic Maildrop. Write or phone for more information. )
AMERIC@N‘SOCIETY FOR METALS/ASM PHOTOCOPY SERVICE: ‘ )
Metals Park, OH 44073 )
William Weida on (216) 338-51%}, ext. 450
Provides copies from journal léierature pertaining to metallurgy. .
glee information on request. Ofders by mail, phone and telex: 980619, .
swerback: METALEX-MTPK. Deposit accounts accepted. .
ASSOCIATED INFORMATION CONSULTANTS: 7 '
1314 Minerva or P.0O. Box 8030, Ann Arbor, M‘ 48107
Ray Durance on (313) 996-5553
Retrieval of published documents for all purposes. Quick response, -
reasonablg rates. “\Dialorder: ACCESS. World-wide resources. -~
ATEF ZIKO & ASSOCIATES:
P.O0. Box 61671, Houston, TX 77208
Atef 0. Ziko on (713) 523-7059 . 4
AZ&A supplies technical, medical, and scientific documents. Deposit
accounts are accepted. Discount given to all deposit accounts. Rush
service available. Mail, phone, or online ordeEing accepted.
ATLANTA INFORMATION SERVICES: -
1387 Oxford Rd., NE, Atlanta, GA 30307
Tattie W. Roan on (404) 373-1887 .
Provides comprehensive document delivery services irrespective of
discipline or database. Materials are dispatched within 48 hougs °
to users world-wide. Specialty: hard-to-find items.
BNA RESEARCH AND SPECIAL PRODUCTS DIVISION (RSPD):
1231 25th St., NW, Washington, D.C. 20037
Lili Crane o’ Harriet Berlin on (202) 452-4323 or (202) 452-4400
A fact-finding facility, research, and document delivery service
for business, law, personnel and labor professionals, researchers
on any subject. Discounts to BNA subscribers.
BOGART-BROCINER ASSOCIATES, INC.: R ~
47 williams Dr., Annapolis, MD 21401
Betty Bogart on (301) 261-2893
An information service company which provides all types of library -
services including online searching, document retrieval, translations,
a?d book ordering. .
CAROLINA LIBRARY SERVICES: N
137 E. Rosemary St., Chapel Hill, NC 27514
Document Delivery Department on (919) 929-4870 -
CLS provides delivery of any published material from anywhere in the
world. This includes journal articles, conference papers, technica}
reports from government and industry, books and newspaper articles.

A-12
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B

CHEMICAL ABSTRACTS SERVICE DOCUMENT DELIVERY SERVICE: »

2540 Olentangy River Rd., P.0. Box 3012, Columbus, OH 43210
Robert ‘Tannehill on (614) 421-6940, ext. 2956 , .
Find that original secientific document. We'll provide copiles or P
loans of documents cited in CHEMICAL ABSTRACTS and other CAS -
publications and services. -Coverage goes back ten years.

* CHEMISTS CLUB LIBRARY:' C . :
52 E. 41st St., New York, NY. 10017 , ' ' :

Norma B. Mar on, (217) 679-6383 o é y )
. Provides photocopies of pyblications, scientific, technical, businesse, S
»  from holdings and worldwide sources; document axquisition serwvice and

computer search service.
CHESAPEAKE INFORMATION RETRIEVAL SERVICE:
1046 Taylorville Lane, Bdgewater, MD 21037
Ken Kurlychek on (301) 798-6458 .
' CIRS provides quick and low-cost access to the Washington DC metro - ‘W\\
- area. Special rates for bulk orders. Call or write for more ’
_ information. ' : ‘
“COLORADO TECHNICAL REFERENCE CENTER:
Campus Box 184, University of Colorado, Boulder, CO 80309
R ‘ Lynne Foote or Jg Chanaud om (303) 492-8774
We are an information service specifically designed to provide ,
people in business, industry and government with answers to
questions as quickly as possible. ~ .
‘COMMONWEALTH AGRICULTURAL BUREAUX: 2
Farnham House, Farnham Royal, Slough, United Kingdom
U.S. Agent = (602) 626-1955; UK Telex: 847964. M. Furneaux/E. Cook (USA)
Doc;zZnt service for most matexial in CAB,ABSTRACTS database.
CW ASSOCIATES: ‘ . ) ‘ -
P.ol Box 34099, Washington, D.C. 20034
order Department om (301) 881-4411
T Information is our business - over 20,000 periodical titles, over
a million other publications - twelve years of service providing
special order technical information for US and foreign customers.

b

i ]

- DATA-SEARCH: )
BR.O. Box 635, Pittsboyo, NC 27312
Alan Metter or any representative on (919) 542-5114 r
Accepts document orders world-wide from online databases, phone or
mail. 48-hour turnaround. US government documents, patents, NTIS,  {

NASA, health, medicine, biology, business, management, marketing areas.
DATATRAC INFORMATION SERVICE: '

2848 Westervile Rd., Columbus, OH 43224 \

Frank Atkinson on (614) 476-5895

Access to Ohio State Library, Ohio Historical Society Library, and State

of Ohio Library. Rush service available; deposit accounts accepted but

not required: Postage and.delivery cdsts extra; Mastercard and VISA.
ENVIRONMENT INFORMATION CENTER INC.: )

48 W. 38th St., New York, NY 10018 .

Documents on Demand 'on (212) 944-8500 L

Online users are required to open a deposit account, Fee information
- on request. 48-hour turnaround; either hard-copy or microfiche.

kS
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Gudde: to. CCCrParticipating Document Delivery Services — APPENDIX C: Section 1 (cont'd

FIND/SVP DOCUMENT RETRIEVAL SERVICE:  * * ' \

500 5th Avenuey Néw York, NY 10110
Dorothea Davidson on (212) 354-2449 :
FIND/SVP is a towel business information.rgsource. Provides quick
retrieval of any published materials and quick information service ¥ i
provides answers _to your business questions. '
FISH AND WILDLIFE REFERENCE,SERVICE: )
3840 York Street Unit I, Denver, CO 80202
Wayne Coffey on :(800) 525-3426 (in 'Colorado, 1-571-4656)
FWRS 1s an indexfhg and retrieval service which provides access %o
the documents generated by Federal Aid in Fish and Wildlife
% Restoration Program (Pittman Robettson and Dingell-Johnson Acts).
FREELANCE RESEARCH SERVICE: .
1004 Gallfornia, Houston, TX 77006
Document Delivery Department on (713) 526-8058
Provides photocopies of journal articles, reports, newspapers,
government documents, pétenps, conference proceedings. Request
via letter, phone, DIALOG's Dialorder, and SDC's Maildrop.
GLOBAL ENGINEERING DOCUMENTS: .
2625 S> Hickory St., Santa Ana, CA 92707 e
Jerome H. Lieblich or Joey Emerson on (714) 540-9870 ‘
Library of government, military and industrial specifications‘igd
standards. Copies available and shipped the same day on receipt
of order. Send for informative brochure and price schedule.
IIT RESEARCH INSTITUTE (IITRI):
10 W. 35th St., Chicago, IL 60609
Gerald Yucuis or Rita DelLaPena on (312) 567-4341 or-567-4358
Provides document delivery for published material of all.types. .
Access to 21 major libraries and SDI/Retro computer searching with
- access to over 400 major databases. .
INFO/DOC (Information/Documentation):
P.0. Box 17109, Dulles International Airport, Washington, D.C. 20041
< Document Delixy Service on (703) 979-5363

)

o

‘Furnishes US ernment documents, publications, "freedom' of information"
items, patents, retrieval from extensive sources. Online via DIALOG,

A

ORBIT, mail, phone, telex: 903042, ans: INFO DOC. Ouline: ORDER INFO DOC,

INFO-SEARCH:
1520 N. Woodward, Bloomfield Hills, MI 48015
Gloria Donoher on (313) 642-5446
Will obtain copies or photocopies of documents cited in databases,
bibliographies, conference papers, patents, government documents.
Orders accepted from around the world. Searchers irf major US libraries.
INFOQUEST:
11301 Rockville Piké Kensington, MD 20895
Virginia Van Brunt on (301) 881-9400
Provides access to world-wide resources. Order online through SDC
Electronic Maildrop: INFOQUEST or Dialorder: QUEST, Telex: 904059WSH,
Deposit accounts receive 10Z discoun§. Fee schedule on request.
INFORMATION BROKERS:
, 2888 Bluff St., Suite 152 Boulder, CO 80301
Cassandra Geneson or Martx Covey on (303) 449-8896
Complete information service providing computer literature searching
and document delivery that 18 international in scope. Specializing
in the acquisition of scientific and technological literature.

- 1
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s

INFORMATION CONNECTION: ’ . ‘ \
P.0. Box 6061, Santa Barbara, CA 93111 .
Linda K. Phillips on (805) 967-0922 -,

An information broker doing computer—based searches; secondarily
a document delivery service for the convenience of our customers
INFORMATION INTELLIGENCE INC.:
P.0. Box 31098, Phoenix, AZ 85046
R. S. Huleatt or anyone on (602) 996-2283
World wide information resources with 24-hour service, ‘days a week.
Provides search and document delivery. Volume discounf® available.
Free online ordering: (602) 996-9709. -
INFORMAT]ON MANAGEMENT SPECIALISTS:
1816 Race St., Denver, CO 80206
Soffia Frangos on (303) 320-011leé
We %btain requests from local, state, national and international users.
Local delivery within 3 working days; 24-hour service at additional
charge. Fee information on request.
INFORMATION ON DEMAND: “
P.0. Box 9550, Berkelewy, CA 94704
Sue Rugge on (415) 841-1145
Full service retrieval of any published material using I0D staff
stationed at UCB, UCLA, UCD, Stanford, John Crerar, Linda Hall, MIT,
Cornell, Harvard Engineering {ocieties, NLM, NAL, LC, NTIS, UTx, UMi.
INFORMATION PROFESSIONALS . A
800 Washington St., Denver, CO 80203

N R.J. Jackson on (303) 837-1293

Provides document delivery, automated and manual searching. Organization
of information and design of retrieval systems. Rush orders accepted
at additional charge. Consultation avatlable.
INFORMATION RESEARCH CONSULTANTS:
1330 Classen Blvd., Suite 121, Oklahoma City, OK 73106
Shirley Mangan on (405) 236-1349
Online database searches; document retrieval from all government agencies.
Industry overviews, legal research, abstracting and indexing. Records
management and library consultant. Fees vary; prices available on request
INFORMATION STORE:
235 Montgomery St., Suite 800, San Francisco, CA 94104
Barry Champany on (415) 421-9376
Worldwide document retrieval and information services. Volume rates
and deposit accounts available. Order via Dialorder, SDC, and Cable:
INFOSTORE; The Source: TCC598; Telex: 18-1159; mail or phane.
INSTITUTE OF TEXTILE TECHNOLOGY: .
P.0. Box 391, Charlottesville, VA 22902
Linda Justus on (804) 296-5511
Educational non-profit organization for textile research. Ome place
where textile companies can turn to as a resource for journals and
research. .
KOMP INFORMATION SERVICES:
811 Fountain Ave., Louisville, KY 40222
Joel T. Komp on (502) 426-7754
Publishes Foods ADLIBRA and the database ADLIBRA. We possess every
abstract foynd in the printed abstract periodical and the database.

A-15 11
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L. M. _WARREN INC.:" ; ¢
2000 West 12th Ave., Vancouver, B.C. V6J 2G2 Canada .
Lois Warren on (604) 734-0755
. An information service company providing library consulting, online
searching, research and business information analysis. Secondarily
provides document delivery for clients.
MANAGEMENT CONTENTS:
2265 Carls@n Dr.,, Northbrook, IL 60062
Joseph Bremner on (312) 564-1006 !
Document delivery service for publications and journals covered by
"Management Contents’' and "Legal Contents" and in Management Contents
database. | Service available to subscribers and database users only. N
MITS (Michigan Information Transfer Source):
400 Ratcher Graduate Library, University of Michigan, Ann Arbor, MI 48109
Anne Beaubien on (313) 763-5060 .
Provides copies of articles held at MiU within 2 working days; 1-4
weeks from othér sources. Federal Express and rush service available. 2
Request via mail, phone, DIALOG, SDC, or TWX.
MICROMEDIA LIMITED:
144 Front St., Toronto, Ontario M5J 2L7 Canada
Robert Gibson on (416) 593-5211 . <
Provides document delivery, primarily monographs and corporate annudal
reports, for the most part Canadian-based. Canadian government
documents. Services Canadian and world-wide clientele.
MICROXCHANGE:
222 E. Carrillo St., Suige 101, Santa Barbara, CA 93101
Maisie Cohen on (805) 963-4187
An information service company, specializing in microcomputing, which
provides reference library sedrches, periodical collection, document
retrieval, book ordering and contacts with programmers and industry.
NORTH CAROLINA SCIENCE AND TECHNO RESEARCH CENTER:
P.0. Box 12235, Research Triangle Park, NC 27709
Karen Campbell on (919) 549-0671
Information center specializing in science, technology, and business-
related areas. Online literature search and documents. Complete
NASA collection. to.
OATS (Original Article Text Service) from ISI:
3501 Market St., Philadelphia, PA 19104
Diane Sewell on (800) 523-1850 ext., 1141 (in PA 215-386-0100 ext 1141)
OATS provides tear sheets and photocopies from over 6,700 science,
social science, arts and humanities journals. Coverage includes
& current and last three calendar years. All royalties paid by ISIzi
PELNER LIBRARY SERVICE:
2107 Camden Ave., West Los Angeles, CA 90025
Bonnie Pelner on (213) 478-7600
Provides photocopies of artifles from holdings in 19 libraries at
UCLA. Order by mail, ‘phone, Dialorder or Electronic Maildrop. Write
or call for further information and fee schedule.
R.I.C.E. (Regional Information & Communication Exchange)” RICE UNIVERSITY:
P.0. Box 1892, Houston, TX 77001
Patricia Samuelson on (713) 528-3553
Provides document retrieval, computer-generated bibliographies,
translations, reference questions. Energy, chemical and oil industry
specialists. Telex: 9108813766; answerback: EXCHANGE HOUS.

7
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ROYAL TROPICAL INSTITUTE AGRICULTURAL INFORMATION & DOCUMENTATION SECTION:
Mauritskade 63, 1092 AD Amsterdam, Netherlands
Peter Thorpe on (020) 924949 ext. 290; Telex: 15080 kit nl
We supply copies of all material included in Abstracts on Tropical
Agriculture (TROPAG file on SDC). In addition try us for items on
Third World. Bibliographic searches also undertaken.
SAVAGE INFORMATION SERVICES:
'608 Silver Spur Rd., Suite 310 Rolling Hills Estates, CA 90274
Sue Savage on (213) 377-5032
Consulting, information systems design and operation, records management
systems, library automation, cataloging and indexing. Computer database
searching, document delivery and photocopy services.
SCANINFO (Business Information International):
34 Kompagnistraede, 1208 Copenhagen, Denmark
Alex Gorski; Telex: 15492 buinfo dk; Cable: businessinfo copenhagen
Provides a full range of information consultancy and information
gathering services. Will-supply documents of any kind from all
Scandinavia and rest of Europe. Major credit cards accepted.
TECHNICAL LIBRARY SERVICE INC.:
130 Fifth Ave., New York, NY 10011
Elaine Haas on (212) 675-6718
Documents from journal articles and texts in the NYC area. Specialize
in medicine, science and technology.- Also marketing, business, and
social science. Response in 5 working days; phone and mail- orders.
UNIVERSITY OF TULSA, SIDNEY BORN TECHNICAL LIBRARY:
600 South College, Tulsa, OK 74104
Jim Murray on (918) 592-6000 ext. 2231
Access to matgrial abstracted in Petroleum Abstracte as well as
access to over 5000 journals at University of Tulsa library. Order
by pikgne or mail.
WARNER-EDDISON ASSOCIATES: .
’ 186 Alewife Brook Pkwy., Cambridge, MA 02138
Laurence Prusack on (617) 661-8124
Provides documents, books, library research, bibliography research.
Worldwide sources. Specializes in business, economic, political and
technical information. Access to all databases; computer seaychés.
WASHINGTON DOCUMENT SERVICE:
918 16th St., NW, Suite 102, Washington, D.C. 20006 /
Tom Gathright on (202) 789-0116
We are a corporate information service that specializes in providing
Securities and Exchange Commission reports on a demand basis.
WASHINGTON SERVICE BUREAU INC: —~
1225 Connecticut'Ave., NW, Washington, D.C. 20036
Crystal Williams on (202) 833-9220 '
A lawyer's and businessperson's service bureau engaged in retrieval
of documents and information from US government and other resources
located in Washington, D.C.

/\




APPENDIX C: Section 2

SDC's ELECTRONIC MAILDROP 'SERVICE

SDC (System Development Corporation) offers an Electronic Ma11drop
Servwe which allows the online ordering of documents. The following is a list of
suppliers from which documents can be ordered online through SDC. Any type of
document from any SDC database or from any other source (i.e. printed
. bibliography) can be ordered depending on the supplier. For camplete infor-
mation about the Electronic Maildrop Service and its document suppliers, please
contact SDC:

, SDC Search Service
2500 Colorado Avenue
Santa Monica, CA 90406
800-421-7229

Electronic Maildrop Suppliers

i

Online Eabel Organization
K ORDER ADS The Information Speciahsts
. ORDER AGLINF Doane-Western, Inc. , K
ORDER AZA - ATEF ZIKO & Associztes #
ORDER APLSO Pelner Library Service
ORDER BBA Bogart-Brociner Associates, Inc.
. ORDER BL British Lending Library
ORDER CAB Cammonwealth Agricultural Bureaux
GRDER CAROLIB Carolina Libray Services
ORDER CASDDS Chemical Abstracts Service/Document Delivery Servme
‘ ) CORDER CISFICHE Congressional Information Service
ORDER DERWENT - Derwent Publications Ltd.
ORDER DYNAMIC Dynamic Services -
ORDER ESL Engineering Societies Library
ORDER EIC Ehwirommental Information Center, Inc.<
CORDER ERIC ERIC Document Reproduction Segwice (EDRS)
ORDER FINDIT FIRD/SVP Document Retrieval Service
ORDER INFODOC - INFODOC (Information/Documentation)
; ORDER INFOINT Information Intelligence, Inc. -
ORDER INFOQUEST INFOQUEST . 'Y
* ORDER INFORM ABI/INFORM, Data Courier, Inc.
ORDER INFOSRCH INFO SEARCH
ORDER INFOSTORE The Information Store
ORDER 100 Information on Demand
ORDER LANCE Freelance Research Service
ORIER MANAGEMENT J Management Contents
ORDER MITS MITS, University of Michigan
ORDER NT1S National Technical Information Service
ORDER QATS Institute for Scientific Information
ORDER RPIPAT Research Publications, Inc.
ORDER SAE Society of Automotive Engineers
ORDER UNI XEROX University Microfilms
ORDER USRFP Washington Representative Services, Inc.
ORDER WEA Warmer-BEddison Associates, Inc.

A-17



APPENDIX C: Section 2 (cont'd)

DIALOG® INFORMATION RETRIEVAL SERVICE

DIALORDER™ Suppliers
(as of January 1982)

.ORDER
Acronym

ACCESS
ADS
ADTRACK
All

APLSD
AGUA
ATLINFO
AUSIDIAL
AZA

BBA

CAB
CANDOCS
CAROLIB
CASDOS
CDUMI
CIS

CPR

CRC
CTRC
DATA
DATAGUE
DIALOG
DISCLO
DYNAMIC
EIC

ERIC

ESL
EUROSERY
FINDIT
GEOARCHS
GPOPRF
FIPATS
Az

IITRI

INFO
INFOOOC
INFORM
INFOSRCH
INFOSTOR
IPONY
LANCE
MASIS
METALS
MGMT
MITS
NTHBINFO
NTISUK
OATS
PHARMACY
PTS
GUEST
RAPRA
RPIPAT
SCANINFO
SPECS
TIBORDER
WEA

TRAIN

. Supplier g J

Associgted Information Consultants (Ann Arbor, MI)

Information Specialists (Cleveland Heights, OH)

Corporate Intelligence, inc. (St. Paul, MNS

Access Innovations, Inc. (Albuquerque, NM)

Pelner Library Service (West Los Angeles, CA) ’ ’
Woter Research Centre (Medmenhom, Marlow, Buckinghamshire, U.K.
Atlanta Information Segvices (Decatur, GA)

Insearch Ltd./DIALOG (Haymarket, NSW, Australia)

Atef Ziko & Associates (Houston, TX) -

Bogart-Brociner Associates, Inc. (Annapolis, MD)

Commonwealth Agricultural Bureaux (Farnhem Royal, Slough, U.K.)
Micromedia Limited (Toronto, Ontario, Canada)

Carolina Library Services (Chapel Hill, NC)

Chemical Abstracts Service Document Delivery Service (Columbus, OH)
University Microfilms International (Ann Arbor, MI)

Congressional Information Service (Bethesda, MD)

Career Plocement Registry (Wilmington, DE)

Clearinghouse for Regulatory Material on Chemicals (Fairfax, VA)

Colorado T ical Reference Center (Boulder, CO)
DATA- (Pittsboro, NC) S,
DataQuest |fiternational, Inc. (Chicago,

DIALOG Information Retrieval Service %Fl’(oyIO'Alfo, CA) .
Disclosure, Inc. (Washington, DC)
Dynamic Services (Menlo Park, CA)
Environment Information Center, Inc. (New York, NY)
ERIC Document Reproduction Service (EDRS) (Arlington, VA)
Engineering Societies Library (New York, NY)
Mikro-Cerid (Boulogne, France)
FIND/SVP (New York, NY)
tems (London, United Kingdom)

U,8. Government Printing Office (Washington, DC)

| Plenum Data Company (Arlington, Vx
information Intelligence Inc. (Phoenix, AZ)
IIT Research Institute (Chicogo, IL)
Information on Demand (Berkeley, CA)
INFO/DOC - Information Documentation (Washington, DC)
Data Courier, Inc. (Lovisville, KY)
Info-Search (Bloomfleld Hilis, MI)
Information Store (San Francisco, CA)
information Processing and Delivery (New York, NY)
Freel_ANCE Research Service (Houston, TX) - : -

aruzen MASIS Center (Tokyo, Japan) - .

ican Society for Metals (Metals.Park, OH)

Manogement Contents, Inc. (Skokie, IL) -
Michighn Information Transfer Source (Ann Arbor, MI)
Norwegian Institute of Technology (1rondheim, Norway)
NTIS, United Kingdom Service Center (United Kingdom) v
institute for Scientific Information (Philodelphia, PA)
American Society of Hospital Pharmacists (Washington, DC)
Predicasts, Inc. (Clevelgnd, OH)
InfoQuest (Kensington, MD) '
Rubber and Plastics R ch Association of Great Britain (Shawbury, Shrewsbury, UK.)
Research Publications, And. (Arlington, VA)

iness Information Intérnational (Copenhagen, Denmark)

| Stondards jon (Washington, DC) .

Technische Informati ibliothek, Universitatsbibliothek (Hanover, Germany)
Warner-Eddison Associates (Cambridge, MA)

[ Training Acronym. No Xellowsheetf]

ORDER TRAIN con used to practice use of DIALORDER or for troining and
demonstrations to s. Al orders entered usi \ ORDER TRAIN or

LORDERITEM TRAIN ore ignored. ., "
LK
Pat. & Trodemark Office. A—18 1is Y-i
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“APPENDIX C: Section 3
CTHFR SOURCES

Informatior Specialis

Article Delivery Servi | .
2490 Lee Poulevard \ .
) Cleveland, Chio 44118 , \

(216)321-7500

ERIC Documentation Reproductior Service (EDRS)
. 3030 Nortl Fairfax Drive
Arlington, VA 222Q1
(703)841-1212 g
’? (FRIC documents (ED numbers) only. Specifiy microfiche or paper copy.)
| A k

4 - -
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APPENDIX B

INTERLIBRARY LOAN POLICY

Interlibrary Loan Address:
,/

TELEPHONE NO:

TWX NO:

NUC CODE: a

OCLC CODE:

PhotoQgp]ication Address: .

TELEPHONE NO:

TWX NO:

TWX SERVICE:
Will accept loan requests

Will accept phocotocy requests

OCLC SERVICE:
Will accept loan requests

Will accept photocopy requests

Number of times symbol required
in lender string

SERVICE CHARGES:
No charge

Charge per ILL transaction
PHOTOCOPY SERVICE:

No charge up to . pages

Charge per exposure

Handling charge

Minimum charge

MICROFILMING:
~Service available

Charges for a) positive
b) negative
BILLING PROCEDURE:
Invoice with material

Invoice on ILL form

Payment in advance

Other

POSTAGE:
Do charge

No not charge

SPECIAL COLLEETION STRENGTHS:

SUSPENSION OF ILL SERVICE DURING
CHRISTMAS:

DURING SUMMER: u

COMMENTS:

BOOKS ’
Will Yend .
Will not lend
Length of loan
Will renew =~
Special restrittions

PERIODTCALS:
~ Will lend
Will not lend
Lend if article exceeds pages
Photocopy in lieu of loan if article
under pages
DISSERTATIONS:
Will lend
Will not lend
Length of loan
Will renew
Microfilm available from:
Our library
. University Microfilms since
MASTER'S THESES:
Will lend
Will not lend
Length of loan
Will renew
MICROFORMS: R
Will lend: Will not lend:
cards .
Film
Fiche
Print
GOVERNMENT PUBLICATIONS:
Depository: Will lend: Will not lend
State
u.S.
Canada
- Gt. Britain__ 4
U.N. )
Other
Length of Loan <
Will renew
SPECIAL MATERIALS:
Type
Will lend
Will not Tend
Length of loan
Will renew

|




INTERLIBRARY LOAN APPLICATION: BOOK OR THESIS ’ Dater
The Earfham Librorios shouid be weed effactively befors requesting aa Interdibrary loen. Rec.:
. Due: ‘
. . Ret.:
R.Req
‘What {s your topic? N. Date:
* '# !

, What course is this for? ] N i
Signature of Reference Librarian who has helped you: !
Plocss PRINT the Fellowing: ? . !

. |

|

Author's Last Neme Pirst Name Middle Names or Initials :
Complete Title |

L \ .
Place of Publication R Publisher Year
Source where pou found this book cited—Author and Title/Periodical, Volume—Page Number. N

(Maoterial will net be sosrched for unless line cheve is somploted)

After what date will this book not be useful?
Borrower Box Number or Addreas Phone

| - . 1. User Applicatien forsBock or Thesis
. (Courtesy Earlham College)

: . A-21
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Aruitoxt provided by Eic:

APPENDIX E T \
SAMPLE Ill, FORMS (cont'd) '

_rd
r

INTERLIBRARY LOAN APPLICATION: PERIODICAL 'ARTICLE PHOTOCOPY IL:

The Tarfhem Libraries should be veod, effectively before requesting on intoclibrary lown. Date: - ——

What is your topic? Ret-

-~ R.*zq.:
What course is this for? : N Date:

¥ | RS

Signature of Reference Librarian whc; has helped you:

Plosss PRINT the Fellowing: .o
~ Y
Periodical Title l
Volume Paping Date i Author's Last Name - First Name
Title of Article

- -

Source in which gou found thes article—Periodical and Volume /Author and Title—Page Namber.
(Matorial will net be seerched for waless fine ebeve ls comploted)

After what date will this article mot be useful? s
Requested by Box Number or Address Phone .
R NOTICE — Weorning Concorning Co"!l‘gln Rmidb\n '
MWWWJMWMMV.WMM)WM-AMd: _:' o ether reprodut of sopyrigivted moteriel.
MW“MWHMM.MO‘.&.meMI,‘ or other repreductt One of the wociied

mhMNMunﬁm bwbh”MMmWMMMM,M-.M' H o weer mohes o
mh.ub’um.ﬂn—n-mhmhu—ud”khm."wmmhmhmwm

ERIC

MwmhMb“’oMl-’h‘*”.hhp‘wm.b""hmﬂdhu‘.-d‘hnh%d-ﬁﬂbﬁ.

a
.

2. User ILL Application far Journal Article Photocopy
. {Courtesly Earlham College) = ' ‘

. ya -
- ! ’_1;.,,‘2 " ——



APPENDIX E
roe smgm ILL FORMS (cont'd)

'

. LENDING LISRARY VERIFICATION

’

LOAN INFORMATION-LIBRARY USE ONLY

RECEIVED [POST L INS| DUE | RETURNED
_—

TO: SCIENTIFIC LIBRARY COPY MC 789

*SEE COPYRIGHT RESTRICTIONS(REVERSE SIDE) * 5

. ) SEND CHECKED ITem - copY [ ] nneraceony [] DATE
P 10« DEPT. PHONE
L NAME _ NO. NO. -
E JOURNAL Yot MO. [ 3
A autHors I I [ ] o
ARTICLE -
S nne . )
E - .
300K N
p mme
. r
R YouUtD " j v s
i / / CHAPTER-
AUTH/EDITOR / AUTHOR hd
N CHAPTER :
o T TITLE PAGES
CITED IN;
I YOU/ED I ABS NO/ PAGES l YEAR
. AUTHOR
. o 9134 rereo o aa e P COPY REQUEST—SCIENTIFIC LIBRARY

-

¢
CHECKED IN: STATUS OF MATERIAL REQUESTED
N ICRCUE APPROPRIATE NG ) -~
CHEEX - N FILES 1| NOT YET RECEIVEQ. : .
a 2 HOLDING CARD FORGISSUE ARRIVAL
SOuURCE . 3. MISSING FROM STACKS  *
CITATION - ! . .
' } \ 4, ROUTED g
W ¢ 5. AT YNDERY < : P 4
n - A 6. ORDERED ON INTER-LIBRARY LOAN
. A 7. RESUBMIT REQUEST s
¢+ QURR. CONT ONE WEEK ONE MONTH .
R . NUM CAT. 8 THIS IS A DEPARTMENTAL HOLDING
e oTHER IT MAY BE BORROWED FROM. .
/ .
- I ~ -
TICE — WARNI ERNING COPYRIGHT RESTRICTION
The copyright low of the United Stotes (Tale 17, Unrted Stotes Code) governs the moking of photocopees or other
eductions of copyrghted matenal .
: "G\du corteom conditions specrhed m the low, libr orcheves ore outhorized 10 furanh o photocopy or
- other rapreduction. One of these specified condionk J 1hor-the photocopy or reproduction n not to be “used

ERIC

Aruitoxt provided by Eic:

for ony purpose ether than private stwdy, scholorshup, or research  H o user makes o request for, or loter ures,
» photocopy e¢ reproduction for purposes 1# excess of “fow wie,” that vier may be hable for copyright infringe-
ment.

This matitution reserves the right te refuse 1o occept ¢ copring order d, m it judgment, Hulfliment of the order
weuld mnvolve violation of copyright bow

REQUESTER'S SIGNATURE _~

’ ¥

Safple User ILL Request for Books and Journal Articles
(Courtesy Eli Lilly Scientific Library)

4
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APPENDIX E :
SAMPLE ILL FORMS (cont'd)

A sequest

Dot of request G_18.8] Mat meeded aher Requesiar's arder M yf15_ 1399
CALL MO

LIBRARY LOAN uuAm.A.N
LIBRARIES, PURDUE UNIVERSITY
WEST LAFAYETTE, INDIANA 47907
fusne * i Suts Under grad \ Dest
Sesk suther OR penodecal biie. vel ond dowe ]
Arcmju of disesse in childhood. Vol. 55, No. 9, 1980

4

Bosk Tile, sdrben, place, yeor senes OR penedecal article avther e peges (O They adibun only
Birkbeck et al: 25-Hydroxycholecalciferol serum levels in
breast-fed infants. pp. 691-695

W:tmmoiln i K\

o on 554 o P2t P00 b e e

M sen-carculabng & cest does not exceed § please supply O Microtim O Hard copy

"EIf H)ly and Company
Interlibrary loan Assistant
Scientific Library

P.0. Box 618
Indienapolis, IN L6206

+
Request comphes wih AUTHORIZED BY (fuk rame) RUTH _G_ ROTHENBERGE mfe
g Rwiaicd —— !(ECGL ey TIME INTERLIRRARY INAN CONRDINATAS

P NAngesa

Dove dfrequest pob . 16, 1987

Coall No ‘
Interlibrary Loan
Smithville Public Library
123 Main St.
Any Town, USA 12345

Forveof M. Smith Stohs Head
Author (-\poﬂodnd titte, vol ond yeor)

Austin, James H.
Title (with outhor & poges for perodicol orticles) (inc] edmon, pioce & dote)

@

Request fer XJ LOAN o 1B PHOTOCOPY
Accordng 1o the AL A Interibrary Lese Cade

REPORTS  Cheched by
SNty O Lireryram O
"o ] ]
h'-‘g

oUE
RESTRICTIONS O For use m abrary enly

O Copyng net parmtted O

O s use
IOIS(UIIIECM.IS[ O Mot Dwned
O Moy Crcuiabng
D Requestet »

Estmated Costot OO Microtim

O MHard copy
DORROWING LIBRARY RECORO
Date recerved
Oote B
WO Lbaryae O
Pestage
onclessd$ _ imsuredier$
RENEWALS O Mo renewas
L] ]
[ d @

for pened of renewal)

Mo S recowng s oy A SREEeuttly W Spi s of N =y

INTERLIBRARY LOAN REQUEST
Accordigg 1o the A L A Interlibrory loon Cod
REPORTS Checked by
sentay (0 Ubrory rare O
Charges § Insured for §

Date sent R
DUE

RESTRICTIONS [ For use w librory only
DCopynq ot parmitted () par

L
NOT SENT BECAUSE: . [Jinuse

Chase, Chancs and Creativity
Columbia U. Pr 1978

JVerified in (or source of reference) o1 ¢ 389869

¥ non-circulotng pleose wpply [ Micrefilm (] Hord copy f cost does not

[0 Non cwcuioting (O Not Owned
0

Estwmored Costof Microbim

Hord copy
BORROWING LIBRARY RECORD

Interlibrary Loan
Indiana State Library
140 M. Senste Ave.

Indianapolis, IN 46204

Mote: The recorvng bbcary AUTHORIZED BY C. Jones

Dote recerved _*
o Dote returned

WO Ubroryron[)

Postoge

onclosed S Inwredlor §
RENEWALS:
Requetted on
Renewed to

-

{or persod of renewat)

notrhcoien of non recenpt d (Pt ! Tele mfl'ibt.l'm

4. S&wple AIA ILL Request Form o _
(Courtesy Purdue University Libraries and Eli Lilly, Scientific Library)

/
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APPENDIX F

INDIANA UNIVERSITY SCHOOL OF MEDICINE LIBRARY

Interlibcary Loan Policy

The Indiana University School of Medicine Library is the Indiana resource
libcary in the six-state Midwest Health Science Libracy Network. As Region 7 of
the National Libcary of Medicine's Regional Medical Library Program this region

- suppocts health science library services to health personnel in Illionois,

Indiana, Iowa, Minnesota, North Dakota, and Wisconsin.

The School of Medfcine Library's mission is to suppoct medical research,
education, and patient care at the Indiana Unidersity Medical Center and in the
State of Indiana. Primary patrons include faculty, staff, and students at the
Medical Center, faculty and students at the School's eight Centers for Medical
Bducation, all ‘Indiana physicians and practicing health professionals, and
college and university faculties in the State.

The Libcary supplies interlibrary loans (books in the original, serial
articles by photocopy) to all health scienge libraries, academic libraries, and
~ health-related cocpocation libcaries in Indiana. As a resource library for the
' Midwest Netwock this libcary will refer requests for material it does not own to
one of the other 12 resource libcacies in the Region oc to the National Library
of Medicine. If the request ig to be referred , the request must be so starped

Serials in the original do not cicculate outside the Indianapolis metzopoli—
- tan area. Race items, reference materials, and other unique materials are not -y
¢ * available on interlibrary loan. Interlibrary loans will not be supplied for '
rm-qmlified bocrowers. Non-qualified patrons are welcame to use the Libcary
in person during certain specified hours.

A cauplete bibliographic citation is required foc all requests. Complete i
verification is also required. Werification is not a listing in a locator tool, Lu
but proof the material exists as requested. All requests will be returned if
citations are incamplete oc abbreviated and/or verifications are incomplete.

verification sources include:

) Bialogical Abstracts

. Chemical Abstracts
Cucrent Contents
Hospital Literature Index .
Index Medicus
Medline computer printouts
National Libcary of Medicine Current Catalog
Nursing Literature Index
OCLC

Bocrwing libraries are responsible for determining that the School of
Medicine Librcary has the material before requesting. HESSI (Health Science .
Serials in Indianapolis) or OCLC should be used. Repeated requests for .
matecials not in the Libcary may be chacged as if they were a filled request.

a ' 7 A-25
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~ ™ ~
Bocrowing libraries are responsible for camplying with copyright laws and

- either” OCG oc CCL of the copyright statement is to be marked on all requests.

N Requests may be made by standard AIA forms directly to the School of
Medicine Libracy, by TWX, or by OCIC. The School of Medicine Librarf does not
require interlibrary loan requests to bg channeled through the ALSA network or
the Indiana State Libeary. Phone requests are not accepted unless a hospital
has an emergency patient e situation. Ietters from individuals or institu-
tions without libraries are not accepted. :

All elements of an ALA request form must be included on all forms of
request. The patron, and his/her status, foc wham the request is made must be
identified and the School of Medicine Library reserves the right not to supply,
the material if the individual is not qualified. The date after which the
.material is no longer needed must be ed, -

A}

No subject requests are accepted./ Computer search requests should not be T

submitted on interlibrary loan requegt forms. -

. No inteclibrary loan materials can be renewed. The due date indicated means
the date the item is due in the School of Medicine Library. The borrowing

by

library is responsible foc enfoccing this policy.

Replacement %ts for all lost materials are to be paid by the borrowing
library. . '

A4 -
\

If the Library specifies that material may not leave the borrowing library

or is too fragile to photbcopied, it is the responsibility of the borrowing .

library to enforce the restrictions,

There is a $4 charge for each interlibrary loan transaction (original or
photocopy limited to 50 pages) supplied by the School of Medicine Library. The
Sthool of Medicine Library has no control over charges made by other resource
libraries for requests referred to « 'The School of Medicine Library bills
monthly. )

[Supplied by the University School of Medicine Library]
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APPENDIX G (cont‘'d)

AREA
\ 1 ‘on
| Northwest Indiana ALSA
| (NIAISA)

1

<2
Area 2 ALSA

Tri-ALSA

455
Wahash Valley ALSA
~_-  (WVALSA)

.

&9
w , Eastern Indiama ALSA
(EIALSA) K

'8
Central Indiana ALSA
(CIALSA)

7610 *
Stone Hills ALSA
(SHALSA)

e —

ADMINISTRATIVE
CFFICE

200 W, Indiana Ave.
Chesterton, IN 46304
(218)926-114¢

219 W, Market St.
Nappanee, IN 46550
(219)773-3641

N804 Central Bldg.
203 W, Wayne
Fort Wayne, IN 46802
(219)424-6664

222 S. Washington
Crawfordsville, IN 47933
(317)362-423°%

R.R. 1, Box 762
Daleville, IN 47332
(317)378-021¢

1100 W.” 42nd Stpn, Rm. 240
Indianapolis, 46208
(317)9266561 ~

159 Market
P.O.Box 203

Spencer, IN 47460
(812)829-6014

A-28 ,

REFERENCE
CENTER(S)

Iake Co. Public Libracy
81st Ave, West
Merrillville, IN 46410
(800)552-8950

Mishawaka Public Libcary
209 Lincoln Way East -
Mishawaka, IN 46544
(219)674-5079

Fort Wayne-Allen Co.
Library

200 Webster St.

Fort Wayne, IN 4802
(219)424-6€64

222 S, Washington
Crawfordsville, IN 47933 |
(317)362-4235 |

Kokomo Public Library
222 N, Union St.
Kokamo, IN 4€901
(217)457-7245 .

Muncie Public Library
301 E. Jackson St.
Muncie, TN 47305
(317)286~-8935 or
1-800-662-8903

Indianapolis-Marion Co.
Rublic Library - ‘
40 E, St. Clair .
Indjenapolis, IN 46204
(317)269-1700 (info.ctr.)

{ Public Library
303 E, ckwood Ave,
Bloomington, IN 47401
(812)339-2271

Vigo Co. Public Library
1 Library Square

Terre Haute, IN 47807
(812)232-1113, x-243

.
e m e mel e s s e s reretre :ft 1}.";‘. B e
ot
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APPENDIX G (cont'd)

11,12514 520 €th St.
Southeastern Indiana AISA Columbus, Jn 47201
(SIALSA) (812)372-0691

13 Roam 210

Four Rivers ALSA

0ld Vanderburgh Court House
Evansville, IN 47708

(812)425-194¢

520 -6th St.
- Columbus, IN 47201
(812)372-069

WATS 1-800-832-5396

New Albany-Floyd Co.
Library

180 W. Spring St.

New Albany, In*® 47150
(812)548-8639

WATS 1—800—892—?740

c/o Central Library

22 South East 5th St.
Evansville, IN 47708
(812)425-4721 ’

~

State Resource Centers

Ball State University Iibcary
ILL Service

Muncie, IN 47306
(317)2851779

Indiana University Library
Interlibrary loan Office
Bloamington, IN 47405
(812) 335-6549

Interlibtrary loan Service
Purdue University Libraries °
Lafayette, IN 47907
(317)494-2800

" Interlibrary Ioan Office

Indiana State University Library
Terce Raute, IN 47809
(812)232-€311, x-2209

University Libraries
University 6f Notre Dame
Nqtre Dame, IN 46556
(219)23%-62€0

Other Library Addresses

Indiana State Library
140 N. Senate Avenue
Indianapolis, IN 46204
(317)232-3€75

+

A-29

I.U. School of Medicine
School of Medicre Library
Med. Sci. 122

1100 W. Michigan St.
Indianapolis, In 46223
(317)2F4-7182
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APPENDIX

—

Libcary of Congress

(Courtesy Library of Congress)

A-30

< INTERLIBRARY LOAN SERVICES

The Library of Congress is a rescarch library that
makes its resources available through 16 reading
rooms and other study facilities on Capitol Hill and
elsewhere in the Washington, D.C. area. It also ex-
tends the use of its collections outside the area
through an interlibrary loan service provided by the
Loan Division. .

Under the system of interhibrary loan the Library of
Congress will lend certain materials to other libraries
for use by investigators in senous research. Requests
for such loans must come from the library concerned.

The interlibrary loan service is intended to aid
scholarly research by making available unusual mate-
rials not readily accessible elsewhere. It is intended to
supplement the resources of other libraries, but not
to provide the majpor part of items needed for ex-

_tended research. Consequently, the scope of the ser-

vice does not inclide lending large numbers of items
for a single investigation. Local, state, and regional
libranes are expected to serve as the primary sources
of research matenals, while the Library of Congress
serves as a hbrary of last resort. If a researcher must
have access to many items available only in the Li-
brary of Congress, he is welcome to make use of them
in the Washington, D.C. facthity.

Eligibility of Out-of-Town Borrowers

The interhbrary loan service 13 available to research
workers through any academic, public, or special li-
brary in the United States or any major library in the
world Junior college hbranes and media centers are
inctuded in the definition of “academic” for loan pur-
poses, other school libraries and media centers below
that level are excluded.

Academic hbraries are expected to oripnate re-
quests for matenals needed by faculty members in
their academic work. They may request materials for
graduste students pursuing master’s or doctoral pro-
grams only when the matenal 15 not available else-
where in North America. Materials ordinarily will not
be provided to support undergraduate study.

Public libranes are expected to request materials
only for patrons pursuing serious research. Federal
agency libraries may borrow materials for use in offi-
cial work. Special libraries may request items for use
in senous research at the institution. All libraries are
expected to seek the material from local sources,
however, before theyr apply to the Library of Con-
gress.

ILI, Secvices




;\PPENDI)( H {cont'd)

Matsrials Not Avsilable for Loan

Because of internal needs, including its primary ser-
vice obligation to the Congress, and for other reasons,
the Library does not lend certain materials. These’
include:

1. Books that are in print and procurable through
ordinary trade channels.

2. Books and other materials frequently needed by
Congress, local Federal agencies, or readers in
the Library. Many official documents, books in
various reference collections, language dictio-
naries, ehcyclopedias, genealogies and local his-
tory materials are ordinarily excluded on this
basis. .

3. Newspapers, periodicals, and collected se .
ceptions may be made when microfilm is bvail-
able. -

4. Materials of unusual value or rarity including
manuscripts (unless on microfilm) md items
assigned to the rare book collection, materials in
poor physical condition, or materials which by
reason of size or other characteristic require ex-
pensive packing.

5. Sheet music, librettos, motion picture films, and
dissertations on microfilm.

Some exceptions to these rules are made for

Federal libraries in the Washington, D.C. area.

Submission of Regquests

Requests for loans may be submitted on standard
American Library Associstion forms® in accordance
with the Interlibrary Losn Code. Forms should be
addressed to: Library of Congress, Loan Division,
Washington, D.C. 20540. .

Requests also may be submitted by teletype
(710-822-0185) or, in cases of special urgency, by
telephone (202-287-5444). If a teletype reply is de-
sired, libraries gbuld indicate on the message “Please
reply TWX cdiigct.” All requests will be handled as
quickly as pomible; those showing reply deadlines will
be given special attention by the Loan Division when-
ever possible.

*Standard ALA initeslibrary loan forms are available from
Worary supply housss. Government lbraries may order forms
from the Genen! Services Administration. \Form SF-162,
GSA Stock No. 7540-14501-69)

Loan Period

Intedibrary loans are made for a period of two
weeks, from the date of issue in the metropolitan
Washington area and from the date of receipt outside
the area. One extension for an additional two- weeks

€ granted upon request whenever feasible. All mate-

rials on loan are subject to immediate recall if
quired for Congressional use. .

Lost and Damaged 1tems

The borrowing library must assume complete re-
sponsibility for the safety and prompt return of all
borrowed material. It is expected to apply to the
borrowed materials the same safeguards it would

_apply to materials of its own. The responsibility of

the borrowing library extends from the time the
material is charged out until it is returned safely to
the Library of Congress. In cases of loss or damage,
the borrowing library is expected to attend to the
details of making replacements. Any item not re-
turned within six months after the expiration date of
the loan period will be deemed to have been lost. If
the borrowing library cannot obtain a copy of the
lost edition, it may reimburse the Library by check or
money order for the value of the lost item, or the
Chief of the Loan Division]may recommend a sub-
stitute title as a replacement. .

Photoreproduction Services

’ The Library of Congress does not ordinanly lend
materials for the purpose of photocopying. Photo-
reproductions of most materials in the Library’s
collections, however, are available from the Photo-
duplication Service at moderate cost. In this manner
libraries can obtain for their patrons much of the
material unavailable on interhibrary loan. Requests for
photocopies may be sent with complete bibliographic
data to: Library of Congress, Chief, Photoduplication
Service, Washungton, D.C. 20540, or the appropriate
annotation can be made on the interlibrary loan form
and the Loan Division will transfer the request to the
Photoduplication Service if the item requested cannot
be provided on loan.

Hours and Location
The Loan Division, Room G15S, Library of Con-
gress Building, is open for business from 8 am. to
5:15 p.m. every weekday, except holidays. The tele-
phone number is 202-287-5441.
l

. ‘Page 2. - Library of Congress ILIL Services
(Courtesy Iibrary of Congress)
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PROSECUTION FOR THE RETURN OF LIBRARY MATERIALS
Acts of 1980, Public Law No. 206

Be it enacted by the General Assembly of the State of Indiana:
SECTION 3.5 (a), If a person: -

(1) borrows any article which belongs to
or is_in the care of any library,
gallery, museum, collection, or ex-
hibition;
(2) borrows the article under an agree-
ment to return the article within a
specified period of time; and
(3) fails to return the article within
that specified period of time;
. then the lender shall comply with subsec-
- tion (b). o
(b) 1f a person commits those acts specified
( in subsection (a), the lender shall:
(1) sendwritten notification of the viola-
tion of the agreement to the borrower;
(2) attach a copy of this section to the
notice;
(3) 1include in the notice a request for
. return_of the article within fifteen
(15) days of receipt of the notice;
and
(4) mail the notice » the last known ad- Ve
dress of the borrower or deliver it
to the borrower in person.
The lender shall send the notice required
by this subsection by certified or regis-
tered mail, return receipt requested.

(¢) 1if theborrowerwillfully or knowingly fails
to. return the article, or reimburse the-
the lender for the value of the article with-
in thirty (30) days of receipt of the notice
required 1in subsection (b), he commits a
Class C infraction.

(d) A person who commits an offense under this
section may not be charged with an offense
under section 2 or 3 of this chapter for
the same act. (IC 35-43-4-3.5)

]

The penalty for a Class C 1infraction is a fine of not more %
than $500 (IC 35-50-4-4). /

ED/ISL
10/80 )
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APPRNDIX
THE CCLC ILI. SYSTEM

The Indiana Cooperative Library Services Authority is the contracting
network for provision of OCIC services in Indiana. Among thesc services is
&n online computer-based ILI. system. A btrief description of this system
follows.

As eact librarv vser of the OCIC system catalogs an item, its IT coce
(called & holding code) is retaiped in the data base linked to the catalog
recor. For example "JUL® is the Foldina code for the Indiana Univegsitv
Libraries. Trere.are over 100 million holdina coces in the data hare of
some 8 millior titles of hooks, cerials, phonorecords, meps, etc.

2 lilrary can search for a specific title and can ask for a holdinas -
cisplay. Tris cisplay is orgarized by state to flacilitate rapicd location
‘of material in nearby libraries. A borrowing library can command the com-
puter to aenerate an ILI workform automatically from the catalog record for
a specific title. The litrary then inputs data similar to trat required on
a printed ILI request. However, the library can also enter a "strina® of
up to five potential lenders and the OCIC computer system will auvtomati-
cally route the request to the second library in the string if the first
can't supply and so on..

The III request stavs in the online- file, accessible to lender and
borrover until the transaction is camplete. A fee is charged for use of
the system on a transaction hasic.

Training in the use of the online IIL svstem is prowvided by INCOLSA

staff. Inc'uiriej'- may be directed to trem. -

Following is a series of printouts illustrating various aspects of the
online OCIC III, system. (In actual use, these data appear first or a
TV-like screen and are printed out as requirec.)

The OCIC system provides other valuable aids to JII.. For example, the
Indiana Union List of Serials is online via the OCLC system. This
constantly upated file aide in identification of libraries ownirq specific
volumes of a pericdical or serial.

Anctter useful file is the MName Addcess Pirectory (NAI) which provides
online irformation about libraries includina address, telephone number, anc
cepactment s »

.
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NO HOLDINGS IN TAQD - FOR HOLDINGS ENTEP dh DEPRESS DISPLAY RECD SEND
OCLC: 5143159 Pec stat: pEntrd: BEB61Z Used: 591106
Type: a Bab lvl: m Govt pub: ~ Lang: eng Source:  Illus:

Repr:  Enc Ivl:. Conf pub: @ Ctry: nyu Dat tp: s M/F/B: 1D

Indx: B Mod rec: Festschr: @ Cont: b .

(P,3u09) r XIANIddY

Desc: i Int Ivl:  Dates: 133,

1014 W-12444/ /vt
2 40 DL o DLC

LS

9.5 U

3 80 B334210707 + =

4 B43  p-us—-- .

S AR B HIYSELB p JMBY ' «
6 232 16,877

7743 TalD |

3 120 18 Murdock, Caral Ye.jada,

3 245 10 Single parentz ars neople tan! @ b How to achieve a positive
self-image and personal satisfaction 7 ¢ Carol »HVJoda Murdack.,

19 262 @ [Mew York] @ b Butterick Pub., ¢ [21329]

11 39 132 p. ;) o 26 cm,

12 574 Bibliography: p. 137-192,

13 658 @ Single parents z United States.

L3

Pigu:;é 1. OCLC Catalog Record,

1(‘}»
s,

-~



Screen | of 3

ALL LOCATIONS - FOR OTHER HOLDINGS DISPLAYS ENTER dhg, dhs, OR dhr, BISPLAY
RECD, SEND; FOR BIBLIOGRAPHIC RECORD ENTER bib, DISPLAY RECD, SEND

(p,3w@02) r XIANAIIV

STATE LOCATIONS \
AL -ABJ ALK ASL :
AR AKC AKD AKF |
7 A RINAZT YL
. C CBL CCP CCR CDH COS CDU CFL CaL "CGH CKC CNO CPP-CPT GRP CSA CTO 2
~ MCF PFO SIP 5P
20 - CBS CLF COB COQ DAL | 3

CT BPT FAU FEM GRN HPL S5A WHP .
DC  DLC DWP o
" DE DLE DLM DWW '
CL'. D24 EFM EFN FBA FBR FIN FPJ JRL ORL
GA GAP .GGC MBC
IA . IOH I0S IOU IMN IWP
L IAA IAD IAW IBI IDQ IDS IDW IDY IEZ IFG IFK IHY IWE ULU |
IN  IAM ICP IEP IGP IHP IJV IKP ILC IMD IMR IMJ INN INR IPL 150 ITC IVC
KS wmmw«mwmwh,“
L6 LNCLSM . :
~ MR FRM WM. T
Wb CUC MDB

Q RS Figure 2. Holding Code Displgy (1 only of the three screens &Iude@‘

&




&

>
]

w

(=]

\J

~Request fent | S |
O ILL: 937531 Borrower: TQD  RegDate: 881187  Status: PENDING

OCLC: 6143159 NeedBefore: 881215 . RecDate: RenewalReq:
Lender: *TQC  * : DueDate: © MewDueDate:
I CALLNO: ‘

2 AUTHOR: Murdock, Carol Yevjoda. * ' ‘£ .

3 TITLE: Single parents are.people too! : How to achieve a positive self- -

mage and personal satisfaction /
4 EDITION: S ‘
IMPRINT: [New York] : Butterick Pub., (219881

5
5 ARTICLE: . | | - -
7 ViLs NO: DATE: < OPRGES:

3 WERIFIED: CLC

3 PATRON: Smith, John 5. ’
1B SHIP 70 INCOLSA 1183 W. 42 St. Indianapolis, IN 46293
11 BILL TO: Same ‘

12 SHIP YIA: LPS | MAXCOST:  35.00 -
13 BORROWING NOTES: (L

14 LENDIMG CHARGES: DATE SHIPPED: SHIP INSURANCE:
15 LENDING RESTRICTIONS: g | |

46 LENDING NOTES: .

17 RETURN TO: -{\
18 RETURN VIA: .

Figure 3. Automatic ILL Workform.
>

. - /
. * -
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-
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Screen | of ¢

INDIANA UNION LIST OF SERIALS 0
Qutdoor Indiana. | : '
ISSN: ©038-7868 CODEN: OCLC no: 2391831 Frequn: m Regulr:
ITEMS. HﬂRKED + HAVE FULLER HOLDINGS. REQUEST LINE NO. TO VIEW THESE

1+ IAM (8187,0,4,6,Retdins current year.) 45- 1980-

2+ ICC (B1@6,0,4) 34- 1963- g
3+ ICP (8146,0,4,6,Retains 18 years) 36— 1971-
4 + MEP (8186,8,4) 1- 1334-

§ 5+ IFJ (8106, B 4,6,Retzins latest 6 years) 41- 1976
6+ IGR (Bi@b B, 4) 3? 40,42~ 1972-1975,1977- -
7+ IIB (B1B5 @,4) 13- 1963-
g+ IMC (81@?,8,4) 33- 1973- .
9+ IMP (8106,0,4) 1- 1934
13 + IMQ (B1@7,0,4) 2- 1959-
i1 + IMR (B1@6,8,4,6) 13- 1346-
12 + INA (B10@6,0,4) 32-34,37- 1966-1965,1572- |
13 + INB (81@7,8,4) 1- 19,,3 g,33- 1934- 195 1959- 1965 Dec.68-Jan.69-

14+ INN (B166,0,4) 4-7, F2- 1961 1954, 1956~ ‘
v 15 + ITC (8165,8,4) 42- 19??- |

16 + ITU (B106,0,4) 7-27,6-8,32- 1941-1950, 1960~

’

_ Figure 4. Sample Online Indiana Union List of Serials Display.

(pP,3u02) f XTANId4V
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NACN: 1733 DATE MODIFIED: 816814 DATE LAST USED: 818731

1 ATTIN OF: @
2TITLE - @
3 ORGANIZ Anderson Pub Libr t LIBR
4 PO/ST 32 W 16th St . |
-5 CITY/5T ¢ Anderson s IN p 46816 n US |
6 IDENTITY | Main n Infnd o IAM o ILSU o INC z OCL
7 COMMUN 317 p 644-1938 |
8 AFFIL'N 0CLC a INCOLSA a Indiana Union List of Serials
9 POLICIES '~
18 MESSAGE

4 4

. Figure 5. Sample Name Address Directory Display.




APPENDIX K
RECIPROCAL BORROWING COVENANT

Whereas, it is to the advantage of the people of Indiana that
intellectual materials be accessible to them; and

l

Whereas, public 1ibraries have been developed to promote free
ccess to intellectual materfals available in organized
collections of such materials in locally supported public
brarfies; and y

.. Whereas, the parties to this agreement are desirous of fulfilling
’ their obligations and purposes in this regard do o

Hereby, covenant between them on behalf of the people in their
1ibrary district to permit any person holding a valid
resident borrower's card from any library which is 2 party
to the Covenant access to circulating materials, such an
arrangement being generally referred to as reciprocal
borrowing, subject only to the conditions set forth here °
following: .

1. Users of this arrangement are expected to
a. conform to the rules and regulations of the
» institution from which they borrow
b. present a valid resident borrower's card
{ssued by their local 1ibrary as evidence of
their eligibility for this service; and
c. pay promptly all delinquency charges which
may accrue against them.
. 2. Participating libraries agree to assist each other,
if necessary (on request) in recovering materials.
3. Participating 1ibraries may limit this activity
to specific classes of materials at their discretion, .
but are encouraged to provide unlimited access. :
4. Participating libraries are not required to take
. reserves or initiate interlibrary loan requests.
5. Participating 1ibraries must be a member of an ALSA.

This covenant becomes effective on the latest date shown
below and shall remain in force until either party wishes

§t modified or cancelled, in which case n1nety days notice
must be given in writing to the Indiana State Library. A
copy of this agreement shall be filed with the State Library

upon signing. .

-

Public Library

Date ’ - Librarian
Date ’ “President, Board
- . of Trustees

o (Courtesy Extension Division, Indiana State Library)
) -
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"APPENDIX K (cont'd) Public Library
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13

Reciprocal Borrowing Restrictions

Please check the statements which apply to~your 1ibrary's policy regarding loan of
materials to reciprocal borrowing patrons:

A1l 1ibrary materials .10aned to res1dent borrowers will be loaned to

reciprocal borrowing patrons. ,

Reciprocal borrowing patrons may borrow only the following types of
materials:

/J :h\ Books

Periodicals
. . Vertical file materials
Films
_____Records
Sl1des
—___Video-tapes
____ Filmstrips ~
~_Art Prin -
Hicrofﬂ’
% ~ Microfiche

Other (Please 1ist) -

2 Borrower's Card Requirements

Please check the statement that applies to your library:

The 1ibrary does not normally fssue borrower's cardN“ig patrons of the
1ibrary district.

Please indicate what identification your patrons will
be given to use up other 1ibraries:

Letter from 1ibrary
____Specfal card issued on request
—____Other (Please specify)

The 1ibrary issues borrower's cards to patrons of the 1ibrary district.

Do you plan to issue your 1ibrary's borrower's card
to reciprocal borrowing patrons?
Yes No

Please return to the Extension Division, Indfana State Library, 140 North Senate Ave.,

Indfanapolis, IN 46204. This information will be provided with the succeeding 1ist of

participating 1ibraries. -
B J

' ED/ISL
(Courtesy Extension Division, Indiana State Library) - 10/79

A-40




I

APPENDIX L

~INTERLIBRARY LJAN POLICY . B
Interlibrary Loan Address:
Ball State University
Interlibrary Loan v,
Muneie, IN 47306 BOOKS:
TELEPHONE NO: _317/285-1779 Wil 1end )
TWX NO: N/A - Will not lend --
NUC CODE: InMB Length of loan_ 2 weeks uze
OCLC CODE: IBS i o ‘Wil1l renew book
Photoduplication Address: Special resgricg‘ons_Ernm_nLhax_zhan

/ ) neral Col {s
Same ifSBICALS 1 week
' ' C Will lend’ 8
TELEPHONE NO: _ Same - , Wil not Tend

TWX NO:  N/A Lend if article exceeds_ -- ges
_TWX SERVICE: - ~ ] Photocopy in lieu of loan 1f article
Will accept loan requests N/a under -- _ pages °
Wil1l accept phocotocy requests N/A DISSERTATIONS: ’
OCLC SERVICE: Will lend In 4- State Univ, Coop. only
Will adcept loan requests_ yes . Wil not lend N/A
Will accept photocopy requests Length of loan__N/A
Number of times symbol require é Will renew N/A
in lender string one Microfilm available from:
SERVICE CHARGES: Our library N/A
No charge none University Microfiims since degree
Charge per ILL transaction pope MASTER'S THESES: was offere .
PHOTOCOPY SERVICE: ~ Will lend Yes, if Circulatinz copy avail.
No charge up to 15 pages . Wi1l not lend "~ .
Charge per exposure $.10 for 16 or more Length of loan 2 weeks use
Hand1ing charge none Will renew _No
Minimum charge none MICROFORMS :
MICROFILMING: - Will lend: Will -not lend:
Service available_ no cards_ x
Charges for a) positive x/a Film x
b) negative 'y/a Fiche _x
BILLING PROCEDURE: Print N/A
Invoice with material GOVERNMENT PUBLICATIONS:
Invoice on ILL form Depository: Will lend: Will not lend
Payment {n advance State no
Other await Invoice from B ce u.s. yes yes |
POSTAGE: { Canada_no
Do charge " Gt. Britainno
No not charge But welcome postage in U.N. Dmo
SPECIAL COLLECTION STRENGTHS: form of stampdOther _no
John Steinbeck. Sir Norman Angel, Length of Loan 41 wesk
Middletown Studies Will renew
SUSPENSTON OF ILL SERVICE DURING SPECIAL MATERI if ’
CHRISTMAS: Dec 10-Jan &4 Type A-v
DURING SUMMER: no Will lend N/A
COMMENTS : ‘ » Will not lend x
% Length of Joan yN/a
Will renew N/A
A-41



INTERLIBRARY LOAN POLICY

Interlibrary Loan Address:

TELEPHONE NO: 812- 232-6311 ext.2209
TWX NO: TWX terminal is not owned
NUC CODE: InTi
OCLC CODE:_1ISU
Photoduplication Address: same as above
Indiana State University Library
Interlitrary lLoan
‘Terre Haute, IN 47809
TELEPHONE NO:  ®eme as above
TWX NO: Terminal not owned -~ ~
TWX SERVICE:
Will accept loan requests
Will accept phocotocy requests_
ocLC SERVICE:
Will accept loan requests__ X
Will accept photocopy requests
Number of times symbol required
in lender string__ one
SERVICE CHARGES:
No charge X
Charge per ILL transaction
PHOTOCOPY SERVICE:

No charge up to 1% pages

o

Handling charge
Minimum charge
MICROFILMING:
Service available po
Charges for a) positive

b) negative
BILLYNG.PROCEDURE: . N

Invoice with material X

Invoice on ILL form

Payment in advance .

Other .
POSTAGE:

Do charge
. No not charge
SPECIAL COLLECTION STR E GTHS:

Eduecation

- -

SUSPENSTON OF ILL SERVICE DURING -~
CHRISTMAS: _No ]

DURING SUMMER: No

COMMENTS:

A-42

Charge per exposurelQ¢ after 15 pﬁge,

Indiana State University Library
Interlibrary loan
Terre Haute, IN 47809 °

BOOKS:

Will lend ‘¥
Will not lend

Length of loan_ 2 weeke
Will renew
Special res€r1cf1ons

PERTODICALS:
" Will lend No
Will not lend X
Lend if article exceeds pages
Photocopy in lieu of loan if article
under’ pages
DISSERTATIONS: -
Will lend X : <
Will not lend
Length of loan__ 2 yeeks
Will renew_Yeg
Microfilm available from:
Our library No
Un1vers1ty Microfilims since 1971
MASTER'S THESES:
Will lend X
Will not lend
Length of loan
Will renew
MICROFORMS:
Will lend:
cards X
Film
Fiche
Print X
GOVERNMENT PUBLICATIONS
Depository:
State X Selectively
U.S. Partiel AN
Canada No "
Gt. Britain No _ "
U.N. No - "
Other
Length of Loan__ 2
Will renew o8 ,
SPECIAL MATERIALS:
Type
Will lend
Will not lend
~ Length of loan
Will renew '

2 weeks

Will not lend:

el
—— ™

S |

i11 lend: Will not lend:



INTERLIBRARY LOAN POLICY

Interlibrary Loan Address: Inserlibrary Services Dept.
Indiana University Libraries

Lending unit 812-335-8026 Droominston, IN 47405

BOOKS: -
TELEPHONE NO:Borrowing unit-812-335-7746 Will lend x(yggky)in print lent select

TWX NO:  NO Will not lend ,

NUC CODE: IxU Length of loan 3 weeks use
0CLC CODE¢ TUL Will renew  No renewals
Photoduplication Address: Special restrictions  NA
Same as above,

PERIODICALS:
Will lend NA
Will not lend X

TELEPHONE NO: Same as above,

TWX NO: NA Lend if article exceeds NA  pages
Photocopy in lieu of loan if article
under NA pages

&'(1f circultting copy available

TWX SERVICE: NA
Will accept loan requests "
Will accept phocotocy requests ™% DISSERTATION

OCLC SERVICE: . Will lend
Will accept loan requests X Will not lend NA \

Will dccept photocopy requests X Length of loan 3 weeks use
Number of times symbol required Will renew No renewals
in lender string once Microfilm available from:

SERVICE CHARGES: Qur library NA
No charge 8ee note helow Un1vers1ty Microfilms since 1952
Charge per ILL transaction - MASTER'S THESES:

PHOTOCOPY SERVICE: see note below Will lend__ X
No charge up to NA pages Will not Tend NA
Charge per exposure 10% ¥ Length of loan 3 weeks use
Handling charge +po8tage€ 1,50 Will renew NO RENEWALSN, /

- Minimum charge _$4.00 MICROFORMS : .

MICROFILMING: — Will lend: Will not lend:

Service avai1§b1e X cards_ X -~
Charges for a) positive RK' . Film
b) negative 08 PEY frame * [icphe

BILLING PROCEDURE Print X
Invoice with mater1a1<"='1°° fof FETSFGOVERNMENT PUBLICATIONS:

Invoice on ILL form Depository: Will lend: Will not lend:

. Payment in advance ““ State selectively
Other KA J.s. o

POSTAGE: Canada i
Do charge X . Gt. Britain__ _
No not charge NK U.N. "

SPECIAL COLLECTION STRENGTHS Other. o

Lengty of Loan 3 weeks use

Will fenew No renewals

SUSPENSION OF ILL SERYICE DURI#G SPECIAL MATERIALS:
CHRISTMAS: Yeek prior & week after Type Rare books /manuscripts

DURING SUMMER: X . Wil Tend W .
COMMENTS: Semester break - suspend * Will not Tend X

service from dranch libraries Length of Toan
Will renew NA

* Microfilming: Minimum charge $7.50 Special conditions: No reserves or
plus $3.75 handling holds accepted. no rush.

"

Service charges: Only for

*Phot rvice: W
Otaa Py o¢ Will not copy more ?8“‘!0*%3"1.. vhich charge

than 50 exposures for titles held at A-43
branch libgaries. Must indicate CCG/CCL




Interlibrary Loan Address:
Interlibrary Loan Office
Purdue University Libraries

INTERLIBRARY LUAN POLICY FOR INDIANA ONLY

OCLC SERVICE:

in lender string_twice

West Lafayette, IN 47907 BOOKS:
TELEPHONE NO:_ 317-49h-2801 Will lend yes
TWX NO:, _ Nome Will not YendSPecIAl CSIISCTIONE, Resv., etc.
NUC CODE: _InLP Length of 10andh® WONTN YTOW ANTEDf shipping
OCLC CODE: IPL ‘Will renew varies . X o
Photoduplication Address: %PeciaI restrictions FoSIGly d&pending ‘on cond.
’ of book, short-term policy for some loans, etc.
Same As Above - PERTODICALS: -
Will lend DO
TELEPHONE NO: Same As Above Will not Yend - N
. TWX NO:  None Lend if article exceeds _pages
TWX SERVICE: . T, Photqcopy in lieu of loan if article
Will accept loan requests n/a. upder pages g

Will accept phocotocy requests nja DISSERTATIONS:

Will lend If we havé mon-archival loan copy

Will accept loan requests_Yes " Will not lend archival or film copy~
Will accept photocopy requests Je8 Length of loan Same as books .
Number of times symbol required Will renew varies . -

Microfilm available from:

SERVICE CHARGES:
No charge RNone

Our library photocopy for Master's
University Microfrims sincci95

—e

Charge per ILL transaction _
;*?PHOTOCOPY SERVICE: see velow

Charge per exposure

MASTER'S THESES:
Will lend If we have non-archival loan copy

No charge up to ___ pages Will not Yend archival copy

Length of loan Same as books

Handling charge

Will renew_varies -

Minimum charge

MICROFORMS:

MICROFILMING:
Service available No

Will lend: , Will not lend: .
cards_X

Charges for a) positive

b) negative
BILLING PROCEDURE: -
Invoice with material_priced

: Film X B
» Ffiche X
Print X

Invoice on ILL form

on ILy  GOYERNMENT PUBLICATIONS:

Payment in advance

Depository: Will lend: Will not lend:
State _no ¢ ) .

Other Wait fox invoice from our Chief U.S. Partial

SPECIAL COLLECTION STRENGTHS: ciass photocop§ther

POSTAGE: ‘Accountant’s Office Canada. no .
Do charge___{p_;g%odited methods 6t. Britainno
No not chargefor book rate loans or 1st U.N. no

éxposure after 20.

“ 30: 10 cents each.

govermment: 15 exposures free, 18 to 20 Wil1l renew
exposures $2,”10 cents each additional

2. Indiana industries and businesses: 1-50
exposures §3; each additional exposure after Only

Engineering, Science, Agriculture - Length of Loan varies
— - Hill renew_varies
SUSPENSTON OF ILL SERVICE DURING SPECIAL MATERIALS:
CHRISTMAS: Dec. 10 through Jan. 2 Type
DURING SUMMER: no suspension of service Will Tend
COMMENTS: : Will not Tend
j*t 1. Indiana academic, public, and State Length of loan

Interlibrary loan Policy for Indiana

3. U.8. Govermment offices in Indiana: 1-50
exposures $5; 10 cents each additional exposure

O after %0.
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INTERLIBRARY. LOAN INFORMATION SHEET
.
Name of Library: UNIVERSITY OF NOTRE DAME LIBRARY Date: July 19861

iddress:  INTERLTERARY LOAN OFFICE/MEMORIAL LIERARY/UNIVERSITY OF NOTRE DAME
© T OTRE TR INDYANK L&555 > ' *

’

TWX:

BOOKS: AUDI MATERIALS :
‘Lend? Yes XX No Phono Albums
Exceptions “RARE/REFERENCE Lt . Lend? Yes ___“No XXX
Length of Loan _2 WEEKS . Length of Loan
Renewable USUALLY : Renewable N

_Chargé per item wmmg__ Cassette Tapes -
Lend? Yes ___ Nc XX

-
PERIODI'éALS: ¢ Length of Loan
~. Lend? Yes ___ No IXX Renewable .
Length of Loan 16 mm films,
Lend If article exceeds pages Lend? Yes No XX
) : ' Length of Loan
DISSERTATIONS : Renewable
Lend? Yes preS2 No post!52 through Univ.Micro-
Length of Loan _ 2 WEEKS -f{1ms PHOTOCOPY SERVICE: _
Renewable IISUALLY : No charge up to exposures
Reproduction allowed NO COPYING WHATSOEVER Charge per exposure __ 10 :
* * Handl Ing charge 200
MASTER'S THESES: ) . Minimum charge
Lend? Yes X No-___ . ~ , Charge for cost estimate
Length of Loan 2 WEEKS Automatic copy of less than pages
Renewable TUSUALLY Time fequired for process -3 da
Reproduction allowed _N) § N .
- MICROF | LMING-3
Ml FORMS : , Service available
will lend Will not lend Charge per frame »
Cards XXXIX Handl ing charge
Films XXXXX Minimum charge
Fiche .
" Length of Loan __ 2 WEEXS ' SERVICE CHARGE:
. NO SERVICE CHARGE FOR LOANS
NEWSPAPERS : i
Lend microfiim? Yes XXX No™___ - BILLING PROCEDURE :
Lend paper? Yes ____  Noxxxxx Invoiced with material YES
Exceptions \ Invoiced later
" Length of Loan _ 2 WEEKS : Invoiced on ILL form _
_ -, Payment in advance . -~
MAPS : Other charges
Lend? Yes __i No __ )
Length of Loan : OTHER:
Renewable - , Services suspended durln_g Chrlsms
Reproduction allowed ) ‘ frcm_%ﬂ_%
: to JANUARY every year S
GOVERNMENT DOCUMENTS : i ] )
Will tend _ Wil not lend .
State < '
u.s. . T A-45 ' 4

o Length of loan

ERICV:. S. depository since ‘ ; . .
2 State: do?osl'rory since : ' . 42 . ’
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'fn?ﬁyfibrarQ Loan Address:

INTERLIBRARY L"AN POLICY

Interlfbrary Loan
7 Indiana STate Library
140 N. Senate Ave

Indianapolis,BBHKSQGZOA

TECEPRON E'N (317) 232-3728
TWX NO:. 810-341=313% R

NUC CODE: -1
OCLC CODE:
Photoduplication Address:

Interlibargry Loan -
Indiana State Library
140 N. Senate Ave. Indpls., IN 46204
TELEPHONE NC: ~ (317) 232-3728
TWX NO: _810-341-3134 )
TWX SERVICE: yes
Witl accept loan requests yes
Will accept phocotocCy requestgjugL
OCLC_ SERVICE:
Will accept loan requests zes :
Will accept photocopy requests_yes
~ Number of times symbol required
¢ in lender string 1
SERVICE CHARGES:
No charge X
Charge per .ILL transaction
PHOTOCOPY SEgVICE - ‘
No charge up to . ___pages
"Charge per exposure_ 25¢,
Hand1ing charge none
Minimum charge nope
MICROFILMING:
Service available_no
Charges for a) positive
b) negative
BILLING PROCEDURE:
Invoice with material__ X
Invoice on ILL form
Paymerit in advance .
Other N
POSTAGE:
Do charge out of state libraries
No notgharge_~
SPECIAL C LECT}PN STRENGTHS:

SUSPENSION OF ILL SERVICE DURING
CHRISTMAS: X

DURING quMER:

COMMENTS : Newspaper section service

suspended during Xmas from mid-Dec

to early Jan. .

{
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/__m; tory:
State

C Will lend X,
Will -not lend X listed below
Length of loan 30 days
Will renew.
Special restr1ct1onsggngglggy,_g;gh1ves

or single c

PERIODICALS: do not circulate.
Will lend 1In gtate only

Will not lend Single copies of Ind. Jrnls
Lend if article exceeds pages '
Photocopy in lieu of loan if article
under pages
DISSERTATIONS: Occasionally lend
Will lend  Indiana topic
Will not lend
Length of Tloan
Will renew
Microfilm availahle from:
Our library
University Microfilms since
MASTER'S THESES:N/A
Will lend
Will-not lend
Length of loan
Ail1l renew .

* MICROFORMS:

Will lend: Will not lend:
cards

Film X
Fiche
Print XY
GQVERNMENT “PUBLICATIONS:

Will lend: Will not 1end
X Af own multiple coples

+

1]

u.sS. X X _limited in _state
Canada

Gt. Britain__ —/
U.N. 7/
Other 7

Length of Loan y,s, 2 wks State 30 days

Will renew no tate if no other
SPECIAL MATERIALS: requests

Type * .

Wi11¥end -

Will not lend

Length of loan

W11 renew
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APPENDIX M

RESOURCE SHARING MANUAL
OOMMENT AND REVISION FORM

1. Ecrors/typos. (Please note below with specific page references).

2. Additional information. (P{ease note below additional items or
areas that you think this manual should include).

A-47
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APPENDIX M: Comment Form' (cont'd)

N

3. Amendments/deletions. (Please note below, with specific references,
parts of this manual needing revison or deletions.) /1‘

e e = am . e - _ ) N K'
k-4
Y
L
o
- 4. Other comments. .
//,—* v
-
A Y
} >
L J
T REIURN TO: . FROM:
Netwock Coordinating Camitee
c/o Extension Division (name)
Indiana State Libtrary ‘ .
140 N. Senate Ave. ~ (library)
Indianapolis, IN 46204 [
N (address) s
.r
?- rae |52
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BIBLIOGRAPHY
Interlibrary Loan

®Interlibcary Loan Issues”, RQ, regul'ar column beginning in Wt} 1977.
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(Washington, 1978). (Kit and Flyer, no. 42).
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APPENDIX N ™
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Interlibrary loan (cont'd)
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ILL CODES AND POLICIES
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Groups of Librcaries™. RQ 20:26-28 Fall, 1980.

"National- Interlibrary Loan Code, 1980%, RQ 20:29-31 Fall, 1980.

ILL REFERENCE INTERVIEW
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Unabashed Librarian no. 29: 8° 1978
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.Boals, D. M, "Interlibrary Loan Networks:; Practical (bstacles On the Foad to
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STATE AND REGICNAL PROGRAMS

NYSILL Task Force. New York State Interlibrary Loan, NYSILL, 1967-1977; a
report of the NYSILL Task Force, August 18, 1978. “Albany, University of the
§£te of New Yor:k, The State Education mparhnent New York State Library,
1978.

Reynolds, Dennis J. "Ibgiori:al Alternatives for Interlibrary Loan: Access to
. Unreported Holdings™, College and Research Libraries 41:33-42 January 1980.

*

Rollins, Jane G. ™The New Yock State Interlibrary loan Program-NYSILL
1977-1978", Bookmark 38:99-102 Winter, 1979.

. "The New York State Interlibrary loan Program-NYSILL 1978-1980",
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Regional }Abrary Center, 1979. (Includes survey of present interlibrary
loan activity.) /
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APPENDIX N
BIBLIOGRAPHY (cont'd)
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(NOTE: Also on file in Extension are state ILL guidelines fram the following
states: Florida, Illinois, Pennsylvania, South Dekota, Texas, and Wisconsin.),
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