Interlibrary Loan Policy - Template
The following is a template constructed to aid your library in creating an interlibrary loan policy. Please modify this document as needed to best reflect your library’s policies.
Purpose
The purpose of interlibrary loan is to obtain, upon request of a library user, material not available at this library.
This _________ library is part of a network of state libraries that provide materials to our patrons at no cost. In addition, we have the possibility of ordering from libraries nationwide for a fee.

For our patrons:

Who may borrow

Patrons in good standing (with no fines or blocks) at our library may place requests for interlibrary loans.
What may be borrowed

Patrons may not order anything the library already owns, and should instead place a hold on the item within our library.
Please indicate if your library has any other restrictions (i.e. will not borrow A/V items, no items 6 months or newer)
Patrons may borrow up to ## items through interlibrary loan at a time.

Lending Period

The lending library will set the due date, and whether or not items may be renewed. 

It is in the patron’s best interest to pick up interlibrary loan requests promptly.

Patrons who do not return items on time or in good condition are subject to loss of interlibrary loan privileges.

For libraries borrowing from our library:
What we will lend


Please indicate what formats of materials you will or will not lend. You may also indicate if you have a lending restriction for newly published items.
Lending Period

Our lending period is ## weeks. Renewals are/are not allowed- please contact our staff for arrangements.

Preferred method of request submission 
Please indicate how you prefer to receive requests (via OCLC, Evergreen, fax, etc.)
Delivery methods
Our library ships materials through InfoExpress. If you are not an InfoExpress member, please indicate this on your request so we can ship the item to you via USPS. The borrowing library is responsible for all shipping costs.

Contact Information:
Please include:

· Name of interlibrary loan staff member(s) 

· Library hours and/or hours ILL staff member(s) are available

· Phone number

· Email address

· Fax number
