
ILL REQUEST FORM

Columbia College Chicago
Columbia College Library
Chicago, Illinois

Interlibrary Loan Book/ERIC Document/Dissertation Request Form
Use this form to submit a request to borrow books, ERIC Documents, or Dissertations from other non-
I-Share member libraries. Your request will be sent to and processed by the Interlibrary Loan Office.
Requests generally take between 7–14 days to be filled.Consult the Borrowing From Other Libraries page
for more information.
Stop by the Reference Desk (2nd floor) for assistance in completing this form or your book citation.
Interlibrary Loan Book Request Form
*REQUIRED FIELDS
After completing the form, please scroll to the bottom and click on the “Submit” button.
Your Name: (Last name, First name)* ________________________________________________
Address:* ____________________________________________________________________
Street Line 1: __________________________________________________________________
Street Line 2: __________________________________________________________________
City: _________________________________ State: _________________ Zip: ______________
Telephone: (please include area code)* _______________________________________________
Email Address:* ________________________________________________________________
How would you prefer to be contacted?* Email _____ Phone _____ US Mail _____
Columbia College Chicago Status: * Student _____ Faculty______ Staff______________
Book/Dissertation/ERIC Document Title:* _____________________________________________
____________________________________________________________________________
____________________________________________________________________________
Author: (last name, first name)* ____________________________________________________
Edition: ______________________________________________________________________
Publisher:*____________________________________________________________________
Date:* _______________________________________________________________________
OCLC Number: ________________________________________________________________
(if available)
ERIC Document Number:_________________________________________________________
(if applicable)
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Where did you find this citation? ___________________________________________________
(i.e. in the MLA database, in a bibliography, etc.)
Need by Date (mm/dd/yyyy):* ______________________________________________________
Note:The “Need by Date” will not affect the time it takes to receive Interlibrary Loan materials. Instead,
the date entered in this field indicates at what date we should stop searching for an item because it will
no longer be of use to you.
COPYRIGHT NOTICE: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 speci-
fied in the law, libraries and archives are authorized to furnish a photocopy or other reproduction. One
of these specified conditions is that the photocopy or 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 photo-
copy or reproduction for purposes in excess of “fair use,” that user may be liable for copyright infringe-
ment.This institution reserves the right to refuse to accept a copying order if, in its judgment, fulfillment
of the order would involve violation of copyright law.

Lake Sumter Community College
Lake Sumter Community College Libraries
Sumterville, Florida

Interlibrary Loan Request

Interlibrary loan services are available to faculty, staff and LSCC students currently enrolled in credit
classes. Requests must be related to LSCC course work. All requesters must provide a valid ID card
number. If you do not have a validated ID card, contact the library at 365-3563. Submit one request for
each item.

• Check the LINCC Catalog to be sure LSCC does not own the item.
• We attempt to borrow from libraries which DO NOT CHARGE a fee.You will be notified if a

fee is required. If charges are accepted, you will be responsible for payment upon arrival of the
material.

• Students may request 5 items per research project.
• Average time to fill requests is 6–7 days. Some requests may take up to 3 weeks.
• Do not request reference books or audiovisual materials.
• You will be notified by telephone or e-mail when the item arrives. Please pick up the item

promptly.
• For further information, call 365-3527 or 365-3563.

Requester’s Information
Name: ID Barcode #
Address: E-Mail:
City: Home Phone:
State: Work Phone:
Zip: Fax:
Not Needed After: Campus:
Status: Where you wish to 

pick up the item:
Course for which 
material is needed:

THE ACADEMIC LIBRARY MANAGER’S FORMS, POLICIES, AND PROCEDURES HANDBOOK



Book Request
Title: Author:
Publisher: Publication Year:
ISBN (if known): This edition only: Yes  No
Article Request (do not abbreviate titles)
Periodical Title: Author:
Article Title: Volume:
No: Date:
Pages: ISSN (if known):
Source of citation (if FirstSearch, provide title of database):
Copy of online citation (if from an electronic database, please copy and paste complete citation)

Copyright Restrictions
The copyright law of the United States (Title 17, U.S. 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 other reproduction. One of these specified conditions is that
the photocopy or 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 for copyright infringement.This institution reserves the right
to refuse to accept a copying request if, in its judgment, fulfillment of the order would involve violation of
copyright law.
By submitting this request I verify that I have read the above copyright restrictions and agree to comply.

DOCUMENT DELIVERY FORM

Xavier University Library Document Delivery

Journal Article and Conference Proceedings Request Form

Before requesting a journal article or conference proceeding please search the Electronic Journal Locator
for electronic holdings and then the for print, microfiche and microfilm holdings. If you do not find what
you need in the Electronic Journal Locator or XPLORE Library Catalog, complete the form below.
Required information is marked with an asterisk (*). Requests may take 2 weeks or more for ordering,
shipping and processing, so please plan ahead. Need more information? View instructions for filling out
this request form, call the document delivery office or contact the librarian at the reference desk
Author
Article Title*
Journal Title*
Date Published
Volume
Issue
Pages

Submit Request

FORMS



Cited In
Comments
ISSN
OCLC#
Cancel if not filled by
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 other reproduction. One of these specified con-
ditions is that the photocopy or other reproduction is not to be “used for any purpose other than pri-
vate 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 for copyright infringement.This
institution reserves the right to refuse to accept a copying order, if, in its judgement, fulfillment of the
order would involve violation of copyright law.

For example, type “Jane Smith” and then press the TAB key.
Your Name:

For example, type “312312” and then press the TAB key.
Barcode (numerals only)

DOCUMENT DELIVERY FROM REMOTE STACKS FORM

Document Delivery Services: Remote Stacks Monday, June 12, 2006
Journal Request Hours Today: 8am to 10pm

Use the request form below to request a journal from remote stacks. Requested journal(s) will be avail-
able for pick-up by the next business day at the circulation desk.
Name:
Email:
Phone:
Status: Undergraduate Faculty/Staff 

Graduate Other 
Journal Title:
Volume:
Issue:
Date:
Comments:

Clear

Submit

SUBMIT THIS REQUEST

SEARCH THE LIBRARY CATALOG FOR THIS ITEM
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